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TREASURER'S TURNOVER AUDITS

SAMPLE TURNOVER SCHEDULES
This document contains the suggested format for treasurer's turnover schedules.  The Auditor of Public Accounts specification for turnover audits is in chapter 5 of the Specifications for Audits of Counties, Cities, and Towns.  The samples include the schedule of treasurer assets and liabilities and turnover receipts of assets.  These are suggested formats.  Other formats are acceptable.  The required content is described in Specifications for Audits of Counties, Cities, and Towns, chapter 5, Treasurer’s Turnover Audits.

The sample schedules included are as follows:

TURNOVER SCHEDULE:  


Schedule of the Treasurer's Assets and Liabilities
TURNOVER RECEIPTS OF ASSETS:


Turnover Receipt of Cash and Cash Items on Hand from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt of Returned Checks on Hand from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt of Cash on Deposit from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt Cash Equivalents and Investments from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt of Uncollected Real Estate Taxes from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt of Uncollected Personal Property Taxes from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt of Uncollected Public Service Taxes from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt of Uncollected State Taxes from Outgoing Treasurer to Incoming Treasurer


(This schedule is provided by the Auditor of Public Accounts)


Turnover Receipt of Other Assets from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt of Unused Receipt Books from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt of Unsold Dog License Tags from Outgoing Treasurer to Incoming Treasurer


Turnover Receipt of Unsold Vehicle License Decals from Outgoing Treasurer to Incoming Treasurer

COUNTY/CITY OF _____________________, VIRGINIA

SCHEDULE OF THE TREASURER’S ASSETS AND LIABILITIES

At [Turnover Date]
Assets held by the Treasurer: (a)

Cash on hand


Cash in banks:


Checking:


(List banks)


Savings:


(List banks)


Certificate of deposit:


(List banks)


Cash with fiscal agents:


(List agents)


State jury claims (b)


Deferred account (c)


Investments:


U.S. Treasurer Notes


Local Government Investment Pool


Other:


Total assets

Liabilities of the Treasurer: (d)


Balance of County/City /Town funds

Balance of Commonwealth Fund


Balance of Other Governmental Units (e)


Deferred account (c)


Total liabilities


The accompanying notes are an integral part of this schedule.

**Preparation Notes:

a) The assets held by the treasurer should equal amounts reported on the turnover schedules

b) State Jury claims should be a separate line item and not be combined with any other accounts.

c) The deferred account is to be used for cash overages or shortages.  If there is an overage the deferred account is listed with the liabilities.  If there is shortage, the deferred account is listed with the assets.

d) Note that Prepaid Taxes are reflected as revenue when received under the cash basis of accounting and should be included in the “Balance of County/City funds”.

e) List other governmental units separately.
COUNTY/CITY OF _____________________, VIRGINIA

TURNOVER RECEIPT OF CASH AND CASH ITEMS ON HAND

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of ____________________, Outgoing Treasurer of the County/City of ___________________, Virginia, by _____________________, Incoming Treasurer of the County/City of ____________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.


   Amount



Cash on hand (currency and coin)



Other Cash Items:



  [LIST]


Total

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF _____________________, VIRGINIA

TURNOVER RECEIPT OF RETURNED CHECKS ON HAND

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of __________________, Outgoing Treasurer of the County/City of _________________________, Virginia, by _______________________, Incoming Treasurer of the County/City of _____________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.

       Returned Checks on Hand:



Date


Name


Amount


Total

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF _____________________, VIRGINIA

TURNOVER RECEIPT OF CASH ON DEPOSIT

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of ____________________, Outgoing Treasurer of the County/City of ___________________, Virginia, by ___________________________, Incoming Treasurer of the County/City of _________________________, Virginia, the item or items as hereinafter described and/or listed at of the close of business _______________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.


Balances on deposit in banks at close of business _______________, 200___, and outstanding checks drawn there against are as follows:



Balance
Outstanding
Balance


Name of Bank and Bank Account
Per Bank
Checks
Per Ledger


_________
_______
________


Total
_________
_______
________
Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF _____________________, VIRGINIA

TURNOVER RECEIPT OF CASH EQUIVALENTS AND INVESTMENTS

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of ____________________, Outgoing Treasurer of the County/City of ___________________, Virginia, by _____________________, Incoming Treasurer of the County/City of ____________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________________.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.


   Amount



Certificates of deposit:



   [LIST BANKS]



Repurchase Agreements:



  [LIST BANKS]



Investments:



   U.S Treasury Notes



   Local Government Investment Pool



   Other:



    [LIST]


Total

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF____________________, VIRGINIA

TURNOVER RECEIPT OF UNCOLLECTED REAL ESTATE TAXES

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of ____________________, Outgoing Treasurer of the County/City of ____________________, Virginia, by _________________________, Incoming Treasurer of the County/City of __________________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.



Year


Base Tax




Total Uncollected




  Real Estate Taxes

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF __________________________, VIRGINIA

TURNOVER RECEIPT OF UNCOLLECTED PERSONAL PROPERTY TAXES

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of __________________________, Outgoing Treasurer of the County/City of __________________________, Virginia, by _____________________, Incoming Treasurer of the County/City of _______________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.



Year


Base Tax




Total Uncollected




  Personal Property Taxes

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF _________________________, VIRGINIA

TURNOVER RECEIPT OF UNCOLLECTED 

PUBLIC SERVICE TAXES

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of _____________________, Outgoing Treasurer of the County/City of _____________________, Virginia, by _____________________, Incoming Treasurer of the County/City of _____________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.



Year


Base Tax


Real Estate - Public Service


Personal Property - Public Service






Total Uncollected






  Public Service Taxes

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF ______________________, VIRGINIA

TURNOVER RECEIPT OF UNCOLLECTED STATE TAXES

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of ______________________, Outgoing Treasurer of the County/City of ___________________________ , Virginia, by _______________________, Incoming Treasurer of the County/City of ____________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.



Year


Base Tax


Estimated State Income Taxes


Estimated State Income Taxes


State Income Taxes






Total (Exclusive of penalty






  on past due items)

(This schedule is provided by the Auditor of Public Accounts and must be included in the bound report on the turnover audit.)

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF _____________________, VIRGINIA

TURNOVER RECEIPT OF OTHER ASSETS

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of ____________________, Outgoing Treasurer of the County/City of ___________________, Virginia, by _____________________, Incoming Treasurer of the County/City of ____________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________________.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.


   Amount



[LIST ANY OTHER ASSETS



 NOT PREVIOUSLY LISTED]


Total

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF _____________________, VIRGINIA

TURNOVER RECEIPT OF UNUSED RECEIPT BOOKS

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of ______________________, Outgoing Treasurer of the County/City of _________________________, Virginia, by ____________________, Incoming Treasurer of the County/City of _____________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.



Receipt Numbers


Beginning
Ending
Quantity


Class of Receipt

Number

Number

On Hand


General


Dog Tag


Estimated State


 Income Taxes


[List Other]

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF ___________________, VIRGINIA

TURNOVER RECEIPT OF UNSOLD DOG LICENSE TAGS

FROM OUTGOING TREASURER TO INCOMING TREASURER

At [Turnover Date]

Received of ____________________, Outgoing Treasurer of the County/City of ______________________, Virginia, by __________________________, Incoming Treasurer of the County/City of _____________________, Virginia, the item or items as hereinafter described and/or listed at the close of business _______________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.



Tag Numbers


Beginning
Ending
Quantity


Class of Tag

Number

Number

On Hand


Unsexed


20 Dog Kennel


50 Dog Kennel

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________

COUNTY/CITY OF _________________________, VIRGINIA

TURNOVER RECEIPT OF UNSOLD VEHICLE LICENSE DECALS

FROM OUTGOING TREASURER TO INCOMING TREASURER 

At [Turnover Date]

Received of ____________________, Outgoing Treasurer of the County/City of ___________________, Virginia, by ____________________, Incoming Treasurer of the County/City of _________________, Virginia, the item or items as hereinafter described and/or listed at of the close of business _______________, 200___.


We, having separately checked this schedule, do hereby certify as to the correctness of same and do hereby accept the credit and the charge on account as evidenced by affixing our signatures hereto.



Decal Numbers


Beginning
Ending
Quantity


Class of Decal

Number

Number

On Hand


Automobile


Duplicates


Motorcycle


Junk vehicle

Signed and Witnessed:

__________________________________
____________________________________


Notary
Outgoing Treasurer of the 



 County/City of _____________________



____________________________________



Incoming Treasurer of the 



County/City of _____________________
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