














Comptroller's Directive No. 1-09
Attachment 15
Federal Schedules

Preparing the federal schedules.xls template; DISBURSED TO NONSTATE tab (continued)

Step Action

2 Key the CFDA numbers in numerical order in Column B
beginning on line 8. Fill in one line for each CFDA number. As
each CFDA number is keyed, hit enter. Your agency number will
appear in Column A, and the federal program name will appear in
Column C. Please ensure this is the name of the program under
which the funds were received.

Report each CFDA number only once on the schedule unless
the CFDA number has both research and development (R &
D) expenditures and expenditures other than R & D. Key “@”
in Column G to indicate R & D expenditures, “*” to indicate
Stimulus (ARRA) R&D expenditures, or “#” to indicate
Stimulus (ARRA) expenditures.

3 In Column D, enter the total amount of Federal pass-through funds
disbursed to non-state entities for each CFDA number. Use the
cash basis or the value of nonmonetary assistance to report the
disbursements. These disbursements should also be included on
the SEFA tab.

4 A column titled “Program Name - Unidentified CFDA
Number” is included in each tab in the Federal Schedules.xls
file. For Stimulus(ARRA) federal expenditures there is no
option to use the Program Name — Unidentified CFDA
Number column. Enter the program name (if known) followed
by a dash and then enter the other identifying number (such as
the contract number) in this column if N/A appears in the
program name column when the actual CFDA number is
unknown. Otherwise enter the known and verified 5 digit
CFEDA number after the dash following the program name.

Continued on next page
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Preparing the
federal
schedules.xls
template; SEFA
tab

Comptroller's Directive No. 1-09
Attachment 15
Federal Schedules

The SEFA tab should include all federal expenditures / disbursements, except
for the expenditures / disbursements reported on the RECEIVED FROM
NONSTATE tab. Report all expenditure / disbursement amounts related
to unknown CFDA numbers on this tab except those expenditures /
disbursements reported on the RECEIVED FROM NONSTATE tab.

Instructions for preparing the SEFA tab are in the table below.

Step

Action

1

Click on the SEFA tab. Do not enter the agency number and
name. This information is linked to the RECEIVED FROM
STATE tab.

In Column C, type in the appropriate CFDA number beginning on
line 8. Hit Enter. Your agency number should automatically
appear in Column A. The appropriate Federal grantor agency
should automatically appear in Column B, and the Federal
program name should automatically appear in Column E.

Report each CFDA number only once on the schedule unless
the CFDA number has both research and development (R &
D) expenditures and expenditures other than R & D. Key
“@” in Column G to indicate R & D expenditures, “*” to
indicate Stimulus (ARRA) R&D expenditures, or “#” to
indicate Stimulus (ARRA) expenditures.

Report all Federal disbursements in Column F, EXCEPT
expenditures / disbursements reported on the RECEIVED
FROM NONSTATE tab.

A column titled “Program Name - Unidentified CFDA
Number” is included in each tab in the Federal Schedules.xls
file. For Stimulus (ARRA) federal expenditures there is not
an option to use the Program Name — Unidentified CEFDA
Number column. Enter the program name (if known)
followed by a dash and then enter the other identifying
number (such as the contract number) in this column if N/A
appears in the program name column when the actual CFDA
number is unknown. Otherwise enter the known and verified
5 digit CFDA number after the dash following the program
name.

Ensure the Federal program name is consistent throughout all
applicable worksheets. If the name is unknown, use Other
Assistance as the program name, only after you have verified
there is no federal contract or program name applicable.
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Preparing the
footnote.xls
template
(footnote file)

Comptroller's Directive No. 1-09
Attachment 15
Federal Schedules

The following Footnote Schedules must be completed by the agencies listed.

Ensure applicable footnote totals agree to the sum of the amounts
reported on the SEFA tab and the RECEIVED FROM NONSTATE tab
for the applicable CFDA number. Report Stimulus (ARRA) and Non-
Stimulus expenditures in the appropriate labeled columns on the footnote
tabs. For example, the sum of the Stimulus (ARRA) and Non-Stimulus
nonmonetary federal disbursement amount and the Stimulus (ARRA)
and Non-Stimulus monetary federal disbursement amount reported in
the Food Distributions Program footnote should agree to the sum of the
amounts reported on the SEFA tab and the RECEIVED FROM
NONSTATE tab for the applicable CFDA number.

Childhood Immunization Grants footnote:
« Department of Health

Donation of Federal Surplus Personal Property footnote:
e Department of General Services

Emergency Unemployment Benefits footnote:
e Virginia Employment Commission

Food Distribution Programs footnote:
o Department of Agriculture and Consumer Services
e Department of Corrections
e Department of Juvenile Justice
e Department of Mental Health, Mental Retardation, and Substance
Abuse Services
¢ Virginia School for the Deaf and the Blind — Hampton
e Virginia School for the Deaf and the Blind — Staunton

Food Stamps footnote:
e Department of Social Services

Capitalization Grants for State Revolving Funds footnote:
e Department of Environmental Quality
e Department of Health

If the footnote file does not pertain to your agency please do not submit a
blank file. If the agency received or disbursed nonmonetary assistance in FY
2009 and is not listed above, call Penny Williams at DOA at (804) 225-3804
or e-mail at penny.williams@doa.virginia.gov. The footnote.xls workbook
includes 5 tabs with each tab representing a footnote within the workbook.
The tabs are located at the bottom of the screen. Clicking once on the desired
tab will allow you to get to a specific footnote.
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Reconciliation
of the Schedule
of Expenditures
of Federal
Awards

Comptroller's Directive No. 1-09
Attachment 15
Federal Schedules

The recon.xls workbook includes 6 tabs with each tab representing a
worksheet within the workbook. The tabs are located at the bottom of the
screen. Clicking once on the desired tab will allow you to get to an individual
worksheet. The reconciliation schedules and tab names are listed below.

Reconciliation Schedules Tab-name

System (CARS) Reconciliation GLA 901 tab

System (CARS) Reconciliation GLA 902 tab

System (CARS) Reconciliation GLA 989 tab

System (CARS) Reconciliation GLA 993 tab

System (CARS) Reconciliation SYSTEM tab

Financial Statement Template F/S Template tab
Reconciliation

The Reconciliation of the Schedule of Expenditures of Federal Awards
reconciles the expenditures for Stimulus (ARRA) and Non-Stimulus
reported on the SEFA tab plus the expenditures for Stimulus (ARRA)
and Non-Stimulus reported on the RECEIVED FROM NONSTATE tab
to the amount of Federal expenditures for Stimulus (ARRA) and Non-
Stimulus recorded on the accounting system, which is CARS for most
agencies.

If this Directive requires the agency to submit a financial statement
template, the agency must also prepare a formal reconciliation of the
Schedule of Expenditures of Federal Awards to the amount reported on the
financial statement template.

Incomplete or improper Reconciliations of the Schedule of Expenditures of
Federal Awards will be returned to the agencies. These agencies will be
asked to resubmit the reconciliations and may be cited for
noncompliance in the Report on Statewide Financial Management and
Compliance (Quarterly Report).
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Comptroller's Directive No. 1-09
Attachment 15
Federal Schedules

Preparing the  Instructions for preparing the Reconciliation of the Schedule of

recon.xls Expenditures of Federal Awards to the accounting system (CARS) are in
template for the following table.
accounting
system
Step Action

1 Select the GLA 901 worksheet in the recon-agy.xls file. Enter the
agency number, contact information, and date completed in the
applicable cells highlighted in yellow. The agency name will
automatically be entered once the agency number has been
entered. This information will transfer to the following tabs
automatically. Enter any Stimulus (ARRA) or Non-Stimulus
expenditures. Enter the fund / fund detail on each GLA tab as a
numeric field. When fund / fund detail 0222 is entered as a
numeric field, it will show on the spreadsheet as 222. Use the
CARS 402 Option B1 report to enter the following information in
each GLA worksheet for any Federal fund / fund detail assigned
to the agency: The GLA totals will automatically roll up to the
System worksheet tab on the following row:

e Expenditures (GLA 901) on line 19

Do not add or delete any line items in this CARS section.
Instead, any additional items should be listed in the reconciling
items section.

2 Select the GLA 902 worksheet in the recon-agy.xls file. Enter
any Stimulus (ARRA) or Non-Stimulus expenditure refunds. The
GLA totals will automatically roll up to the System worksheet tab
on the following row:

Expenditure Refunds (GLA 902) on line 20

3 Select the GLA 989 worksheet in the recon-agy.xls file. Enter
any Stimulus (ARRA) or Non-Stimulus Pass —Through transfers
out. The GLA totals will automatically roll up to the System
worksheet tab on the following row:

Pass-Through Transfers Out (GLA 989) on line 21

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 15
Federal Schedules

Preparing the recon.xls template for accounting system (continued)

Step Action

4 Select the GLA 993 worksheet in the recon-agy.xls file. Enter
any Stimulus (ARRA) or Non-Stimulus Pass-Through transfers
out. The GLA totals will automatically roll up to the System
worksheet tab on the following row:
Pass-Through Transfers Out (GLA 993) on line 22
5 Select the SYSTEM worksheet in the recon-agy.xIs file.
6 In cell E11, enter the total Non-Stimulus Federal Expenditures
amount as reported on the SEFA tab.
7 In cell E12, enter the total Stimulus (ARRA) Federal
Expenditures amount as reported on the SEFA tab.

8 In cell E13, enter the total Non-Stimulus Federal Expenditures
amount as reported on the RECEIVED FROM NONSTATE
tab.

9 In cell E14, enter the total Stimulus Federal Expenditures amount

as reported on the RECEIVED FROM NONSTATE tab.

10 | The difference between the expenditures for Stimulus (ARRA)
and Non-Stimulus as reported on the SEFA tab plus the
expenditures for Stimulus (ARRA) and Non-Stimulus
reported on the RECEIVED FROM NONSTATE tab and the
expenditures in CARS will be calculated on line 26. This
difference should be completely reconciled before submission
to DOA.

11 Begin reconciling items on line 29.

12 Enter a brief description for each reconciling item in Column A.
Enter the dollar amount in Column E. See the following
examples:

Cash Transfers Out (GLA 983) —

expenditures not error corrections $XXX
Nonmonetary disbursements SXXX
Indirect Costs (GLA 975) $XXX

(The agency may or may not have the reconciling items listed
above.)

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 15
Federal Schedules

Preparing the recon.xls template for accounting system (continued)

Step

Action

13

The sum of the reconciling items must equal the difference
between the expenditures for Stimulus (ARRA) and Non-
Stimulus on the SEFA tab plus the expenditures for Stimulus
(ARRA) and Non-Stimulus on the RECEIVED FROM
NONSTATE tab and the expenditures in CARS (line 26). If
these amounts do not equal, further investigation is required
because DOA will not accept incomplete or improper
reconciliations.

14

Do not send the supporting documents for the reconciliations to
DOA. Only submit the reconciliations to DOA. A copy of the
reconciliation and all supporting documents should remain at the
agency for potential APA review.
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Comptroller's Directive No. 1-09
Attachment 15
Federal Schedules

Preparing the  Instructions for preparing the Reconciliation of the Schedule of

recon.xls Expenditures of Federal Awards to the financial statement template are in
template for the following table. (Perform this reconciliation only if this Directive
thg?:rg;llt requires the agency to submit financial statement templates. Do not submit

the financial statement template reconciliation if you do not submit
financial statement templates.)

template

Step Action

1 Select the F/S Template worksheet in the recon.xls file.

2 The agency number and contact information will automatically
appear if you have entered any information for the System
reconciliation. If the information does not appear, please fill in
the appropriate contact information.

3 In cell E12, enter the total Stimulus (ARRA) Federal

Expenditures amount as reported on the SEFA tab.

4 In cell E13, enter the total Non-Stimulus Federal Expenditures

amount as reported on the RECEIVED FROM NONSTATE

tab.

5 In cell E14, enter the total Stimulus Federal Expenditures amount

as reported on the RECEIVED FROM NONSTATE tab.

6 In cell E15, enter the total Non-Stimulus Federal Expenditures

amount as reported on the RECEIVED FROM NONSTATE

tab.

7 List the total Federal expenditures per the financial statement

template by entering the following information:

e Financial statement template line item name in cell B20.

e Total Federal expenditures as reported on the financial
statement template line item in cell E20.

8 The difference between the expenditures for Stimulus (ARRA)

and Non-Stimulus as reported on the SEFA tab plus the

expenditures for Stimulus (ARRA) and Non-Stimulus as

reported on the RECEIVED FROM NONSTATE tab and the

expenditures in the financial statement template will be calculated

in cell E23. This difference should be completely reconciled

before submission to DOA.

9 Begin reconciling items on line 27.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 15
Federal Schedules

Preparing the recon.xls template for financial statement template (continued)

Step

Action

10

Enter a brief description for each reconciling item in Column A.
Enter the dollar amount in Column E. See the following
examples:

Cash Transfers Out (GLA 983) —

expenditures not error corrections $XXX
Nonmonetary disbursements SXXX
Indirect Costs (GLA 975) $XXX

(The agency may or may not have the reconciling items listed
above.)

11

The sum of the reconciling items must equal the difference
between the expenditures for Stimulus (ARRA) and Non-
Stimulus on the SEFA tab plus the expenditures for Stimulus
(ARRA) and Non-Stimulus on the RECEIVED FROM
NONSTATE tab and the expenditures in the financial statement
template (cell E21). If these amounts do not equal, further
investigation is required because DOA will not accept
incomplete or improper reconciliations.

12

Do not send the supporting documents for the reconciliations to
DOA. Only submit the reconciliations to DOA. A copy of the
reconciliation and all supporting documents should remain at the
agency for potential APA review.
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Purpose

Applicable
agencies

Due date

Certification

Comptroller's Directive No. 1-09
Attachment 16
GASBS No. 33 Expenditure and Revenue Analysis

The purpose of this attachment is as follows:

e |dentify ALL expenditures (general ledger accounts 901 / 902),
including federal expenditures, recorded on CARS for nonexchange
transactions that do not meet the recognition requirements as defined in
GASBS No. 33 and must be reclassified as an advance.

e ldentify revenue (general ledger accounts 961 / 962), excluding federal
revenue, recorded on CARS for nonexchange transactions that does not
meet the recognition requirements as defined in GASBS No. 33/ GASBS
No. 36 and must be reclassified as unearned revenue. The federal
revenue is analyzed in Attachment 26.

e Identify GASBS No. 33 transactions not recognized because they were
not measurable.

Refer to GASBS No. 33, GASBS No. 36 and the GASBS No. 33
Nonexchange Transactions Overview section of Authoritative Literature /
Guidance for Preparation of GAAP Basis Fund Financial Statement
Templates, which can be found on DOA’s website at www.doa.virginia.gov.
Click on the “Financial Statement Directives” link.

This attachment is similar to prior year’s Attachment 16.

All agencies with revenues and expenditures on CARS for those funds that
are not included in the agency submitted financial statement templates.

August 13, 2009

The Certification tab requires all preparers and reviewers to type their name
on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed; the information is both complete and
accurate; the preparer and reviewer were not the same individual for
any tab; and that you have read and understand the instructions for
completing the attachment.

Continued on next page
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Submission
requirements

Attachment
revisions

Comptroller's Directive No. 1-09
Attachment 16
GASBS No. 33 Expenditure and Revenue Analysis

Contact DOA if the agency has any problems with the files.

After downloading the files, rename the spreadsheet file using the agency
number followed by Att16. For example, agency 151 should rename its
Attachment 16.xIs file as 151Att16.xIs.

Submit these Excel spreadsheets electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment.

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, applicable excel file tab name, row number and
column letter revised, and the previous and revised information. Document
text changes and numerical changes. Only enter changes for amounts actually
keyed. For example, if a non-keyed, calculated total changes as a result of the
revision, this does not need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.
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Exclusions

Spreadsheet
instructions —
Part 1

Comptroller's Directive No. 1-09
Attachment 16

GASBS No. 33 Expenditure and Revenue Analysis

Exchange type transactions such as Interest and Prepayments (for rent and
insurance) should not be included on this Attachment. Prepayments should be
included on Attachment 21, Schedule of Prepayments as of June 30.

This spreadsheet lists each State agency excluding State agencies that are
discrete component units (i.e. higher education institutions) and State agencies
that prepare financial statement templates for all funds recorded on CARS for
their agency. The spreadsheet is sorted by control agency and then by agency
code. Each control agency must complete this spreadsheet for all agencies
under its control.

Step

Action

Record the contact information.

1

Click on the control agency number. This will show only the agencies
under that control agency number. Contact DOA if you find an
agency # missing.

Note: If the agency cannot click on the control agency number using
the drop-down arrow, then scroll down to the control agency
number. The agency may be running an earlier version of
Windows which may not allow the agency to use the drop-
down arrow when the worksheet is locked.

For each agency # that is under the control agency #, including
federal funds, analyze all nonexchange expenditure / expenditure
refund (GLA 901 /902) transactions recorded on CARS for fiscal
year ended June 30 for all funds excluding funds that are reported in
agency submitted financial statement templates and determine the
following:

e Did the agency record any expenditures (GLA 901) net of any
related expenditure refunds (GLA 902) on CARS for the fiscal
year ended June 30 that did not meet the expenditure recognition
requirements defined in GASBS No. 33 and that must be
reclassified as an Advance?

e Enter “yes” or “no”

If yes, agencies must complete Part 2.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 16

GASBS No. 33 Expenditure and Revenue Analysis

Spreadsheet instructions — Part 1, continued

Step

Action

3

For each agency # that is under the control agency #, excluding
federal funds, analyze all nonexchange revenue / revenue refund
(GLA 961 / 962) transactions recorded on CARS for fiscal year ended
June 30 for all funds excluding funds that are reported in the agency
submitted financial statement templates and determine the following:

e Excluding federal funds, did the agency record any revenues (GLA
961) net of any related revenue refunds (GLA 962) on CARS for
the fiscal year ended June 30 that do not meet the revenue
recognition requirements defined in GASBS No. 33 / GASBS No.
36 and that must be reclassified as unearned revenue?

e Enter “yes” or “no”
If yes, agencies must complete Part 3.

*Note: Federal fund revenue activity is analyzed in Attachment 26,
GASBS No. 33 Federal Fund Analysis — Non-reimbursement
Grants.

Federal funds are identified in CARS as follows.

Adgency Fund / Fund Detail

All 1000, 10XX, 12XX, 13XX

132 0701

140 0701, 0704

165 0726

182 0701, 0721, 0725, 0791, 0972,
0793, 0795, 0796, 0798, 0799

301 0710, 0725

325 0701

326 0701

440 0964

501 0401

505 0401

601 0925, 0945

765 0726

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 16

GASBS No. 33 Expenditure and Revenue Analysis

Spreadsheet instructions — Part 1, continued

Spreadsheet
instructions —
Part 2

Step Action

4 For all net revenue and net expenditure nonexchange transactions,
were there any GASBS No. 33 transactions not recognized because
they were not measurable (see GASBS No. 33, paragraph 11)?
e Enter “yes” or “no”
e If yes, provide a description of the transactions in the space

provided.
5 ¢ Including federal funds, did your agency record net expenditures

(GLA 901 /902) on CARS in the prior fiscal year for nonexchange
transactions that did not meet the expenditure recognition
requirements defined in GASBS No. 33 that were reclassified as
an advance for which the expenditure recognition criteria have still
not been met as of June 30, 2009?

e Enter “yes” or “no”

e If yes, provide a description of the transactions in the space
provided.

Including federal funds, in order to identify the net expenditures (GLA 901 /
902) recorded on CARS as of June 30 that must be reclassified, follow these
instructions.

This spreadsheet must be completed for each agency that has answered yes to
Part 1, Step 2. This spreadsheet provides more detail in order to make the
reclassification of expenditures to advances.

Step Action
- Record the control agency number and control agency name.
1 Record the agency number on each row of information. This must be
entered as a numeric field.
2 Record the fund / fund detail. This must be entered as a numeric field.

When fund / fund detail 0100 is entered as a numeric field it will show
on the spreadsheet as 100.

Fund / fund detail 10XX, 12XX and 13XX have been set up
specifically for federal stimulus dollars.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 16

GASBS No. 33 Expenditure and Revenue Analysis

Spreadsheet instructions — Part 2, continued

Step

Action

3

Record the function of the expenditures. The function is the first
digit of the service area code. A drop-down list is available. Click
on the cell, click on the arrow, and click on the appropriate
function. The functions are listed below:

1-Education

3-Administration of Justice

4-Individual and Family Services
5-Resources and Economic Development
6-Transportation

7-General Government

8-Enterprise

Provide a brief description of the transactions, and document the
eligibility requirement that was not met as of June 30 that requires
these expenditures to be reclassified. This column is formatted as
wrap text. The cell height should automatically adjust (heighten) to
show all information keyed in.

Record the net amount of expenditures recorded on CARS as of
June 30 that must be reclassified to an Advance because
expenditure recognition requirements per GASBS No. 33 were not
met. These amounts must be net of any related expenditure
refunds. Round amounts to the nearest dollar.

Complete fluctuation analysis explanation in the text box at the
bottom of worksheet if indicated at the top of the worksheet (cell
E12).
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Comptroller's Directive No. 1-09
Attachment 16
GASBS No. 33 Expenditure and Revenue Analysis

Spreadsheet Excluding federal funds, in order to identify the net revenues (GLA 961 /
Instructions - 962) recorded on CARS as of June 30 that must be reclassified, follow these
Part 3 instructions.

This spreadsheet must be completed for each agency that has answered yes to
Part 1, Step 3. This spreadsheet provides more detail in order to make the
reclassification of revenue to unearned revenue.

Step Action
- Record the contact information.

1 Record the agency number on each row of information. This must
be entered as a numeric field.

Note: If you do not enter as a numeric field you will get a
message that says the value you entered is not valid.

2 Record the fund / fund detail. This must be entered as a numeric
field. When fund / fund detail 0100 is entered as a numeric field it
will show on the spreadsheet as 100.

3 Record the 5-digit revenue source code of the revenue. This must
be entered as a numeric field. When the revenue source code
01000 is entered as a numeric field it will show on the spreadsheet
as 1000.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 16

GASBS No. 33 Expenditure and Revenue Analysis

Spreadsheet instructions — Part 3, continued

Step

Action

4

Record the GASBS No. 34 government-wide revenue classificatio
of the revenues. A drop-down list is available. Click on the cell,
click on the arrow, and click on the appropriate classification.
Refer to the GASBS No. 34 Government-wide Revenue
Classification Table on DOA’s website at www.doa.virginia.gov

>

for the proper classifications. Click on the “Financial Statement
Directives” link. The classifications are listed below:

GR-Taxes

GR-Investment earnings

GR-Grants/Cont. not restricted to S. P.
GR-Miscellaneous

Endowments/Permanent Fund Principal
PR-Chgs/1-Education
PR-Chgs/3-Administration of Justice
PR-Chgs/4-Individual and Family Services
PR-Chgs/5-Resources and Economic Develop
PR-Chgs/6-Transportation
PR-Chgs/7-General Government
PR-Chgs/8-Enterprise

PR-Oper/1-Education
PR-Oper/3-Administration of Justice
PR-Oper/4-Individual and Family Services
PR-Oper/5-Resources and Economic Develop
PR-Oper/6-Transportation
PR-Oper/7-General Government
PR-Oper/8-Enterprise

PR-Cap/1-Education
PR-Cap/3-Administration of Justice
PR-Cap/4-Individual and Family Services
PR-Cap/5-Resources and Economic Develop
PR-Cap/6-Transportation

PR-Cap/7-General Government
PR-Cap/8-Enterprise

Not Applicable — Fiduciary Fund

Instructions — Page 8
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Comptroller's Directive No. 1-09
Attachment 16

GASBS No. 33 Expenditure and Revenue Analysis

Spreadsheet instructions — Part 3, continued

Step

Action

4
(cont.)

Below is a crosswalk of the acronyms:

GR - General Revenues

Cont. — Contributions

S. P. — Specific Program

PR — Program Revenue

Charges — Charges for Goods/Services
Oper — Operating Grants and Contributions
Cap - Capital Grants and Contributions

Note: The program revenues are followed by the related function.

Provide a brief description of the transactions and document the
eligibility requirement that was not met as of June 30 that requires
these revenues to be reclassified. This column is formatted as wrap
text. The cell height should automatically adjust (heighten) to show
all information keyed in.

Excluding federal funds, record the net amount of revenues
recorded on CARS as of June 30 that must be reclassified to
unearned revenue because the revenue recognition requirements per
GASBS No. 33/ GASBS No. 36 were not met. These amounts
must be net of any related revenue refunds. Round amounts to the
nearest dollar.

Complete fluctuation analysis explanation in the text box at the
bottom of worksheet if indicated at the top of the worksheet (cell
F12).
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Comptroller’s Directive No. 1-09
Attachment 17
GASBS No. 38 — Short-term Debt

Purpose This attachment is used to gather short-term debt information for footnote
disclosures required by GASBS No. 38, Certain Financial Statement Note
Disclosures. This attachment is similar to prior year’s Attachment 17.

Applicable Agencies that had short-term debt (anticipation notes, lines of credit, and
agencies similar loans) activity during the year with a party external to the
Commonwealth, even if no short-term debt is outstanding at year-end.

Due date August 13, 2009

Certification The Certification tab requires all preparers and reviewers to type their name
on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed, the information is both complete and
accurate, and the preparer and reviewer were not the same individual for any
tab, and that you have read and understand the instructions for the attachment.

Submission Contact DOA if the agency has any problems with the files.
requirements

After downloading the files, rename the spreadsheet file using the agency
number followed by Attl7. For example, agency 151 should rename its
Attachment 17.xIs file as 151Att17.xls.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment.

Continued on next page
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Attachment
revisions

Comptroller’s Directive No. 1-09
Attachment 17
GASBS No. 38 — Short-term Debt

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, row number and column letter revised, and the
previous and revised information. Document text changes and numerical
changes. Only enter changes for amounts actually keyed. For example, if a
non-keyed, calculated total changes as a result of the revision, this does not
need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.
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Purpose

Applicable
agencies

Due date

Certification

Comptroller's Directive No. 1-09
Attachment 18
Insurance Recoveries

GASBS No. 42, Accounting and Financial Reporting for Impairment of
Capital Assets and for Insurance Recoveries, requires insurance recoveries to
be reflected in fund statements. Recoveries must be recorded as “other
financing resources” or “extraordinary items” in governmental funds. For
government-wide reporting, these recoveries must be classified as program
revenue or extraordinary items. If the insurance recovery relates to a
capital asset permanently impaired during fiscal year 2009, Attachment
14A must also be completed.

All agencies that received insurance recoveries during fiscal year 2009 that
were not included on a financial statement template (Attachments 9-12).

August 13, 2009

The Certification tab requires all preparers and reviewers to type their name
on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed; the information is both complete and
accurate; the preparer and reviewer were not the same individual for
any tab; and that you have read and understand the instructions for the
attachment.
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Submission
requirements

Comptroller's Directive No. 1-09
Attachment 18
Insurance Recoveries

Contact DOA if the agency has any problems with the files.

After downloading the files, rename the spreadsheet file using the agency
number followed by Att18. For example, agency 151 should rename its
Attachment 18.xIs file as 151Att18.xls.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment.
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Attachment
revisions

Overview of
requirements

Definitions

Comptroller's Directive No. 1-09
Attachment 18
Insurance Recoveries

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, applicable excel file tab name, row number and
column letter revised, and the previous and revised information. Document
text changes and numerical changes. Only enter changes for amounts actually
keyed. For example, if a non-keyed, calculated total changes as a result of the
revision, this does not need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.

Insurance recoveries should be recorded in CARS with a revenue source code
of 09998. Insurance recoveries should be recorded as an Other Financing
Source or Extraordinary Item in the fund statements and as Program Revenue
(Operating or Capital) or Extraordinary Item in the Government-wide
Statements.

Extraordinary Items are both unusual in nature and infrequent in
occurrence. In other words, they would possess a high degree of abnormality
and are clearly unrelated to typical entity activities and are not reasonably
expected to recur in the environment in which the entity operates. Items that
are extraordinary for one entity may not be for another due to location,
business type, etc.
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Specific
instructions
Tab 1-Survey

Comptroller's Directive No. 1-09
Attachment 18
Insurance Recoveries

Part 1)

Did the agency recognize any insurance recoveries during fiscal year 2009?
Note: This includes current year insurance recoveries for capital assets
impaired in prior years. It also includes all other insurance recoveries. (i.e.
recoveries for embezzlement of cash, theft, etc.). If an agency recognized
insurance recoveries during fiscal year 2009, Part 2 and Tab 2-Insurance
Recoveries must be completed.

If yes, complete Part 2 of Tab 1 and Tab 2-Insurance Recoveries.

Part 2)

As of June 30, 2009, did the agency have an event or change in circumstances
that may indicate an impairment of capital assets as described in GASBS No.
42?

If yes, complete Attachment 14A, Impairment of Capital Assets.

Part 3)

As of June 30, 2009, did the agency receive insurance recoveries related to a
pollution remediation project?

If yes, complete Attachment 19, Pollution Remediation.
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Specific
instructions:
Tab 2-
Insurance
Recoveries

Comptroller's Directive No. 1-09
Attachment 18
Insurance Recoveries

Indicate the following for the insurance recovery proceeds:

Receiving agency

Providing source

CARS coding (credit to revenue or expenditure / expenditure refund)
when received

CARS coding at June 30 (fund / fund detail, GLA, and revenue source
code / expenditure function)

Month and year received

Amount

Description of the event

Should the proceeds be recognized as an extraordinary item (see
definition on Instructions — Page 3)?

For non-extraordinary items, identify the government-wide program
revenue classification

Were the proceeds reported as a receivable in the prior year
Attachment 22 - Receivables as of June 30?
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Purpose

Applicable
agencies

Due date

Certification

Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

To obtain information to comply with . GASBS No. 49, Accounting and
Financial Reporting for Pollution Remediation Obligations, which requires
pollution remediation activities to be estimated and accrued as a liability when
any one of five obligating events occur. Under certain conditions, pollution
remediation related expenditures should be capitalized when incurred and
included on directive Attachment 14, Capital Asset Accounting and Control
System (FAACS) Analysis.

All agencies which know or reasonably believe that a site is
e polluted / contaminated and
e incurred or expect to incur pollution remediation costs that are not
included on a financial statement template.

August 13, 2009

The Certification tab requires all preparers and reviewers to type their name on
this form. Please note that there should be a segregation of duties; therefore,
the preparer and the reviewer should not be the same individual for any tab. By
typing a name, the individual is certifying that all tabs of this attachment
have been reviewed; the information is both complete and accurate; the
preparer and reviewer were not the same individual for any tab; and that
you have read and understand the instructions for the attachment.
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Submission
requirements

Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Contact DOA if the agency has any problems with the files.

If an agency is involved in more than one pollution Remediation Project,
separate attachments must be completed for each pollution remediation
project.

After downloading the files, rename the spreadsheet file using the agency
number followed by Att19-Project Number. For example, if agency 501 has
two pollution remediation projects to report, two attachments will be submitted.
The attachments will be renamed as follows: 501Att19-1 and 501Att19-2.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment.
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Attachment
revisions

Overview of
requirements

Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, applicable excel file tab name, row number and column
letter revised, and the previous and revised information. Document text
changes and numerical changes. Only enter changes for amounts actually
keyed. For example, if a non-keyed, calculated total changes as a result of the
revision, this does not need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.

Pollution remediation activities should be recognized when any one of five
obligating events occur. Pollution remediation generally will be recognized as
a liability and an expense in the Government-wide and Proprietary Fund
statements. Under certain conditions pollution remediation activities should be
capitalized as incurred. Those circumstances will be discussed further later.
Pollution remediation activities should be re-measured annually and updated at
the current values.
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Definitions

Exceptions

Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Extraordinary Items are both unusual in nature and infrequent in occurrence.
In other words, they would possess a high degree of abnormality and are clearly
unrelated to typical entity activities and are not reasonably expected to recur in
the environment in which the entity operates. Items that are extraordinary for
one entity may not be for another due to location, business type, etc.

Special Items are significant transactions or other events within the control of
management that are either unusual in nature or infrequent in occurrence.
Special Items should also be reported separately in the statement of activities,
before extraordinary items, if any.

Per GASBS No. 49 paragraph 4, this new statement does not apply to the
following:

e Landfill closure and post closure care obligations within the scope of
GASBS No. 18.

e Future pollution remediation activities required upon the retirement of
an asset (such as nuclear power plant decommissioning) during the
periods preceding the retirement. However, this statement applies to
those activities at the time of the retirement if obligating events are met
and a liability has not been recorded previously.

e Recognition of asset impairments (see GASBS No. 42) or liability
recognition for unpaid claims by insurance activities.

e Pollution prevention or control obligations with respect to current
operations or fines, penalties, and other nonremediation outlays
discussed in GASBS No. 49 paragraph 7.

e Accounting for nonexchange transactions such as brownfield
redevelopment grants (see GASBS No. 33).

For additional information regarding applicability, pollution remediation
obligations & activities, see GASBS No. 49 paragraphs 2 through 8.
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Examples of
outlays that
should be
considered

Specific

Instructions:

Tab 1-
Obligating
Events

Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Pollution remediation outlays include all direct outlays attributable to
pollution remediation activities (e.g. payroll and benefits, equipment and
facilities, materials, and other professional services) and may include
estimated indirect outlays. Outlays related to natural resource damage (e.g.
revegetation outlays) are included only if incurred as part of a pollution
remediation effort. Fines, penalties, safety outlays, and outlays not part of a
pollution remediation effort should not be included. Agencies should report
remediation information if they are the responsible party even if they expect
to receive or have received reimbursement from another entity such as the
federal government. Examples of pollution remediation include asbestos or
lead based paint abatement from old buildings or clean-up related to leakage
of underground fuel storage tanks or hazardous materials storage buildings.

Part 1 in Tab 1 - Obligating Events, summarizes the obligating events that
trigger the requirement to estimate the components of expected remediation

outlays. A determination must be made as to whether those events apply to

the agency.

Steps to complete part 1

A) Use the drop-down lists to indicate whether each of the 5 obligating
events listed in this section applies to the agency.

An affirmative response to any one of the five obligating events listed
requires the completion of step B.

B) Provide a description of the agency’s participation in the pollution
remediation, the financing for the agency’s part, identification of the site,
type of pollution / contamination, and obligating event as well as the
month and year the obligating event took place in the space provided
before moving to part 2.

Otherwise, if none of the obligating events apply to the agency, complete the
Certification tab and submit the attachment.
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Specific
Instructions:
Tab 2-
Includable
Outlays

Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Part 2 in Tab 2 - Includable Outlays, is intended to (1) determine if
includable pollution remediation activity components have taken place or
have been planned as of June 30, 2009 and (2) to identify current period
expenditures liquidated with expendable available financial resources. If a
government knows a site is polluted and one or more of the obligating events
in part 1 has occurred, then an attempt to estimate its future liability for
remediation of the pollution is expected. The estimate should include several
separable components. These components range from the pre-cleanup stage
through the operation and remedy itself (e.g., legal fees, testing the polluted
site, feasibility study, plan operation and monitoring after the cleanup).
Components of a liability should be recognized as they become reasonably
estimable. At a minimum, the estimate of a pollution remediation liability
should be evaluated as each of the following benchmarks occurs but should
not be applied in a manner that would delay recognition beyond the point at
which a reasonable estimate of the range of a component of a liability can be
made:

e receipt of an administrative order

e participation, as a responsible party or a potentially responsible party,
in the site assessment

e completion of a corrective measures feasibility study

e issuance of an authorization to proceed, and / or

e remediation design and implementation, through and including
operation and maintenance, and post-remediation monitoring
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Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Specific Instructions: Tab 2-Includable Outlays (continued)

The estimate should exclude outlays related to pollution prevention or control
obligations with respect to current operations, such as obligations to install
smokestack scrubbers, treat effluent, or use environmental-friendly products.

Under certain conditions, future pollution remediation outlays should be
capitalized when goods or services are received and not accrued as a liability
The following conditions require pollution remediation activities to be
capitalized:

to prepare property in anticipation of a sale
to prepare property for use when the property was acquired with
known or suspected pollution that was expected to be remediated

e to perform pollution remediation that restores a pollution-caused
decline in service utility that was recognized as an asset impairment

e to acquire property, plant, and equipment that have a future alternative
use other than remediation efforts

Note: The amount that is capitalizable is limited to the fair market value of
the asset at the end of the remediation project.

Steps to complete part 2

A) Use the drop-down lists to indicate whether the activities listed in part A
have taken place or been planned.

B) For any of the activities for which you answered yes in part A, list the
project name, activity, amounts expended and the fund / fund detail that
the expenditures were recorded in CARS as of June 30, 2008.

C) For any of the activities for which you answered yes in part A, list the
project name, activity, amounts expended and the fund / fund detail that
the expenditures were recorded in CARS for the fiscal year ended June
30, 20009.

D) For any of the activities for which you answered yes in part A, list the
project name, activity, amounts expended and the fund / fund detail that
the expenditures were recorded in CARS in July and August of 2009 (P-
vouchers).

E) Indicate whether any of the expenditures listed in sections B through D
meet the capitalization criteria.

F) For any activities for which you answered yes in part A, that have not yet
occurred move on to part 3.
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Specific
Instructions:
Tab 3-
Measurement

Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Part 3 in Tab 3 — Measurement, is intended to help estimate the current
value of planned activities for qualifying pollution remediation outlays. When
pollution remediation outlays do not qualify for capitalization, but an
obligating event has taken place, a liability should be recorded at the current
value of the costs the government expects to incur to perform the work. This
amount should be estimated using the expected cash flow technique, which
measures the liability as the sum of probability-weighted amounts in a range
of possible estimated amounts—the estimated mean or average. In the years
following the recordation of the initial estimate, the Commonwealth should
reduce the liability by the actual amount spent and adjust the liability for any
changes in estimate.

A) All pollution remediation projects require cost estimates for all of the
activities needed for removing or neutralizing the pollution. Agencies
should use the activities listed in Part 2 as a basis for measuring the
project. Then estimate the amount of effort for each activity. Include in
the estimate a measurement of all of the activities that are certain to occur
along with those that are reasonable and supportable for the remediation
project. Base the measurement of all planned activities on the weighted
probability of the expected cash flows. To do this perform the following
steps:

1. Obtain a range of potential outlays for an activity. You may shorten

the range to a few to make the calculation simpler.

2. Assign a probability factor to each of the points in the range of the
activity. The probability factors should add up to 100%. If the
probability for any point in the range equals any other point in the
range, sum the highest and lowest point and divide by two.

Multiply the potential outlays by the probability factor.

4. Sum the product of step 3 for the probability weighted amount for
that activity. Please see the example on tab 3, Measurement under
step A.

5. If an agency lacks the expertise for estimating the outlays necessary
for the remediation activities they may rely on an estimate from a
reputable company in the field of pollution remediation or another
governmental agency with the expertise. The estimated costs of the
remediation activities may include a profit only if an agency intends
on using an outside vendor for the project.

w
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Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Specific Instructions: Tab 3-Measurement (Continued)

B)

C)

Please provide the components of the expected pollution remediation
outlays estimated in question A that meet the capitalization criteria that
should be excluded from the liability (eg. which the agency intends to
recover or restore through pollution remediation). Keep in mind the
amount that is capitalizable is limited by the fair market value of the asset
at the end of the remediation project. Also, any equipment purchased
specific for remediation purposes should only be capitalized for the fair
market value at the end of the project assuming the asset has any
usefulness to the agency. Projects identified as capitalizable get added to
Construction-in-Progress (CIP) as the capitalizable expenditures are
incurred.

List the measurable parts of the project(s) that will not be capitalized.
This should be all the items listed in step a, less those items identified as
capitalizable in step b. The outlays listed here become part of the total
pollution remediation liability calculated on tab 6. Move to part 5 (Part 4
is N/A for FY 09).
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Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Remeasure- Tab 4, Part 4) Remeasurement of planned activities for pollution

ment - remediation does not apply for fiscal year 2009 and has been hidden on
Informational  the Attachment 19. The below is for informational purposes only for FY
On|y|for FY 2009! In future years, Tab 4, Part 4 will be unhidden and the below
2009t instructions will apply.

A) All pollution remediation projects require an annual remeasurement of the cost
estimates for all of the remaining activities needed for removing or neutralizing
the pollution as new information becomes available. If the original estimate
has not changed, agencies should note it and determine the amount expended
on the remediation efforts for reducing the liability. Agency must reduce the
liability for actual expenditures incurred during the year and adjust for any
differences between original liability and total expenditures incurred for the
project. Any changes or additions to the outlays should be shown in Step A.
Agencies should still use the weighted probability of the expected cash flows
technique as instructed in the original measurement of the activities. All
measurements should include tasks as they become reasonably estimable and
supportable. To do this perform the following steps:

1. Obtain a range of potential outlays for an activity. You may shorten the
range to a few to make the calculation simpler.

2. Assign a probability factor to each of the points in the range of the activity.

The probability factors should add up to one. If the probability for any

point in the range equals any other point in the range, sum the highest and

lowest point and divide by two.

Multiply the potential outlays by the probability factor.

4. Sum the product of step 3 for the probability weighted amount for that
activity. Please see the example on tab 3, Measurement under step A.

5. Ifan agency lacks the expertise for estimating the outlays necessary for the
remediation activities they may rely on an estimate from a reputable
company in the field of pollution remediation or another governmental
agency with the expertise. The estimated costs of the remediation activities
may include a profit only if an agency intends on using an outside vendor
for the project.

w
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Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Remeasurement - Informational Only for FY 2009! (Continued)

B) Add any new assets the agency will capitalize to the list of capital assets the
agency intends to recover or restore through remediation. Use the same
methodology as step A. Keep in mind the amount that is capitalizable is limited
by the fair market value of the asset at the end of the remediation project. Also,
any equipment purchased specifically for remediation purposes should only be
capitalized for the fair market value at the end of the project assuming the asset
has any usefulness to the agency. Projects identified as capitalizable get added
to Construction-in-Progress (CIP) as the capitalizable expenditures are
incurred.

C) Please list the weighted costs of all of the changes to the remaining measurable
parts of the project. Also, list any new activities that became measurable since
the beginning of the remediation project. These amounts transfer to step B of
tab 6, Liability. Move to part 5.

Specific Part 5) Recognition of Recoveries for Pollution Remediation.
Instructions:

Tab 5- Agencies should evaluate all pollution remediation projects for potential
Recoveries recovery of remediation costs by insurers and other responsible parties.

Agencies should determine if the recoveries are realized or realizable. An
insurance recovery generally is realizable when the insurer admits or
acknowledges coverage, potentially before covered outlays take place.
Agencies should indicate if expected recoveries relate to capitalizable items.
Also, agencies should determine if there are any other responsible parties for
the pollution remediation. Responsible parties include:

1. Local governments that may have seized or had donated property that
is polluted.

2. Private businesses that may have abandoned a piece of property with
known pollution on it.

3. Insurance Companies with whom an agency has a policy
indemnifying it for pollution. Policies of this nature are specific to
the reasons for the pollution. For example, state governments carry
insurance for hazardous waste removal. If the company hauling the
waste was negligent when it hauled away the waste and another
government agency determines that the state is a responsible party,
the insurance policy should cover the state for its part of the
pollution. List and sum the amounts for the responsible parties, other
than the agency, for the remediation effort. These amounts transfer
the summed amounts to tab 6, Liability, question C, part 1.
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Comptroller’s Directive No. 1-09
Attachment 19
Pollution Remediation

Specific Instructions: Tab 5-Recoveries (Continued)

Specific
Instructions:
Tab 6-Liability

Footnote
Disclosure:
Tab 7-Footnote
Disclosures

Determine if there are any other potential responsible parties for the
pollution. Potential responsible parties receive a different treatment from
the known responsible parties. Potential responsible parties include any
party an agency is communicating with regarding their involvement in
the polluting of a particular site. The potential responsible parties should
be listed and summed then transferred to tab 6, Liability, question C, part
2. Move to part 6.

Part 6) Final Liability for Pollution Remediation Projects.

A)

B)

C)

Verify that the listing of new activities from tab 3, part C, that will not
be capitalized is accurate and provide amount due within 1 year or
explain why it isn’t accurate.

N/A for FY 09. Beginning with FY 10, verify that the listing of final re-
measured activities from tab 4, part C, Re-measurement is complete and
accurate or explain why it isn’t.

Verify that the listing of expected recoveries from responsible parties and
insurers from tab 5 is complete and accurate or explain why it isn’t.

Move on to the footnote disclosure tab.

Part 7) Footnote Disclosures.

A)

B)

Provide the nature and source of expected pollution remediation that is

not reported because a range of potential outlays cannot be estimated.

Provide the following for expected pollution remediation that was

reported:

1. The methods and assumptions employed to estimate the liability.

2. The potential for changes in the estimate due to changes in prices,
technology, laws and regulations, and other factors.

Move on to the certification tab

The following page includes a flowchart to aid in the application of GASBS 49.
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Comptroller’s Directive No. 1-09

Attachment 19

Pollution Remediation

Flowchart

The flowchart below is presented to aid in the application of GASBS 49.

Your agency knows or believes one of it's
sites is polluted/contaminated

[ ves

Remediation
action due to
endangerment
of public

Violation of a
pollution
prevention-
related permit or
license

Your agency was or
will be named, as a
responsible party or
potentially responsible
party (PRP) for
remediation

Your agency is named,
or will be named, in a
lawsuit to compel
participation in pollution
remediation

obligates itself to

Your agency
starts or legally

start pollution
remediation

I

or more

No

Is the range of one

components of the
expected pollution
remediation
outlays reasonably
estimable?

Disclose a general
description of the nature
of pollution remediation

activities

Use expected cash flow
technique to estimate
current value.
Remeasure when new
information becomes
available

{

Have any of
the
capitalization
criteria been
met?

Are the expected
outlays more than
the amount that
should be
capitalized?

No l
Do not record pollution

remediation liability for
these projected outlays.

Separate expected outlays into two parts:

Capitalize actual
amounts in government-

[} ]

wide and proprietary
fund financial

The amount that
exceeds the
capitalization limit

The amount within

capitalization limit

statements when goods
and services are
acquired

the

Record pollution remediation liability for these projected outlays.
Recognize additional components of the pollution remediation liability as their
ranges become estimable. In governmental funds, record liabilities upon

receipt of goods and services

!

Footnote Disclosure

!

Disclose a description of the nature of
pollution remediation activities for parts
of liabilities that are not yet recognized

because they are not yet reasonable

estimable
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Comptroller's Directive No. 1-09
Attachment 20

Internal Service Funds — Conversion to Government-wide Statement of

Purpose

Due date

Certification

Activities

GASBS No. 34 states that internal activity and balances should be eliminated
from the Government-wide Statement of Activities. This elimination should
remove the “doubling-up” effect of reporting the original disbursement activity
in the paying funds and in the internal service fund. The following spreadsheets
have been developed to eliminate the internal activity. They are as follows:

e Summary of Revenue by State Agency — Internal Activity (Part 1)

e Summary of Revenue by External Party — (Part 2)

e Schedule to Eliminate the Effect of Internal Service Fund Activity for
the Government-wide Statement of Activities (Part 3)

e Control Sheet (Part 4)

e Certification

e Revision Control Log

Note: Part 3 follows exercise #4 on pages 224 — 231 in the 1% Implementation
Guide for GASBS No. 34. It would be helpful to review this exercise before
completing Parts 1 to 3. This attachment is similar to the prior year’s
Attachment 109.

August 20, 2009

The Certification tab requires all preparers and reviewers to type their name on
this form. Please note that there should be a segregation of duties; therefore, the
preparer and the reviewer should not be the same individual for any tab. By
typing a name, the individual is certifying that all tabs of this attachment
have been reviewed; the information is both complete and accurate; the
preparer and reviewer were not the same individual for any tab; and that
you have read and understand the instructions for the attachment.

Continued on next page
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Comptroller's Directive No. 1-09

Attachment 20

Internal Service Funds — Conversion to Government-wide Statement of

Applicable
agencies

Activities

This attachment is applicable to the following agencies and their internal service
funds. Each agency will need to complete a separate attachment for each

internal service fund.

Agency

Fund

Department of General Services

Fleet Management

Property Management - Real Estate
Services, Maintenance & Repair

General Services - Virginia
Distribution Center, Consolidated
Laboratory, Graphic
Communications, Federal Surplus
Property, State Surplus Property,
Engineering Services

Department of Human Resource
Management

Workers Compensation
Health Insurance Fund

Department of the Treasury

Risk Management

Virginia Correctional Enterprises

All

Virginia Information Technologies

Agency

Aggregate all internal service funds

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 20

Internal Service Funds — Conversion to Government-wide Statement of

Submission
requirements

Attachment
revisions

Activities

Contact DOA if the agency has any problems with the files.

After downloading the file, rename the spreadsheet file using the agency
number followed by the internal service acronym followed by Att20. For
example, the Department of General Service’s (agency 194) Fleet
Management fund, should rename its Attachment 20.xIs file as DGS-Fleet
Management-Att20.xIs.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment.

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, applicable excel file tab name, row number and
column letter revised, and the previous and revised information. Document
text changes and numerical changes. Only enter changes for amounts actually
keyed. For example, if a non-keyed, calculated total changes as a result of the
revision, this does not need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.

Continued on next page
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Comptroller's Directive No. 1-09

Attachment 20
Internal Service Funds — Conversion to Government-wide Statement of
Activities
Overview A Government-wide Statement of Activities MUST be presented in the

Commonwealth’s CAFR. Internal service fund agencies are not required to
prepare a Statement of Activities. Therefore, the Financial Reporting Unit
must obtain information to convert the Statement of Revenues, Expenses, and
Changes in Fund Net Assets to the Government-wide Statement of Activities
format. Internal activity must be eliminated. This elimination should remove
the “doubling-up” effect of reporting the original disbursement activity in the
paying funds and in the internal service fund. In summary, this conversion
requires the following:

e Only external and non-program activity must be reported as revenues and
expenses or transfers on the Government-wide Statement of Activities.

e The residual amount of Change in Net Assets after excluding the external
and non-program activity must be allocated back to the government-wide
functions. The percentages for the allocation will be based on the amount
of internal revenue by State agency divided by total internal revenue.
Each state agency will be assigned a function based on the nature of the
agency or the agency’s enterprise funds. Below is a listing of the
government-wide functions:

Governmental:
e General Government
e Education

e Transportation

e Resources and Economic Development
e Individual and Family Services

e Administration of Justice

Business-type:
e State Lottery (Agency 172)
e Virginia College Savings Plan (Agency 174 — Virginia Prepaid
Education Program only)
e Unemployment Insurance (Agency 182, Fund 0700)
e Alcoholic Beverage Control (Agency 999)
e Local Choice (Agency 149, Fund 0520)
e Other (other enterprise funds not listed)

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 20

Internal Service Funds — Conversion to Government-wide Statement of

External
activity

Internal
activity

Activities

Some examples of external parties include localities, corporations, and other
non-state organizations. The following State agencies / institutions are
considered an external party because they are either a discrete component
unit, related organization, or State agency with primarily fiduciary funds.

Higher Education Institutions (various agency codes)

Institute for Advanced Learning and Research (agency #885)

Innovative Technology Authority (agency #934)

New College Institute (agency #938)

Roanoke Higher Education Authority (agency #935)

Southern Virginia Higher Education Center (agency #937)

Southwest Virginia Higher Education Center (agency #948)

Virginia College Building Authority (agency #941)

Small Business Financing Authority (agency #325 - funds 0243, 0900,
0901, 0921, 0930, 0957)

Virginia Commission for the Arts (agency #148)

Tobacco Indemnification and Community Revitalization Commission
(agency #851)

Virginia College Savings Plan (Virginia Education Savings Trust and
College America)

Virginia Economic Development Partnership (agency #310)

Virginia National Defense Industrial Authority (agency #311)

Virginia Land Conservation Foundation (agency #199 - fund 0918)
Virginia Port Authority (agency #407)

Virginia Retirement System (agency #158 - all funds)

Virginia Tobacco Settlement Foundation (agency #852)

Virginia Tourism Authority (agency #320)

Department of Forestry (agency #411 — fund 0909)

Line of Duty OPEB (agency #162 — fund 0742)

Virginia Sesquicentennial of the American Civil War Commission
(agency # 859)

Internal parties are most State agencies except for Higher Education
institutions, other discrete component units, related organizations, and
agencies with primarily fiduciary funds.

Continued on next page
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Comptroller's Directive No. 1-09

Attachment 20
Internal Service Funds — Conversion to Government-wide Statement of
Activities
Spreadsheet In order to identify the internal activity that must be eliminated from the

instructions for  CAFR, follow these instructions.

internal activity

(part 1) Note:

This spreadsheet has listed the State agencies that are considered
internal parties and their functions. This spreadsheet is sorted in
agency # order.

Step

Action

Record the contact information, including the fund’s (or agency’s)
vendor ID. A separate spreadsheet must be prepared for each
internal service fund specifically identified on Instructions — Page
1

Record the amount of revenue that has been reported on the
Statement of Revenues, Expenses, and Changes in Fund Net Assets
template that was received and / or will be received (Due from
Other State Agencies) from each internal party.

Note: Some agencies are completely business-type agencies.
Other agencies have one or more funds that are business-
type. Agencies that have governmental and business-type
activity are listed on the spreadsheet twice. One line item
is to report revenue received from the governmental funds
of the agency. The second line item is to report revenue
received from the business-type funds of the agency.

The percentages on the worksheet are automatically calculated by
a formula (internal activity revenue by agency / total internal
activity revenue). After all amounts have been keyed in, the total
of the percentage column should equal 100%.

Record the amount that is included in Step 1 that is also included
in the Due from Other State Agencies amount reported on the
Statement of Net Assets template from each internal party.

Continued on next page
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Comptroller's Directive No. 1-09

Attachment 20

Internal Service Funds — Conversion to Government-wide Statement of

Activities

Spreadsheet instructions for internal activity (part 1), continued

Calculation of Percentages by Function:

After all information has been entered for Part 1, this information needs to be
copied to another spreadsheet to sort and subtotal by function. Below are
suggestions for calculating this information. This new spreadsheet does not
have to be sent to DOA. Retain for the Auditor of Public Accounts to review.

Copy the rows of information as follows:

Highlight the header row and rows of information.

Use the edit / copy / paste special / values menu item to copy
the information to a new spreadsheet.

Note: The paste special / values menu item allows the cells to
be copied as values rather than formulas.

Use the data / sort menu item to sort the spreadsheet by the
function column.

Use the data / subtotal menu item to get subtotals for the
revenue column and percentage column. The subtotals should
be for the following functions:

Governmental:

General Government

Education

Transportation

Resources and Economic Development
Individual and Family Services
Administration of Justice

Business-type:

State Lottery

Virginia College Savings Plan
Unemployment Insurance
Alcoholic Beverage Control
Local Choice

Other

Note: These percentages will be used in Part 3, Step 6 (see

Instructions — Page 10). Maintain this documentation for
the Auditor of Public Accounts to review.

Continued on next page
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Comptroller's Directive No. 1-09

Attachment 20
Internal Service Funds — Conversion to Government-wide Statement of
Activities
Spreadsheet In order to identify the external activity that must be recorded in the

instructions for  Government-wide Statement of Activities, follow these instructions.

external

activity (part2) - Note: This spreadsheet has listed the State agencies that are considered
external because they are either a discrete component unit, related
organization, or a State agency with primarily fiduciary funds. This
spreadsheet is sorted by Agency # under each change in function.

Step Action

- For your convenience, the yellow boxes have been auto filled with
the contact information from the Part 1-Internal tab (part 1).
However, the yellow boxes remain unlocked to allow for more
than one preparer to complete the attachment.
1 Beginning at row 92, record the name of other external parties that
are not considered State agencies.

Note: HIF should report non-early Retiree premiums here. Early
retiree premiums must be reported in the OPEB fund.

Note: Revenues from localities can be combined into one amount.
2 Record the amount of revenue that has been reported on the
Statement of Revenues, Expenses, and Changes in Fund Net
Assets that was received and / or to be received (receivable) from
each external party.

3 This cell is a formula that calculates the total amount of external
revenue by function and total external activity revenue. This
amount will also be recorded in Part 3, Step 4 (see Instructions —
Page 9).

Continued on next page
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Comptroller's Directive No. 1-09

Attachment 20
Internal Service Funds — Conversion to Government-wide Statement of
Activities
Spreadsheet In order to convert the Statement of Revenues, Expenses, and Changes in

instructions for  Fund Net Assets to the Government-wide Statement of Activities, follow
conversion to these instructions. Also, the 1% Implementation Guide for GASBS No. 34,

government- exercise 4 on pages 224-231 gives an example for completing this
wide statement
e spreadsheet.
of activities
(part 3)
Step Action

- For your convenience, the yellow boxes have been auto filled with
the contact information from the Partl-Internal tab (part 1).
However, the yellow boxes remain unlocked to allow for more
than one preparer to complete the attachment.

1 Record the total “Change in Net Assets” from the Statement of
Revenues, Expenses, and Changes in Fund Net Assets template.

2 Record activity that corresponds to non-operating line items. This
activity will be excluded from the amount to be allocated to the
program line items in step 6. Therefore, revenue items are
shown as a negative amount (subtract from the “Change in Net
Assets”) and disbursement items are shown as a positive
amount (add back to the “Change in Net Assets”).

3 This cell subtotals the amounts from steps 1 and 2. It is a formula.
This subtotal represents the amount that must be assigned to
functions.

4 Record expenses from external activity by function. The external
revenue amounts are linked from Part 2. External activity includes
revenue from external parties and the related expenses. This
activity will be excluded from the amount to be allocated to the
program line items in step 6. Therefore, revenue is shown as a
negative (subtract from the “Change in Net Assets”) and expenses
are shown as a positive line item (add back to the “Change in Net
Assets”).

The external activity revenue amount is determined in Part 2. The
expenses related to these revenues must be determined. One
way to calculate expenses is to take the external activity revenue
amount less the markup % amount. For example, if total external
sales are $99,000 and the markup % is 10%, then the expenses
would be $90,000. Each agency must document how these
expenses are determined and maintain that documentation for the
Auditor of Public Accounts to review.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 20
Internal Service Funds — Conversion to Government-wide Statement of
Activities

Spreadsheet instructions for conversion to government-wide statement of activities (part 3),
continued

Step Action

5 This cell is a formula and subtotals the amounts from steps 3 and
4. This subtotal represents the amount that must be allocated
among the Commonwealth’s programs.

6 Enter the allocation percentages as determined in Part 1 on
Instructions — Page 7. The spreadsheet has a formula to calculate
the amount to allocate to each of the functions.

7 Step 7 automatically populates the amounts placed into steps 2 and
4. For step 7 though, revenues are shown as positive amounts and
expenses are shown as negative amounts.

8 Step 8 automatically populates the amounts allocated to the
functions from step 6.

9 Answer yes or no to the three questions at the bottom of this
spreadsheet.

e The Change in Net Assets in Step 1 should equal the Change in
Net Assets on the Statement of Revenues, Expenses, and
Changes in Fund Net Assets.

e The total allocation amounts in the governmental activities
plus the business-type activities columns should equal the
change in net assets recorded in step 1.

e The total of the percentages in step 6 should equal 100%.
If these amounts do not agree, investigate differences and revise

the spreadsheet as deemed necessary to bring the amounts into
agreement.

Spreadsheet Complete Control Sheet (Part 4). This worksheet is self-explanatory.
instructions for

control sheet

(part 4)

Instructions - Page 10



Purpose

Due date

Certification

Submission
requirements

Comptroller's Directive No. 1-09
Attachment 21
Schedule of Prepayments as of June 30

This attachment is used to gather financial information on prepayments.

August 27, 2009

The Certification tab requires all preparers and reviewers to type their name
on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed; the information is both complete and
accurate; the preparer and reviewer were not the same individual for
any tab; and that you have read and understand the instructions for the
attachment.

Contact DOA if the agency has any problems with the files.

After downloading the files, rename the spreadsheet using the agency
number followed by Att21. For example, agency 151 should rename the
Attachment 21.xls file as 151Att21.xls.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel spreadsheet.

For your convenience, the yellow contact information cells have been linked
to the remaining tabs. However, they remain unlocked to allow for more than
one preparer to complete the attachment.

Note: All agencies should review the Internal Service Fund Unearned
Revenue Summary Schedule that is e-mailed to agencies in late August.
Any agencies listed on this schedule must fill out this attachment.

Instructions — Page 1



Attachment
revisions

Prepaid items

Comptroller's Directive No. 1-09
Attachment 21
Schedule of Prepayments as of June 30

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, applicable excel file tab name, row number and
column letter revised, and the previous and revised information. Document
text changes and numerical changes. Only enter changes for amounts actually
keyed. For example, if a non-keyed, calculated total changes as a result of the
revision, this does not need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.

Certain types of services are commonly paid for in advance. Examples
include rent, insurance premiums, and computer services. DOA eliminates
the prepaid expenditures and records a prepaid asset for items prepaid as of
June 30.

Note: Ensure amounts are prorated to include only amounts prepaid in
the current fiscal year. For example, if the billing period is January 1 to
December 31 only the six months of the next fiscal year (July 1 to
December 31) should be reported.

Instructions — Page 2



Reconciliation
to amounts
reported by
internal service
funds

Internal service
funds

Spreadsheet
instructions

Comptroller's Directive No. 1-09
Attachment 21

Schedule of Prepayments as of June 30

Frequently, agencies make prepayments to internal service funds. The
following section provides a description of the internal service funds reported
in the CAFR. Each agency must reconcile its prepayments to the amounts the
internal service funds report as having been received early. DOA will provide
agencies with the amounts reported by the internal service funds in the latter
part of the week of August 17" in a separate e-mail communication for use in
completion of this attachment. Any discrepancies must be resolved with
the applicable internal service fund before submission of this attachment.

The following internal service funds are reported in the CAFR:

VITA - Agency 136

Health Insurance Fund - Agency 149

Risk Management - Agency 129

Risk Management - Agency 152

Fleet Management — Agency 194

Property Management — Agency 194 (Includes Real Estate Services
and Maintenance and Repair)

General Services — Agency 194 (Includes Virginia Distribution
Center, Consolidated Lab, State and Federal Surplus Property,
Graphic Communications, and Engineering Services)

Virginia Correctional Enterprises — Agency 711

The information provided in this tab will be used to identify prepayments to
internal service funds and other state agencies or external entities. Please
provide the following information.

Step

Action

1

Paying Side
e Fund/ fund detail of the prepayment

e Function of the prepayment

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 21

Schedule of Prepayments as of June 30

Spreadsheet instructions: (Continued)

Step

Action

2

Receiving Side

e ldentify the agency / entity that received the prepayment as
either:
- State Agency - Internal Service Fund
- State Agency - Non-internal Service Fund
- Non-state Entity

e |f the prepayment was to an internal service fund, identify the
internal service fund.

Note: Refer to Internal Service Fund section of the
instructions for the internal service funds reported in
the CAFR.

e If the prepayment was not to an internal service fund, identify
the agency or entity that was paid.

Amount of Prepayment

Period Covered by Prepayment

Are amounts properly prorated? See page 2
e Description of the Prepayment

S

Provide a fluctuation analysis explanation if required.

ol

Ensure prepayments to internal service funds are reconciled to
amounts provided in the file titled Prepayments to Internal
Service Funds spreadsheet, which can be found on DOA’s
website at www.doa.virginia.gov. Click on the “Financial
Statement Directives” link. Provide an explanation for any
differences.

Instructions — Page 4




Comptroller’s Directive No. 1-09
Attachment 22
Receivables as of June 30

Purpose This attachment is to determine the receivables information for proper
reporting in the CAFR fund statements and government-wide statements.
This attachment is similar to prior year’s Attachment 22.

For reporting nonexchange transactions, follow guidelines outlined in
GASBS No. 33 and GASBS No. 36. Also see the GASBS No. 33
Nonexchange Transactions Overview section in the Authoritative
Literature / Guidance for Preparation of GAAP Basis Fund Financial
Statement Templates, which can be found on DOA’s website at
www.doa.virginia.gov. Click on the “Financial Statement Directives” link.

Applicable Agencies that do not include ALL receivable balances on either financial
agencies statement templates or supplemental information.

Exemptions: The following agencies provide supplemental information for
all receivables and do not need to submit this attachment.

e Department of Transportation

e Department of Taxation

Due date August 27, 2009

Certification The Certification tab requires all preparers and reviewers to type their name
on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed; the information is both complete and
accurate; the preparer and reviewer were not the same individual for
any tab; and that you have read and understand the instructions for the
attachment.

Continued on next page
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Submission
requirements

Attachment
revisions

Comptroller’s Directive No. 1-09
Attachment 22
Receivables as of June 30

Contact DOA if the agency has any problems with the files.

After downloading the files, rename the spreadsheet file using the agency
number followed by Att22. For example, agency 151 should rename its
Attachment 22.xIs file as 151Att22.xls.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment.

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, applicable excel file tab name, row number and
column letter revised, and the previous and revised information. Document
text changes and numerical changes. Only enter changes for amounts actually
keyed. For example, if a non-keyed, calculated total changes as a result of the
revision, this does not need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.

Instructions — Page 2



Other issues

Spreadsheet
instructions

Comptroller’s Directive No. 1-09
Attachment 22
Receivables as of June 30

Certain agencies, such as DOE and DSS, record accounts payable at year-end
for program expenditures made to or incurred in political subdivisions. In
many instances these programs are jointly funded by a predetermined
percentage of state and federal funds. When any such payments are made, the

agency must ensure that it records accounts receivables for the earned
matching amount not yet drawn down from the other financing source.

The following table provides guidance on the completion of each agency’s
receivable information.

Step

Action

Record the contact information specified on the spreadsheet tab.

Note: A control agency can use this spreadsheet to report all
amounts for agencies under its control. In most cases the control
agency is the same as the agency #; however, some control agencies
have various agencies under their control. Also, remember to
exclude IAT receivables on the Expenditure Receivables,
Revenue Receivables, and Loans Receivable tabs.

Indicate whether information is recorded on CARS on the applicable
spreadsheet tabs. Complete the CARS tab as instructed.

1 Enter the agency # on the Expenditure Receivables, Revenue
Receivables, and Loan Receivables tabs (as applicable).
2 Enter the fund / fund detail on the Expenditure Receivables,

Revenue Receivables, and Loans Receivable tabs (as applicable).
This should be entered as a numeric field. When fund / fund detail
0222 is entered as a numeric field, it will show on the spreadsheet as
222,

Note: If a single quote is entered before the number to make it a text
field, a message will indicate that the value entered is not valid.

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 22
Receivables as of June 30

Spreadsheet instructions: (Continued)

Step

Action

3

If the receivable relates to an expenditure (i.e. expenditure refund),
select the receivable’s functional code on the Expenditure
Receivables or the Loans Receivable tab (as applicable). This does
not have to be entered. A drop-down list is available. Click on the
cell, click on the arrow, and click on the function. The expenditure
function must correspond to the expenditure function the receivable
will be coded to when received. Functional codes are the first
number in every service area. For example, service area 1031000
“Community Services” would fall under the “Education” function.
Each functional code and its corresponding description are below.

1-Education

3-Administration of Justice

4-Individual and Family Services
5-Resources and Economic Development
6-Transportation

7-General Government

8-Enterprise

9-Capital Outlay

Provide a description of the receivable reported in steps 9 and 12.

Indicate whether payments that will be received on this receivable
will be recorded on CARS as a credit to revenue source code (RSC)
09084 — (Refund — exp and misc. disbursements made prior years), or
as a credit to expenditure or expenditure refunds.

Note: Agencies are reminded that the recovery of expenditures
relating to a prior fiscal year shall be recorded as revenue on
CARS using revenue source code 09084. Expenditure credits are
appropriate only if the expenditure occurred in the same fiscal
year as the recovery.

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 22
Receivables as of June 30

Spreadsheet instructions: (Continued)

Step

Action

6

Complete steps 6 — 8 for receivables that relate to a revenue item.
Record the revenue class to which the receivable will be coded when
received on the Revenue Receivables or the Loans Receivable tab
(as applicable). The majority of revenue received from federal
reimbursable grants should be included. The CAPP Manual, Topic
No. 60109 defines a revenue class as the primary designation of
revenue source within the revenue source structure. This does not
have to be entered. A drop-down list is available. Click on the cell,
click on the arrow, scroll down and click on the appropriate revenue
class.

01-Taxes

02-Rights & Privileges

03-Sales of Property

04-Private Donations

05-Assessments

06-Institutional Revenues

07-Interest, Dividends, & Rents

08-Fines, Forfeitures

09-Other

10-Federal Grants (source codes 10000 — 99999)
42-Receipts from Cities / Counties (042XX)

Record the 5-digit revenue source code the receivable will be
recorded as when received. This must be entered as a numeric field.
When revenue source code 09060 is entered as a numeric field, it will
show on the spreadsheet as 9060.

Record the GASBS No. 34 revenue classification. This does not
have to be entered. A drop-down list is available. Click on the cell,
click on the arrow, and click on the function. See the next page for a
listing of the classifications.

Note: See the GASBS No. 34 Government-wide Revenue
Classification Table on DOA’s website at www.doa.virginia.gov
for the classification based on agency #, Fund / Fund detail #, and
source code. Click on the “Financial Statement Directives” link.

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 22
Receivables as of June 30

Spreadsheet instructions: (Continued)

Step Action
8 GR-Taxes

(con- | GR-Investment earnings
tinued) | GR-Grants/Cont. not restricted to S. P.
GR-Muiscellaneous

Endowments/Permanent Fund Principal
PR-Chgs/1-Education
PR-Chgs/3-Administration of Justice
PR-Chgs/4-Individual and Family Services
PR-Chgs/5-Resources and Economic Develop
PR-Chgs/6-Transportation
PR-Chgs/7-General Government
PR-Chgs/8-Enterprise

PR-Oper/1-Education
PR-Oper/3-Administration of Justice
PR-Oper/4-Individual and Family Services
PR-Oper/5-Resources and Economic Develop
PR-Oper/6-Transportation
PR-Oper/7-General Government
PR-Oper/8-Enterprise

PR-Cap/1-Education
PR-Cap/3-Administration of Justice
PR-Cap/4-Individual and Family Services
PR-Cap/5-Resources and Economic Develop
PR-Cap/6-Transportation

PR-Cap/7-General Government
PR-Cap/8-Enterprise

Not Applicable — Fiduciary Fund

Below is a crosswalk of the acronyms:

GR - General Revenues

Cont. — Contributions

S. P. — Specific Program

PR — Program Revenue (These are followed by a function)
Charges — Charges for Goods / Services

Oper — Operating Grants and Contributions

Cap — Capital Grants and Contributions

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 22
Receivables as of June 30

Spreadsheet instructions: (Continued)

Step

Action

9-11

These steps are to record receivables as of June 30, 2009 that will be
received between July 1, 2009 and August 31, 2009.

Record the amount of the gross receivable. Round to the nearest
dollar. Gross amounts should be keyed as a positive.

For example, an agency has $100 in gross receivables. The agency
would record $100 for this step.

10

Record the amount of the allowance related to the gross receivable
amount recorded in step 9. An allowance is management’s estimate
of the amount of gross receivables which will be or prove to be
uncollectible. Round to the nearest dollar. Allowance amounts
should be keyed as a negative.

For example, the agency has determined that $25 of the $100 is
uncollectible. The agency would record a negative $25 for this step.

11

This column is automatically calculated. It is the gross amount less
the allowance amount to show the net receivable amount.

From the previous examples, this would be $75.

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 22
Receivables as of June 30

Spreadsheet instructions: (Continued)

Step

Action

12-14

These steps are to record the additional receivables as of June 30,
2009 that will be received after August 31, 20009.

12

Record the amount of the gross receivable. Round to the nearest
dollar. Gross amounts should be keyed as a positive.

For example, an agency has additional gross receivables of $300 that
will be collected after August 31, 2009. The agency would record
$300 for this step.

13

Record the amount of the allowance related to the gross receivable
amount recorded in step 12. An allowance is management’s estimate
of the amount of gross receivables which will be or prove to be
uncollectible. Round to the nearest dollar. Allowance amounts
should be keyed as a negative.

For example, the agency has determined that $75 of the $300 is
uncollectible. The agency would record a negative $75 for this step.

14

This column is automatically calculated. It is the gross amount less
the allowance amount to show the net receivable amount.

From the previous example this would be $225.

15

Record the amount of the gross receivable and the amount of the
allowance reported in steps 12 and 13 that will be received after
June 30, 2010 (noncurrent).

GASBS No. 34 requires the separate disclosure of noncurrent assets.
Per the CAPP Manual section 20505, these receivables are defined
as:

“That portion of a receivable, which is not a current asset because
that portion is due and payable beyond one year. Examples may
include, but are not limited to, long-term loans and notes, and
permanent travel advances (not reflected in CARS petty cash or
travel advance accounts).”

Instructions — Page 8




Final
instructions

Comptroller’s Directive No. 1-09
Attachment 22
Receivables as of June 30

Ensure the totals on the spreadsheets (the totals are automatically calculated at
the top of those spreadsheets) are accurate.

Complete the CARS tab, if applicable. Any items listed on the Expenditure,
Revenue, and / or Loans Receivable tabs that are also reported on CARS as
of June 30 must be reported on the CARS tab.

Complete the Reconciliation tab. There are two sections:

Record receivable amounts in total that are not already reported on the
Expenditure, Revenue, and / or Loans Receivable tabs. This would include
interagency receivables, travel advances, petty cash, and other receivables.
Also, amounts already reported to DOA on a financial statement template or
via supplemental information should be recorded. After all amounts are
entered, record the net receivable amount reported on the Quarterly
Receivable Report. There should be no difference between the total net
receivable amount reported on the attachment and the amount reported on the
Quarterly Receivable Report. If a difference is noted, revise amounts on the
attachment as needed for amounts to agree. If the difference is because of an
error reported on the Quarterly Receivable Report, contact DOA to explain
the error.

Respond to both questions in the second section:

Report any receivables that relate to insurance recoveries, provide the
amount, the coding and a brief description. Refer to GASBS No. 42,
Accounting and Financial Reporting for Impairment of Capital Assets and for
Insurance Recoveries for guidance.

Report any pledged receivables in the space provided. Refer to GASBS No.
48, Sales and Pledges of Receivables and Future Revenues and Intra-Entity
Transfers of Assets and Future Revenues for guidance on determining if you
have any pledged receivables.
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Purpose

Applicable
agencies

Due date

Certification

Comptroller's Directive No. 1-09
Attachment 23
Schedule of Retainage Payable

To obtain the amount of retainage payable as of June 30, 2009. Retainage
payable is the amount due on a contract not yet paid pending final inspection
of the project or the lapse of a specified period or both. The unpaid amount is
usually a stated percentage of the contract price. This attachment is similar to
prior year’s Attachment 23. Please note the following when completing the
attachment:

¢ Include retainage payable related to VPBA activity recorded in
funds 0820 and 0821.

e Omit retainage payable related to any other VPBA activity, as it
will be reported by the Department of Treasury on the VPBA
financial statements.

e Omit retainage payable related to Energy Performance Contracts.

Agencies that have retainage payable outstanding as of June 30, 2009, and the
retainage payable is not included in the agency’s financial statement
templates. Do not include anything reported in Attachment 5, Energy
Performance Contracts.

August 27, 2009

The Certification tab requires all preparers and reviewers to type their name
on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed; the information is both complete and
accurate; the preparer and reviewer were not the same individual for
any tab; and that you have read and understand the instructions for the
attachment.

Instructions - Page 1



Submission
requirements

Attachment
revisions

Comptroller's Directive No. 1-09
Attachment 23
Schedule of Retainage Payable

Contact DOA if the agency has any problems with the files.

After downloading the files, rename the spreadsheet file using the agency
number followed by Att23. For example, agency 151 should rename its
Attachment 23.xIs file as 151Att23.xls.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment.

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, applicable excel file tab name, row number and
column letter revised, and the previous and revised information. Document
text changes and numerical changes. Only enter changes for amounts actually
keyed. For example, if a non-keyed, calculated total changes as a result of the
revision, this does not need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.
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Functions

Additional

instructions

Comptroller's Directive No. 1-09
Attachment 23
Schedule of Retainage Payable

Functional codes are the first number in every service area. For example,
service area code 1031000 “Community Services” would fall under the
“Education” function. Each functional code and its corresponding description
are below.

1-Education

3-Administration of Justice

4-Individual and Family Services
5-Resources and Economic Development
6-Transportation

7-General Government

8-Enterprise

9-Capital Outlay Projects

A fluctuation analysis is required for variances greater than 10% AND $1.5
million over / under prior year amounts. Ensure that these variances are fully
explained in the space provided.
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Comptroller's Directive No. 1-09
Attachment 24
Schedule of Cash, Cash Equivalents, and Investments as of June 30

Purpose This attachment is used to gather uniform financial reporting information for
CAFR footnote disclosures required by GASBS No. 3, Deposits with
Financial Institutions, Investments (including Repurchase Agreements), and
Reverse Repurchase Agreements, as amended by GASBS No. 40, Deposits
and Investment Risk Disclosures. This attachment is similar to prior year’s

Attachment 24.
Due Date August 27, 2009
Certification The Certification tab requires all preparers and reviewers to type their name

on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed; the information is both complete and
accurate; the preparer and reviewer were not the same individual for
any tab; and that you have read and understand the instructions for the

attachment.
Applicable Agencies as specified in the Supplemental Information section of this
agencies Directive.

All other agencies and funds (other than what is being reported for the
financial statement templates) that have cash, cash equivalents, or
investments not with Treasurer must complete the Detail tab of the Excel
attachment.

The Department of Corrections must aggregate central office and all facilities
using 701.

The Department of Mental Health, Mental Retardation, and Substance Abuse
Services must aggregate central office and all facilities using 720.

The Supreme Court of Virginia must aggregate agencies 103, 111, 112, 113,
114, 115, 116, 125, and 160 using 111. (A separate attachment must be
completed for each agency that has cash, cash equivalents, or investments
not with the Treasurer of Virginia).

Note: Treasury provides the Department of Accounts with the investment
type, maturity date, and risk category for cash equivalents and investments
with the Treasurer.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 24

Schedule of Cash, Cash Equivalents, and Investments as of June 30

Submission
requirements

Attachment
revisions

Contact DOA if the agency has any problems with the spreadsheets.

After downloading the files, rename the spreadsheet file using the agency
number followed by Att24. For example, agency 151 should rename its
Attachment 24.xls file as 151Att24.xIs.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of these Excel spreadsheets.

For your convenience, the yellow contact information cells have been linked
to the remaining tabs. However, they remain unlocked to allow for more than
one preparer to complete the attachment.

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

Excel file attachment.

Enter the revision date, applicable Excel file tab name, row number and
column letter revised, and the previous and revised information. Document
text changes and numerical changes. Only enter changes for amounts actually
keyed. For example, if a non-keyed, calculated total changes as a result of the
revision, this does not need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.
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Comptroller's Directive No. 1-09
Attachment 24
Schedule of Cash, Cash Equivalents, and Investments as of June 30

Recommended It is recommended that each agency obtain copies of GASBS No. 3, GASBS
No. 40, and the GASBS No. 40 Implementation Guide for better
understanding of this attachment.

Definitions Cash — the standard medium of exchange (paper currency) that must be
readily available for the payment of current obligations, and it must be free
from any contractual restriction that limits its use in satisfying debts.

Cash Equivalents — instruments or investments of such high liquidity
(original maturity of 90 days or less) and low risk that they are virtually as
good as cash. Examples are a non-negotiable certificate of deposit, money
market fund, Treasury bill, monies in the State Non-Arbitrage Program
(SNAP) and Local Government Investment Pool (LGIP). Whether an asset is
a cash equivalent is determined only once based on the length of the original
maturity when the asset is first acquired.

Investments — securities and other assets acquired primarily for the purpose
of obtaining income or profit with an original maturity greater than 90 days.
This includes securities, which are transferable financial instruments that
evidence ownership or creditorship.

Security — generally, an instrument evidencing debt of or equity in a common
enterprise in which a person invests on the expectation of financial gain. The
term includes notes, stocks, bonds, debentures or other forms of negotiable
and non-negotiable evidences of indebtedness or ownership.

Continued on next page
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Comptroller's Directive No. 1-09

Attachment 24

Schedule of Cash, Cash Equivalents, and Investments as of June 30

Directions for Below are instructions as to the proper completion of the Detail tab in the

the Detail tab  Excel spreadsheet. Amounts reported on the Detail tab should exclude
any amounts reported on any financial statement template (Attachments
9-13). Please follow these instructions carefully.

Part

Instruction

la

Report the agency’s total cash not held with the Treasurer of
Virginia excluding any amount reported on Attachments 9-13. If
this amount is not identified in the agency’s supplementary
requirements, please contact DOA immediately.

Note:

Note:

Certificates of deposit (CDs) should NOT be reported as
cash. CDs should be reported as cash equivalents and / or
investments.

Funds held in money-market accounts held by financial
institutions (i.e. banks, savings and loan associations, and
credit unions) which are similar to demand deposits versus a
broker / dealer (any individual or firm in the business of
buying and selling securities for itself and others; broker /
dealers must register with the SEC) qualify as deposits, and
therefore are classified as cash instead of investments.

DO NOT report cash not held with the Treasurer of
Virginia for which an advance is recorded on CARS, such
as cash held in DOA-approved petty cash and travel
advance accounts.

1b

For the total cash not with the Treasurer of Virginia reported above,
provide the total balances of all accounts as reported by the financial
institutions where the funds are on deposit as of June 30.

1c

Provide an explanation if the reported amount is negative.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 24
Schedule of Cash, Cash Equivalents, and Investments as of June 30

Directions for the Detail tab, continued

Part Instruction

2a Of the amount reported in 1b above, provide the amount that is
insured by federal depository insurance [for public units - only a
total of $250,000 per financial institution for interest bearing and an
additional $250,000 for non-interest bearing accounts (i.e. demand
deposits) may be insured by the FDIC].

2b Of the amount reported in 1b above, provide the amount that is
covered by the Security for Public Deposits Act (Section 2.2-4400
of the Code of Virginia). The amount covered is usually the amount
deposited in a qualified public depository less the amount covered
by federal depository insurance (part 2a). The most current listing
of qualified depositories is available on the Department of
Treasury’s website at http://www.trs.virginia.gov/. An agency can
also contact the SPDA accountant at (804) 225-3249 to determine if
their chosen financial institution has become a qualified public
depository since the last update

Note: If all cash not held with the Treasurer of Virginia is included
in 2a and 2b above, do not complete step 2c below. If not,
the remaining amount should be classified in 2c below.

Is any cash NOT with the Treasurer NOT covered by the FDIC or

2¢ the Security for Public Deposits Act? If so, report the amount and
bank balance for all applicable options below:
) Uncollateralized
i) Collateralized with securities held by the pledging
financial institution
iii) Collateralized with securities held by the pledging
financial institution’s trust department or agent but not in
the depositor-government’s name
The total of the amounts provided must agree to the total amount in
step 1b above.
2d

Provide an explanation if the amount reported in Part 2a) is greater
than $250,000.

3 Report the amount the agency has in the Local Government
Investment Pool (LGIP). Provide the LGIP account number and
amount (the amount listed for each account must come from the
LGIP statement). If applicable, let DOA know where the agency
has these monies in CARS by providing the GLA and fund / fund
detail.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 24

Schedule of Cash, Cash Equivalents, and Investments as of June 30

Directions for the Detail tab, continued

Part

Instruction

4

Report the amount the agency has in the State Non-Arbitrage
Program (SNAP). Provide the SNAP account number and amount
(the amount listed for each account must come from the SNAP
statement). If applicable, let DOA know where the agency has
these monies in CARS by providing the GLA and fund / fund detail.

Report the amount of cash equivalents and investments NOT held
by the Treasurer of Virginia. This amount should agree to the
sum of all amounts in the “Reported Amount” column on the Cash
Equiv. & Inv. NOT w Tr tab of the spreadsheet.

List the total fair value of cash equivalent / investment types subject
to foreign exchange risk. Foreign exchange risk is the risk of an
investment’s value changing due to changes in currency exchange
rates and / or the risk that an investor will have to close out a long or
short position in a foreign currency at a loss due to adverse
movements in exchange rates. This amount must equal the total of
the fair value amount in the Foreign Currency Inv tab of the
spreadsheet.

The information on Cash Equiv. & Inv. Not w Tr tab should agree
to the agency's audited financial statements. Any differences must
be explained.

Are any of the agency's cash equivalents or investments in debt
securities not with the Treasurer of Virginia highly sensitive to
interest rate changes? Some examples of these include a variable-
rate investment with a multiplier, or a variable-rate investment with
a coupon that varies inversely with a benchmark index. For further
explanations of highly sensitive investments, refer to the GASBS
No. 40 Implementation Guide, questions 45 — 58.

I the agency marked a *“yes”, the agency will need to provide an
explanation as to why these investments are considered highly
sensitive.

GASBS No. 40 states it is the agency’s responsibility “to update the
custodial credit risk disclosure requirements addressing other
common risks of the deposits and investments of state and local
governments.” With this in mind, the agency should provide a
description of any other type of risk to cash, cash equivalents, and
investments not covered elsewhere on this attachment.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 24

Schedule of Cash, Cash Equivalents, and Investments as of June 30

Directions for the Detail tab (continued)

Directions for
the Cash Equiv.
& Inv. NOT w
Tr tab

10 Submit the agency's investment policy along with this Attachment in
the e-mail to finrept-agysupp@doa.virginia.gov. This is the
investment policy that will officially be on record with the
Department of Accounts. If the agency does have cash, cash
equivalents, and investments NOT with the Treasurer of Virginia
and DOES NOT have an investment policy, the agency should
provide an explanation.

According to GASBS No. 40, agencies that have cash equivalents and
investments not with the Treasurer of Virginia will need to report more
detailed information about the risk of their cash equivalents and investments.
This spreadsheet requests the necessary information DOA needs to properly
report this information in the CAFR.

New for FY 2009: In response to agency requests, the Cash Equiv & Inv.
Not w Tr tab is no longer password-protected so that agencies may add
additional rows when needed without having to contact DOA or may copy
and paste information into the sheet from their own records. In adding rows
or copying information, care must be taken to preserve the existing
spreadsheet layout and column and row labels. If rows are added, please also
copy the “TYPE” and “INVESTMENT” descriptions at columns A and B and
the formulas at columns N and P.

List cash equivalent or investment by type (Debt or Equity) and
investment category:

Sections are provided for common investment types and categories. If a
category for a specific investment is not provided, place it in the Other Debt
Securities or Other Equities Securities section, as appropriate. Specify the
issuer of the investment in the Description field. The individual investment
issue must also be identified. For equity investments, the issue is usually
identified by a ticker symbol. For debt investments, the issue is identified by
a CUSIP number. Agencies must provide ticker symbol or CUSIP number
information for all investments. This information is needed in order to satisfy
the concentration of credit risk disclosure requirement of GASBS No. 40.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 24

Schedule of Cash, Cash Equivalents, and Investments as of June 30

Directions for the Cash Equiv. & Inv. NOT w Tr tab (continued)

Note:

Note:

Example:

Ginnie Mae, EXIMBANK, and SBA are the only asset-
backed securities that should be included with U.S. Treasury
and Agency Securities. This is because they are explicitly
backed by the U.S. Government. Securities such as those
issued by the Federal National Mortgage Association (FNMA
or Fannie Mae), Student Loan Marketing Corporation
(Sallie Mae), and the Federal Farm Credit Banks are NOT
explicitly backed by the U.S. Government and should not be
included in U.S. Treasury and Agency Securities.

Care should be taken when identifying securities as asset-
backed. Only securities that are collateralized by other assets,
such as mortgage or other consumer loans, should be
categorized as asset-backed. Although entities such as Fannie
Mae and Freddie Mac (Federal Home Loan Mortgage
Corporation or FHLMC) issue many asset-backed securities,
they also issue unsecured debt in the form of bonds and notes.
These unsecured debt issues should be listed in the “Agency
Unsecured Bonds and Notes” section of the Cash Equiv. &
Inv. Not w Tr tab and NOT in the “Asset-Backed Securities”
section. If there is doubt as to whether a security is asset-
backed, this information can be obtained from a variety of
sources, including the investment prospectus, the issuer, credit
rating agencies or the financial institution that processed the
purchase transaction. For example, a search of the investment
by CUSIP number at the website of the credit rating agency,
Moody’s, www.moodys.com, will indicate whether the debt
instrument is unsecured or collateralized by some type of
asset.

For the cash equivalent or investment type “Common and
Preferred Stocks,” the agency would list each issuer such as
General Electric Corp. The agency would also list their ticker
symbol “GE”. Because it is an equity security, no credit
quality rating would need to be given. The agency would then
classify the custodial credit risk for this security.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 24
Schedule of Cash, Cash Equivalents, and Investments as of June 30

Directions for the Cash Equiv. & Inv. NOT w Tr tab, continued

Credit Quality Rating (AAA, BB, Unrated, etc.):

List the applicable credit quality rating. The credit quality ratings of cash
equivalents and investments in debt securities (corporate bonds, corporate
notes, etc) as described by nationally recognized statistical rating
organizations (rating agencies) must be disclosed.

Obligations of the U.S. Government or obligations explicitly guaranteed by
the U.S. Government are not considered to have credit risk and do not require
disclosure of credit quality. Non-negotiable certificates of deposit are also
exempt from credit quality ratings. Repurchase agreements are exempt from
credit quality ratings only if the underlying security is explicitly guaranteed
by the U.S. Government. The credit quality ratings of external investment
pools, money-market funds, bond mutual funds, and other pooled investments
of fixed-income securities should be disclosed. If a credit quality disclosure
is required and the investment is unrated or not rated by any rating
agency, the disclosure should indicate the fact that the investment is
Unrated. Under no circumstance should the rating information be left
blank.

DOA’s rating drop-down list in the Cash Equiv. & Inv. NOT w Tr tab
provides standardized symbols for commonly used ratings of Standard &
Poor’s, Moody’s and Fitch’s. Agencies may also refer to these three rating
agencies’ websites for explanations of the ratings and the standardized rating
symbols. Once a rating agency is selected for the investment, the list of rating
symbols that may be selected in the next column is restricted to only valid
ratings symbols for that rating agency. If there is no rating agency for the
investment, “N/A” may be selected for both the rating agency and the rating.

Interest rate risk (i.e. maturity) of each cash equivalent and investment:
The interest rate risk of debt investments must be disclosed by investment
type and amount. DOA has selected the segmented time distribution method
as outlined in GASBS No. 40. This requirement will require the agencies to
provide, by amount and issuer, the maturity of their debt investments.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 24
Schedule of Cash, Cash Equivalents, and Investments as of June 30

Directions for the Cash Equiv. & Inv. NOT w Tr tab, continued

GASBS No. 40 does not require separate disclosure for cash equivalents and
investments. Therefore, cash equivalent and investment amounts should be
listed in one of the investment column maturities (less than 1 year, 1-5 years,
6-10 years, greater than 10 years) depending on the investment securities that
have maturities. Most equity type investments do not have a maturity and
their total would only be reported in the “category 3” and / or “uncategorized”
columns in the custodial credit risk section.

Negotiable certificates of deposit should be classified as cash equivalents or
investments depending on the original maturity. Negotiable instruments are
securities that are normally sold in $1 million units and that can be traded in a
secondary market. Non-negotiable certificates of deposit should always be
reported as cash equivalents in the “Less Than 1 Year” column. Non-
negotiable instruments are time deposits that are placed by depositors directly
with financial institutions and that are generally subject to a penalty if
redeemed before maturity.

Custodial credit risk:

Per GASBS No. 40, the requirement to disclose cash equivalents and
investments as categories 1 and 2 is no longer necessary. These amounts
should be reported in the uncategorized column. If the security, however,
meets the following criteria, the security must still be reported as Category 3:

e Uninsured,

e Not registered in the name of the government, and

e |s held by either the counterparty or the counterparty’s trust
department or agent

Note: Investments in external investment pools and in open-end mutual
funds are not exposed to custodial credit risk because their existence
is not evidenced by securities that exist in physical or book entry
form. Securities underlying reverse repurchase agreements are not
exposed because they are held by the buyer-lender.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 24

Schedule of Cash, Cash Equivalents, and Investments as of June 30

Directions for the Cash Equiv. & Inv. NOT w Tr tab, continued

Directions for
the Foreign
Currency Inv
tab

Directions for
the Recordation
tab

List the total custodial credit risk that is considered category 3 and the amount
that is uncategorized (remaining amount) for each issuer. For debt securities,
the total of these two columns should equal the sum of the interest rate risk
columns mentioned above or an “error” message will appear. Equity
securities (common, preferred stock, index funds, equity index and pooled
funds, and real estate) will not have a maturity, and their total would only be
reported in the custodial credit risk section.

Total Reported Amount:

The reported amount column will automatically total from the amounts listed
as category 3 and uncategorized in the custodial credit risk columns of the
spreadsheet. An “error” message will appear for debt securities if this
amount does not agree to the sum of the interest rate risk (maturity risk)
amounts entered. The overall total of category 3 and uncategorized cash
equivalents and investments must agree to the amount reported at Step 5 in
the Detalil tab of the spreadsheet. If it does not, an “error” message will
appear in the Detail tab.

List the fair value of each cash equivalent / investment type subject to
foreign exchange risk. Foreign exchange risk is the risk of an investment’s
value changing due to changes in currency exchange rates and / or the risk
that an investor will have to close out a long or short position in a foreign
currency at a loss due to adverse movements in exchange rates. The total
amount must agree to Step 6 in the Detail tab.

Complete this tab to ensure cash equivalents and investments not held by the
Treasurer of Virginia are appropriately valued in accordance with GASBS
No. 31.
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Comptroller’s Directive No. 1-09
Attachment 25
Donor-restricted Endowments

Purpose This attachment is to identify agencies with donor-restricted endowments.

This attachment is similar to prior year’s Attachment 25.

Applicable All agencies that have donor-restricted endowments.
agencies
Due date August 27, 2009

Certification The Certification tab requires all preparers and reviewers to type their name
on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed, the information is both complete and
accurate, and the preparer and reviewer were not the same individual for any
tab, and that you have read and understand the instructions for the attachment.

Submission Contact DOA if the agency has any problems with the spreadsheets.
requirements
After downloading the files, rename the spreadsheet file using the agency
number followed by Att25. For example, agency 151 should rename
Attachment 25.xls as 151Att25.xls.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of this Excel spreadsheet.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment.

Continued on next page
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revisions

Donor-
restricted
endowments

Comptroller’s Directive No. 1-09
Attachment 25
Donor-restricted Endowments

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, row number and column letter revised, and the
previous and revised information. Document text changes and numerical
changes. Only enter changes for amounts actually keyed. For example, if a
non-keyed, calculated total changes as a result of the revision, this does not
need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.

GASBS No. 34, paragraph 121 requires the following footnote disclosures for
donor-restricted endowments:

e The amounts of net appreciation on investments of donor-restricted
endowments that are available for authorization for expenditure by the
governing board, and how those amounts are reported in net assets

e The state law regarding the ability to spend net appreciation

e The policy for authorizing and spending investment income, such as a
spending-rate or total return policy

Instructions — Page 2



Spreadsheet
instructions

Comptroller’s Directive No. 1-09
Attachment 25
Donor-restricted Endowments

Record the contact information at the top of the spreadsheet. Follow the
instructions below.

Step Action

1 Record the donor-restricted endowment.

2 Identify the amount of net appreciation on investments that are
available for authorization for expenditure by the governing board.
Interest earnings are included in net appreciation. Do not include
negative amounts in the net appreciation column.

3A | Isthe endowment listed in Step 1 and 2 reported on a Financial
Statement Template (Attachments 9-13)? Enter yes or no.

3B | Ifyesin Step 3A, specify the attachment number and the fund
name, which can be found in the Preparation of GAAP Basis
Financial Statement Template section in the Authoritative
Literature / Guidance for Preparation of GAAP Basis Fund
Financial Statement Templates, which can be found on DOA’s
website at www.doa.virginia.gov. Click on the “Financial
Statement Directives” link.

3C | Ifyesin 3A, how were the amounts in Step 2 reported in net assets
(restricted or unrestricted)?

3D |Ifnoin Step 3A, provide the CARS Fund / Fund Detail.

4 Is there a state law regarding the ability to spend net appreciation?
Enter yes or no.

5 If yes in Step 4, identify the Code of Virginia section.

If no in Step 4, enter n/a.

6 Is there a policy for authorizing and spending investment income,
such as a spending-rate or total-return policy? Enter yes or no.

7 If yes in Step 6, describe the policy.

If no in Step 6, enter n/a.
8 Was the endowment a gift to the Commonwealth that was

approved by the Governor and administered by the agency? Enter
Yes or no.

Instructions — Page 3
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Comptroller's Directive No. 1-09
Attachment 26

GASBS No. 33 Federal Fund Analysis — Non-reimbursement Grants

Purpose

Applicable
agencies

Due date

Certification

This attachment is to analyze Federal fund nonexchange transactions for non-
reimbursement based grants to determine the proper reporting in
accordance with GASBS No. 33 and GASBS No. 36. (Both statements will
be referenced as GASBS No. 33.)

This attachment is only for federal REVENUE. Federal expenditures are
analyzed on Attachment 16 - GASBS No. 33 Expenditure and Revenue
Analysis.

This attachment is similar to prior year’s Attachment 26.

All agencies with Federal Fund activity that is not included in agency
prepared financial statement templates.

September 17, 2009

The Certification tab requires all preparers and reviewers to type their name
on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed, the information is both complete and
accurate, and the preparer and reviewer were not the same individual for any
tab, and that you have read and understand the instructions for completing the
attachment.
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Comptroller's Directive No. 1-09
Attachment 26

GASBS No. 33 Federal Fund Analysis — Non-reimbursement Grants

Submission
requirements

Attachment
revisions

Contact DOA if the agency has any problems with the spreadsheets.

After downloading the files, rename the spreadsheet file using the agency
number followed by Att26. For example, agency 151 should rename its
Attachment 26.xIs file as 151Att26.xls.

Submit the Excel spreadsheets electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment.

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, row number and column letter revised, and the
previous and revised information. Document text changes and numerical
changes. Only enter changes for amounts actually keyed. For example, if a
non-keyed, calculated total changes as a result of the revision, this does not
need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.
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Comptroller's Directive No. 1-09
Attachment 26

GASBS No. 33 Federal Fund Analysis — Non-reimbursement Grants

Nonexchange
transactions

Reimbursement
Versus

non-
reimbursement
grants

Nonexchange transactions are those transactions where a government gives
(or receives) value without directly receiving (or giving) equal value in return.
GASBS No. 33 includes guidelines for when to record revenues for
nonexchange transactions. Revenues not meeting the recognition
requirements are reclassified as unearned revenue. For additional guidance
on nonexchange transactions, refer to the Authoritative Literature /
Guidance for Preparation of GAAP Basis Fund Financial Statement
Templates, and Directive Glossary which can be found on DOA’s website at
www.doa.virginia.gov (click on the “Financial Statement Directives” link)
and GASBS No. 33, Accounting and Financial Reporting for Nonexchange
Transactions.

Appropriate grant classification (reimbursement / non-reimbursement) is
critical to accurate reporting of federal activity in the CAFR. Non-
reimbursement grants and reimbursement grants are defined on the following
page. This attachment should include ONLY non-reimbursement grants.
While reimbursement grants are not reported on this attachment,
understanding the definition of a reimbursement grant should assist in
determining non-reimbursement grants. Information has also been included
in a subsequent section regarding the CAFR federal entries DOA records in
an effort to clarify the purpose of this attachment.

Additionally, this attachment evaluates ONLY federal revenue; therefore,
for the purpose of this attachment, the reimbursement / non-
reimbursement determination must be evaluated from the receiving
perspective. Evaluate the classification based on the eligibility criteria under
which the federal funds are received from the federal government or another
agency, REGARDLESS of how the funds are disbursed to subrecipients.
Eligibility for federal expenditure recognition requirements is evaluated on
Attachment 16 - GASBS No. 33 Expenditure and Revenue Analysis.

Instructions — Page 3



Comptroller's Directive No. 1-09
Attachment 26

GASBS No. 33 Federal Fund Analysis — Non-reimbursement Grants

Reimbursement Reimbursement (expenditure-driven) grants are NOT included on this

(expenditure-
driven) grants

NOT INCLUDED
ON THIS
ATTACHMENT

Non-
reimbursement
(formula)
grants

INCLUDED
ON THIS
ATTACHMENT

attachment; however, the following explanation may assist in identifying
non-reimbursement grants.

Reimbursement grants are government-mandated or voluntary nonexchange
transactions in which expenditure is the prime factor for determining
eligibility. If the grant agreement indicates that the resources belong to
the provider until allowable costs are incurred, the grant is expenditure-
driven. If the grant does not specify, the agency should review the laws or
regulations that cover the grant (for example, the U.S. Office of Management
and Budget’s Compliance Supplement and applicable sections of the Code of
Federal Regulations).

Note: If a grant meets the definition above and the federal funds are
drawn down a few days in advance of the expenditure, the
grant is still a reimbursement grant. For financial reporting
purposes, the revenue cannot be recognized until the
expenditure is incurred; therefore until the expenditure is
incurred, these amounts are reported as unearned revenue on
the financial statements.

This attachment accumulates information for non-reimbursement
(formula) grants. Non-reimbursement (formula) grants are government-
mandated or voluntary nonexchange transactions involving the provision of
resources based upon established criteria (for example, population) other
than the incurrence of qualifying expenditures.

Instructions — Page 4



Comptroller's Directive No. 1-09
Attachment 26

GASBS No. 33 Federal Fund Analysis — Non-reimbursement Grants

Federal CAFR
entries
recorded by
DOA

For financial reporting purposes, reimbursement grant revenue can only be
recognized when the associated expenditures are incurred, provided all other
eligibility requirements have been met. As such, there should be no ending
fund balance (revenues in excess of expenditures) for reimbursement
(expenditure-driven) grants due to the fact that the revenue is recognized at
the same time as the expenditure. DOA records the following statewide
CAFR entry to eliminate the ending fund balance (revenues in excess of
expenditures) in the Federal Special Revenue Fund:

Federal Revenue
Unearned Revenue

However, an ending fund balance could exist in the federal fund for non-
reimbursement grants, due to the fact that revenue recognition is not
contingent on incurred expenditures. For this reason, it is possible that
revenues will exceed expenditures, resulting in an ending fund balance for
non-reimbursement grants. Due to the fact that the entire ending fund balance
was already eliminated in the CAFR entry mentioned above, the following
CAFR entry must be recorded to reestablish the appropriate ending fund
balance related to non-reimbursement grants in the federal fund:

Unearned Revenue
Federal Revenue

This attachment is designed to accumulate the ending fund balance for non-
reimbursement grants so DOA can report the appropriate ending fund
balance for the CAFR Federal Special Revenue Fund.
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Comptroller's Directive No. 1-09
Attachment 26

GASBS No. 33 Federal Fund Analysis — Non-reimbursement Grants

Spreadsheet
instructions

For non-reimbursement grants, identify grants for which the agency met
eligibility requirements defined in GASBS No. 33. Determine the ending
fund balance for these grants.

Step

Action

Record the contact information.

Complete the questions at the top of the spreadsheet.

e Does the agency have any non-reimbursement grants?
-If yes, select yes and continue below.
-1f no, select no and submit the attachment.

e Did the agency have any non-reimbursement grants received as
of June 30 that met the eligibility requirements defined in
GASBS No. 33 as of June 30, 2009? (See Note below.)

- If yes, complete the spreadsheet and only include the non-
reimbursement grants that met eligibility.
- If no, submit the spreadsheet.

Note: For non-reimbursement grants, the only applicable
eligibility requirements are:

1) Required characteristics of recipients, and
2) Time requirements.

Refer to the Authoritative Literature / Guidelines for
Preparation of GAAP Basis Fund Financial Statement
Templates, which can be found on DOA's website at
www.doa.virginia.gov for additional guidance.

Record the agency # and the fund / fund detail.

e Ensure all federal expenditures are recorded in the proper
federal funds in CARS. Do not use a fund other than 1000
unless you have received approval from General Accounting to
record federal activity in a fund other than 1000 on CARS.

e Fund/ fund detail 10XX, 12XX and 13XX have been set up
specifically for federal stimulus dollars.

Record the CFDA # using XX. XXX format. Visit www.cfda.gov
for a list of valid CFDA numbers and descriptions.

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 26

GASBS No. 33 Federal Fund Analysis — Non-reimbursement Grants

Spreadsheet Instructions (continued)

Step

Action

3

Record the revenue source code or transfer GLA. This should be
keyed as numeric; therefore, source code 09060 would be 9060.

4

If a revenue source code was identified in step 3 above, then use
the drop-down list to record the GASBS No. 34 revenue
classification. For proper GASBS No. 34 government-wide
revenue classification, refer to the GASBS No. 34 Government-
wide Revenue Classification Table on DOA’s website at
www.doa.virginia.gov. Click on the “Financial Statement
Directives” link.

The title of the federal grant will automatically populate based on
the CFDA # entered in Step 2.

Record the ending balance per CARS for each grant. This
represents the sum of General Ledger Accounts (GLAS) 1xx to
4xx (Assets) and GLAS 5xx to 7xx (liabilities) excluding GLA 102
and 703 (budgetary accounts). If the grant has a cash balance,
record a positive number.

Record total modified accrual receivables (received in July and
August 2009) per Attachment 22 — Receivables as of June 30 for
each grant. Record receivables as a positive number.

Record the total amount of P-vouchers recorded in July and
August 2009 for each grant. Record payables as a positive
number. (The spreadsheet will calculate the ending balance
appropriately.)

Record full accrual receivables (received after August 31, 2009)
per Attachment 22 — Receivables as of June 30 for each grant.
Record receivables as a positive number.

10

Record total other full accrual entries (paid after August 31, 2009)
per Attachment 27 — Government-wide Payables and Other
Accruals for each grant. Record payables as a positive number.

11

Provide a brief description of this grant. This column is formatted
as wrap text.
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Comptroller’s Directive No. 1-09
Attachment 27
Government-wide Payables and Other Accruals as of June 30

Purpose This attachment is to capture payments made after August 31, 2009, that were
owed as of June 30, but have not been reported via supplemental information
or other attachments in this Directive. This attachment is similar to prior
year’s Attachment 27.

Appli(_:able All agencies with CARS activity for those funds that are not included in
agencies agency submitted financial statement templates or other submissions.

Due date September 17, 2009

Certification The Certification tab requires all preparers and reviewers to type their name

on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed; the information is both complete and
accurate; the preparer and reviewer were not the same individual for
any tab; and that you have read and understand the instructions for the
attachment.

Submission Contact DOA if the agency has any problems with the files.

information
After downloading the files, rename the spreadsheet file using the agency
number followed by Att27. For example, agency 151 should rename its
Attachment 27.xIs file as 151Att27 .xls.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov

Copy APA via e-mail to: APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

For your convenience, the contact information in all but the first tab in each
attachment / template has been unlocked and shaded yellow. The contact
information continues to be auto filled with the information from the first tab
but the cells remain unlocked to allow for more than one preparer to complete
the attachment

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 27

Government-wide Payables and Other Accruals as of June 30

Attachment
revisions

Background

If attachment revisions are made subsequent to DOA acknowledgement of

receipt and acceptance of the original attachment submission, resubmit the
revised attachment AND complete the Revision Control Log tab in the

attachment excel file.

Enter the revision date, applicable excel file tab name, row number and
column letter revised, and the previous and revised information. Document
text changes and numerical changes. Only enter changes for amounts actually
keyed. For example, if a non-keyed, calculated total changes as a result of the
revision, this does not need to be documented on the Revision Control Log.

If the attachment is revised more than once, do not delete control log revision
information from the previous revision. Enter the new revision date and the
additional revisions in the rows following the initial revision rows. This log
should document all revisions from the initial attachment submission.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.

GASBS No. 34 requires a Government-wide Statement of Net Assets and
Statement of Activities to be prepared on the economic resources
measurement focus and full accrual basis of accounting. As such, each
agency must analyze and list any other accruals after August 31, 2009. An
example of this would be accounts payable. Agencies need not list any
accruals between July 1, 2009 and August 31, 2009 because DOA can
retrieve that information through the “P” and “N” voucher process. In
addition, if information has been included in any other directive
submission, it should not be listed in this attachment.

Note: As referred to in the year-end closing instructions for processes of “P”
and “N” type transactions using only one voucher (typically to process small
purchase charge card bills with transactions that cross fiscal years), the
cumulative impact of not separating these “P” and “N” transactions should be
monitored and reported to DOA if it becomes significant.

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 27

Government-wide Payables and Other Accruals as of June 30

Additional
consideration

Exclusions

Spreadsheet
instructions

In analyzing expenditures that should be accrued (like payables) after

August 31, 2009, each agency must consider whether those expenditures are
exchange or nonexchange transactions. For nonexchange transactions, follow
guidelines in GASBS No. 33 and GASBS No. 36. See also the GASBS

No. 33 — Nonexchange Transactions Overview section in the Authoritative
Literature / Guidance for Preparation of GAAP Basis Fund Financial
Statement Templates, which can be found on DOA’s website at
www.doa.virginia.gov. Click on the “Financial Statement Directives” link.

Prepayments should not be included on this Attachment. Prepayments should
be included on Attachment 21, Schedule of Prepayments as of June 30.
Also, payables to Internal Service Funds (eg VITA) should be excluded.

Follow the instructions below in order to identify accrual information to be
paid after August 31, 2009:

Step Action

1 Indicate whether the agency has full accrual information to
report to DOA.

2 Provide a brief description of the accrual for each row of
information.

3 Provide the name of the payee when the funds are paid.

4 Record the fund / fund detail. This should be entered as a

numeric field. (When fund / fund detail 0100 is entered as a
numeric field, it will show on the spreadsheet as 100.)

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 27
Government-wide Payables and Other Accruals as of June 30

Spreadsheet instructions (Continued)

5 Record the function of the expenditures. A drop-down list is
available. Click the cell, click on the arrow, and click on the
function. Functional codes are the first number in every
service area. For example, service area 1031000 “Community
Services” would fall under the “Education” function. Each
functional code and its corresponding description is below.

1 — Education

3 — Administration of Justice

4 — Individual and Family Services

5 — Resources and Economic Development
6 — Transportation

7 — General Government

8 — Enterprise

9 — Capital Outlay

If the accrual is not for an expenditure, leave the cell blank and
go to step 6.

6 If the other accrual corresponds to a revenue (i.e., revenue
refund), enter the 5 digit revenue source code. This must be
entered as a numeric field. When the revenue source code
01000 is entered as a numeric field it will show on the
spreadsheet as 1000.

If the other accrual is not related to revenue, leave cell blank
and go to step 8.

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 27
Government-wide Payables and Other Accruals as of June 30

Spreadsheet instructions (Continued)

Step Action

7 Record the GASBS No. 34 Government-wide revenue
classification of the revenues. A drop-down list is available.
Click on the cell, click on the arrow, and click on the
appropriate classification. Refer to the GASBS No. 34
Government-wide Revenue Classification Table on DOA’s
website at www.doa.virginia.gov for the proper
classifications. Click on the “Financial Statement Directives”
link. The classifications are listed below:

GR-Taxes

GR-Investment earnings

GR-Grants / Cont. not restricted to S. P.
GR-Miscellaneous

Endowments / Permanent Fund Principal
PR-Chgs/1-Education
PR-Chgs/3-Administration of Justice
PR-Chgs/4-Individual and Family Services
PR-Chgs/5-Resources and Economic Develop
PR-Chgs/6-Transportation
PR-Chgs/7-General Government
PR-Chgs/8-Enterprise

PR-Oper/1-Education
PR-Oper/3-Administration of Justice
PR-Oper/4-Individual and Family Services
PR-Oper/5-Resources and Economic Develop
PR-Oper/6-Transportation
PR-Oper/7-General Government
PR-Oper/8-Enterprise

PR-Cap/1-Education
PR-Cap/3-Administration of Justice
PR-Cap/4-Individual and Family Services
PR-Cap/5-Resources and Economic Develop
PR-Cap/6-Transportation

PR-Cap/7-General Government
PR-Cap/8-Enterprise

Not Applicable — Fiduciary Fund

Continued on next page
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Comptroller’s Directive No. 1-09
Attachment 27

Government-wide Payables and Other Accruals as of June 30

Spreadsheet instructions (Continued)

Final
instructions
other accruals

Step Action

7 Below is a crosswalk of the acronyms:
(Continued) | GR — General Revenues
Cont. — Contributions
S. P. — Specific Program
PR — Program Revenue
Charges — Charges for Goods / Services
Oper — Operating Grants and Contributions
Cap — Capital Grants and Contributions

Note: The program revenues are followed by the related
function.

8 Record the amount. Round amounts to the nearest dollar.

Ensure all full accrual items that should be reported on the Government-wide
statements have been listed. EXCLUDE amounts recorded on CARS or
submitted via other attachments or supplemental requirements from this
attachment. If the agency has additional full accrual activity that is not
reflected in this spreadsheet, contact DOA and notify them of the additional
activity. Provide these additional entries to DOA.

Complete the VVariance Explanation tab as indicated on the Other Accruals
Detail tab.

DOA may contact your agency to clarify or obtain more information
regarding the full accrual entries.

MAINTAIN DETAIL SUPPORTING DOCUMENTS FOR THE AUDITOR
OF PUBLIC ACCOUNTS TO REVIEW.
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Comptroller's Directive No. 1-09
Attachment 28
Direct Billed Central Services

Purpose This attachment is needed to comply with the Code of Federal Regulations 2
(CFR) 225, formerly OMB Circular No. A-87, “Cost Principles for State,
Local and Indian Tribal Governments.” This attachment is similar to prior
year’s Attachment 28.

Applicable ONLY the following agencies are required to complete this attachment.
agencies

Department of General Services (DGS)

Department of Human Resource Management (DHRM)
Department of Treasury (TD)

Virginia Correctional Enterprises (VCE)

Virginia Information Technologies Agency (VITA)

Due date September 17, 2009

Submission Submit the required information to Penny Williams using the contact

requirements information in the Questions section. E-mail the information whenever
possible.

Copy DOA via e-mail to Finrept-agyatt@doa.virginia.gov.
Copy APA via e-mail to APAFinRept@apa.virginia.gov, if possible.

Otherwise, mail to:

Staci A. Henshaw, Audit Director
Auditor of Public Accounts

P.O. Box 1295

Richmond, VA 23218

Continued on next page

Instructions — Page 1



Comptroller's Directive No. 1-09
Attachment 28
Direct Billed Central Services

Questions Please direct all questions regarding this attachment to:
Penny B. Williams Phone: (804) 225-3804
Indirect Cost Coordinator FAX: (804) 225-2430
Department of Accounts E-mail: penny.williams@doa.virginia.gov
P. 0. Box 1971

Richmond, VA 23218-1971

Requirements  Submit the information specified for the agency in the table below.

Type of Activity Required Information Agency
Internal Service Funds 1. Description of the service DGS
(budget of $5 millionor |2. Fund Statement of Net Assets DHRM
more) 3. Revenue / expenses statement, with revenues by | VCE

source VITA (see
4. List of non-operating transfers Note below)

5. Description of billing procedures (methodology)
used to charge costs to users

6. Schedule of current rates

7. Schedule comparing full revenues (including
imputed revenues) by service to allowable costs

8. Explanation of how variances between revenue
and expenses will be handled

9. Documentation that revenue reported includes all
revenues generated by the service including
unbilled and uncollected revenue

10. Expenses reported by cost category

11. Amount of working capital reserve if any

Note: Virginia Information Technologies Agency must submit Combining
Financial Statement information by division.

Continued on next page
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Comptroller's Directive No. 1-09

Attachment 28
Direct Billed Central Services

Requirements (continued)

Type of Activity Required Information Agency
Self Insurance Funds 1. Fund Statement of Net Assets DHRM
2. Statement showing fund income and fund outlays, | TD
including a summary of billings and claims paid
by agency
3. Listing of all non-operating transfers into and out
of the fund
4. Types of risks covered by the fund
5. Explanation of how the level of fund contributions
are determined, and actuarial report
6. Description of procedures used to charge or
allocate fund contributions to benefiting activities
7. Explanation of reserve levels in excess of claims
paid, submitted but not adjudicated, and incurred
but not submitted
Fringe benefits 1. Overall annual cost of each benefit DHRM
2. Current fringe benefit policies
3. Procedures used to charge or allocate the costs to
benefiting activities
Pension and post- 1. Funding policies DHRM
retirement health benefit | 2. Pension plan’s costs accrued for a year
costs 3. Amount funded, and dates of funding
4. Copy of actuarial report
5. Plan trustee’s report
6. Schedule showing the value of the interest cost
associated with any late funding
Other billed central The same documentation required for Internal Service | DGS
service activity not Funds is to be completed and maintained but is not DHRM
identified above required to be submitted to DOA unless specifically | VCE
requested by DOA, APA or federal reviewers. VITA
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Comptroller’s Directive No. 1-09
Attachment 29
Adjustments

Purpose This attachment requires agencies to certify that all adjustments to financial
statement templates, other attachments, and / or supplemental information
have been provided to DOA. This attachment is similar to the prior year’s

Attachment 30.
Applicable All agencies must complete this attachment.
agencies
Due date October 15, 2009

Certification The Certification tab requires all preparers and reviewers to type their name
on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed; the information is both complete and
accurate; the preparer and reviewer were not the same individual for
any tab; and that you have read and understand the instructions for the
attachment.

Submission Contact DOA if the agency has any problems with the files.

requirements _ ) ) _
After downloading the files, rename the spreadsheet file using the agency
number followed by Att29. For example, agency 151 should rename its

Attachment 29.xls file as 151 Att29.xIs.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

Continued on next page
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Revised
submissions
and revision
control log

Additional
requirements

Comptroller’s Directive No. 1-09
Attachment 29
Adjustments

If an agency has identified required adjustments subsequent to DOA’s
acceptance of the original submission, a revised attachment or supplemental
information is required. The majority of attachments require a revision
control log. Refer to the individual attachment instructions to determine the
specific revision instructions. All Supplemental Information revisions must
include Attachment 31, Supplemental Information Revision Control Log.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.

Note: Agencies that submit several of the same attachment for different
funds may use the comment box to specify which fund the revision was
for.

The agency must notify the individuals listed in the
Questions section of this directive if material adjustments are
discovered after submitting this attachment to DOA.
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Comptroller's Directive No. 1-09
Attachment 30
Report of Financial Condition

Purpose Section 4-10.00 of the Appropriation Act provides each office handling state
funds shall, upon the request of the Auditor of Public Accounts, make a
detailed statement, under oath, of the financial condition of his office. This
attachment is similar to prior year’s Attachment 31.

Applicable All agencies must follow these attachment instructions.
agencies
Due date October 15, 2009

submission - SUBMIT INFORMATION TO THE AUDITOR OF
d PUBLIC ACCOUNTS ONLY.

APA requests no Faxes!

For paper submissions and page 3 of this attachment (all paper
submissions must be sent to APA no later than October 15, 2009):
Mail to: Walter J. Kucharski

Auditor of Public Accounts

P.O. Box 1295

Richmond, VA 23218-1295

For e-mail submissions (only for those items not previously submitted):
E-mail Address: APAFinRept@apa.virginia.gov

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 30
Report of Financial Condition

Providing Financial Statement Template Agencies:
required e Send a copy of the financial statement templates to the APA.
information e Send copies of all other DOA submissions to APA (if not

previously submitted).

Other Financial Data Agencies:

e If the agency is required to prepare financial information only by the
Office of the Comptroller’s Directive No. 1-09 send the following to
the APA:

1. CARS final trial balance (ACTR 402, Option B1)

2. CARS reconciliation certification

3. Send copies of all other DOA submissions to APA (if not
previously submitted).

Continued on next page
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Comptroller's Directive No. 1-09
Attachment 30
Report of Financial Condition

The following oath should be mailed (not e-mailed or faxed) to the
Auditor of Public Accounts:

“I hereby affirm that the financial statements or information submitted are
true and correct to the best of my knowledge and belief.”

Signature

Title

Agency Name

The oath should be administered by a notary or other officer authorized by
Section 49-4 of the Code, and such notary or other officer should complete a
certificate in substantially the following form:

State of Virginia; City / County of:

This is to certify that on this
day of , 2009, took and subscribed the
foregoing oath required by the laws of the Commonwealth.

Signature of Notary

Print Name of Notary

Title

My commission expires on

Instructions - Page 3
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Comptroller’s Directive No. 1-09
Attachment 31
Supplemental Information Revision Control Log

Purpose This attachment is used to identify revisions to the supplemental information
submitted to DOA. This is similar to prior year’s Attachment 32.

Applicable This attachment is ONLY for agencies required to submit supplementary

agencies information and need to revise information previously submitted to and
accepted by DOA. Refer to Attachment 1 (Supplemental Information
section) for a list of all agencies required to submit supplementary

information.
Due date As revisions are made
Certification The Certification tab requires all preparers and reviewers to type their name

on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that this
attachment has been reviewed; the information is both complete and
accurate; the preparer and reviewer were not the same individual for
any tab; and that you have read and understand the instructions for
completing the attachment.

Submission Contact DOA if the agency has any problems with the files.

requirements
After downloading the files, rename the spreadsheet file using the agency
number followed by Att31. For example, agency 151 should rename its
Attachment 31.xls file as 151Att31.xls.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of the Excel attachment.

Continued on next page
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Supplemental
information
revisions

Comptroller’s Directive No. 1-09
Attachment 31
Supplemental Information Revision Control Log

If revisions are made subsequent to DOA acknowledgement of receipt and
acceptance of the original supplemental information submission, resubmit
the revised supplemental information AND submit a completed
Attachment 31 identifying the change.

Enter the revision date, a description of the supplemental information, due
date of the submission, and the previous and revised information.

If the supplemental information is revised more than once, do not delete the
control log revision information from the previous revision. Enter the new
revision date and the additional revisions in the rows following the initial
revision rows. This log should document all revisions to the supplemental
information submissions to date.

Include “REVISED - date” in the subject line of the submission e-mail as
well as in the file name. Resubmit the revised attachment; and ensure that the
Revision Control Log tab has been completed.

Each time a revision is submitted the Certification tab should be updated
with new signatures and dates.
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Comptroller's Directive No. 1-09
Attachment 32
2009 Off-Balance Sheet Financial Obligations

Purpose During the 2007 General Assembly Session, legislation was passed (Code of
Virginia, §2.2-813.2) requiring the State Comptroller to report off-balance
sheet financial obligations of the Commonwealth. As can be seen in the text,
the term off-balance sheet financial obligation is utilized. Given the general
nature of this terminology, a broad examination of the Commonwealth’s
financial commitments is appropriate. This attachment is similar to prior
year’s Attachment 33.

Applicable All agencies must complete this attachment.

agencies

Due date January 21, 2010

Certification The Certification tab requires all preparers and reviewers to type their name

on this form. Please note that there should be a segregation of duties;
therefore, the preparer and the reviewer should not be the same individual for
any tab. By typing a name, the individual is certifying that all tabs of this
attachment have been reviewed, the information is both complete and
accurate, and the preparer and reviewer were not the same individual for any
tab, and that you have read and understand the instructions for completing the
attachment.

Submission Contact DOA if the agency has any problems with the spreadsheets.
requirements

After downloading the files, rename the spreadsheet file using the agency
number followed by Att32. For example, agency 151 should rename its
Attachment 32.xIs file as 151Att32.xls.

Submit the Excel spreadsheet electronically to
finrept-agyatt@doa.virginia.gov.

Copy APA via e-mail to APAFinRept@apa.virginia.gov.

Do not submit paper copies of these Excel spreadsheets.

For your convenience, the yellow contact information cells have been linked
to the remaining tabs. However, they remain unlocked to allow for more than
one preparer to complete the attachment.
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Definitions

Approach

Comptroller's Directive No. 1-09
Attachment 32
2009 Off-Balance Sheet Financial Obligations

Balance Sheet — For purposes of this attachment, balance sheet is referring to
the amounts that were reported in the Comprehensive Annual
Financial Report (CAFR) as of June 30, 2009. This information was
obtained from CARS reports and directive submissions (attachments
and supplemental information) and does not need to be resubmitted.

Off-Balance Sheet Financial Obligations — For purposes of this attachment,
any amount for which the Commonwealth is committed to disburse
funds or pledge revenues in future periods as of June 30, 2009.
While these amounts do not meet the accounting definition of a
liability and are excluded from the balance sheet, they do represent
financial obligations of the Commonwealth for future periods. The
obligations reported should not represent the normal, ongoing future
costs of performing the agency's functions.

DOA has identified different categories of off-balance sheet financial
obligations that require consideration for inclusion in the report. Certain
categories are evidenced by a signed agreement for which the Commonwealth
has agreed to pay for goods or services to be provided in the future (i.e.,
operating leases and construction commitments) and are disclosed in the
financial statement notes. These amounts are generally obtained through
statewide financial systems or supplemental directive reporting requirements
from selected agencies. These amounts should only be included in this
attachment if they are not otherwise reported in the directive.

In other instances, the Commonwealth is committed to pay for future
outflows, but these amounts have not been reported in the financial statement
notes because they have not met the accounting definition for financial
statement disclosure (i.e., WTA and federal match requirements). These
amounts should be included in this attachment.

Other obligations fall into the on-going operations category. Public
education, Medicaid, TANF, prisoner incarceration, and many other programs
throughout the state budget represent on-going obligations of state
government. DOA will attempt to meet the reporting requirements for these
“obligations” through use of information obtained from central agencies like
DPB and DGS.
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Additional
considerations

Comptroller's Directive No. 1-09
Attachment 32

2009 Off-Balance Sheet Financial Obligations

As mentioned above, DOA will use information available centrally to identify
as many off-balance sheet financial obligations as possible. DOA has
identified certain off-balance sheet financial obligations for which agency
input is required. A listing of the types of obligations DOA has identified
follows. Please be aware that this list may not be all-inclusive, and agencies
should include any additional items deemed necessary based on the
Definitions and Approach described previously.

Operating Leases (only include amounts not reported in LAS or via
directive submissions as of June 30, 2009)

Construction or other commitment contracts - legal or other formal
arrangement exists (only include amounts not reported via directive
submissions as of June 30, 2009)

Other project commitments - agency is committed to a project, but no
formal agreement exists

Public-private Partnership Agreements

Federal match requirements

Questioned Federal Costs

Potential legal case settlements - likelihood that the Commonwealth will
have to pay out funds once the case is settled

Court-ordered requirements - court orders that require the
Commonwealth to take action that would likely have monetary
implications
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Completing
the
attachment

Comptroller's Directive No. 1-09
Attachment 32
2009 Off-Balance Sheet Financial Obligations

Cells that require input are shaded in light yellow.

Step Action
1 Enter the agency number and the agency name will appear. In
addition, other agencies that the agency is responsible for will
populate.
2 Item numbers are provided as a control number for each entry

made by the agency. If additional lines and item numbers are
needed, contact DOA.

3 &4 | Type in or use the drop-down to choose an agency number, the
name will appear after choosing an agency number in step 3.

5 Provide the type of off-balance sheet financial obligation. Refer to
the Additional Considerations above.

Provide a description for the off-balance sheet financial obligation.

Provide the source for the amounts provided.

Enter the amount of the off-balance sheet financial obligation.

OV

Since this survey is to obtain off-balance sheet financial
obligations, this question is to ensure that total obligations
reported in step 8 do represent off-balance sheet amounts. The
anticipated answer to this question is "no" because the step 8
amounts should represent amounts that are not required by GAAP
to be reported as a liability as of June 30, 2009.

10 In the event that an obligation is identified that was recorded as a
GAAP liability, the obligation amount needs to be identified to
prevent duplication of information in the CAFR and the off-
balance sheet obligation report.

11 If a liability is identified, this information will assist DOA in the
compilation process.

12 If an off-balance sheet obligation exists, but the amount cannot be
readily determined, please provide a brief explanation for why the
amount cannot be quantified.
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