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MEMORANDUM

To: All Agencies and CPAs Contracting for and Submitting Audit Reports to the
Division of County Audit and the Division of Municipal Audit

From: Dennis F. Dycus, CPA, CFE, Director
Division of Municipal Audit

Jim Arnette, CGFM, CCP, CISA, Directoy .
Division of County Audit

Subject: New Web Application Release — Contract and Report System (CARS)

Development of the Comptroller’s automated reporting system known as CARS has been
completed. The module used to submit annual financial reports has been available since
January 15, 2010. CARS now provides a comprehensive web based application that will be
used for executing contracts as well as submitting financial reports. We are requiring all
CPA firms and agencies that contract with and report to the Division of County Audit and
the Division of Municipal Audit to (1) begin using the new application for executing
contracts and submitting reports, and (2) discontinue using the email accounts
(CA.Contracts@tn.gov and MA.Contracts@tn.gov) for submitting executed contracts and
annual financial reports.

CARS is a user-friendly application that provides a manual, video demonstrations and
other training information to guide you through the contracting and reporting processes.
All users should take the time to view the video demonstrations and review the manual and
other training materials on how to use CARS. If, after reviewing the training materials,
you need further assistance, please contact our office for additional guidance.

The first step in beginning to use CARS will involve setting up a new account. In order to
set up a new account you will need an active email address. For those agencies that
currently do not have an email address, you will need to establish an email account. There
are many free web mail services that can be accessed through the web, including those
offered by Yahoo, Google, and AOL, as well as the email services offered by Internet
providers. For those agencies that do not have computers, your local library will most likely
have public access computers.
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The CARS contract process has 3 main steps. One party begins the process and signs the
contract. The second party is notified that the contract is awaiting their action. Once the
second party signs the contract, the Department of Audit is notified that a contract is
awaiting our response. Once the Department of Audit signs the contract, a “pdf” file is
created and no further changes can be made to the contract. The document will then be
accessible through CARS, in the manage contracts section.

The contract module of CARS uses electronic signatures based on user information for the
account. Security features have been built into CARS to permit or restrict access for
signing contracts and managing accounts. However, the burden of security rests with the
agencies that are using CARS. Login credentials should be protected and changed
periodically. However, CARS does not require passwords to be changed.

Certain contract provisions may require greater detail than you have included in the past.
Please review the contract flowcharts in the CARS help menu to assist you in following
these provisions.

The audit contract places the burden of submitting the annual financial report on the public
accounting firms conducting the audits. Therefore, in CARS, only public accounting firms
will be permitted to submit annual financial reports for agencies that have executed a
contract to audit accounts. There are some agencies that file unaudited financial
information or that file a courtesy copy of the annual financial report with Municipal Audit.
Those agencies will be able to upload that information in CARS.

Financial reports submitted through this system will, upon acknowledgement of receipt by
the Comptroller’s Office, be posted and accessible to the public through the on-line services
section of the Comptroller’s website. Management letters will not be posted to the web,
unless they have been incorporated in the body of the annual financial report. To ensure
that separately issued management letters (as well as any other supplemental
correspondence related to the annual financial report) are not posted to the web, you must
submit separate files for the annual financial report, management letter, and any other
supplemental correspondence. Please do not submit an additional paper copy of the report
to our office, unless specifically requested to do so. All parties to the contract will be able to
monitor whether the audit report has been posted by using the “manage contracts” link
within the CARS application.

CARS can be accessed from the on-line service section of the home pages for County Audit
and Municipal Audit or at the following web site:
https://www.comptrollerl.state.tn.us/RA Upload/ .

If any agency or CPA firm is unable to comply with these new contracting and reporting
procedures or encounters problems with using CARS, please contact our office. We also
welcome any comments of questions you may have.
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