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Disclaimer

The opinions expressed during this presentation are our own. They do not
necessarily represent the views of the Tennessee Comptroller of the

Treasury, his representatives, or the Tennessee Division of Local
Government Audit.
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Division of Local Government Audit

Jean Suh, CPA, CFE, CGFM
Contract Audit Review Manager

* Contract Approval

* Workpaper Review Determination
* Strategic Goal Monitoring

* Research/Consulting

* Assisting Upper Management and

Reviewers
m
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Contract Audit Review Team

Tammy Steele

Project Assistant

* Sending out annual audit contract
requests

* Managing Contract And Report
System (CARS)

* Following-up on late contracts
and audit reports
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Director
Jim Arnette, CISA, CGFM
Jim.Arnette@cot.tn.gov

Division of
Local Government Audit
Contract Audit Contact Information by Area

425 Rep. John Lewis Way N_, Nashville, TN 37243
P: 615.401.7841 « F: 615.741.6216

)

Senior Contract Audit
Review Specialists
Lisa Bellar, CPA, CGFM

Lisa.Bellar@cot.tn.gov
P:615.401.7854

Timothy Hardy, CPA, CFE, CGFM
Timothy Hardy@cot tn_gov
P: 615.401.3039

Contract Audit Manager
Jean Suh, CPA, CGFM, CFE
Jean.Suh@cot.tn.gov

Project Assistant
Tammy Steele
Tammy.Steele@cot.tn.gov
P: 615.401.7909
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AREA7
Sue Ann Odom, CMFO

Contract Audit Review Specialist

Sue . Odom@cot.tn.gov
P:615.401.7738

,:‘ AREA S
Sara Pope, CPA, CMFO, CGFM
Contract Audit Review Specialist

Sara.Pope@cot.tn.gov
P: 615.401.3051

AREAS

Matt Piland, CMFO

Contract Audit Review Specialist
Matt Piland@cot tn.gov
P:615.401.7889

AREA®

Lori Cantrell, CPA

Contract Audit Review Specialist
Lori.Cantrell@cot.tn.gov

P: 615.241.6066

AREA 3

Ana Brantley, CPA, CGFM
Contract Audit Review Specialist
Ana_Brantley@cot. tn.gov
P:615.747.5242

AREA4

Justin Garcia

Contract Audit Review Specialist
Justin.Garcia@cot.tn.gov
P:615.401.7810

| AREA2

AREA 1

Bethany Wilson, CPA, CMFO
Contract Audit Review Specialist
Bethany Wilson@cot.tn.gov

P: 615.747.8807

Mark Fawver, CGFM

Contract Audit Review Specialist
Mark.Fawver@cot.tn.gov

P: 615.747.8851
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Manual

Updates

AUDITING, ACCOUNTING AND REPORTING
For Locar Governsment Units
AND OTHER ORGANIZATIONS

Jason E. Mumpower
Comproller of the Treasury
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Markup Version

Electronic Contracting and Reporting Requirements

UN Written Attestation

Revised Audit Reports

General Cleanup

Schedule of Lease Obligations, Principal, and Interest Requirements
Municipal Energy Authority Reporting Requirements

Reporting and Auditing Requirements for For-profit Organizations
Internal School Funds

Direct Appropriation Grants

New Legislation
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Procurement Guide for Audit Services
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Chart of Accounts

Manuals

Markup Version - june 2025 PDF Version - December 2015

Internal School Funds Manual PDF Version - june 2025
Official Statutory Bonds

Training Opportunities

ACCOUNTING AND FINANCTAL RFPORTING MANTAL

Agencies Assisting Local Governments
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Audit Manual Markup Copy Instructions

To assist users in locating this 2025 version of the Audit Manual updates, bookmarks were
inserted into the markup copy to quickly navigate through the changes to the prior
2024 version. The markup copy also uses colored font to alert the user to these changes.
Please use the markup copy as a tool to help locate the updates in the current version of
the 2025 Audit Manual but not as a comprehensive guide to users in which the full version
of the 2025 Audit Manual should be used.
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Markup Copy

AUDIT MANUAL
STANDARDS AND PROCEDURES
JUNE 2025
EFFECTIVE FOR AUDITS ISSUED
AFTER JUNE 30, 2025
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Electronic Contracting and Reporting Requirements
Guidelines and requirements for CARS are included in the Help section of the main web page for
the CARS application. Selected requirements related to the types of files that may be uploaded and
electronic reports are included below: however, firms and their clients are responsible for
complying with all CARS requirements.
Types of Files that Must be Uploaded if Applicabl
File Content File Type
Annual Audit Report/ Annual Financial Report PDF
Audit Conclusions — Comptroller’s Referral Letter PDF
Chart of Accounts Crosswalk Excel
Compliance Examination Engagement PDF
Federal Form 990 (Specialty License Reporting) PDF
Management Letter PDF
Schedule of Cash Shortages and Other Thefts PDF
Separate Single Audit PDF
| Specialty License Plate Annual Accounting PDF
Unaudited Financial Information PDF
Written Attestation TCA 4-1-422 PDE
Electronic Reports:
With the exception of the written attestation form required for compliance with
TCA Section 4-1-422 and certain agencies that file unaudited information or that
file a courtesy report with our office (See guidance in Section K), electronic
reports, related management letters, an<-letters to those charged with governance.
and other required files may only be filed by the audit firm.
Electronic audit reports are posted to our website upon receipt. When a report
revision is required. the report is removed from our website. The revised report is
posted to our website upon receipt. revisedreportsaresubmittedthe original file
11
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Written Attestation: Tennessee Code Annotated (TCA) Section 4-1-422

(Name, Title)

certify that the

(Name of Political Subdivision)

has not sought or reccived a grant in intentional pursuit of a policy described under subsection (b) of Tennessee

Code Annotated, Section 4-1-422 for the fiscal year ended

(Month, Day, Year)

{Signature) (Printed Name, Titie, Date)

{Name of Political SUbdvision)

*The indi i i should be an ive with the (e.g.. mayorofa ity, chief
officer, or member of the governing body of the political subdivision).

Code A d, Title 4, State G Chapter 1, General Provisions, Part 4, Misccllancous
4-1-422. Protection of private property rights in implementation of United Nations policies

(@) As used in this section, “political subdivision” means a local govemmental entity, including, but not limited to, a
£ county, utility district, school district. public building authority. and deveclopment
district created and existing pursuant to the laws of this state, or any instrumentality of government created by any one (1) or
more of the named local governmental entitics.

(b) This state and its political subdivisions shall not adopt or policy that y or
inadvertently infringe or restrict private property rights without due process, as may be required by policy recommendations
originating in, or traceable to, the United Nations or a subsidiary entity of the United Nations, including, but not limited to:
(1) “Agenda 21,” adopted by the United Nations in 1992 at its Conference on Environment and Development;
(2) The 2030 Agenda for Sustainable Development, introduced at a United Nations Summit in 2015;
(3) The United Nations' proposal to reach net zero emissions by 2050; or
(4) Another international law or ancillary plan of action that contravenes the constitution of the United States or the
constitution of this state.

(¢) Since the United Nations has accredited and enlisted non-g and sental to
assist in the implementation of its policies relative to Agenda 21, The 2030 Agenda for Suqamablc Development, net zero
goals for 2050, and its related plans and initiatives, this state and its political subdivisions shall not cnter mlu an agreement,
expend any sum of money, or provide financial aid to those and interg as
in or promoted by such plans and initiatives.

12

4-1-422. Protection of private property rights inimplementation of United Nations policies.
TN- Tennessee Code Annotated ~ Tenn. Code Ann, §4-1-422

Title 4 State Government > Chapter 1 General Provisions > Part 4 Miscellaneous > 4-1-422. Protection of private property rights in
implementation of United Nations policies,

(a) As used in this section,“political subdivision" means alocal governmental entity, including, but not limited to, a municipality, metropolitan
government, county, utility district, school district, public building authority, and development district created and existing pursuant to the laws
of this state, or any instrumentality of government created by any one (1) or more of the named local governmental entities. () This state and its
political subdivisions shall not adopt or implement policy recommendations that deliberately or inadvertently infringe or restrict private
property rights without due process, as may be required by policy recommendations originating in, or traceable ..

.. Tenn, Code Ann, § 4-1-422 4-1-422. Protection of private property rights inimplementation of United Natians policies. (a] As used in this
section, ‘political subdivision" means alocal governmental entity, inclucing, but not imited to, a municipality, metropolitan government, county,
utility district, school district, public building authority, and development...

.. Actual damages; and (B) Punitive damages. Acts 2023,ch. 479,§ 1;2024,ch.877,§ 1.Title 4 State Government Chapter 1 General
Provisions Part 4 Miscellaneous 4-1-422. Protection of private property rights inimplementation of United Nations policies..
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' Purpose of TCA §4-1-422

1. Protecting State and Local Sovereignty

The law is rooted in concern over outside influence from international organizations, especially the United
Nations, over local policy decisions. Specifically, it targets programs like:

¢ Agenda 21

¢ United Nations 2030 Agenda for Sustainable Development

s Net-zero emissions initiatives

+ Any grant promoting policies described in subsection (b) of the law

The Tennessee legislature expressed a belief that these types of programs could steer local decision-making

away from state-determined priorities and values.

TENNESSEE COMPTROLLER OF THE TREASURY
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types.

Attach reports & files * {Select a file type v

Movocisone

| I Audit Report

Audit Conclusions — Comptroller's Referral Letter

Chart of Accounts Crosswalk o
Flesse Compliance Examination Report P

Federal Form 990

Governance Letter

* [7) By checking this box, you verify that the above de: Management Letter in

~ Miscellaneous P
[ ain benu

Main Menu

Schedule of Cash Shortages and Thefts
Separate Single Audit

Specialty License Plate Annual Accounting

Web Policies | Disclaime: s

Unaudited Financial Information

< Written Attestation TCA 4-1-422 >

Attach reports & files: Select “Written Attestation TCA 4-1-422” from the drawdown of file
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Electronic audit reports are posted to our website upon receipt. When a report
revision 1s required, the report 1s removed from our website. The revised report 1s
posted to our website upon receipt. revised-reportsare-submitted-the-original file

ANNUAL COMPREHENSIVE

FINANCIAL REPORT

JNE CHATTANOOGA

TENNESSEE COMPTROLLER OF THE TREASURY

16

The auditor should address all supplementary information presented in the financial
report. An opinion on whether the accompanying information is fairly stated in all
material respects in relation to the basic financial statements taken as a whole is
preferred for ALL supplementary information. This does not include management’s
corrective action plan, for which no opinion is required. Minimum requirements for
opining on the supplemental information are included in Sections B through G. Fhe
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Schedule of Lease Obligations, Principal, and Interest Requirements by Fiscal Year

June 30, 2024
Leases
Year Ending,
June 30, Principal Interest Total
2025 2,459,133 270,487 2,729,620
2026 2,517,036 224,662 2,741,698
2027 1,590,631 181,973 1,772,604
2028 1,086,728 148,222 1,234,950
2029 523,643 125,805 649,448
2030 317,499 116,335 433,834
2031 332,577 108,381 440,958
2032 352,052 99.970 452,022
2033 255,936 91,968 347.904
2034 183,719 87.425 271,144
2035 180,830 83,394 264,224

)

F
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Additional Requirements of the Comptroller’s Office
An opmion on whether the accompanying information 1s faurly stated in all matenal respects in
relation to the basic financial statements taken as a whole is preferred for ALL supplementary
information. However. at a minimum.any combining and individual financial statements
detail schedules required m items 3 and 4 below. and the Schedule of Expenditures of Federal
Awards and State Financial Assistance must be opined on in relation to the basic financial
statements
Municipal energy authorities should present in the Notes to the Financial Statements. all
related debt disclosures for discretely presented component units that do not submit a separate
audited financial report to our office
Supplemental Information and Other Information
1. A Schedule of Expenditures of Federal Awards and State Financial Assistance. (This
schedule is required if the orgamization has expended any direct federal assistance or
subrecipient funds. regardless of the amount expended) Assistance in the form of
loans must separately identify both the federal and state portions. In addition the
composition of the schedule should conform to the example in Appendix A
2. The following schedules are requred. if applicable. Certam schedules may exceed
GASB’s minimum requirements: however, the information provided is used by other
state departments and is required to be presented in supplementary information and not
the notes. The following are required schedules
a._Schedule(s) of Long-Term Debt. Principal. and Interest Requirements (e.g.. bonds
notes. and other long-term debt-by individual issue) by Fiscal Year
b. Schedule of Changes in Long-Term Debt by Individual Issue (See example
schedule in Appendix A)
¢. Schedule of Changes in Lease Obligations (See example in Appendix 4)

9/15/2025



SECTION F

REPORTING AND AUDITING REQUIREMENTS
FOR-PROFIT ORGANIZATIONS

Background

A for-profit organization is an entity whose primary goal is to generate a profit. A for-profit

[ TECEIVE S > grants or federal funds under subrecipient grant contracts with
the State of Tennessee

Uniform Guidance. Part 200.501(1) indicates this subpart (F - Audit Requirements) does not
apply to for-profit subrecipients. This part states that the pass-through entity is responsible for

establishing requirements to ensure compliance by for-profit subrecipients. Examples to ensure

compliance for federal awards may include pre-award audits. monitoring throughout the

performance of the subaward, and post-award audits. The state’s subaward with a for-profit

subrecipient describes applicable compliance requirements for the for-profit subrecipient.

ough the State of Tennessee
¢ for an audit conducted in
Standards in the following

Any for-profit organization that receives grant funding from or thr
is required to contract for an audit through the Comptroller
accordance with the provisions of Government Auditir

circumstance

Total state and/or federal funds expended under state grant contracts and federal

subrecipient grant contracts with the State of Tennessee are $750.000 or more.

The budgeted composition of state contracts can generally be determined through a review of

the Contract Summary Sheet attached to the contract. If a summary sheet is not available, the

the Contract >summary >heet attached to the contract. 1f a summary sheet 1s not available, the
department executing the contract should be contacted to determine the funding source(s). Actual

amounts may differ from the final payments both in amount and funding composition.

Contracts that establish a recipient or subrecipient relationship or that are subject to audit take

many forms. Each contract should be evaluated to determine whether it should be treated as

establishing a recipient or subrecipient relationship or

is otherwise subject to audit

Such

contracts should include an audit provision. If there is any doubt regarding the audit requirement

for a particular contract, the contracting department should be contacted.

20

INTERNAL SCHOOL FUNDS

Background

Section 49-2-110, Tennessee Code Annotated, is titled “Student Activity Funds”. However, the
text of the law references activity funds and other internal school funds in several places Hh:‘

poliey I developed—inresponse to—that law refers to“other i S
funds” and—has—sections—which—define—the—the 3)-ace 5 funds-that-a cod: ral:
Ao = £ 5
strieted: deaf ia—funds— Howa ‘hat d—i 1 cchool & L

ﬂpheﬂ%y—a&a&ed—Secnon 49-2-603, Tennessee Code Annotated, thuugh exphcnly only
applicable to that part, has a detailed definition and description of what internal school funds are.
That definition is reproduced below:

(2) Internal school funds mean any and all money received and accounted for at
individual schools, and specifically include, but are not limited to:

(A) Any donation or grant made to the school, a school club, or any academic,
arts, athletic, or social activity related to a school;

(B) Funds for cafeteria services operated at the school;
(C) Fees collected by the school;

(D) Funds transferred to the local school from the school board that are to be
accounted for at the local school level;

(E) Funds raised through cooperative agreements with outside organizations;
(F) Rental fees charged outside entities for use of school facilities; and

(G) Student activity funds:

Student activity funds and other internal school funds maintained by each school must be audited
annually in accordance with Section 49-2-112. Tennessee Code Annotated.

21
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Background

foom il

horized by the Tennessee

General Assembly

A direct appropriation grant is a specific allocation of state funds
I

{0 entities sy

ch as lo:nl govemme:

. nonprof
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educational

s 0! OrI Spec

projects. Unlike co

these grants do not require e
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0 apply ugh an

Oopén compet

legislature identifie

s and designates

the recipients and

1e purposes for

these funds v the state

s annual budget legislation

Ch

acteristics of Direct Appropriation Grants
. ve Author appropriations are established through legislation
] are included in the state's budget documents
* )p-‘m.ur‘ T..e,:‘ appropnaty re earmarked for particular entities or pr with
ended use and recipien 7 identified in the legislative language
¢ Non-Recurmring Nature: Often direct appropnations are designated ne-time
enditures, such a .aﬂ:h. & projects or special initiatives _and are not intended to

mnd ongoing oper

ational

rements RSSI‘J[?.)X: of direct appropniations m

nust adhere to the terms

appropriation. including reporting and accow

tability

measures as

Recipien

eCt_approprniation grants

sign a Letter of Agreement with the St

s of
Tennessee. outlming the terms and conditions

governu

ng the appropration

Reporting

requiremen

are

ecified in

be s

the agreement and mus

mitted to the appropriate s

agency.
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STATE OF TENNESSEE
DEPARTMENT OF HUMAN SERVICES
AIES K POLK BULDMG
08 DEADERICK STREET
NASHVLLE, TEMMESSEE 372431403
TELEPHONE B153134700 _ FAX 6157414985
v 240

LETTER OF AGREEMENT:
DIRECT APPROPRIATION GRANT
FOR NON-GOVERNMENTAL ENTITIES

‘o

From: Glarence H. Carter, Commis sionar

The S’ budget for e faca year
t0 your organiza

‘This appropriation is in addition to any ather funding or ay
Tennessee. Section 55, ltem 50, of the 2022 Appropriations.
SECTION 55.
4 of this act, the

uty 1, 2022, includes.

poropriston provded o ou b e Elake of
‘Act reads as fol
its b
Fiaance tnd

udget. In

the tothe

and
accordingly ruuum % FT)
loIoM

[Recuring) $1:200.055 von-Revuringl.
secTion 21 Dt Appropriaions o
wision of this act
ity shal ot b disbursed v mulmmlmmn\mwﬂnhmdmww
o o foneet ad the
benefits anticipated to be derived w:ndhuwrudhﬂh.nhhﬁnmm-npd 0 be
delivered by February 1 of the use

‘agency head, within ninety (90) days of
roceived, an accounting of

the close ¥ which such

, that the head of the
Sqony Shrough which such diebursement y belng taad 1 ln.y require, in lieu of the accounting as
provided above, an ‘agency or entity. A copy

with a copv provided to the Office of the Comotroller of the Treasurv

ROLLER OF THE TREASURY

of such accounting or audit, as
the Treasury.

1 you choose to acoep this award
1

y be, shail be

a) A diect.
T s fed wih e haad af e Staks agancy (Nough which such distursement s bing
made a plan specifying the proposed use af such funds and the benefts anticipated to be
derived therefrom

T
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these funds 1o th

ofthe close of year ending June 30. An

State Capitol, Nashville, Te

i Treasury, First Fioor,
372430260 1b above for i )

I you should have any questions

or comments or need any assistance responding to this request. please

contact Gary Wilson at Gary Wilsonbtn.gov.

¥
o the following siaff of this dopariment:

v ry

year that

gency desig

5 outcome.
baselne, mic-poin, and end-point measurement
Therecentgree o rport cuariy g, 1, Nov. 1, Fob 1,May 1, and A, 30t he
State agency head or thei designes the foliowing informat
a Asummary of
whedule, complete)

(0.9 ontrack, on

b

On behall of Nashville Anti-Human Trafficking Coalition, | hereby agree to the aforementioned terms
conditions.

o Any agresd

Asa ptemqlﬂumlhewulmdwd appopiston, lhetwn-nxqrwslnumm
AP whch such

direct appropriati an accourtng

agency through

of the mmental agency or entily. A copy of such acoounting or audt, as the
case may be, also shal be fled with the office of the Complrobler of the Treasury.

Iliwmwm I your
ituion, pursuant

10 the laws of the State of Tennesses, fiom you fof payments made 10 you
el

Your -sqf- uihﬂ b oo obiigations orto
wmmmdhmmmhmw DAt 10 TCA 43304 300
‘applicable rules and regulations thereunde

The funds

et out Act any partion of the

funds is not expended,
the State.

You must complete the atiached Substitule W8 Form and retur it with this signed Letter of
Agreement. You are responsible for and assume the lidbisty for falure to provide the correct
taxpayer identifcation number for IRS purpases.

2. Retum to the State agency head tha following materiais togathar.
)  Thissigned Letier of Agreement
b)  Subsiitule W-8 Form; and .
€ Aplan speciying the proposed use of such funds and the benefits anticipated to be derived

rage possible. The St this

/s Name (i print)

Daylime Conlact Phone Number

-

Federal Taxpayer Identiication Number

9/15/2025

11



New Legislation of Interest for all Local Governments and Special Purpose Governments

Effective 3/12/2025, Public Chapter 17, as enacted. broadens certain disclosure obligations of
state and local governmental entities by requiring their disclosure of covenant violations and
credit rating downgrades to the comptroller of the treasury or the comptroller's designee.

Effective 7/1/2025, Public Chapter 18, as enacted, specifies penalties for a municipality that
fails to timely provide the comptroller of the treasury with copies of audits of the accounts and

records of all departments. boards. and agencies under the municipality's jurisdiction that
receive and disburse funds. All such audits must be completed and submitted to the comptroller
of the treasury no later than six (6) months following the end of the municipality's fiscal year.

ctive 3/28/2025, Public Chapter 44, as
vho is contracted with a municipality to provide financial ov
municipality to devote fewer than 16 hours per month to such duties, if the municipality seeks
and receives written approval from the comptroller of the treasury.

Effective 3/28/2025, Public Chapter 98. as enacted. authorizes a local government to execute
a cooperative purchasing agreement with other local, state, and federal governmental entities
for purposes of purchasing materials, labor, and services used for maintenance, operations,
component replacement. or repairs of existing facilities and grounds owned or operated by a
local education agency or by a local government agency.

)

o
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New Legislation of Interest for all Local Governments and Special Purpose Governments

Effective 7/1/2025. Public Chapter 18, as enacted. specifies penalties for a municipality that
fails to timely provide the comptroller of the treasury with copies of audits of the accounts and
records of all departments, boards, and agencies under the municipality's jurisdiction that
receive and disburse funds. All such audits must be completed and submitted to the comptroller
of the treasury no later than six (6) months following the end of the municipality's fiscal year.

Effective 3/28/2025, Public Chapter 44, as enacted, authorizes a certified municipal finance
officer who is contracted with a municipality to provide financial oversight on behalf of the
municipality to devote fewer than 16 hours per month to such duties. if the municipality seeks
and receives written approval from the comptroller of the treasury.

%{ﬂ
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Request
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Mayor's Signature

City Letterhead
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' REQUEST FOR QUALIFICATIONS
Financial and Compliance Audit
(Local government)

Summary

o e . has issued this request for qualifications from
interested auditors, who are qualified under state law and regulations, for the performance of a

financial and compliance audit of __~~~~~~~~~~~~~  in accordance with the
requirements of the laws and/or requirements of the State of Tennessee. This audit shall be for
the period beginning and ending

Scope

The auditor shall perform a financial and compliance audit of the financial statements of all funds
and grant contracts of the local government.

Please Note:

The selection of an audit firm to provide the described scope of services will not be made on cost
but will be made based on the consideration of qualifications-related factors contained in this
Request for Qualifications. Optional Statement. “However, in no event shall the maximum
liability of the contract resulting from this Request for Qualifications exceed <SX.XX>"".

Tentative Schedule:

EVENT TIME | DATES

RFO Released to Audit Firms
Submittal for Intent to Respond by Email and Request for
Clarifications.

Posting of RFQ Amendments. if necessa
RFQ Submittals Due to Local Government
Review of Statements.

— it Firm wi Ty
Engagement Discussions and Contract Execution.
Contract Start Date.

FRPEE]

g
ENNESSEE
COMPTROLLER
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Tourist Development

Meet the Commissioner  Executive Directory  Tourism Newsroom  Travel Trade = Statewide Partners =  Visitors +  Calendar of Events
Grants & Initiatives
5 Industry Newsletter
Tourist Development m—

Bulk Order Request Form

Brochure Display Policy

Brochure Submission

Hotel/Motel Tax Annual Reporting

r TENNESSEE

Free Vacation Guide Plan Your Vacation

Your Next Vacation Is Now Playing in Tennessee
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# GotoTN.gov

Tourist Development

#  Meetthe Commissioner Executive Directory Tourism Newsroom Travel Trade Statewide Partners ~  Visitors ~  Calendar of Events

Statewide Partners HOtE]/MOtE]_ TaX A.nnlla]. Reporﬁng

Grants & Initiatives

Pursuant to Tennessee Code Annotated § 67-4-1403(c), all municipalities that levy a hotel/motel (i.e. occupancy) tax, whether
Industry Newsletter authorized by statute, private act, ordinance, or resolution, are required to submit an annual written report to the
Tennessee Department of Tourist Development within ninety (90) days following the end of the municipality's fiscal year.

Industry Partner Login
FY25 Annual Hotel Motel Tax Reporting Form
Bulk Order Request Form
Brochure Display Policy
Brochure Submission

Hotel/Motel Tax Annual Reporting

29
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Department of a2
——— Tourist Development
| = =t

Hotel/Motel Tax

Annual Reporting

FY25 Process and Submission Form
Tennessee Department of Tourist Development| june 2025 /

30

Executive Summary

Pursuant to Tennessee Code Annotated § 67-4-1403(c), all municipalities that levy a
hotel/motel (i.e. sccupancy) tax, whether authorized by statute, private act, ordinance, or
resolution, are required to submit an annual written report to the Tennessee Department
of Tourist Development within ninety (90) days following the end of the municipality’s
fiscal year.

Due Date
“Not later than ninety (90) days after the end of a municipality's fiscal year” - Tenn. Code Ann. §
67-4-1403

Reporting Period

Report covers revenues and expenditures from most recent fiscal year.

Purpose

To fulfill requirements of Tenn. Code Ann. § 67-4-1403. Specifically, to understand how
expenditures, when applicable, have been designated and used for tourism promotion and
tourism development pursuant to this part.

How to Submit the Report
Use this link below to access and complete the online form:

https//stateoftennessee formstack com/forms/fy25_annual_hatel motel tax reporting

Please contact tdtd research@tn.gov for questions about completing this form, technical
issues, or to request special accommodations.

Important Notes

31

9/15/2025
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TN Tennessee
——— State Government

FY25 Hotel/Motel Tax Collections Annual Submission Form

Tennessee Code CA; thatlevy a tax, whether
private act, ordi or 10 the Tennessee
d of th —
™ e sl =
expended, ind used
specifically for tourism promotion and tourism development.
. ok their ussge.
Hy ™,
xdid.research@in.gov.
. e
Entity Type™*
[0 Reaureareis
!SQ\IGO-*! *

City/Town Name *

[ seectone

County Name*

[ seectone

Does the Entity levy a Hotel/Motel ( AK.A. Occupancy Tax)?*

Yes
Mo

Does the Entity receive a distribution of Hotel/Motel ( A.K.A. Occupancy Tax) taxes from another Entity?*

9/15/2025

32

‘CMFO'

SOFTWARE
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Questions?

TENNESSEE COMPTROLLER OF THE TREASURY

34

Internal School Funds Manual

9/15/2025

17



37

INTERNAL ScHOOL FUuNDs MANUAL
Effcrive July 2025

\
=== Education

Office of Local Finance

%
TenNessee
COMPTROLLER
HETREASURY

jon of
Local Government Audit

INTERNAL ScHooL FUNDs MaNuAL

Markur Cory
Effective July 2025
=== Education
Office of Local Finance
Tiessee
COMPTROLLER
ST TREASURY

s
TenKEessee
COMPTROLLER
OF THE TREASURY

INTERNAL ScHOOL FUNDS
[FREQUENTLY ASKED QUESTIONS

Juiy 2025

Divsion o
LOCAL GOVERNMENT AUDIT

These documents are available on our website

https:

comptroller.tn.gov/office-functions /la/resources /manuals.html

Innovative School Districts

Innovative School Districts

The Innovative School District Act 1s contained i TCA Title 49, Chapter 8. This statute allows a
public uwmversity that operates a tramung school compendium that serves any grades pre-
kindergarten through twelve (pre-K-12) to operate an mnovative school district. An innovative
school district 1s considered a Local Education Agency. The governing body for the umiversity
serves as the local board of education. Intemal school funds recerved by the district are required
to be audited in accordance with TCA Section 49-2-112(a). Innovative school districts must

follow the Manual.

TENNESSEE COMPTROLLER OF THE TRFASURY

)

2
TENNEssEE
COMPTROLLER
OF THE TREASURY

9/15/2025
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Audit Fee

Clarified the fee is
the responsibility
of the Board

Internal Controls

5.  Merehandise—Goods received should be opened immediately, physically inspected and
counted, and documented on a receiving report to verify that goods were actually
R .. 1 received in good condition and in the quantities ordered. LikewasaSimilarly, services
Removed ICPCUUVQ controls performed should be approved, asd-accepted, and documented on the mvoice to venfy
. the service was performed as requested.
* Combined controls L o J ) . ; .

5 35 Z o r
1 ldl 1 Lad £ 1. 1

* Clarified language
6. Invoices should be compared to purchase authonzations and matched with receiving
reports before payment is approved. Invoices should be checked for mathematical

accuracy.

40

19
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18. A listing of all 1ssued debit and credit cards and authorized users should be maintained.

(a) il e one—debit-oreredit—eard—Aa separate log should be
maintained for each card. This log should include columns for (1) printed name of user,
(2) signature of user, (3) proof of prior written authorization, such as purchase order
number, (4) date checked out, ard (5) date retured_ and (6) confirmation that an

invoice/receipt was provided when the card was returned. The bookkeeper should
initial the entry twice: at the time the card is checked out and when the card is turned
in.

(b) The listing of issued cards should be checked before final paychecks are issued to
departing employees to ensure the debit or credit cards are turned in.

Debit and

] (c) The debit or credit card company should be notified to remove a departing employee’s
Cre dlt C ar d name as an authorized user, and school records should be updated accordingly.
C Ont rol S 19. Actual (original) invoices/receipts that support each debit or credit card purchase should
be submitted timelywhen the card is turned in and must have the following supporting
documentation:

(a) Description of the school’s purpose for the purchase;

(b) Natuse-Cost and description of individual items purchased, if not clearly apparent from
the invoice/receipt; and

(c) The name of the person who made the purchase.

Internal Controls and Example Forms

* Ensured terminology was
consistent between the written
procedures in the Manual and

Authorization should include the following information:

1. Proposed fundraising activity;
2. Method#ype of fundraising activity (e.g., in-person, crowdfunding, etc.);

the example forms in  purpose of the fondsaic .
Appendix A 43, Proposed uses of funds raised; and

* Added references throughout 4 1:41;]:%;?@&1 student involvement in fundraising activity (school-wide or individual class or
the Manual to any applicable s Refor to Appendix A — Exhibit | for an example Fundraiser Authorization Form.

Appendix A exhibit

)

TEN;I‘ESSEE
COMPTROLLER
TENNESSEE COMPTROLLER OF THE TRFASURY OF THE TREASURY
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funds for noneducational purposes

Fundraising for

Added TCA Section 49-2-134, which provides

that teachers or school employees may raise

Noneducational Policy must be established which addresses:

Purp oses * Receipt, disbursement, and accounting of all funds

vending, donations)

employee morale, etc.)

* Sources from which these funds may be derived (e.g,,

* How the funds must be used (e.g., bereavement, '

/
7

Removed Section 4, Title 5 —
Property Acquisition and Management

cycles within Section 4, Title 2.

the separate Title.

TENNESSEE COMPTROLLER OF THE TRFASURY

44

* Procedures are still applicable, however, felt the section was repetitive.

* Majority of items were already covered by Capital Asset or Inventory

* We ensured all items were covered elsewhere in the Manual and removed

g
TEN NESSEE
COMPTROLLER
OF THE TREASURY

9/15/2025
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Cooperative Activities

Old

Proceeds

The school shares directly in a p
ission. These p ds should be

of the p ds of a cooperative activity or receives a
d for within the general fund.

Accounting for Proceeds

If all proceeds from the event are collected by the school, the proceeds should be receipted by the
school and a distribution made to the outside group based on the prior written agreement. If
proceeds are collected by the outside group, a designated individual from the school should
verify that the division of the collections was based on the written agreement and a prenumbered
receipt should be issued for the school's share.

TENNESSEE COMPTROLLER OF THE TREASURY

New

Acconnting for Proceeds

Proceeds should be accounted for within the general fund.

1. If the school collects all proceeds, the school should receipt the proceeds and distribute
the outside group’s share based on the written agreement.

2. If the outside group collects the proceeds, the school should verify the collections
received by the school were based on the written agreement. A prenumbered receipt
should be 1ssued for the school's share

46

Tennessee
Investment in
Student
Achievement

* TCA Section 49-3-359

* Amounts unexpended
at year-end should be
transferred to TISA
pooled funds

TENNESSEE COMPTROLLER OF THE TRFASURY |

9/15/2025
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Typical School System
Central Middle School - Internal School Funds
Statement of Revennes, Expenditures, and Changes in Fund Balances - Regulatory Basis
For the Year Ended June 30, 2022
Other Fancing

‘Fund Balances Sources (Uses)  Change

7120X1 Fuad Balances {Increase.

 Previously Emor T20X1 Tramsfers Tramsfers (Decrease)}

Repoted  Comection _asAdjusted  Revemves Expenditwes [ Out  inlovemtory  63020K2
General Fund:
Fundraisers $ 558 43800
Resale Iems. 31 4050
Fines, Fees and Dues 18
Admmsanos 1467
Insmction. 04
Operation and Maimensce 132
Total General Fund $ 10645 % -3 10645 § 13712 8§ 10683 8 500§ -8 (80§ MM
Restricted Fund:
Athletic Accouats
Basketball s 5982 % -3 5982 § 1958 3 k6T 8 8§ -8 -3 366
Cheerlaading 964 964 502 467 - ) - 916
Chub Accounts:
Beta Chub m m 831 458 - - - 5
Biology Club 87 137 395 38 . - . 151
FFA 858 5 3; 801 0
‘Home Economncs 195 195 203 198 200
Other Accounts
Sad WO L1 D] 8 225
A . T 190 63) .
TISA Pooled 133 133 30 B . 136
Smdent Comcil o - s 2000 147 - _ (500 95
Total Resricted. 1 0623 § -5 0623 § 33760 § 57485 § 116 § (519 § -3 4908
Toual Genenal & Resmiced Finds~ § 20268 3 -3 20268 3 47472 8 68338 § 616 § (619) § 50 § 1912

Exhibit 15
Journal Entries for TISA Receivable
1. If expend must occur prior to receipt of TISA funds from the board of education. a
journal entry for estimated TISA funding should be recorded:
Debit Credit
Due from board of education $2,600.00
Teachers’ Materials and Supplies (TISA) account $2,600.00

2a. TISA funds are subsequently recerved from the board of education. The amount recerved
agreed with the amount estimated:
Debit Credit
Cash $2,600.00
Due from board of education $2,600.00

2b. TISA funds are subsequently received from the board of education. The amount receved was
greater than the amount estimated:

Debit Credit
Cash $3,000.00
Due from board of education $2,600.00
Teachers’ Materials and Supplies (TISA) account $ 400.00

Money Collected on Behalf of
Board of Education

* Clarified accounting requirements.

TENNESSEE COMPTROLLER OF THE TRFASURY

* Previously only stated “must be accounted for in the school’s accounting
records.”

* Update is clear this activity should not impact revenue or expenditure
accounts. Instead, a liability account should be established.

)

2
TENNEssEE
COMPTROLLER
OF THE TREASURY

9/15/2025
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TCA Section 4-30-103

* Applies to new electronic technology related
to disbursements or receipts

A * Requires a plan to be submitted 30 days
Electronic priot to implementation

Business
Systems

» Applies to electronic records and signatures
* Requires a statement to be filed 30 days
prior to offering the services
* Requires a post-implementation review to
be conducted and submitted 12 to 18
months following the initial filing

LGA.WEB@cot.tn.gov

Revenues and Receipts

Overarching Collection Internal Control Policies and Procedures

1. Daily collections from any source may never be used for the purpose of providing change
for events. When additional money 1is needed for the purpose of providing change for
events, a check should be written to the individual responsible for the change. The change
received should be recorded in the “Cash on Hand Account.” The exact amount of the
change should be redeposited as soon as feasible and the deposit slip marked
“Redeposit.” Refer to Appendix A — Exhibit 12 for illustrative journal entries.

[B¥]

Collections may never be turned over (such as leaving money on the cashier’s desk)
without receiving a receipt.

TENNESSEE COMPTROLLER OF THE TRFASURY

50

9/15/2025
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Athletic Events

Added a reference to
TCA Section 49-6-316

* A school cannot take part
in an athletic event if the
event’s organizer does
not allow students from
participating schools to
purchase tickets with
cash — either before the
event, at the event, or

both.

51

When the bookkeeper receives or originates
review the account balance to be charged to

principal for approval. After the prenumbe
principal, it becomes a purchase authoriza
order, if one is needed for the purchase. The
be filed in the outstanding purchase requisitio
should be given to the individual initiating the

When requisitions are used for purchases that
than $100, the bookkeeper should review the
money is available. If sufficient money is ava
(or follow alternate procedures established
requisition should be filed in the outstanding
(unless a purchase order is needed for the v¢
individual initiating the purchase request.

Purchasing Procedures for Bookkeeper

sufficient money is available, the bookkeeper should sign and date the form, and, if the purchase
is over S]O{)l or if“ is an Uniinc Pﬂymcl’ll or P,.—nl-u-.-.- wamawdlace Al the sminint famuvard i 1a tha NeW

Old
a purchase requisition, the bookkeeper should PurChaSing

determine if sufficient money is available. If

Purchasing Procedures for Bookkeeper

When the bookkeeper receives or originates a purchase requisition. the bookkeeper should
review the account balance to be charged to determine if sufficient money is available. If
sufficient money is available, the bookkeeper should sign and date the form, and follow
appropriate procedures below based on the amount and type of purchase.

1. If the purchase is an online payment or over $100, forward the prenumbered
purchase requisition form to the principal for approval. After the form is signed by
the principal. it becomes a purchase authorization.

2. If the purchase is not an online payment and less than $100, the bookkeeper should
initiate the purchase (or follow alternate procedures established by the principal).

The onginal purchase requisition/purchase authorization should go to the vendor as a purchase
order, if needed. One copy should be filed in the outstanding purchase requisition/purchase
authorization folder, and the remaining copy should be given to the individual initiating the

purchase request.

9/15/2025
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Capital Assets

* The Board of Education is responsible for purchasing all capital assets

* Capital assets should not be recorded within the internal school funds

financial statements

* Capital assets should still be tracked by the individual schools for
safekeeping and for insurance

TENNESSEE COMPTROLLER OF THE TREASURY

)

o
TENNESsEE
COMPTROLLER
OF THE TREASURY

53
TITLE 5: REFUNDS AND TRAVEL
Refunds
Refunds is-excass—ef$10-should be disbursed by check or other approved payment method and
should not be paid from a pefty cash account. Refunds are reductions of revenue, rather than new
expenditures.
54

9/15/2025
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Bank Reconciliations

General

Bank statements must be reconciled with the cash balances presented in the accounting records
(general ledger) as of the end of each month. Bank reconciliations should be prepared on a
tunely basis. but no later than the end of the following month sathin—l0-days—afier—the-bank
statements-are recerved-from the bankCanceled checks and deposit slips must be retained on file
with the applicable bank statements for future reference and audit purposes and should not be
filed with paid invoices or purchase authonizations. If deposit slips are not returned with the bank
statement, validated duplicate deposit ships (or duplicate deposit slips with deposit receipt

attached) must be retained.
%’7
¥
TEN NESSEE
COMPTROLLER
TENNESSEE COMPTROLLER OF THE TREASURY OF THE TREASURY
55
L]
Deficit Fund Balances
The general fund consists of separate revenue accounts and expenditure accounts. Total general
Added fund expenditures (including unpaid obligations as of June 30 each year) must not exceed the
. beginning fund balance plus current year revenue. A deficit balance in the general fund
disclosure (representing the net total of all account balances in the general fund) 1s neverset allowable _If a
requirement deficit fund balar‘lce exists at vear end. the deficit must be disclosed in the notes to the financial
statements as an instance of noncompliance.
The restricted fund consists of accounts which include both revenues and expenditures, and each
account maintains its own identity. Expenditures in each restricted fund account must not exceed
the beginning balance plus current year revenue. A deficit balance in a restricted fund account 1s
neverset allowable. If a deficit restricted fund account balance exists at vear end. the deficit must
be disclosed 1n the notes to the financial statements as an instance of noncompliance. if
sigmificant. ol
TEN NESSEE
COMPTROLLER
TENNESSEE COMPTROLLER OF THE TREASURY OF THE TREASURY
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GASB Statement No. 100:
Accounting Changes and Error Corrections

Prior period adjustment language is no longer used

Typical School System — Internal School Funds
Combined Statement of Revenues, Expenditures, and Changes
in Fund Balances — Regulatory Basis — All Schools
For the Year Ended June 30, 20x2

Central Central

9/15/2025

Central Middle Elementary Total
_High Scheol School School
Fund balances, July 1, 20X1, as previously $ 8111 $20,268 $ 2,000 $30379
reported
s e Error correction (Note = = 233 233
84)
Adusted-Ffund balances, July 1, 20X1, as 8.111 20,268 $2233 $30.612 m
adjusted ¥
TEN NESSEE
COMPTROLLER
TENNESSEE COMPTROLLER OF THE TREASURY OF THE TREASURY

57
GASB Statement No. 100:

o o
Accounting Changes and Error Corrections
Prior period adjustment language is no longer used

Note 8 — Error Correction
Central Elementary School’s beginning fund balance was adjusted by $233 #-erderto properly
reflect fund balance at July 1, 20X1. It was discovered during the current fiscal year that
Rrevenue_from Fines, Fees and Dues of $233 was not recerded—reported in the prior year’s
financial statements.; This caused resulting—intast-years-revenue, change in fund balance, and
ending fund balance beingto be understated by $233 for the fiscal vear ended July 1. 20X1.
/‘3’7
TEN;I‘ESSEE
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GASB Statement No. 100:
Accounting Changes and Error Corrections

Be aware of possible changes in reporting entity, as these will require a

note disclosure.

Example scenarios:

* New middle school - students were attending other schools within the

same district YES

* City high school closed — students will now attend County high school NO
* School serving grades 1-9 divided into two schools (grades 1-5 and 6%
a9

TENNESSEE COMPTROLLER OF THE TREASURY

o
TENNESsEE
COMPTROLLER
OF THE TREASURY

| Schedule of Transfers

Clarified information required
to be included on the schedule:
* Transferring fund account

* Receiving fund account

* Amount

* Purpose (new)

Typical School System — Internal School Funds
Schedule of Transfers - By School
For The Year Ended June 30, 20x2

Central High School

Transfer From Transfer To Amount Purpose

Student Council General §1,488 Donation

Class of 20X2 General 1,185 Closing account

Cheerleading Football 636 Donation

TISA TISA Pooled 246 Moving remaining balance
Total $3,555

Central Middle School

Transfer From Transfer To Amount Purpose

Student Council General $500 Donation

Cheerleading Basketball 83 Donation

TISA TISA Pooled 33 Mowving remaining balance

Total

$616

60

9/15/2025
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Schedule of
Typical School System — Internal School Funds

Schedule of Salary Supplements — By School Salal’y
For The Year Ended June 30, 20x2

Supplements
School Gross Source of Funds Board Proper
Amount Approved Withholding Updated column

heading to indicate
“Gross” amount

Central High School

D. Moody $ 50 Cheerleading Yes Yes
J. Hyde 340 Football Yes Yes
J. Wesley 210 Football Yes Yes
G. Whitfield 85 Football Yes Yes
H. Taylor 55 Cheerleading Yes Yes
G. Mueller 80 Football Yes Yes
5. Morris 80 Football Yes Yes
C. Finney 100 Football Yes Yes
Total $1.000

61

* Updated headings to be consistent across all

Appendix A

forms
Example * Added clarification to certain forms
Forms and * Removed unnecessary pages
Journal * Added example journal entries for TISA
receivable

Entries
|
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Questions?

Contact Information

Lori Cantrell, CPA, CMFO

Contract Audit
Review Specialist

Sara Pope, CPA, CGFM, CMFO

Contract Audit
Review Specialist

Division of Local
Government Audit

615-401-3051

sara.pope@cot.tn.gov

Division of Local
Government Audit

615-241-6066

lori.cantrell@cot.tn.gov

TENNESSEE COMPTROLLER OF THE TREASURY
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