
Roles and Responsibilities Among CVTA Supporting Partners –  

Financial Administration 

 

PERFORM 

Chesterfield County maintains banking accounts for CVTA pursuant to the Fiscal 
Agent Agreement executed on January 11, 2021.   

- PlanRVA and City of Richmond have view only access to accounts for purposes 
of bank reconciliation and cash on hand status reports. 

RECORD 

Chesterfield County records all transactions in General Ledger for all funds/accounts.   

- PlanRVA and City of Richmond provided access to reports at any time 

REPORT 

Chesterfield County prepares monthly/quarterly bank reconciliation and financial 
statements for periodic review. 

ANALYSIS 

PlanRVA submits monthly/quarterly statements to the City of Richmond to review 
with any preliminary findings or notes of analysis.   

REVIEW 

City of Richmond reviews bank reconciliations, monthly/quarterly financial 
statements and provides any findings to the Finance Committee.   

For purposes of assuring consistency with the Financial Policies and Procedures 
document approved by the CVTA Finance Committee:   

- PlanRVA provides staffing to fulfill the roles/responsibilities of Chief Financial 
Staff as described in Roles and Responsibilities: III.   

- Chesterfield County provides account management through the Fiscal Agent 
Agreement dated 1/11/21 as authorized in the Roles and Responsibilities: IV 

- City of Richmond provides review through the Fiscal Agent Agreement dated 
2/26/21 as authorized in the Roles and Responsibilities; IV 

Steps for Annual Budget Development (CVTA Administrative and Operating Account): 

1. PlanRVA develops draft budget for consideration by the Finance Committee in 
February of each year. 

2. The Finance Committee recommends a completed Fiscal Year budget for 
Authority consideration in March. 



3. The Authority schedules a public hearing and advertises the proposed FY 
Administrative and Operating Budget to occur at a regularly scheduled 
meeting prior to May 15th (April).   

4. The Authority holds a public hearing and takes action regarding the FY 
Administrative and Operating budget by May 15th pursuant.   

5. Occurrences requiring amendments to the budget may be made 
administratively following concurrence among staff from PlanRVA (Chief 
Financial Staff), provided the total budget is not changed and adjustments 
between line items is equal to or less than $10,000.   

6. Occurrences resulting in major adjustments, those in excess of $10,000 must 
have approval from the Finance Committee.   

Steps for Invoice Payments (CVTA Administrative and Operating Account): 

1. Invoices submitted by email to CVTA@PlanRVA.org or by post to CVTA c/o 
PlanRVA 9211 Forest Hill Avenue, Suite 200 Richmond VA 23235.   

a. Invoices internally routed. 
b. Staff reviews invoices for consistency with general guidelines set forward 

in the Financial Policies and Procedures (Financial Management and 
Operations: II) 

c. Staff prepares entries in QuickBooks for payables 
2. PlanRVA submits batched invoices to City of Richmond for approval via email 

with cc: to Chesterfield County.  Batch should include a coversheet 
documenting vendor and dollar amount to be paid.  All invoices should be 
included along with a budgetary statement (date and time stamped) that 
includes enough detail documenting requested payments are within the 
Authority’s approved budget. 

3. City of Richmond reviews batch for reasonableness, accuracy and within the 
Authority’s approved budget.  City of Richmond notifies Chesterfield County via 
email that the batch has been approved and authorizes payments. 

4. Once the City of Richmond’s approval is received, Chesterfield County prepares 
payment disbursements within payment system and initiates payment to 
vendors.  Chesterfield County notifies PlanRVA via email that disbursements 
have been made so that payables can be reversed in the General Ledger. 

Steps for Processing Local Distributions: 

1. Monthly Revenue Transfer statement submitted by VDOT 
a. Reported transfer amount validated by Chesterfield County as matching 

deposit 
2. Chesterfield County prepares coversheet summarizing Monthly Revenue 

Transfer statement, providing it and original Monthly Revenue Transfer 
statement to Finance Directors’ Working Group within 3 business days, 
including: 

a. Calculated total revenues for sales and fuels tax receipts.  
b. Bar chart summarizing monthly receipts for trend analysis.  
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c. Calculated distributions to jurisdictions (includes distribution between 
Town of Ashland and Hanover County according to agreed method)  

i. 1st Transfer of each fiscal year is reduced by total amount budgeted 
for FY Administrative and Operating Expenses.   

3. Finance Directors Working group coordinate local review and validation of 
revenues and calculations; respond back with confirmation to accept deposits 
as submitted within 3 business days.   

4. Chesterfield County initiates transfers within 2 business days and collects 
confirmation from each jurisdiction that the deposit was made as expected. 

Steps for Regular Reporting to the City of Richmond and Finance Committee: 

1. PlanRVA will prepare a monthly financial reporting package for review by 
the City of Richmond.  It will include: 

a. Bank account(s) reconciliation performed by Chesterfield County 
b. Summary of invoices paid during the period with documentation of 

consistency with budget and approval 
c. Summary of distributions to local governments for 50% portion of 

revenues including documentation of local validation of distribution 
amounts 

d. Summary of distributions to GRTC  
e. Approved Meeting minutes Budget amendments and trail of 

approval consistent with policies 
f. P&L, Balance sheet, Comparison of Budget to Actual YTD,  
g. Investment Report 

  



Timeline of Meetings:  FY2021 

February 

Monday Tuesday Wednesday Thursday Friday Notes 
1 Finance 
Committee Chair 
Briefing  

2 3- Finance 
Committee 
Mailout 

4 5  

8 9 10- Finance 
Committee 
Meets 

11 12 Authority 
Packet Deadline 

 

15 16 
Authority 
Mailout 

17  18 19  

22 23 24 25 Finance 
Packet Deadline 

26 Authority 
Meets 

 

      
 

March 

Monday Tuesday Wednesday Thursday Friday Notes 
1 Finance 
Committee Chair 
Briefing  

2 3- Finance 
Committee 
Mailout 

4 5  

8 9 10- Finance 
Committee Meets 

11 12 Authority 
Packet Deadline 

 

15 16 
Authority 
Mailout 

17  18 19  

22 23 24 25 Finance 
Packet Deadline 

26 Authority 
Meets 

 

29 30 31    
 

April 

Monday Tuesday Wednesday Thursday Friday Notes 
   1 2  
5 Finance 
Committee Chair 
Briefing  

6 7- Finance 
Committee 
Mailout 

8 9  

12 13 14- Finance 
Committee Meets 

15 16 Authority 
Packet Deadline 

 

19 20 
Authority 
Mailout 

21  22 23  

26 27 28 29 Finance 
Packet Deadline 

30 Authority 
Meets 

 



May 

Monday Tuesday Wednesday Thursday Friday Notes 
3 Finance 
Committee Chair 
Briefing 

4 5 Finance 
Committee 
Mailout 

6 7  

10 11 12 Finance 
Committee Meets 

13 14 Authority 
Packet Deadline 

 

17 18 
Authority 
Mailout 

19  20 21  

24 25 26 27 Finance 
Packet Deadline 

28 Authority 
Meets 

 

31 Finance 
Committee Chair 
Briefing 

     

 

June 

Monday Tuesday Wednesday Thursday Friday Notes 
 1 2 Finance 

Committee 
Mailout 

3 4  

7 8 9 Finance 
Committee Meets 

10 11 Authority 
Packet Deadline 

 

14 15 
Authority 
Mailout 

16  17 18  

21 22 23 24 Finance 
Packet Deadline 

25 Authority 
Meets 

 

28 Finance Chair 
Briefing 

29 30    

 


