INSTRUCTIONS FOR COMPLETING THE AUDIT REPORT RECIPIENT SPREADSHEET
INTRODUCTION

Certified copies of audit reports will be filed electronically with each of the required recipients in accordance with state law.
Ohio Rev. Code § 117.26 requires that “certified copies of completed audit reports shall be filed in the office of the clerk of the legislative authority, clerk of the governing body, executive officer of the governing body, and chief fiscal officer of the audited public office.”  The statute provides that until copies of the report are filed with the officers listed in this section, an audit report is not a public record.  Ohio Rev. Code § 117.27 requires the audit report to be filed in the same manner with the audited entity’s legal counsel.

The manner of filing is not specified in the statute.  The audit report simply must be certified and “filed” in the enumerated offices.  The AOS’s new filing standard will be an electronic format.  This spreadsheet is to be used to collect the information necessary to distribute audit reports to recipients in accordance with the new standard.  
GENERAL INSTRUCTIONS 
· Check to make sure that you are using the current spreadsheet version = 1.6
· * DO NOT modify form!!!!! – modifying the form will cause data to be uploaded incorrectly and will jeopardize the distribution of the audit reports.

· * Every person on list will receive both the audit report and the management letter, except the entity representative.

· Additional Recipients section should be used only when the entity representative requests the audit report be filed with entity officials not listed in other categories.
· When starting data entry in a new contact type section, always make sure that you are starting on line #1.

· Near the conclusion of the audit, state auditors and Independent Public Accountants will use this spreadsheet to collect the recipient information from the entity representative for filing the required audit report.  
· This spreadsheet will then be stored with the project work papers and also posted to the Final Audit PDF in the audit folder.  
· When the spreadsheet has been completed, the regional office managers will then upload the spreadsheet to the AOS’s Intranet. (http://intranetapps/auditdistlistupload). 
SPREADSHEET FAQs
1. Q – Will the Entity Representative receive an electronic audit release notification email?
A – No – The Entity Representative is for contact purposes only regarding the information on the data collection form.

2. Q – Can I receive my report at more than one email address?
A – Yes – To enable the report recipient to receive their report at more than one email address, the auditor collecting the information must complete another address line for that person.  ALL required fields must be filled in (first name, last name, title, organization name, email address).  DO NOT just add another line with just the email address or with the required fields filled in with ‘same as above’.

3. Q – Can I designate one person to receive our report and that person can disseminate the information as needed?
A – Yes – To enable the client to designate a single person to receive the report, the auditor will collect their information as normal.  To adhere to the ORC, we still must also document the other required recipients.  When listing their information on the spreadsheet, just use the same email address for all recipients.  Please note that multiple emails will be sent to the designated email address.

4. Q – I don’t have an email address to receive the report!
A - As a last resort, the mailing address of the recipient should be collected and entered on the spreadsheet.   A paper copy will be generated and sent.  Once again, this is highly discouraged.
5. Q – Can a missing or incomplete spreadsheet delay the release of an audit?
A – Yes – Audits cannot be released until a completed audit distribution spreadsheet has been uploaded for that project.  Final audit notifications should not be submitted to the Clerk of the Bureau until the spreadsheet has been completed and uploaded
	FIELD DESCRIPTIONS
	

	Form Type
	This is the type of political subdivision or other entity being audited.

	Project Number
	This is the project number for the audit assignment.

	Customer Name
	This is the name of the political subdivision or other entity being audited.

	Date Completed
	This is the date that the spreadsheet was completed.

	Completed By
	This is the name of the person completing the spreadsheet.

	Title – (Completed By)
	This is the position title of the person completing the spreadsheet.

	CS – Client Survey (new)
	This is a checkbox field to designate persons that should receive a link to take a client survey (for only audit types of: ISA, LGS, MCA, Performance, Special, State of Ohio - Single)

	First Name
	This is the audit report recipient’s first name.

	Last Name
	This is the audit report recipient’s last name.

	Title – (Report Recipient)
	This is the official title of the report recipient.  This will usually match the field title but don’t be concerned if it doesn’t match exactly.

	Entity Name
	This is the entity that the report recipient represents.

	E-Mail
	This is the office or private e-mail address of the report recipient.

	Entity Representative
	The Entity Representative is for contact purposes only and will not receive an electronic filing of the certified audit report.

	Phone
	This is the telephone number where the entity representative can be reached in case there are transmittal problems.  This only needs to be listed in the entity representative row.



	Additional Recipient

	Extra report recipient lines to designate more individuals to receive the Audit Report and Management Letter at the request of the Entity Representative.


