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June 3, 2026 

MEMORANDUM 

TO:       Executive Committee Members, RVARC 

FROM:    Jeremy Holmes, Executive Director 

SUBJ:     Executive Committee Meeting Scheduled for June 18, 2026 at 11:30 a.m. 

I would like to call a meeting of the Regional Commission’s Executive Committee on Thursday, June 
18, 2026 at 11:30 a.m.  The meeting will be in person and held at the RVARC office, in the RVARC 
board room.  Lunch will be served.  The following items will be discussed by the Executive Committee: 

AGENDA 

1. Consent Agenda:
a. Minutes of the May 14, 2026 meeting, pp. 3 – 5

2. Final FY27 Budget, p. 6

3. FY26 Audit Engagement Letter, pp. 7 – 13

4. Updated Financial Operations Manual, pp. 14 – 36

5. VRFA Update

6. Future Local Dues & COLA Increase Structure

7. Executive Director Review-Personnel Updates (Closed Session), Request for Closed Meeting
Pursuant to VA Code 2.2-3711 A. 1

Pursuant to Section 2.2-3711 A. 1. of the Code of Virginia, 1950, as amended, for the 
purpose of discussion a personnel matter relating to the Commission staff. 

8. End Closed Meeting and Reconvene Regular Meeting

9. Adoption of Certification Resolution of Closed Meeting, p. 37
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10.  Other Business 
 
 
Please let Virginia Mullen (vmullen@rvarc.org) know if you will be able to attend. I hope you can attend 
the meeting. 
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MINUTES 

A meeting of Executive Committee of the Roanoke Valley-Alleghany Regional Commission 

was held on Thursday, May 14, 2026, at 11:30 a.m. at the Roanoke Valley-Alleghany Regional 

Commission. 

 

1. CALL TO ORDER AND WELCOME 
 

Chair Lorie Smith called the meeting to order at 11:32 a.m. 

Roanoke Valley-Alleghany Regional Commission Executive Committee Members  

Present: Lorie Smith, Franklin County; Peter Volosin, Roanoke City; Dean Martin, 

Roanoke County; Phil North, Roanoke County; Mayor Grose, Town of Vinton 

OTHERS/GUESTS IN ATTENDANCE 

Roanoke Valley-Alleghany Regional Commission Staff: Jeremy Holmes and Sherry 

Dean 

 

2. APPROVAL OF CONSENT AGENDA 
 

 
Mr. Dean Martin motioned to approve the minutes of the April 9, 2026 Executive 

Committee meeting, Mr. North made a second and the consent agenda was approved 

by voice vote. 

 

3. 2nd FY27 Draft Budget Review 
 
Mr. Holmes reported we now have a balanced budget. The Southeast Crescent grant 
budget has now been added in, which is about $15,000 a year in planning funds. We 
otherwise do not have any additional changes to the revenue side projections. We are 
still hoping for additional DCHD money before the end of the year but are pessimistic. 
The other outstanding item is the water supply planning funding where there is funding 
for on the senate side but not the house bill side. For this mandatory item, we have 
applied for a technical assistance grant, from the U.S. Corp of Engineers, for the Upper 
James Water Supply plan which includes Craig, Alleghany & Botetourt. Because of their 
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income level, if we get the technical assistance award, there is not a cash match, it will 
be done for free. We are looking for a similar request for the Roanoke River Basin which 
includes the Roanoke Valley, Franklin and Bedford. The difference is the income level in 
those localities means a local match is required, which the water authority may pick up 
the lion’s share of that and then there will be a proportional share across the localities. 
 
On the expense side, we were able to hire a new planner at a lower level than a prior 
position and fringe cost increases were due to the increased cost of health insurance. 
The loss in revenue and expense has to do with contracts ending such as VDEM and 
Virginia Housing. This budget includes pulling $60,000 from our reserves to complete 
the pipe replacement in the building as well. Overall, we are making a little bit of money 
on the LGIP interest so it is a little bit tighter year. We will take this draft budget to the 
full board for review and then final in June. We may need to have dues increases in the 
future. The Work Program Committee reviewed the work program and budget and 
recommend them to you. 
 

4. FY27 Draft Work Program Review 
 
Mr. Holmes reported the Work Program Committee went through a very detailed review 
last week. Every project we were requested to do are in the work program. The only 
thing we could not do was for Botetourt County and Fincastle to digitize maps and to do 
that those maps would have had to be redrawn which was just too much labor. 
Alleghany County asked us to look at a public lands use plan that was too large for us to 
take on right now, but we are doing technical work on their multi-million dollar water 
utility issue.    
 
Mr. Holmes continued his overview of the work program noting the following: 
 
a. Implementation and maintenance of Hazard Mitigation Plan including the Wildlife 

Crossing Study and Flood Prone Roadways. 
b. Chris is maintaining a task force around truck parking study. 
c. Updating the Rural Long-Range plan. 
d. All transportation work requested is in either the three transportation plans or work 

program. 
e. On Community Development side, we get more requests where we have fewer 

resources, but we’re able to get most things in but need to find more funding. 
f. Continuing the Air Service Task Force.  
g. CEDS focus on updating the document, revising bylaws and membership. 
h. Identify other housing items to focus on. 
i. Natural Resources Plan to scope out. 
j. Water supply plans 
k. Trails and recreation planning with bringing the Greenway Commission on. 
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l. Virginia Recreational Facility Authority will be paid for though the Southeast 
Crescent grant for the initial start. 

m. ARC locality expansion for Roanoke and Franklin County 
 
 

 
 

MEETING ADJORNED 

Mr. Phil North made motion to adjourn the meeting.  Mr. Volosin made a second.  The 

meeting adjourned at 12:54 pm. 

 

Submitted by, 

 

 

 

Jeremy Holmes, Secretary, Roanoke Valley-Alleghany Regional Commission 
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Roanoke Valley Alleghany Regional Commission
Budget Comparison FY2026 to FY2027 Final

Budget Budget
2026 2027

Revenues: Revenues Revenues Change
Appalachian Regional Commission 66,171$     64,381$    (1,790)$    
Appalachian Regional Commission Ready LDD Grant 14,191$     -$   (14,191)$   
ARP ACT City of Roanoke Carryover 91,625$     -$   (91,625)$   
Blueway Carryover 32,109$     29,078$    (3,031)$    
Blueway Funding From Localities 11,491$     11,491$    -$    
City of Roanoke Bike Coordination 12,000$     12,000$    -$    
City of Roanoke Virginia Opioid Abatement Authority Funds 542,326$     280,414$    (261,912)$    
Department of Health & Human Services-Peer Recovery 592,606$     163,911$    (428,695)$    
Department of Housing & Community Development 114,971$     114,971$    -$    
Federal Economic Development Administration 77,455$     70,000$    (7,455)$    
Federal Highway Administration - PL 726,273$     795,059$    68,786$    
Federal Highway Administration - SPR 58,000$     58,000$    -$    
Federal STBG VDOT Glade Creek Funding 255,832$     50,000$    (205,832)$    
Franklin County for Micro Transit Study 35,000$     -$   (35,000)$   
Greenway Commission Carryover -$    105,208$   105,208$    
Greenway Commission From Localities 159,000$     121,828$    (37,172)$    
Localities Per Capita Regional Commission 400,274$     400,702$    428$    
Localities Per Capita TPO 35,882$     35,882$    -$    
Miscelleneous Income 4,600$    2,000$    (2,600)$    
Mountain Castle Water Conservation District 7,000$    -$   (7,000)$   
Regional Bike Carryover 13,369$     15,108$    1,739$    
Roanoke Valley Broadband Authority 1,200$    -$   (1,200)$   
RVARC Interest Income 45,000$     45,000$    -$    
SERDI Website Administration Contract 1,538$    1,538$    -$    
Southeast Cresent 2,853$    14,805$    11,952$    
Sponsorships 325$    400$    75$    
VA Department Rail & Public Transit Franklin County Micro 60,000$     -$   (60,000)$   
VA Dept. Rail & Public Transit, RideSolutions (Roanoke) 187,696$     141,118$    (46,578)$    
Virginia Department of Emergency Management 41,639$     -$   (41,639)$   
Virginia Department of Environmental Quaility 121,563$     58,000$    (63,563)$    
Virginia Department of Forestry 8,000$    8,000$    -$    
Virginia Department of Transportation - PL 90,784$     99,382$    8,598$    
Virginia Department Rail & Public Transit, FTA Federal 184,682$     261,507$    76,825$    
Virginia Department Rail & Public Transit, FTA State 23,085$     32,688$    9,603$    
Virginia Environmental Endowment 27,965$     32,250$    4,285$    
Virginia Housing 928,138$     493,608$    (434,530)$    
Western Virginia Regional Industrial Facility Authority 25,000$     25,000$    -$    
Total Revenues 4,999,643$     3,543,330$    (1,456,313)$     

Final
Budget Budget

2026 2027
Expenses Expenditures Expenditures Change
Advertising 114,345$     27,945$    (86,400)$    
Auditing Fees 17,000$     19,500$    2,500$    
Bank Fees 1,100$    1,200$    100$    
Building Depreciation 20,812$     22,812$    2,000$    
Building Maintenance 23,000$     30,000$    7,000$    
Computer Equipment Depreciation 1,040$    1,040$    -$    
Computer Services & Software 89,696$     66,792$    (22,904)$    
Conferences 33,386$     20,370$    (13,016)$    
Contracts 1,981,557$     1,128,291$    (853,266)$    
Dues and Subscriptions 14,913$     16,105$    1,192$    
Fringe Benefits 346,022$     373,594$    27,572$    
Furniture and Equipment 4,000$    4,000$    -$    
Furniture and Equipment Depreciation 500$    500$    -$    
Insurance 6,340$    6,425$    85$    
Lease on copier 3,200$    3,200$    -$    
Legal Fees 2,500$    500$    (2,000)$    
Maintenance Contracts: Elevator & Varney 7,172$    12,000$    4,828$    
Meetings 54,533$     18,242$    (36,291)$    
Miscellaneous 2,100$    100$    (2,000)$    
Operating Contingency Greenway Commission 93,000$     69,513$    (23,487)$    
Operating Contingency Reserve-discretionary (interest included) 60,169$     23,628$    (36,541)$    
Operating Contingency Reserve-grant carryforwards 751,936$     402,652$    (349,284)$    
Postage 2,104$    1,050$    (1,054)$    
Printing 2,864$    8,052$    5,188$    
Recruitment 1,000$    500$    (500)$    
Salaries 1,170,654$     1,161,167$    (9,487)$    
Software Amortization 5,700$    5,700$    -$    
Staff Training 30,002$     3,950$    (26,052)$    
Supplies 77,179$     35,428$    (41,751)$    
Telephone & Internet 8,600$    8,000$    (600)$    
Travel 57,219$     55,073$    (2,146)$    
Utilities 16,000$     16,000$    -$    

-$   -$   
Total Expenses 4,999,643$     3,543,330$    (1,456,313)$    

  Budget Difference -$    (0.00)$   -$    

Requested Use of Reserve:
RVARC Building Pipe Repairs 60,000.00$    
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BLACKSBURG OFFICE:
108 South Park Drive
Blacksburg, Virginia 24060
(540) 552-7322

CONTACT:
Diana Epperly

Director
depperly@rfca.com

April 22, 2026

Roanoke Valley - Alleghany Regional Commission
Attn:  Sherry Dean, Finance Director  
P.O. Box 2569
Roanoke, Virginia 24010

To the Board of Directors and Mrs. Dean

We are pleased to confirm our understanding of the services we are to provide the Roanoke Valley - Alleghany 
Regional Commission for the year ended June 30, 2026.

Audit Scope and Objectives

We will audit the financial statements of the governmental activities, the major fund and the disclosures, which 
collectively comprise the basic financial statements of the Roanoke Valley - Alleghany Regional Commission as 
of and for the year ended June 30, 2026. Accounting standards generally accepted in the United States of America 
(GAAP) provide for certain required supplementary information (RSI), such as management’s discussion and 
analysis (MD&A), to supplement the Roanoke Valley - Alleghany Regional Commission’s basic financial statements. 
Such information, although not a part of the basic financial statements, is required by the Governmental 
Accounting Standards Board who considers it to be an essential part of financial reporting for placing the basic 
financial statements in an appropriate operational, economic, or historical context. As part of our engagement, 
we will apply certain limited procedures to the Roanoke Valley - Alleghany Regional Commission’s RSI in 
accordance with auditing standards generally accepted in the United States of America (GAAS). These limited 
procedures will consist of inquiries of management regarding the methods of preparing the information and 
comparing the information for consistency with management’s responses to our inquiries, the basic financial 
statements, and other knowledge we obtained during our audit of the basic financial statements. We will not 
express an opinion or provide any assurance on the information because the limited procedures do not provide 
us with sufficient appropriate evidence to express an opinion or provide any assurance. The following RSI is 
required by GAAP and will be subjected to certain limited procedures, but will not be audited:

1. Management’s Discussion and Analysis, if prepared.

The budgetary comparison information, presented as RSI, will be subjected to the auditing procedures applied 
in the audit of the basic financial statements and we will provide an opinion on it in relation to the financial 
statements as a whole.

We have also been engaged to report on supplementary information other than RSI that accompanies the Roanoke 
Valley - Alleghany Regional Commission’s financial statements. We will subject the following supplementary 
information to the auditing procedures applied in our audit of the financial statements and certain additional 
procedures, including comparing and reconciling such information directly to the underlying accounting and other 
records used to prepare the financial statements or to the financial statements themselves, and other additional 
procedures in accordance with GAAS, and we will provide an opinion on it in relation to the financial statements 
as a whole in a report combined with our auditor’s report on the financial statements:

1. Schedule of expenditures of federal awards.

In connection with our audit of the basic financial statements, we will read the following other information and 
consider whether a material inconsistency exists between the other information and the basic financial 
statements, or the other information otherwise appears to be materially misstated. If, based on the work 
performed, we conclude that an uncorrected material misstatement of the other information exists, we are 
required to describe it in our report.
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1) Schedule of Indirect Expenses
2) Cost Allocation by Project
3) Statement of Obligations Incurred – ARC and EDA Grant Funds

The objectives of our audit are to obtain reasonable assurance about whether the financial statements as a whole 
are free from material misstatement, whether due to fraud or error, and issue an auditor’s report that includes 
our opinions about whether your financial statements are fairly presented, in all material respects, in conformity 
with GAAP, and report on the fairness of the supplementary information referred to in the second paragraph 
when considered in relation to the financial statements as a whole. Reasonable assurance is a high level of 
assurance but is not absolute assurance and therefore is not a guarantee that an audit conducted in accordance 
with GAAS and Government Auditing Standards will always detect a material misstatement when it exists. 
Misstatements, including omissions, can arise from fraud or error and are considered material if there is a 
substantial likelihood that, individually or in the aggregate, they would influence the judgment of a reasonable 
user made based on the financial statements. The objectives also include reporting on:

 Internal control over financial reporting and compliance with provisions of laws, regulations, contracts, and 
award agreements, noncompliance with which could have a material effect on the financial statements in 
accordance with Government Auditing Standards.

 Internal control over compliance related to major programs and an opinion (or disclaimer of opinion) on 
compliance with federal statutes, regulations, and the terms and conditions of federal awards that could 
have a direct and material effect on each major program in accordance with the Single Audit Act Amendments 
of 1996 and Title 2 U.S. Code of Federal Regulations (CFR) Part 200, Uniform Administrative Requirements, 
Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance).

Auditor’s Responsibilities for the Audit of the Financial Statements and Single Audit

We will conduct our audit in accordance with GAAS; the standards for financial audits contained in Government 
Auditing Standards, issued by the Comptroller General of the United States; the Specifications for Audits of
Authorities, Boards and Commissions, issued by the Auditor of Public Accounts of the Commonwealth of Virginia; 
the Single Audit Act Amendments of 1996; and the provisions of the Uniform Guidance, and will include tests of 
accounting records, a determination of major program(s) in accordance with Uniform Guidance, and other 
procedures we consider necessary to enable us to express such opinions. As part of an audit in accordance with 
GAAS and Government Auditing Standards, we exercise professional judgment and maintain professional 
skepticism throughout the audit.

We will evaluate the appropriateness of accounting policies used and the reasonableness of significant accounting 
estimates made by management. We will also evaluate the overall presentation of the financial statements, 
including the disclosures, and determine whether the financial statements represent the underlying transactions 
and events in a manner that achieves fair presentation. We will plan and perform the audit to obtain reasonable 
assurance about whether the financial statements are free of material misstatement, whether from (1) errors, 
(2) fraudulent financial reporting, (3) misappropriation of assets, or (4) violations of laws or governmental 
regulations that are attributable to the government or to acts by management or employees acting on behalf of 
the government. Because the determination of waste and abuse is subjective, Government Auditing Standards 
do not expect auditors to perform specific procedures to detect waste or abuse in financials audits nor do they 
expect auditors to provide reasonable assurance of detecting waste or abuse.

Because of the inherent limitations of an audit, combined with the inherent limitations of internal control, and 
because we will not perform a detailed examination of all transactions, there is an unavoidable risk that some 
material misstatements or noncompliance may not be detected by us, even though the audit is properly planned 
and performed in accordance with GAAS and Government Auditing Standards. In addition, an audit is not designed 
to detect immaterial misstatements or violations of laws or governmental regulations that do not have a direct 
and material effect on the financial statements or on major programs. However, we will inform the appropriate 
level of management of any material errors, any fraudulent financial reporting, or misappropriation of assets 
that come to our attention. We will also inform the appropriate level of management of any violations of laws 
or governmental regulations that come to our attention, unless clearly inconsequential. We will include such 
matters in the reports required for a Single Audit. Our responsibility as auditors is limited to the period covered 
by our audit and does not extend to any later periods for which we are not engaged as auditors.

In connection with this engagement, we may communicate with you or others via email transmission and send 
data over the internet or allow access to data through third-party vendors’ secured portals or clouds. As emails 
and electronic data can be intercepted and read, disclosed, or otherwise used or communicated by an unintended 
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third party, or may not be delivered to each of the parties to whom they are directed and only to such parties, 
we cannot guarantee or warrant that emails from us will be properly delivered and read only by the addressee. 
Therefore, we specifically disclaim and waive any liability or responsibility whatsoever for interception or 
unintentional disclosure of emails or data transmitted by us in connection with the performance of this 
engagement. In that regard, you agree that we shall have no liability for any loss or damage to any person or 
entity resulting from the use of email transmissions or electronic data sharing, including any consequential, 
incidental, direct, indirect, or special damages, such as loss of revenues or anticipated profits, or disclosure or 
communication of confidential or proprietary information

We will also conclude, based on the audit evidence obtained, whether there are conditions or events, considered 
in the aggregate, that raise substantial doubt about the government’s ability to continue as a going concern for 
a reasonable period of time.

Our procedures will include tests of documentary evidence supporting the transactions recorded in the accounts, 
tests of the physical existence of inventories, and direct confirmation of receivables and certain assets and 
liabilities by correspondence with selected individuals, funding sources, creditors, and financial institutions. We 
will also request written representations from your attorneys as part of the engagement.

We have identified the following significant risk(s) of material misstatement as part of our audit planning: 

 According to GAAS, significant risks include management override of controls, and GAAS presumes that 
revenue recognition is a significant risk. Accordingly, we have considered these as significant risks.

 Management comments were issued as part of the prior year audit process and will need to be reevaluated 
during the current year. 

 It is noted that the identified risks are based on the prior period audit and audit planning has not been 
concluded for the current year; therefore, modifications to significant risks may be necessary. 

Our audit of financial statements does not relieve you of your responsibilities. 

Audit Procedures—Internal Control

We will obtain an understanding of the government and its environment, including the system of internal control, 
sufficient to identify and assess the risks of material misstatement of the financial statements, whether due to 
error or fraud, and to design and perform audit procedures responsive to those risks and obtain evidence that is 
sufficient and appropriate to provide a basis for our opinions. The risk of not detecting a material misstatement 
resulting from fraud is higher than for one resulting from error, as fraud may involve collusion, forgery, 
intentional omissions, misrepresentation, or the override of internal control. Tests of controls may be performed 
to test the effectiveness of certain controls that we consider relevant to preventing and detecting errors and 
fraud that are material to the financial statements and to preventing and detecting misstatements resulting from 
illegal acts and other noncompliance matters that have a direct and material effect on the financial statements. 
Our tests, if performed, will be less in scope than would be necessary to render an opinion on internal control 
and, accordingly, no opinion will be expressed in our report on internal control issued pursuant to Government 
Auditing Standards.

As required by the Uniform Guidance, we will perform tests of controls over compliance to evaluate the 
effectiveness of the design and operation of controls that we consider relevant to preventing or detecting 
material noncompliance with compliance requirements applicable to each major federal award program. 
However, our tests will be less in scope than would be necessary to render an opinion on those controls and, 
accordingly, no opinion will be expressed in our report on internal control issued pursuant to the Uniform 
Guidance.

An audit is not designed to provide assurance on internal control or to identify significant deficiencies or material 
weaknesses. Accordingly, we will express no such opinion. However, during the audit, we will communicate to 
management and those charged with governance internal control related matters that are required to be 
communicated under AICPA professional standards, Government Auditing Standards, and the Uniform Guidance.

Audit Procedures—Compliance

As part of obtaining reasonable assurance about whether the financial statements are free of material 
misstatement, we will perform tests of the Roanoke Valley - Alleghany Regional Commission’s compliance with
provisions of applicable laws, regulations, contracts, and agreements, including grant agreements. However, the 
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objective of those procedures will not be to provide an opinion on overall compliance and we will not express 
such an opinion in our report on compliance issued pursuant to Government Auditing Standards.

The Uniform Guidance requires that we also plan and perform the audit to obtain reasonable assurance about 
whether the auditee has complied with federal statutes, regulations, and the terms and conditions of federal
awards applicable to major programs. Our procedures will consist of tests of transactions and other applicable 
procedures described in the OMB Compliance Supplement for the types of compliance requirements that could have
a direct and material effect on each of the Roanoke Valley - Alleghany Regional Commission’s major programs. 
For federal programs that are included in the Compliance Supplement, our compliance and internal control 
procedures will relate to the compliance requirements that the Compliance Supplement identifies as being subject
to audit. The purpose of these procedures will be to express an opinion on the Roanoke Valley - Alleghany Regional 
Commission’s compliance with requirements applicable to each of its major programs in our report on compliance 
issued pursuant to the Uniform Guidance.

Responsibilities of Management for the Financial Statements and Single Audit

Our audit will be conducted on the basis that you acknowledge and understand your responsibility for (1) 
designing, implementing, establishing, and maintaining effective internal controls relevant to the preparation 
and fair presentation of financial statements that are free from material misstatement, whether due to fraud or 
error, including internal controls over federal awards, and for evaluating and monitoring ongoing activities to 
help ensure that appropriate goals and objectives are met; (2) following laws and regulations; (3) ensuring that 
there is reasonable assurance that government programs are administered in compliance with compliance 
requirements; and (4) ensuring that management and financial information is reliable and properly reported. 
Management is also responsible for implementing systems designed to achieve compliance with applicable laws, 
regulations, contracts, and grant agreements. You are also responsible for the selection and application of 
accounting principles; for the preparation and fair presentation of the financial statements, schedule of 
expenditures of federal awards, and all accompanying information in conformity with accounting principles 
generally accepted in the United States of America, with the oversight of those charged with governance; and 
for compliance with applicable laws and regulations (including federal statutes), rules and the provisions of 
contracts and grant agreements (including award agreements). Your responsibilities also include identifying 
significant contractor relationships in which the contractor has responsibility for program compliance and for the 
accuracy and completeness of that information.

You are also responsible for making drafts of financial statements, schedule of expenditures of federal awards, 
all financial records, and related information available to us; for the accuracy and completeness of that 
information (including information from outside of the general and subsidiary ledgers); and for the evaluation of 
whether there are any conditions or events, considered in the aggregate, that raise substantial doubt about the 
government’s ability to continue as a going concern for the 12 months after the financial statements date or 
shortly thereafter (for example, within an additional three months if currently known). You are also responsible 
for providing us with (1) access to all information of which you are aware that is relevant to the preparation and 
fair presentation of the financial statements, such as records, documentation, identification of all related parties 
and all related-party relationships and transactions, and other matters; (2) access to personnel, accounts, books, 
records, supporting documentation, and other information as needed to perform an audit under the Uniform 
Guidance; (3) additional information that we may request for the purposes of the audit; and (4) unrestricted 
access to persons within the government from whom we determine it necessary to obtain audit evidence. At the 
conclusion of our audit, we will require certain written representations from you about the financial statements; 
schedule of expenditures of federal awards; federal award programs; compliance with laws, regulations contracts, 
and grant agreements; and related matters.

Your responsibilities include adjusting the financial statements to correct material misstatements and confirming 
to us in the management representation letter that the effects of any uncorrected misstatements aggregated by 
us during the current engagement and pertaining to the latest period presented are immaterial, both individually 
and in the aggregate, to the financial statements of each opinion unit taken as a whole.

You are responsible for the design and implementation of programs and controls to prevent and detect fraud, 
and for informing us about all known or suspected fraud affecting the government involving (1) management, (2) 
employees who have significant roles in internal control, and (3) others where the fraud could have a material 
effect on the financial statements. Your responsibilities include informing us of your knowledge of any allegations 
of fraud or suspected fraud affecting the government received in communications from employees, former 
employees, grantors, regulators, or others. In addition, you are responsible for identifying and ensuring that the 
government complies with applicable laws, regulations, contracts, agreements, and grants. You are also
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responsible for taking timely and appropriate steps to remedy fraud and noncompliance with provisions of laws, 
regulations, contracts, and grant agreements that we report. Additionally, as required by the Uniform Guidance, 
it is management’s responsibility to evaluate and monitor noncompliance with federal statutes, regulations, and 
the terms and conditions of federal awards; take prompt action when instances of noncompliance are identified 
including noncompliance identified in audit findings; promptly follow up and take corrective action on reported 
audit findings; and prepare a summary schedule of prior audit findings and a separate corrective action plan. The 
summary schedule of prior audit findings should be available for our review on July 30, 2026.

You are responsible for identifying all federal awards received and understanding and complying with the 
compliance requirements and for the preparation of the schedule of expenditures of federal awards (including 
notes and noncash assistance received, and COVID-19-related concepts, such as lost revenues, if applicable) in 
conformity with the Uniform Guidance. You agree to include our report on the schedule of expenditures of federal 
awards in any document that contains, and indicates that we have reported on, the schedule of expenditures of 
federal awards. You also agree to include the audited financial statements with any presentation of the schedule 
of expenditures of federal awards that includes our report thereon. Your responsibilities include acknowledging 
to us in the written representation letter that (1) you are responsible for presentation of the schedule of 
expenditures of federal awards in accordance with the Uniform Guidance; (2) you believe the schedule of 
expenditures of federal awards, including its form and content, is stated fairly in accordance with the Uniform 
Guidance; (3) the methods of measurement or presentation have not changed from those used in the prior period 
(or, if they have changed, the reasons for such changes); and (4) you have disclosed to us any significant 
assumptions or interpretations underlying the measurement or presentation of the schedule of expenditures of 
federal awards.

You are also responsible for the preparation of the other supplementary information, which we have been 
engaged to report on, in conformity with U.S. generally accepted accounting principles (GAAP). You agree to 
include our report on the supplementary information in any document that contains, and indicates that we have 
reported on, the supplementary information. You also agree to include the audited financial statements with any 
presentation of the supplementary information that includes our report thereon. Your responsibilities include 
acknowledging to us in the written representation letter that (1) you are responsible for presentation of the 
supplementary information in accordance with GAAP; (2) you believe the supplementary information, including 
its form and content, is fairly presented in accordance with GAAP; (3) the methods of measurement or 
presentation have not changed from those used in the prior period (or, if they have changed, the reasons for 
such changes); and (4) you have disclosed to us any significant assumptions or interpretations underlying the 
measurement or presentation of the supplementary information.

Management is responsible for establishing and maintaining a process for tracking the status of audit findings and 
recommendations. Management is also responsible for identifying and providing report copies of previous 
financial audits, attestation engagements, performance audits, or other studies related to the objectives 
discussed in the Audit Scope and Objectives section of this letter. This responsibility includes relaying to us 
corrective actions taken to address significant findings and recommendations resulting from those audits, 
attestation engagements, performance audits, or studies. You are also responsible for providing management’s 
views on our current findings, conclusions, and recommendations, as well as your planned corrective actions for 
the report, and for the timing and format for providing that information.

Other Services 

Financial Statement and SEFA Preparation

We will also assist in preparing the financial statements, schedule of expenditures of federal awards (SEFA), and 
related notes of the Roanoke Valley - Alleghany Regional Commission[Name of Governmental Unit] in conformity 
with accounting principles generally accepted in the United States of America and the Uniform Guidance based 
on information provided by you. These nonaudit services do not constitute an audit under Government Auditing 
Standards and such services will not be conducted in accordance with Government Auditing Standards. We will 
perform the services in accordance with applicable professional standards. The other services are limited to the 
financial statements, schedule of expenditures of federal awards, and related notes services previously defined, 
and other items as listed below. We, in our sole professional judgment, reserve the right to refuse to perform 
any procedure or take any action that could be construed as assuming management responsibilities.

You agree to assume all management responsibilities for the financial statements, schedule of expenditures of 
federal awards, and related notes, and any other nonaudit services we provide. You will be required to 
acknowledge in the management representation letter our assistance with preparation of the financial 
statements, the schedule of expenditures of federal awards, and related notes and that you have reviewed and 
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approved the financial statements, the schedule of expenditures of federal awards, and related notes prior to 
their issuance and have accepted responsibility for them. Further, you agree to oversee the nonaudit services by 
designating an individual, preferably from senior management, with suitable skill, knowledge, and/or experience; 
evaluate the adequacy and results of those services; and accept responsibility for them.

Engagement Administration, Fees, and Other

We understand that your employees will prepare all cash, accounts receivable, or other confirmations we request 
and will locate any documents selected by us for testing. We will schedule the engagement based in part on 
deadlines, working conditions, and the availability of your key personnel. We will plan the engagement based on 
the assumption that your personnel will cooperate and provide assistance by performing tasks such as preparing 
requested schedules, retrieving supporting documents, and preparing confirmations. If, for whatever reason, 
your personnel are unavailable to provide the necessary assistance in a timely manner, it may substantially 
increase the work we have to do to complete the engagement within the established deadlines, resulting in an 
increase in fees over our original fee estimate.

As an attest client, Robinson, Farmer, Cox Associates cannot retain your documents on your behalf. This is in 
accordance with the ET 1.295.143 of the AICPA Code of Professional Conduct. The Roanoke Valley - Alleghany 
Regional Commission is responsible for maintaining its own data and records. 

Robinson, Farmer, Cox Associates does not host any of the Roanoke Valley - Alleghany Regional Commission’s 
information. ShareFile and Uplink are used solely as a method of transferring data and are not intended to store 
the Roanoke Valley - Alleghany Regional Commission’s information. Upon conclusion of the engagement, Robinson, 
Farmer, Cox Associates will provide the Roanoke Valley - Alleghany Regional Commission with a copy (in an 
agreed-upon format) of the deliverables and relevant data related to the engagement. 

The data and other content will either be removed from the ShareFile and Uplink portals or become unavailable 
to Robinson, Farmer, Cox Associates within a reasonable period of time as determined by our internal record 
retention policy. 

At the conclusion of the engagement, we will complete the appropriate sections of the Data Collection Form that 
summarizes our audit findings. It is management’s responsibility to electronically submit the reporting package 
(including financial statements, schedule of expenditures of federal awards, summary schedule of prior audit 
findings, auditor’s reports, and corrective action plan) along with the Data Collection Form to the Federal Audit 
Clearinghouse. We will coordinate with you the electronic submission and certification. The Data Collection Form 
and the reporting package must be submitted within the earlier of 30 calendar days after receipt of the auditor’s 
reports or nine months after the end of the audit period.

We will provide copies of our reports to the Roanoke Valley - Alleghany Regional Commission; however, 
management is responsible for distribution of the reports and the financial statements. Unless restricted by law 
or regulation, or containing privileged and confidential information, copies of our reports are to be made 
available for public inspection.

The audit documentation for this engagement is the property of Robinson, Farmer, Cox Associates and constitutes 
confidential information. However, subject to applicable laws and regulations, audit documentation and 
appropriate individuals will be made available upon request and in a timely manner to the Auditor of Public 
Accounts or its designee, a federal agency providing direct or indirect funding, or the U.S. Government 
Accountability Office for purposes of a quality review of the audit, to resolve audit findings, or to carry out 
oversight responsibilities. We will notify you of any such request. If requested, access to such audit 
documentation will be provided under the supervision of Robinson, Farmer, Cox Associates personnel. 
Furthermore, upon request, we may provide copies of selected audit documentation to the aforementioned
parties. These parties may intend or decide to distribute the copies or information contained therein to others, 
including other governmental agencies.

The audit documentation for this engagement will be retained for a minimum of five years after the report 
release date or for any additional period requested by the Auditor of Public Accounts. If we are aware that a 
federal awarding agency, pass-through entity, or auditee is contesting an audit finding, we will contact the 
party(ies) contesting the audit finding for guidance prior to destroying the audit documentation

Diana Epperly, CPA is the engagement director and is responsible for supervising the engagement and signing the 
reports or authorizing another individual to sign them. We expect to begin our audit on approximately August 3, 
2026.
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Our fee for these services will not exceed $16,500 for the financial statement audit and $3,100 for each federal 
program audit required. This fee is based on anticipated cooperation from your personnel and the assumption 
that unexpected circumstances will not be encountered during the engagement. If significant additional time is 
necessary, we will keep you informed of any problems we encounter and our fees will be adjusted accordingly.

Any claim by you for damages arising from RFC’s performance of its services under this agreement shall be 
commenced within one year from when you knew, or should have known, of our breach of standard care, but in 
no event shall such claim be brought more than three years after the date of delivery of the completed report

Reporting

We will issue written reports upon completion of our Single Audit. Our reports will be addressed to management 
and those charged with governance of the Roanoke Valley - Alleghany Regional Commission. Circumstances may 
arise in which our report may differ from its expected form and content based on the results of our audit. 
Depending on the nature of these circumstances, it may be necessary for us to modify our opinions, add a 
separate section, or add an emphasis-of-matter or other-matter paragraph to our auditor’s report, or if necessary, 
withdraw from this engagement. If our opinions are other than unmodified, we will discuss the reasons with you 
in advance. If, for any reason, we are unable to complete the audit or are unable to form or have not formed 
opinions, we may decline to express opinions or issue reports, or we may withdraw from this engagement.

The Government Auditing Standards report on internal control over financial reporting and on compliance and 
other matters will state that (1) the purpose of the report is solely to describe the scope of testing of internal 
control and compliance and the results of that testing, and not to provide an opinion on the effectiveness of the 
entity’s internal control or on compliance, and (2) the report is an integral part of an audit performed in 
accordance with Government Auditing Standards in considering the entity’s internal control and compliance. The 
Uniform Guidance report on internal control over compliance will state that the purpose of the report on internal 
control over compliance is solely to describe the scope of testing of internal control over compliance and the 
results of that testing based on the requirements of the Uniform Guidance. Both reports will state that the report 
is not suitable for any other purpose.

We appreciate the opportunity to be of service to the Roanoke Valley - Alleghany Regional Commission and 
believe this letter accurately summarizes the significant terms of our engagement. If you have any questions, 
please let us know. If you agree with the terms of our engagement as described in this letter, please sign the 
attached copy and return it to us.

Very truly yours,

ROBINSON, FARMER, COX ASSOCIATES

Diana Epperly
Certified Public Accountant
Director

This letter correctly sets forth the understanding of the Roanoke Valley - Alleghany Regional Commission.

Management signature:

Title:   Executive Director

Governance signature:

Title:   Board Chair
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CHAPTER I:  MANUAL AND ADMINISTRATION 
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        A.   Purpose of Manual 

 
The Roanoke Valley Alleghany Regional Commission (RVARC) Financial Operations Manual is 
the official document of the Commission for the conduct of business and the accounting and 
administration for grants.  The purpose of the Financial Operations Manual is to provide detailed 
information on the financial management of the Commission and ensure the maintenance of 
accurate financial records, compliance with grant reporting requirements and ensure grant 
compliance with subrecipient monitoring and management.  This manual constitutes all current 
fiscal policies and standards developed by the Executive Committee of the RVARC through the 
time of issuance. The Executive Committee is comprised of the Chairman, Vice Chairman, 
Treasurer, and a Commission member who are appointed by the Commission. 

 
             B.  Policy of Administration   

 
The members of the Commission are responsible for making policy for the Commission.  The 
Executive Director of the RVARC is responsible for implementing policies set by the members of 
the Commission and for maintaining proper operational control in a way that minimizes risk to the 
organization.  The Executive Director shall have signature authority for the Commission, or in 
his/her absence, an Officer (Chairman, Vice Chairman or Treasurer) of the Commission.  
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CHAPTER II:   GENERAL INFORMATION   
 

A. Ethics, Conflict of Interest and Criminal Activity 
The Commission’s Officers, employees, Commission members and agents may not solicit or 
accept gratuities, favors, or anything of monetary value from any present or potential vendor, 
contractor, sub-recipient or agent.  The Commission’s Officers, employees, Commission 
members and agents may not use their positions in a manner that creates a real or apparent 
personal or organizational conflict of interest or personal gain.  
 
If a real or apparent Conflict of Interest is determined, the Commission Member, employee or 
agent must remove themselves from the acceptance or decision process where the Conflict of 
Interest exists and notify the RVARC Executive Director in writing.  In the case of criminal activity 
such as fraud, bribery or gratuities, the activity must be reported to the RVARC Executive Director 
or Commission Chair as soon as the criminal act is discovered.  The RVARC Executive Director 
or Chair will provide a thorough investigation and report the results to the Commission board and 
grantor agency.  
 

B.  Background Checks 
A professional pre-employment background check shall be conducted on any final candidates 
for Commission positions.  Permission must be obtained from candidates before background 
checks can be ordered.  The Finance Director completes background checks.  
 

C. Tax Exempt Status Determination 
The RVARC was started on August 25, 1969 and obtained tax exempt status from the Internal 
Revenue Service on February 22, 1975. The RVARC is classified as a government 
instrumentality. Contributions made to RVARC for exclusively public purposes are deductible by 
donors as provided in Section 170 of the Code. The RVARC is not required to file Form 990.  
RVARC does not pay any Federal Unemployment Tax.   
 

  D.  State Sales Tax 
The RVARC is exempt from paying sales tax to the Commonwealth of Virginia.  
  

  E.   Property Tax 
The RVARC is exempt from paying property tax to the City of Roanoke. 
 

  F.   Federal Identification number  
The federal identification number of the RVARC is 54-0722734. 
 

G.   SAM.gov Unique Entity ID 
  All applicants for federal funds are required to have a Unique Entity ID (UEI) and be 
registered in SAM.gov.  The RVARC UEI is LFCFGWHYHXG1. 
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CHAPTER III: EXECUTIVE LIMITS, GRANTS, CONTRACTS, STRATEGIC PLAN 
 

A. Executive Limits, Strategic Plan 
 
The members of the Roanoke Valley-Alleghany Regional Commission shall establish and 
maintain a strategic plan for the Commission that shall be updated on a regular basis.  This plan 
shall outline the mission of the Commission.  It is the responsibility of the Executive Director to 
achieve the Goals and Objectives established by the members of the Commission. The Executive 
Director is expected to use whatever methods that will best achieve the agreed upon Goals and 
Objectives using the adopted strategies and tasks. 
 
Specific Limits on Executive Director: 
 

1. The Executive Director may neither cause nor allow any organizational 
practice that is illegal, financially imprudent, unethical or inconsistent 
with the guiding principles of the RVARC. 

2. The Executive Director may neither cause nor permit any practices 
which result in the unrestricted fund balance falling below $600,000. 

3. The Executive Director may neither cause nor permit the RVARC to 
incur long-term debt without gaining Commission approval. 

4. The Executive Director may neither cause nor permit practices which 
result in the failure to normally reimburse vendors within thirty days. 

5. The Executive Director may neither cause nor allow annual operating 
plans to be created which are inconsistent with financial resources or 
which reflect a deficit. 

6. The Executive Director may neither cause nor allow policies which 
provide advantages to current staff or members of the Commission at 
the expense of future staff or members of the Commission. 

 
B.  Grants 

 
Only the Executive Director, in his/her absence, an officer of the Commission, shall have the 
authority to enter into grant agreements on behalf of the Commission.  The Finance Director 
should be notified before grant applications are submitted so grant budgets and costs can be 
verified and to ensure local funds are available for grant matches, if required. 
 
It is the responsibility of each department director obtaining a grant to be familiar with all grant 
documents, reporting requirements and costs allowable under a grant agreement.  The Finance 
Director should be notified immediately when a grant has been awarded and provided with the 
grant award documents, agreements and contracts.   
 
Current year grant documents shall be kept in the finance office.  These documents shall include, 
for each grant, the proposal, the budget, the award documentation with revisions, the contract, all 
necessary financial and programmatic work papers, reports and any relevant correspondence.  
 
Expenses related to RVARC’s grant agreements are monitored on a monthly basis.  At the end 
of each month, after final monthly financials have been produced, a budget versus actual report 
is run for each funding stream.  These reports are reviewed by the Finance Director and 
responsible staff for reasonableness and for indications that actual expenses may or may not be 
in agreement with approved budgeted amounts.  Monitoring costs on a monthly basis helps 
ensure that expenses which should not be charged to the grant are not incurred.  This monitoring 
also ensures that, if necessary, budget modification requests can be made in a timely manner.   
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C.  Leases 
 
Leases for real property may be entered into by the Executive Director with the permission of the 
members of the Commission.  The Executive Director may enter into leases for equipment that 
are below twenty-five thousand dollars ($25,000.00).  Any equipment lease commitment over 
twenty-five thousand dollars ($25,000.00) must be approved by the members of the Commission. 
 

D. Consultants 
 
The Executive Director may hire consultants as may be necessary to accomplish the goals of the 
Commission.  Such arrangements will be allowed if budgeted or if approved by the Executive 
Committee of the Commission.  
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CHAPTER IV: INSURANCE 
 

A.  Policy of Review 
 
The RVARC shall annually review all of the Commission’s insurance policies.  The Commission’s 
insurance carrier is the Virginia Risk Sharing Association (VRSA) and the policy number is 397. 
The annual insurance policy review is completed by the Finance Director. 
  

B. Insurance Policies 
 
Records of the current policies shall be kept in the Finance Department.  Past records shall be 
kept for at least seven years in the archives of the Commission. 
 

C. Automobile Coverage 
 
The Commission shall obtain non-owned and hired auto liability insurance to protect the 
Commission from anyone who is on Commission business and gets into a car accident for 
$1,000,000 limit per occurrence with no deductible. 
 

D. Local Government Liability Coverage  
 
The Commission shall obtain local government liability coverage to protect staff, Commission 
members or anyone else who is working at the direction of the Commission who become legally 
obligated to pay damages from an occurrence at $1,000,000 per occurrence limit with no 
deductible.  
 

E. No Fault Property Damage 
 
The Commission shall obtain no fault property damage coverage to protect third parties when 
their property or person is accidentally damaged in the amount of $10,000 per occurrence. 
  

F. Property Coverage 
 
The Commission shall obtain property coverage of all its properties including contents of those 
properties.  The insurance will include replacement value of properties. Also included with this is 
Business Interruption coverage in the amount of $1,000,000 with a $250 deductible. 

 
G. Crime Coverage 

 
The Commission shall obtain Crime coverage on employees in the amount of $500,000 per 
occurrence . 
 

H. Cyber Coverage 
 
The Commission shall obtain Cyber coverage in the amount of $250,000 per occurrence. 

I. Workers’ Compensation 
 
The RVARC shall maintain Virginia statutory worker compensation coverage. 
 
 

J. Safety Coordinator Responsibilities 
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A safety coordinator, if needed, shall be designated by the  Executive Director. The 
responsibilities of the safety Coordinator shall include writing, implementing and directing safety-
related activities in order to reduce the overall frequency and severity of insurance claims. 
 
The Finance Director shall be responsible for maintaining an up-to-date Disaster Recovery Plan.  
 
The Finance Director shall also have the responsibility of calling all injured employees who are 
on Workers Compensation weekly and reporting the employee’s medical progress and expected 
date of return to the Executive Director.   
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CHAPTER V:  ACCOUNTING POLICIES AND PROCEDURES 
 

A. Internal Control 
 
The RVARC will follow generally accepted accounting principles. The RVARC uses the accrual 
method of accounting.  It is the intention of the Commission to provide appropriate checks and 
balances toward the most acceptable way of handling grants and funding of the Commission.   
 
 

1.  Budget 
The Executive Director, working with the Finance Director, shall 
prepare the annual budget and budget revisions and present them to 
the Executive Committee for comments.  The Executive Director salary 
is determined by the Executive Committee.  The RVARC staff wages 
are determined by the Executive Director.  Personnel costs must be 
reasonable for industry standards for similar positions.  After all 
suggestions and changes have been incorporated to budget, the 
Executive Committee will ask the Commission for adoption. A budget 
revision shall be completed within six months of the start of the fiscal 
year. 
 

2. Daily Operations and Review 
The Finance Director will be responsible for the day-to-day 
management of all financial matters including cash receipts and 
disbursements, payroll, grant compliance, preparation of reports, and 
the computerized financial system.  Grants Management Financial 
System (GMS) is the official accounting software used by the 
Commission and all financial/accounting transactions must be recorded 
in GMS.  The Executive Director will review the monthly balance sheet 
and agency-wide financial report of revenues and expenditures to 
budget. 

 
3. Executive Committee Meetings 

The Finance Director shall be responsible for scheduling Executive 
Committee meetings including planning the agendas, supplying 
relevant information and taking minutes. The Executive Director will 
approve the agenda and the minutes. 

 
4. Commission Review 

The Treasurer of the Commission shall examine the monthly balance 
sheet and the agency-wide financial report of revenues and 
expenditures to budget which are prepared by the Finance Director.  
The Commission members shall review these two monthly financial 
reports as well. All questions will be answered at the monthly 
Commission meetings.  
 
 
 

 
B. Fiscal Year  

 
The fiscal year of the RVARC shall be July 1 through June 30. 
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C. Chart of Accounts 

 
The Finance Director shall maintain a chart of accounts which is a listing of account numbers, in 
GMS, for cash receipts, cash disbursements, assets, liabilities and fund balance. 
 

D. Allocation of Expenses  (Direct and Indirect) 
 
All allowable direct expenses will be charged to programs and grants as directed by agreements 
or contracts and will be in compliance with RVARC policy, state law, and Uniform Guidance 2 
CFR 200 concerning federal awards.  All expenditures will be reviewed by the appropriate party 
prior to payment to ensure that costs to be allocated to a grant are allowable and there is 
appropriate documentation to support the expense.  Grant funds will only be used for expenditures 
that are:  
 

1. reasonable and necessary for the administration of the program and be 
allocated to that use 

 
2. conform to limitations or exclusions regarding type or cost 

 
3. treated consistently with the policies and procedures the RVARC would 

apply to non-federally financed work 
 

4. treated consistently with other comparable costs-for example, a cost may 
not be treated as a direct cost if a cost incurred for the same purpose in 
similar circumstances was allocated as an indirect cost 

 
5. not be used to meet cost sharing or matching requirements of any other 

federally financed program, if expenditure is made with federal funds 
 

6.   be adequately documented 
 

For federal awards 2 CFR 200.420-200.475 examines the allowability of 55 specific cost items 
(commonly referred to as Selected Items of Cost).  These costs are listed in Attachment 1 along 
with the citation where it is discussed whether the item is allowable.  RVARC personnel 
responsible for spending federal grant funds and for determining allowability must be familiar with 
the Part 200 Selected Items of Cost sections and follow these rules when charging these specific 
expenditures to a federal grant. 
 
 Indirect costs are pooled and shall be allocated to each funding stream based on the adopted 
Cost Allocation Plan and are adjusted monthly on a Year-To-Date basis by GMS Accounting 
System based on employee total direct salaries allocated leave and fringe pools.  The Executive 
Director, working with the Finance Director, shall establish the Annual Leave rate, Fringe Benefit 
rate, and Indirect Cost rate. These allocation rates shall be based on anticipated direct salary 
charges and shall be revised as needed.  An indirect cost rate will only be charged to a grant to 
the extent that it was specifically approved through the grant budget/agreement.  Starting July 1, 
2022 the Commission is required to have a federally negotiated indirect cost rate with the 
Department of Interior under Economic Development Administration guidance.  This approved 
rate must be reported and renegotiated annually within six months of the end of each fiscal year. 
 
 
 
 
 

22



- 9 - 
 

E. Grant Monitoring 
 

The RVARC is responsible for oversight and monitoring of the operations of federal, state and 
local award supported activities. Staff receiving grant funds and the Finance Director will work 
together to ensure all funds received are managed in compliance with federal, state and local 
statutes, regulations and terms and conditions of the grant awards.   Contractors/consultants 
are individuals or organizations from whom RVARC procures goods or services.  Subrecipients 
are non-federal entities that receive a subaward from a pass-through entity to carry out part of a 
federal program.  The management of Subrecipients of federal awards must follow Uniform 
Guidance 200.331 through 200.345.  Subrecipients will be provided with the following 
information at the time of award: 

1. Federal award Identification Number (FAIN) 
2. Subrecipient name (must match registered name in Sam.gov/UEI) 
3. Subrecipient UEI number 
4. Federal award Date 
5. Subaward period of performance start and end date 
6. Total amount of federal award obligated to subrecipient, including current 

financial obligation  
7. Budget for subrecipient, including start and end date 
8. Federal award project description, as required by FFATA 
9. Name of federal awarding agency, pass-through entity and contact 

information of awarding official 
10. Assistance Listing  title name and number  

       11.  Identification if award is for research and development 
12All requirements imposed by the organization on the subrecipient so that 
the federal award is used in accordance with federal statutes, regulations and 
terms and conditions of federal award. 
13Any additional requirements imposed on subrecipient should be for same 
and include required financial or performance reports. 
14A federally approved Indirect Cost Rate to be used by subrecipient, if 
applicable, including if de minimis rate is used. 
15A requirement the subrecipient permit the organization and its auditors to 
have access to the subrecipient’s records and financial statements as 
necessary for the organization to meet the requirements of 2 CFR 337. 
16Appropriate terms and conditions concerning closeout of the subaward. 

 
Monitoring of subrecipients includes on-sites visits, receipt and analyzing of financial 
information, including invoice details and performance reports, including receipt of their annual 
audit, and seeking additional pertinent information necessary.  If issues of noncompliance are 
identified, they must be dealt with promptly and corrected.  The Executive Director will be 
notified of any issues of noncompliance. 
 
Additionally, for federal grant awards with subrecipients, the Commission will evaluate the 
subrecipient’s risk of noncompliance with federal statutes, regulations, and the terms and 
conditions of the subaward for purposes of determining the appropriate monitoring procedures 
as required by the Uniform Guidance Title 2 CFR 200.332.  Other oversight processes and 
procedures will be established on a case by case basis, dependent on grant requirements and 
the level of activity of the subrecipient.  Enforcement action against a noncompliant subrecipient 
can be found at Uniform Guidance Title 2 CFR 200.339. 
 
 
 
F.  Annual Audit 
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The Commission members shall engage an independent auditing firm to perform an annual audit.  
The audit shall be based on compliance with United States Generally Accepted Accounting 
Principles, Government Auditing Standards, Standards for Audit of Governmental Organizations, 
Programs, Activities, and Functions ,Uniform Administrative Requirements, Cost Principles, and 
Audit Requirements for Federal Awards (Federal Uniform Guidance)2CFR 200 “Audits of States, 
Local Governments, and Non-Profit Organizations” .  
 
The auditing contract may be awarded for one year with the option to extend the contract four 
additional years. The audit contract must be put out for bid at least once every five years. Audit 
proposals must be reviewed by the Executive Committee who then recommends adoption of the 
chosen firm to the full Commission. 
 
The contracted auditing firm shall be kept informed of all financial issues that may have an effect 
on the upcoming audit. The auditor will attend a meeting of the Commission in September to 
present the completed audit report. 
 

G.   Bank Accounts 
 
Only the members of the Commission may approve the opening or changing of Commission bank 
accounts through a resolution.   Only members of the Commission may approve investments of 
the RVARC’s excess cash.  The RVARC shall maintain one checking account, currently at Truist 
Bank, one investment account currently at Local Government Investment Pool. Deposits with 
banks will be covered under FDIC and collateralized in accordance with Virginia Security for 
Public Deposits Act Section 2.2-4400 et. seq. of the Code of Virginia. 
 
 
Signatures on the bank accounts will be those of the Officers of the Commission, (Chairman, Vice 
Chairman, Treasurer) the Executive Director and Finance Director.  Checks require two 
signatures.  On-line payments require two signatures as well.  Monthly bank reconciliations are 
completed by the Finance Director and reviewed by the Executive Director (all parties will sign 
the reconciliations have been reviewed). Unsigned, signed and blank checks shall be kept locked 
in the finance office until distribution. Blank checks shall be used in numerical order.  The 
Executive Director and the Finance Director may transfer cash from one account to the other as 
needed.  Any cash transfers will be requested by Finance Director and approved by Executive 
Director. 

 
H.  Signature Stamp 
 
It is the policy of the RVARC to allow a signature stamp of the Executive Director to be used in 
the case when a signature is required and the Executive Director is absent.  This applies only to 
applications or other instances but shall never be used on any financial instruments or financial 
reports. The Office Manager shall keep the signature stamp in a desk or cabinet and keep a 
written log of when the stamp is used. This log shall include the date, the name of the document 
and who used the stamp. This log shall be reviewed annually by the auditor. 
 
I.  Procurement 

 
It is the policy of the RVARC to procure those items that are required to perform the Commission’s 
mission following the Virginia Public Procurement Guidelines and Federal Uniform Guidance. A 
copy of the RVARC’s Procurement Manual is located in the Finance office and on the RVARC 
Shared Administrative Drive.  The Finance Director will work with staff to ensure procurements 
are made following RVARC Procurement Manual.  Procurement will be made with complete 
impartiality based strictly on the merits of supplier and applicable related considerations such as 
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delivery, quantity, etc.  All purchases should be made in the best interest of the Commission.  
Quality supplies and services should be obtained that will be delivered in a timely manner.  
 
All procurement and purchasing guidelines apply to expenditure of grant funds.  The use of grant 
funds does not exempt any purchase from normal purchasing requirements.  All typical 
paperwork, staff approvals and bidding requirements apply to grant funds.  The Executive Director 
shall have the authority to approve purchases that are within the framework of the annual budget. 
 
The Executive Committee must approve expenditures outside of the annual budget.  Please refer 
to the RVARC Procurement Manual for processes and limits with the various methods of 
procurement. 
   

J. Debt 
 
The officers of the Commission and the Executive Director may enter into loan arrangements on 
behalf of the Commission. Any changes in debt financing must be approved by members of the 
Commission.  

 
K.  Credit Cards 

 
The RVARC has several credit card accounts.   RVARC staff are issued individual Truist  Bank 
Visa cards with their own credit limits.   The Executive Director approves the issuance and credit 
limit of staff cards.  Also available, in the finance office,  is a Lowe’s credit card. Commonwealth 
of Virginia Voyager gasoline credit cards are available also. These cards are tax free and are to 
be used only when filling up rental cars and not for personal use.  
 
These agency credit cards may only be used for approved Commission-related services and 
supplies.  Receipts for every credit card purchase are required to be turned in to the finance office 
immediately upon return. The employee will also write on the receipt the appropriate program to 
be charged. Employees will be responsible for the payment of unapproved expenditures. 
 
The RVARC reserves the right to discontinue any credit card use privileges due to abuse.  Abuse 
is considered to be any of the following: 
 
    Purchases without receipts 
    Purchases for non-approved services or supplies 
 
The more detailed credit card policy is found in the Personnel Manual. 
 
The Executive Director, and the Finance Director, with the approval of the Executive Director, 
may complete credit applications. 
 
 
 
    L.  Cash Receipts 

 
The Office Manager of the RVARC will receive either in person or through the mail all incoming 
cash receipts (cash, checks, and money orders) from grants, foundations, organizations and 
individuals.  The Office Manager will stamp all checks “for deposit only” and record all checks and 
cash in the “Check Registers” logbook.  The logbook entries must include the name of the 
individual or grant source, date payment was received and amount of the check or cash receipt.   
 
The Office Manager will complete a monthly listing of payments received and submit a copy of 
the list to the Executive Director  and give the actual payment  to the Finance Director. The 
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Finance Director will fill out a deposit slip and take the deposit to the bank.  Deposit slips are kept 
in the file cabinet in the Finance office.  The Finance Director will code and then enter cash 
receipts into the GMS, from a spreadsheet of all payments which includes electronic payments 
(ACH). The Executive  Director will review the cash receipts entered and approve. 
 
Tracking ACH wire transfers to the RVARC’s checking account is the responsibility of the Finance 
Director. These deposits are accessed through the Truist Oneview log-on  and shall be monitored 
daily.   
 
RVARC has an EventBrite account in order to accept payments in the form of MasterCard, Visa, 
American Express and Discover. The Public Engagement Manager will work with staff members 
who need to process credit card charges and provide report of payments received to the Finance 
Director.  The Finance Director will  record the receipts in GMS. 
 

M.   Cash Disbursements 
 

The RVARC shall pay all invoices and requests for reimbursements in a timely manner.  In order 
to minimize the time elapsing between draws and disbursements, the RVARC pays all invoices 
first and then requests reimbursement from grantor agencies.  In the event an advance payment 
is required from a grantor, the RVARC will only request advance payments in the amount of actual 
cash outlays expected and as close as is possible to the actual payment time and no earlier than 
30 days before payment is to be made.  The RVARC will also first disburse funds available from 
program income (including repayments to a revolving fund), rebates, refunds, contract 
settlements, audit recoveries and interest earned on such funds before requesting additional cash 
payments. All invoices received will be reviewed and approved for payment by the staff member 
who incurred the expense. Approval will be evidenced by the staff member initials on the invoice, 
by signing a RVARC Payment Voucher form or an email with enough identifying information to 
determine the staff member approved the invoice the email is attached to.  The approval signifies: 
 

1. The items have been received or the service has been provided. 
2. The expenditure is reasonable and necessary for proper and efficient 

operation. 
3. If applicable, the expenditure is consistent with the policies, regulations 

and terms and conditions of  the granting entity. 
 
Accounts Payable disbursements will not be processed for payment until the necessary approval 
has been obtained.  Once approved, the invoices will be delivered to the finance office.  The  
Finance Director  will prepare payment vouchers, code and enter the invoices into the general 
ledger and print the checks.  The Finance Director will review and sign the checks.  Checks shall 
be delivered to the Executive Director who will review the documentation and the checks. A 
second signature will be secured from the Executive Director then checks will be given to the 
Office Manager for distribution and/or mailing. 
 
 

N.   Travel Reimbursements For Employees 
 
This policy can also be found in the RVARC Personnel Manual 
 
RVARC will pay or reimburse employees for reasonable business travel expenses incurred 
while on assignments away from the normal work location.  The use of RVARC funds to 
accommodate personal comfort, convenience and taste is not permitted.  Travel expense 
records are open to the public and must be able to withstand the test of public review.  When 
planning and paying for travel expense, travelers must seek ways to reduce the cost of travel.  
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Economy, prudence and necessity should be of primary concern in the decision-making 
process. 

Given the prevalence of remote meeting attendance options, you are encouraged to take 
advantage of remote conference, workshops, and training opportunities rather than in-person 
options whenever possible, especially for training opportunities focused on skill-building rather 
than professional networking.  When attending such training and workshop opportunities 
remotely, you are encouraged to do so from home to replicate the experience of traveling off-
site for training.  Per the goals of our Employee Commute Options policy, attending such 
training at home also reduces your vehicle trips and parking demand at the Commission. 

When traveling to destinations within 5 miles of the office, employees are also encouraged to 
consider cost-saving, non-driving options.  Costs associated with bus passes and micromobilty 
options can be reimbursed if they are less than or equal to the mileage reimbursement rate.  
Employees are not reimbursed for bicycle travel to local meetings but are encouraged to do so 
and may build the extra time it takes to reach a destination by bicycle into their schedule. 

Travel outside the cities of Covington, Roanoke, Salem, the counties of Alleghany, Botetourt, 
Craig, Franklin, Roanoke, the towns of Clifton Forge, Rocky Mount, Vinton and the counties or 
cities immediately adjacent to these localities requires prior approval from the Executive 
Director.  The Travel/Training Budget Request Form is used to calculate budget and obtain 
approval from the Executive Director. 

Employees whose travel plans have been approved are responsible for making their own travel 
arrangements. When approved RVARC will only pay for or reimburse for actual travel expenses 
in accordance with and up to the state and federal approved rates for meals, lodging, and other 
expenses, directly related to accomplishing business travel objectives. The RVARC uses the 
General Services Administration (GSA) rates for lodging, meals and incidental expenses.  GSA 
rates are generally published for the federal fiscal year which runs from October 1st to 
September 30th annually.  The rates can be located at gsa.gov.  Rates should be reviewed 
before travel plans are made.  GSA rates vary depending on what city or zip code you are 
traveling to therefore employees will need to use the GSA rates for the location where they will 
be staying.   Employees are responsible for reporting accurate expense reimbursement forms 
and making accurate credit card charges for travel and attaching itemized receipts for all travel 
related expenses to their After Trip Travel/Training Report Form.   

Expenses that generally will be reimbursed or paid for by the RVARC include the following: 

 * Airfare or train fare for travel in coach or economy class or the lowest available fare.  

 * Car rental fees up to standard and full-size.  

 * Parking and tolls. 

 * Fares for shuttle or airport bus service, where available; costs of public  
              transportation for other ground travel.  

       * Taxi fares or ride services such as Uber or Lyft and subway when there is not any less 
expensive alternative.  

* Mileage costs for use of personal cars, only when less expensive transportation is not 
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available, at the current federal privately owned vehicle per mile reimbursement  rate 
found on gsa.gov. 

  a.  Reimbursement rates are calculated as if the trip began at the Commission’s 
offices at   313 Luck Ave., SW 

  b.  Trips taken during a scheduled telework day will be calculated as starting at 
the employee’s home or designated telework location. 

 * Cost of standard hotel accommodations, for overnight travel, up to the GSA rate.  Hotel 
taxes are in addition to lodging rate.  Hotels may provide a government room rate and 
that rate should be asked for at the time of booking.  

 * Cost of meals, generally only for overnight travel, up to GSA rate. First and last day of 
trips will receive 75% of allowed GSA rates for meals.  Meals included in a conference or 
training registration fee will be excluded from the GSA meal allowance for that day.    
Tips are included in the GSA meal limits.   

 * Tips not exceeding what is included under the GSA meal or incidentals rate.  

 

Expenses NOT eligible as travel expenses and will not be reimbursed or paid for by the RVARC 
include the following: 

 * Lost, stolen, or damaged personal property 

 *Alcoholic beverages 

 *Clothing 

 *Movies charged to hotel bills 

 *Expenses related to the personal negligence of the traveler, such as: fines 

 *Entertainment expenses 

 *Expenses for non-Commission employees or non-Commission board members 

 *Travel Insurance 

 

If traveling within the RVARC planning jurisdiction of the cities of Covington, Roanoke, Salem, 
and the counties of Alleghany, Botetourt, Craig, Franklin, and the towns of Clifton Forge, Rocky 
Mount and Vinton, meal expenses will only be paid for or reimbursed for attending a meeting 
that is held after 5 p.m., or if you are attending a special  meeting with local, state, or federal 
officials. Some grant funding streams do not allow for local meal costs to be charged, check with 
the grantor or Finance Department if you believe a certain grant funding stream should be 
charged directly for the travel to ensure the travel is budgeted in the grant or allowed. 

Employees who are involved in an accident while traveling on business must promptly report the 
incident to their immediate supervisor and the Executive Director. Vehicles owned, leased, or 
rented by RVARC may not be used for personal use.  
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RVARC employees are issued individual corporate credit cards and provided with individual 
credit limits.  Employees are responsible for making sure they do not go over their authorized 
credit limit.  If there is a need to exceed their credit limit, the employee should notify the Finance 
Department before charges are incurred that would put them over their approved credit limit.   
The Commission credit card should be used to pay for as many travel items as possible.  The 
Commission gas card and Enterprise car rental service agreement should be used for driving 
expenses, if the rate for the car and gas is more cost effective than the cost of mileage 
reimbursement for the use of a personal vehicle during travel. 

When travel is completed, employees should submit a completed After Trip Travel Training 
Report Form, with all travel receipts attached, to their supervisor. All receipts must show 
itemized detail of travel items purchased (conference/training fees, airfare/car rental/train/bus, 
baggage, lodging, meals, taxi, parking, etc.).   Training, conference, or meeting agendas 
received must also be submitted with receipts. Finance staff will review actual travel expenses 
as compared to budget to ensure employees stayed within their reasonable travel budget 
allowed. 

In the case where a 3rd party wishes to pay for RVARC staff travel, this must be approved by the 
Executive Director using the 3rd Party Paid Travel Form. 

Employees should contact their supervisor for guidance and assistance on procedures related 
to travel arrangements, expense reports, reimbursement for specific expenses, or any other 
business travel issues. 

Employees are required to wear a seat belt when operating or riding in any vehicle during the 
work period. 

Abuse of this business travel expense policy, including falsifying expense reports to reflect costs 
not incurred by the employee, can be grounds for disciplinary action, up to and including 
termination of employment.  

 
O.   Travel Reimbursements For Board Members (Policy 1002) 

 

The purpose of this policy is to establish clear, accountable, and consistent procedures for 
reimbursing Commission Board members for necessary and reasonable travel expenses 
incurred solely in the performance of official Regional Commission business. The use of RVARC 
funds to accommodate personal comfort, convenience and taste is not permitted. Travel expense 
records are open to the public and must be able to withstand the test of public review. When 
planning and paying for travel expenses, travelers must seek ways to reduce the cost of travel. 
Economy, prudence and necessity should be of primary concern in the decision-making process. 

Eligibility: 

This policy applies to duly appointed Commission Board members when traveling to conduct 
authorized Commission work. Board members may request reimbursement for necessary and 
reasonable expenses that are incurred solely in the performance of official Commission business. 
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Because Commissioners often attend activities as representatives of their appointing localities, 
reimbursement from the appointing locality should be the first source of reimbursement when an 
expense is eligible under the locality’s policies. Commissioners may request reimbursement from 
the Commission only when (1) the expense is related solely to Commission business and (2) the 
appointing locality declines to reimburse the expense. Duplicate reimbursement is not permitted; 
reimbursement requests must certify that the expense has not been and will not be reimbursed 
by the appointing locality. 

Covered Expenses: 

Expenses that generally will be reimbursed or paid for by the RVARC include the following: 

• Airfare or train fare for travel in coach or economy class or the lowest available fare. 
• Car rental fees up to standard and full-size.  Commissioners may access discounted 

rentals from Enterprise through the Commission’s participation in the Commonwealth of 
Virginia’s contract. 

• Parking and tolls. 
• Fares for shuttle or airport bus service, where available; costs of public transportation for 

other ground travel. 
• Taxi fares or ride services such as Uber or Lyft and subway when there is not any less 

expensive alternative. 
• Mileage costs for use of personal cars, only when less expensive transportation is not 

available, at the Commission's current mileage reimbursement rate. 
o Reimbursement rates are calculated as if the trip began at the Commission’s 

offices at 313 Luck Ave. SW. 
• Cost of standard hotel accommodations, for overnight travel, up to the GSA rate. Hotel 

taxes are in addition to lodging rate. Hotels may provide a government room rate and 
that rate should be asked for at the time of booking. 

• Cost of meals, generally only for overnight travel, up to GSA rate. First and last day of 
trips will receive 75% of allowed GSA rates for meals. Meals included in a conference or 
training registration fee will be excluded from the GSA meal allowance for that day. Tips 
are included in the GSA meal limits. 

• Tips not exceeding what is included under the GSA meal or incidentals rate. 

Expenses NOT eligible as travel expenses and which will not be reimbursed or paid for by the 
RVARC include the following: 

• Lost, stolen, or damaged personal property 
• Alcoholic beverages 
• Clothing 
• Movies charged to hotel bills 
• Expenses related to the personal negligence of the traveler, such as: fines 
• Entertainment expenses 
• Expenses for non-Commission employees or non-Commission board members 
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Pre-Approval and Authorization 

Travel Expenses must be reviewed in advance by the Executive Director and authorized by the 
Treasurer prior to being incurred or submitted for reimbursement.  

Process for Reimbursement: 

Commissioners seeking reimbursement should request a copy of the standard reimbursement 
form from the Director of Finance or Executive Director.  The reimbursement request, along with 
all necessary documentation, should be submitted within 30 days of the date of travel.  
Documentation includes an itemized receipt for each reimbursable expense (lodging, registration, 
transportation, parking, tolls, meals if applicable, etc.) and conference/training/meeting agendas 
or other documentation supporting the Commission purpose of travel when applicable.   

Approval and Payment: 

All reimbursement requests are reviewed by the Executive Director to ensure alignment with 
Commission work.  Reimbursement requests are submitted to the Treasurer for signature at the 
next Commission meeting.  Reimbursements are made in the form of a physical check to the 
recipient. 

Compliance, Accuracy, and Public Trust: 

Board members are expected to exercise good stewardship of public funds and to ensure all 
reimbursement requests are accurate and reflect expenses actually incurred for Commission 
business. Abuse of travel reimbursement practices — including submission of costs not incurred 
or not related to Commission business—may result in denial of reimbursement and may be 
referred to the Commission for further action as appropriate. 

 

 

  P.  Compensation Plan 

 
RVARC created a Compensation Plan (hereafter referred to as the “Plan”), on July 1, 2021, to 
provide cost of living pay increases for employees, reward employees for exceptional 
performance and to serve as an overall guide to the Executive Director for administering salary 
adjustments annually. The Plan is based on a market rate assessment and adjusted to the 
budget of the RVARC. Every five years the Plan should be evaluated for any adjustments 
needed due to cost of living increases or market adjustments. This evaluation will be completed 
by the Finance Director by researching market wage rates for the various positions, comparing 
wage rates to that of other planning district commissions throughout the Commonwealth of 
Virginia and comparing market wage rate changes to the RVARC budget capacity. The 
Executive Director must approve any Plan rate changes. 

The Executive Director’s pay is set by the Executive Committee, taking into consideration the 
Plan and budget levels of the RVARC. Only the Executive Committee can change the Executive 
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Director’s pay on the Plan. The Executive Director may add job titles to the Plan, delete job titles 
to the Plan or revise pay steps as needed, for all employees except for the Executive Director. 
The Finance Director maintains the Plan scale and makes changes to the scale per approval of 
the Executive Director or Executive Committee. All employees are reviewed each spring, with 
step increases taking place the first day of the new fiscal year, if the RVARC budget allows.  
 
The Plan consists of 20 steps, divided into two steps for each level, with alternating 2% and 1% 
increases per step. An employee can move up, a minimum of a 2% pay increase each year, 
with a satisfactory review. A satisfactory review means the employee is meeting the job 
requirements and does not have unsatisfactory job performance. An additional 1% increase 
may be available for employees whose reviews document exemplary performance. Further, an 
employee can be moved up, by the Executive Director, a maximum of three steps for going 
above and beyond their job requirements. Situations which may enable an employee to move 
more levels each year include causing the RVARC to be awarded additional grant funds, 
completing additional projects beyond their annual work program assignments, sustainably 
expanding the Commission’s program offerings or taking on additional duties/responsibilities as 
requested by the Executive Director.  The Plan may be frozen by the Executive Director, 
meaning staff will not receive any increases, if the RVARC budget is not sufficient to cover pay 
increases. If an employee reaches the end of the step levels, in their salary range, the Executive 
Director may promote the employee or continue the 2%/1% increases past the maximum of 
their salary range to remain consistent with the Plan. 

Q.  Payroll 
 
The RVARC employees will be paid semi-monthly three days after the 15th day and last day of 
the month.  Payment will be made on the day after if the dates fall on a Saturday or Sunday or 
holiday. Employees must complete federal and state withholding forms for payroll taxes.  All 
appropriate taxes will be withheld. 
 
All employees of the RVARC will be paid on the basis of completed semi-monthly time sheets.  
Full time employees will work a 37.5 hour workweek with an hour unpaid lunch daily or less lunch 
time if flexible schedule is approved by their supervisor.  Time worked should be recorded on the 
time sheet by each project work was completed in. Information regarding accumulated annual, 
sick and personal leave taken should be completed.  Time sheets will be maintained by the 
TEAMKEEPER Time Collection Software and  submitted through TEAMKEEPER by the end of 
the last day of the pay period  in order to allow for adequate processing time. Once supervisors 
have approved time and leave through TEAMKEEPER, the Finance Director will import the 
timesheets into GMS and process payroll.  The Finance Director will enter reimbursement 
requests and review the time sheet entry, payroll register, tax and retirement payments for 
accuracy. 
 
All payroll taxes are remitted through ACH transfer. 
 
All new employees are reported to the Virginia New Hire Reporting Center. 
 
Employees may elect to have their pay check directly deposited into their checking, savings and 
loan repayment accounts. 
 
Employees are enrolled in the Tax-Deferred or ROTH Compensation Plan of the RVARC that 
meets the requirements of Section 457 of the Internal Revenue Code after one year of full-time 
service. Employees may have contributions deducted from their paychecks before income taxes 
are withheld or after in the case of ROTH.  The amount deducted may not be more than allowed 
by the IRS per year. 
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The Executive Director will review and approve all payroll documents and payments each payroll 
cycle (timesheets,  expense reimbursements, payroll register, direct deposit payments, tax 
payments and retirement payments).  All timesheets and payroll documents will be filed in the 
finance office and stored electronically in One Drive in Secure Finance. 
 

R.   Payroll and Fringe Costs Allocations 
 
Commission payroll costs are allocated to funding streams based on hours worked on projects 
by employees.  Each employee submits a TEAMKEEPER timesheet, for each pay period end 
date, that shows number of hours worked on each project.  The employee’s direct supervisor will 
review the timesheet for accurate recording of time to projects/funding streams and approve  the 
timesheet in TEAMKEEPER.  Leave and fringe benefit costs are pooled by the GMS accounting 
system and allocated based on where direct time is worked.  Leave and fringe benefit costs follow 
the policies from the RVARC Personnel Manual.   
 

S.   Personally Identifiable Information and Confidentiality 
 
Personally Identifiable Information (PII) will only be collected by the Finance Director and will be 
stored in the finance department in locked files cabinets in a locked fileroom.  All computers 
containing PII will be password protected.  PII will not be released to anyone without the PII 
owner’s consent.  Only the Finance Director and Executive Director will have access to PII. 
 

T.   Property and Equipment 
 
The Commission will maintain property and equipment in good operating order and maintain 
satisfactory records pertaining to the cost, use, location and disposal of property and equipment.  
A physical inventory shall be taken every two years noting the location of assets.  Specific grant 
funded assets will be maintained on a separate listing, if required by the grant.  The Finance 
Director must be notified before the sale of any asset. Any purchase over five thousand dollars 
($5,000) shall be capitalized and depreciated using the straight-line method over the following 
estimated useful lives: 
 
 

1. Office Equipment- 5 years 
2. Building & Improvements- 30 years 

 
 
When required, purchases of equipment will be pre-approved by the grantor or pass-through 
agency and the department receiving the equipment will be responsible for ensuring the 
equipment purchase received prior approval and will submit proof of approval to the Finance 
Director.  All equipment will be used in the program for which it was acquired or, when appropriate, 
in other related federal, state or local programs.   
 
When assets purchased with federal funds are no longer needed for a federal grant program, a 
request for written guidance shall be made from the grantor agency as to what to do with the 
property/equipment prior to sale or relocation.  The RVARC shall abide by the requirements set 
out in 200.311 to 200.314 of the Uniform Guidance for items purchased with federal funds.  If a 
sale will take place, proper procedures shall be used to provide for competition to the extent 
practical and result in the highest possible return. 
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    U.  Petty Cash 
  
A petty cash system has been established to enable the RVARC staff to purchase necessary 
items in an emergency or where a check is not feasible.   
 
The petty cash fund shall not exceed one hundred fifty dollars ($150.00).  Petty cash must be 
kept in a locked box in a secure area. The Office Manager is responsible for the petty cash fund 
and shall submit a petty cash report with appropriate receipts to the Finance Director when 
additional cash is needed. The receipts and available cash must always total the issued amount.
  
 
 
The RVARC reserves the right to discontinue petty cash privileges due to abuse.  Abuse is 
considered to be any of the following: 
 
    Purchases without receipts 
    Purchases for non-approved services or supplies 
    Petty cash funds out of balance 
    Loan to employees 
 

V.    Grant Applications and Reporting 
 
Only the RVARC Executive Director may enter into grant agreements or contracts.  The Executive 
Director will review and approve all grant reporting.  The Finance Director will establish all 
accounts and complete necessary invoices and financial reports for all grants.  Records of such 
will be kept in the financial files (GMS) and grant files in the finance office.  Grant records will 
include the following: 
 

1. Identification of all awards received in accounting system and 
source of funds (i.e. federal, state, local, other, etc.) 

2. Federal funds must be identified by Assistance Listing  title and 
number, federal award ID number and year, name of federal 
agency and name of pass-through entity. 

3. Current financial results of every grant program must be 
maintained including grantor performance reports completed 
timely in order to meet filing deadlines. 

4. Funding applications, authorizations, obligations, unobligated 
balances, assets, expenditures, required matching and income 
and interest supported by source documentation must be 
included in the grant records and detailed to a level adequate 
to establish that funds have been used according to federal, 
state, local statutes, regulations and the terms and conditions 
of the grant awards. 

5. Grant budgets will be established in the GMS accounts per the 
grant award documents. 

6. Using GMS budget versus actual expenditure reports grant 
budgets shall be compared to actual expenditures. 

7. Costs will be charged to an award only if the obligation was 
incurred during the funding period (unless pre-approved by the 
awarding agency). 

8. Terms of each grant will dictate whether any budget transfers 
between budgeted line items will be permitted. 

9.  If grant funds have not been totally expended by fiscal year-
end, it is the responsibility of the staff operating the grant to 
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notify the Finance Director that budget funds need to be carried 
forward to the new fiscal year and to confirm the amounts of 
such carryforwards.  Responsible staff and Finance Director 
will work together to notify grantor agency & obtain required 
approvals to carryforward funds. 

 
W.   Program Income  

 
Program income includes (but not limited to):  income from fees for services performed, use or 
rental of real or personal property acquired with grant funds, the sale of commodities or items 
fabricated under a grant agreement, and payments of principal and interest on loans made with 
grant funds.  Program income does not include interest on grant funds, rebates, credits, discounts, 
refunds etc., or interest earned on any of these items unless otherwise provided in the federal 
awarding agency regulations or terms and conditions of the award and it also does not include 
the proceeds from the sale of equipment or real property. 
 
The Commission will allow program income to be used in one of three methods: 
 

1.  Deducted from outlays 
2. Added to project budget 
3. Used to meet matching requirements 

 
Absent specific guidance from the federal, state or local awarding agency regulations or the terms 
and conditions of an award, program income shall be deducted from program outlays. 
 
Additionally, program income, when applicable, will be accounted for as a revenue source in the 
same program code as the Federal grant. 
 
             X.   Record Retention 
 
The Commission shall retain records according to the following schedule: 
 
Office Manager 

i. Articles of Incorporation, amendments and bylaws 
(Permanently) 

ii. Commission, TPO and TTC minutes (Permanently) 
iii. Annual reports (Permanently) 
iv. Materials of historic value (Permanently) 

 
 

Director of Finance 
1. Certificate of Incorporation (Permanently) 
2. Property Records (Permanently) 
3. Tax exemption documents and IRS rulings (Permanent) 
4. Contracts and leases (7 years after expiration or termination)  
5. General Ledgers (Permanently) 
6. Original grant proposals, agreements, final grantee reports, all 

pertinent formal correspondence (7 years after completion of 
grant period) 

7. Insurance certificates, insurance policies, including expired 
policies and claim files (Permanently) 

8. Retirement records (Permanently) 
9. Employee Handbooks (Permanently) 
10. Audit reports (Permanently) 
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11. Financial work papers  (5 years after completed audit)  
12. Employee personnel records (Termination + 7 years) 
13. Payroll tax records (7 years) 
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Member Governments:  Counties of Alleghany, Botetourt, Craig, Franklin and Roanoke, 
Cities of Covington, Roanoke and Salem, Towns of Clifton Forge, Rocky Mount and Vinton 

 
 

313 Luck Avenue, SW | Roanoke, Virginia 24016 | P: 540.343.4417 | F: 540.343.4416 | rvarc@rvarc.org 
 

rvarc.org 

 
 

CERTIFICATION RESOLUTION 

RESOLUTION CERTIFYING CLOSED MEETING WAS HELD IN CONFORMITY  
WITH THE CODE OF VIRGINIA 

  

WHEREAS, the Executive Committee has convened a closed meeting on this date 
pursuant to an affirmative recorded vote and in accordance with the provisions of The Virginia 
Freedom of Information Act; and  

 

WHEREAS, Section 2.2-3712 of the Code of Virginia requires a certification by the 
Executive Committee that such closed meeting was conducted in conformity with Virginia law.  

 

NOW, THEREFORE, BE IT RESOLVED, that the Executive Committee hereby certifies 
that, to the best of each member’s knowledge:  

1. Only public business matters lawfully exempted from open meeting 
requirements by Virginia law were discussed in the closed meeting which this 
certification resolution applies; and  

2.  Only such public business matters as were identified in the motion convening 
the closed meeting were heard, discussed or considered by the Executive 
Committee. 

 

 

The 18th day of June, 2026 
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