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2                OFFICE OF THE NEW YORK STATE COMPTROLLER2

State of New York
Offi ce of the State Comptroller

Division of Local Government
and School Accountability

February 2012

Dear Town Offi cials:

A top priority of the Offi ce of the State Comptroller is to help local government offi cials manage 
government resources effi ciently and effectively and, by so doing, provide accountability for 
tax dollars spent to support government operations. The Comptroller oversees the fi scal affairs of 
local governments statewide, as well as compliance with relevant statutes and observance of good 
business practices. This fi scal oversight is accomplished, in part, through our audits, which identify 
opportunities for improving operations and Town Board governance. Audits also can identify 
strategies to reduce costs and to strengthen controls intended to safeguard local government assets.

Following is a report of our audit of the Town of Providence, entitled Financial Operations. This audit 
was conducted pursuant to Article V, Section 1 of the State Constitution and the State Comptroller’s 
authority as set forth in Article 3 of the General Municipal Law.

This audit’s results and recommendations are resources for local government offi cials to use in 
effectively managing operations and in meeting the expectations of their constituents. If you have 
questions about this report, please feel free to contact the local regional offi ce for your county, as listed 
at the end of this report.

Respectfully submitted,

Offi ce of the State Comptroller
Division of Local Government
and School Accountability
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Offi ce of the State Comptroller
State of New York

EXECUTIVE SUMMARY

The Town of Providence (Town) is located in Saratoga County. The elected Town Board (Board) 
consists of four council members and the Town Supervisor (Supervisor), and is responsible for 
managing Town operations and overseeing the Town’s fi nancial affairs. The Supervisor, as chief 
fi scal offi cer, is responsible for the receipt, disbursement and custody of Town moneys, maintaining 
accounting records, and providing fi nancial reports to the Board.

The Town offers services to its residents including justice court, transfer station services, fi re 
protection, ambulance, and street maintenance and improvement services. For 2010, the Town 
fi nanced the majority of its operating costs of approximately $1.3 million through real property taxes, 
sales taxes, and State aid.

The elected Town Clerk (Clerk) is responsible for issuing licenses and collecting various fees, 
including garbage bag and resident permit fees. 

Scope and Objective

The objective of our audit was to review the Town’s fi nancial operations for the period January 1, 2010 
to July 31, 2011. We extended our scope back to October 1, 2009 to test garbage bag claims. Our audit 
addressed the following related questions:

• Does the Supervisor maintain complete and accurate accounting records and prepare timely 
reports of the Town’s fi nancial activities?

• Does the Board provide accurate, timely, and adequate oversight over Town fi nances?

• Does the Clerk maintain accurate, complete, and timely records?
      

Audit Results

The Supervisor’s accounting records were in poor condition, and did not provide an accurate portrait 
of the Town’s fi nancial condition at any time, nor did they accurately state the fund balances. Further, 
though the Town has a January to December fi scal year, the accounting system is set up for a February 
to January fi scal year. Because of these issues, all of the Town’s fi nancial reports were unreliable 
and it’s not possible for the Supervisor to provide an accurate picture of the Town’s fi nancial 
condition to the Board at any time. The Supervisor annually fi led the Annual Update Document 
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(AUD); however, the Board has no assurance that the amounts reported were accurate because of the 
state of the accounting records.

The Board needs to improve its oversight of Town fi nances. The budgets adopted by the Board for 
2010 and 2011 did not include appropriated fund balance as a funding source and misclassifi ed debt 
service costs. The Board did not require the Supervisor to provide adequate monthly budget-to-actual 
comparison reports. In 2010, the Board did not perform an audit of the 2009 Supervisor and Clerk 
records and the Board’s audit of the 2010 Supervisor and Clerk records was insuffi cient. Finally, the 
Board did not properly audit claims prior to payment and has authorized the use of debit cards which 
circumvents the claims auditing process.

The Clerk’s operations need improvement. Town offi cials have not implemented policies and 
procedures regarding the sale of garbage bags and resident transfer station permits. In addition, the 
Clerk did not maintain an inventory of garbage bags and resident permits. This lack of internal controls 
creates an environment where errors and irregularities in the accounting for garbage bags and sales 
revenue could occur, and go undetected and uncorrected. 

Comments of Local Offi cials

The results of our audit and recommendations have been discussed with Town offi cials and their 
comments, which appear in Appendix A, have been considered in preparing this report. Town offi cials 
generally agreed with our recommendations and indicated they planned to initiate corrective action.
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Background

Introduction

Objective

The Town of Providence (Town) is located in the northwest quadrant 
of Saratoga County, and has a population of approximately 1,800. 
The Town Board (Board) consists of four council members and the 
Town Supervisor (Supervisor), and is responsible for managing 
Town operations and overseeing the Town’s fi nancial affairs. 

The Town offers services to its residents that include justice court, 
transfer station services, fi re protection, ambulance, and street 
maintenance and improvement services. For 2010, the Town fi nanced 
the majority of its operating costs of approximately $1.3 million 
through real property taxes, sales taxes, and State aid.

The Supervisor serves as the chief fi nancial offi cer and budget offi cer 
as well as the chief executive offi cer. The current Supervisor has been 
in offi ce since 2010, and uses the fi nancial accounting system that has 
been in place since 2002. He is responsible for maintaining custody 
of all Town moneys, maintaining accounting records, fi ling required 
fi nancial reports, and preparing the budget for presentation to the 
Board. He is also responsible for providing the Board with timely, 
accurate, and useful fi nancial information so that the Board can make 
knowledgeable fi nancial decisions. 

The Town Clerk (Clerk) collects fees for licenses, building 
applications, and garbage bag and resident permits. The Clerk 
collected $58,000 in fees from January 1, 2010 to July 31, 2011, 
more than half of which was for the sale of garbage bags and permits. 
In March 2011, the Clerk appointed a deputy who performs the same 
duties as the Clerk.

The objective of our audit was to review the Town’s fi nancial 
operations. Our audit addressed the following related questions:

• Does the Supervisor maintain complete and accurate 
accounting records and prepare timely reports of the Town’s 
fi nancial activities?

• Does the Board provide accurate, timely, and adequate 
oversight over Town fi nances?

• Does the Clerk maintain accurate, complete, and timely 
records?
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We examined Town’s fi nancial operations for the period January 1, 
2010 to July 31, 2011. We extended our scope back to October 1, 
2009 to test garbage bag claims.

We conducted our audit in accordance with generally accepted 
government auditing standards (GAGAS). More information on such 
standards and the methodology used in performing this audit are 
included in Appendix B of this report.

The results of our audit and recommendations have been discussed 
with Town offi cials and their comments, which appear in Appendix 
A, have been considered in preparing this report. Town offi cials 
generally agreed with our recommendations and indicated they 
planned to initiate corrective action.

The Board has the responsibility to initiate corrective action. A 
written corrective action plan (CAP) that addresses the fi ndings and 
recommendations in this report should be prepared and forwarded 
to our offi ce within 90 days, pursuant to Section 35 of the General 
Municipal Law. For more information on preparing and fi ling your 
CAP, please refer to our brochure, Responding to an OSC Audit 
Report, which you received with the draft audit report. We encourage 
the Board to make this plan available for public review in the Clerk’s 
offi ce. 

Comments of
Local Offi cials and
Corrective Action

Scope and
Methodology
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Supervisor’s Records and Reports

The Town’s fi nancial records must be complete, accurate and up-to-
date to be useful for managing Town operations. The Supervisor, as 
chief fi scal offi cer, is responsible for performing basic accounting 
functions, including maintaining accounting records, providing 
monthly fi nancial reports to the Board, and fi ling the annual update 
document (AUD) with the Offi ce of the State Comptroller (OSC). 
In addition, the Supervisor must perform monthly bank-to-book 
reconciliations to ensure the timely identifi cation and documentation 
of differences between the Town’s cash balances and those reported 
by its bank. 

The Supervisor did not maintain complete, accurate and up-to-
date accounting records or provide complete and accurate monthly 
fi nancial reports to the Board. As a result, the Board could not 
properly monitor and manage Town operations. The Supervisor 
annually fi led the AUD; however, the Board has no assurance that 
the amounts reported are accurate because of the poor accounting 
records.  

Town Law requires the Supervisor, as chief fi scal offi cer, to keep a 
complete and accurate account of the receipt and disbursement of all 
moneys. General ledgers, cash receipt and disbursement journals, and 
subsidiary revenue and appropriation ledgers should be maintained 
in a complete, accurate, and timely manner. The general ledger is a 
detailed accounting for assets, liabilities and equity (fund balance) 
accounts as well as revenue, expenditure and budgetary control 
accounts. At the end of each fi scal year, revenues and expenditures 
should be closed to fund balance, so that at the beginning of each 
year revenues and expenditures start at zero again. The general ledger 
accounts for assets, liabilities and fund balance help substantiate 
the fi nancial condition of the Town at a given point in time. It 
also is important that the Supervisor perform monthly bank-to-
book reconciliations of cash. Any differences must be promptly 
documented and resolved to ensure that fi nancial activities are 
accounted for in an accurate and timely manner.

We found accounting records were in poor condition, and did not 
provide an accurate portrait of the Town’s fi nancial condition at any 
time, nor did they accurately state the fund balances. First, although 
the Town has a January through December fi scal year, the accounting 
system inexplicably is set up for a February through January fi scal 
year so the fi nancial records, even if kept accurately, would never 
refl ect the Town’s fi scal year. 

Accounting Records
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Also, we found that the Supervisor does not use the chart of accounts 
as prescribed by OSC.1  His accounting records have revenue accounts 
set up as assets (bank accounts), and expenditure accounts set up as 
liabilities (accounts payables). The chart of accounts follows generally 
accepted accounting principles and establishes criteria for classifying 
the asset, liability, fund equity, revenue, and expenditure accounts. 
The Town’s accounting system does not follow this classifi cation 
system.  

In addition, the Supervisor never closes out his general ledger 
accounts as required. The revenue and expenditure accounts have 
had cumulative, running balances since their inception in 2002. 
Therefore, fund balances are not correct since the revenue and 
expenditure accounts are not being closed to fund balance at the end 
of each year.

Because of these issues, all of the Town’s fi nancial reports were 
unreliable and it’s not possible for the Supervisor to provide an 
accurate picture of the Town’s fi nancial condition to the Board at 
any time. The Supervisor annually fi led the AUD; however, there is 
no assurance that the amounts reported were accurate because of the 
state of the accounting records.

The Supervisor successfully reconciled the accounting system’s 
four checking accounts to bank statements. However, two savings 
accounts have not properly reconciled to the bank statements since he 
took offi ce. In fact, we determined these two accounts have not been 
reconciled since 2002. The Supervisor cannot reconcile these savings 
accounts without fi rst correcting the other problems in the accounting 
system.

The Supervisor should submit detailed fi nancial reports to the Board 
on a monthly basis. The monthly reports to the Board should provide 
a detailed accounting of moneys received and disbursed and budget 
to actual reports which allow the Board to monitor Town operations 
against the budget. 

Because the Supervisor did not maintain appropriate accounting 
records, he was unable to prepare timely, accurate, and complete 
reports for the Board. The Supervisor did prepare monthly reports 
which included a list of bank balances and the status of select highway 
fund appropriation accounts; however, these reports were inadequate 
and unreliable. He also provided the Board with a list of receipts 
and disbursements, but they were inadequate because each report 

1 The State Comptroller is responsible for prescribing the systems of accounts 
utilized by all local governments. OSC’s Accounting and Reporting Manual 
identifi es the various funds and accounts used by all towns.

Financial Reports
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excluded totals, making it diffi cult to determine how much money 
was received or disbursed by fund each month.

We reviewed the October, November, and December 2010 
Supervisor reports provided to the Board and found the following 
defi ciencies: 

• The reports list bank statement balances, but did not indicate 
if Town records of cash account balances reconcile with those 
bank balances. Consequently, the Board has no assurance that 
the cash balances recorded in the accounting records agree 
with bank balances.

• The reports only included budget to actual numbers for a 
select number of highway appropriation accounts instead of 
the budget to actual status of all revenue and appropriation 
accounts for all funds. The status of a few highway accounts 
does not provide a complete picture of the condition of Town 
fi nances and operations.

• The highway budget to actual comparisons shown in the 
reports were not mathematically correct. For example, 
the October report shows the adopted budget amount 
for maintenance of roads, personal services ($135,000), 
the monthly expenditures for October ($15,731), and the 
remaining available appropriations ($16,324). Both the 
November and December reports showed the same amount 
of monthly expenditures ($15,731) and the same remaining 
available appropriations ($16,324). In summary, these reports 
state that over a three month period the Town spent $47,193 
on maintenance of roads, personal services; however, the 
remaining available appropriations never changed and was 
$16,324 at the end of each month.

Based on the suffi ciency of cash balances, the Town does not presently 
appear to be experiencing fi scal stress. However, the lack of accurate 
and complete records and reports makes it impossible for the Board 
to monitor the Town’s fi nancial condition.

1. The Supervisor should ensure that the Town’s accounting records 
are complete, accurate, and maintained in a timely manner.

2. The Supervisor should perform complete and accurate monthly 
bank reconciliations and ensure that any differences disclosed by 
the reconciliation process are promptly identifi ed and resolved.

Recommendations
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3. The Supervisor should prepare and provide the Board with 
complete and accurate monthly fi nancial reports. 
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Board Oversight

The Board is responsible for the fi scal management and oversight 
of the Town to ensure that Town assets are properly safeguarded, 
recorded, and accounted for. The Board also has the authority and 
responsibility to adopt realistic, structurally balanced budgets 
and to monitor the budget continually. In small towns where one 
person may be responsible for many duties, the Board’s oversight is 
essential to ensure those offi cials are maintaining accurate, complete 
records and moneys are properly accounted for. Consequently, the 
requirement of the Board to audit, or cause to be audited, the annual 
receipts and disbursements of Town departments is an essential 
control. The Board is also responsible for the audit of claims, which 
provides segregation between the purchase of goods or services and 
the authorization for payment and helps keeps the Board involved 
in Town operations. A Board’s effective audit of claims will ensure 
Town moneys are spent appropriately and legitimately. 

The Board needs to improve its oversight of Town fi nances. The 
budgets adopted by the Board for 2010 and 2011 did not properly 
include appropriated fund balance as a funding source and 
misclassifi ed debt service costs.  The Board did not require the 
Supervisor to provide adequate monthly budget-to-actual comparison 
reports. In 2010, the Board did not perform an audit of the 2009 
Supervisor and Clerk records and the Board’s audit of the 2010 
Supervisor and Clerk records was insuffi cient. Finally, the Board did 
not properly audit claims prior to payment and has authorized the use 
of debit cards which circumvents the claims auditing process.

The Board's adopted budget is a plan for the expected revenues and 
appropriations necessary for the Town to provide services for the 
upcoming year’s operations. Generally, the amount of the tax levy 
will be the difference between the estimated cost to provide those 
services (appropriations) and the expected revenues that will be 
received (estimated revenues). When the Town has fund balance 
available from prior years’ activity, the Board may appropriate a 
portion of the fund balance as a fi nancing source in the budget to 
reduce the tax levy. The Board should show this appropriation of fund 
balance in the budget to ensure that the budget is balanced and the use 
of Town moneys is transparent to taxpayers. 

After the Board adopts the budget, they should monitor the status of 
the budget to ensure that the Town’s spending stays within budgeted 
appropriations, and to address revenue shortfalls as necessary. 
Whenever it appears probable that available appropriations will 

Budgets
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be insuffi cient to meet expenditures, the Board may, by resolution, 
modify the budget to increase appropriations and provide additional 
moneys from other sources (e.g., by transferring an unexpended 
balance of another unexpended appropriation or allocating fund 
balance). The Town may only use unanticipated revenues2 to the 
extent that the total of all revenues of a fund recognized or reasonably 
expected to be recognized in the current fi scal year, together with 
the unappropriated unreserved fund balance, exceeds the total of all 
revenues and appropriated fund balance as estimated in the budget.

The 2010 and 2011 budgets did not correctly show the appropriation 
of fund balance as a funding source. However, when we reviewed 
activity in certain accounts, we found that in the 2010 and 2011 
budgets the Board included estimated interfund revenues of 
$48,500 and $53,442 respectively. The Supervisor indicated these 
amounts represented extra moneys available from the prior year's 
unused appropriations, revenues the Town realized beyond budgeted 
estimates, and amounts available in savings (cash) accounts. The 
use of interfund revenues was essentially an appropriation of fund 
balance, but this was not classifi ed appropriately in the budget. By 
only looking at the results of individual revenue and appropriation 
accounts rather than the fund balance available to appropriate at year 
end, the Board risks that the budget will not be fully funded.  

The Board also used incorrect budget accounts for some activities. 
For example, in the 2010 budget, the Board appropriated $25,368 
for the last debt service payment on the highway garage in a 
transportation account instead of a debt service account. They also 
budgeted $34,800 for debt service on improvements to the Town hall 
in the playgrounds and recreational center account. The Board’s 2011 
budget correctly uses debt service accounts for these expenditures 
because the Supervisor, as budget offi cer, corrected the account codes. 
When the Board does not accurately classify fi nancial activity in the 
budget, Town fi nances are less transparent and it is more diffi cult for 
the Board to properly monitor Town operations. 

The Board should require that the Supervisor provide them with 
monthly fi nancial reports to properly carry out their fi scal responsibility 
duties. It is important that these reports include monthly balances 
of cash and fund balance and detailed year-to-date budget-to-actual 
comparisons of revenues and appropriations. The Board should 
ensure they authorize budget adjustments in accordance with Town 
Law, and that future budget status reports refl ect authorized changes.

Budget Status Reports

2  State and Federal grants-in-aid, gifts which must be expended for a particular 
object or purpose, and insurance recoveries for the loss, theft, damage or destruction 
of real or personal property which are proposed to be used or applied to repair or 
replace such property, may be appropriated by resolution of the town board at any 
time.
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The Board has not required that the Supervisor provide them with 
adequate budget status reports. As a result of this lack of information, 
the Board ran the risk of making poor fi nancial decisions. Due to 
the weaknesses in the budget process, we reviewed ten budget 
adjustments (out of 34 in our audit period) totaling $95,171.3 The 
Board authorized four budget adjustments totaling $81,707 that did 
not comply with Town Law.

• On January 6, 2011, the Board adopted a resolution to 
increase the 2011 appropriation for Machinery, Capital 
Outlay by $67,308; the source of fi nancing for the increase 
was appropriations left over from the 2010 budget. The 
original appropriation for this account in the 2011 budget 
was $38,000; the Board’s action therefore, was an attempt 
to increase the total available appropriations to $105,308. 
This budget amendment is not appropriate as at the end of 
each fi scal year unrealized revenue and unused appropriation 
budget amounts lapse, meaning the unused appropriations 
are no longer available and are not available as a means to 
increase the subsequent year’s budget.  

• In the next resolution, the Board authorized the expenditure 
of $85,000 on a truck which the Highway Superintendent 
recommended the Town purchase in November of 2010. By 
increasing the budget for a single unused appropriation from 
the prior year, the Board ran the risk of spending more money 
than was actually available. Further, while preparing the 
budget, the Board should have taken into account any known 
capital purchases they planned for the year and properly 
budgeted for them.  

• In May 2010, the Board authorized a transfer of $10,683 
from the highway fund appropriations to the general fund 
appropriations to cover the cost of benefi ts for the Deputy 
Highway Superintendent that were incorrectly budgeted for 
in the highway fund.  There is no provision in law to transfer 
budgetary appropriations from the highway fund to the general 
fund. In addition, in order to keep the budget in balance, 
budget transfers should only be made between appropriations 
accounts in a specifi c fund. 

• The Board authorized a $3,716 increase in general fund 
appropriations based on the receipt of two unanticipated 
revenues. Because of the Town’s poorly maintained records, 

3  Refer to Appendix B, Audit Standards and Methodology, for sample selection 
information.
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it wasn’t possible for the Board to determine if these 
increases complied with Town Law.

When the Board does not receive adequate budget status reports, 
they run the risk of authorizing budget adjustments that could have a 
negative effect on the Town’s fi nancial condition.  

Town Law requires the Board to annually audit, or cause to be 
audited, the records of all individuals who receive or disburse 
moneys on behalf of the Town. This periodic audit of the fi nancial 
details of department operations should be thorough, and when done 
properly it can provide Board members with an understanding of 
those operations, which is essential to effective oversight. Once 
Board members have gained an understanding of the applicable 
operations and familiarized themselves with the types of records 
that Town offi cials should maintain, they should determine that the 
following minimum concerns are met: fi nancial records are complete 
and up-to-date; transactions are recorded properly; accountability 
is computed monthly; and required reports are made timely and 
accurately.

While the Board appeared to have performed a thorough audit of the 
Justice Court in both 2010 and 2011, they did not perform the same 
service for the Supervisor and Clerk. In 2010, the Board did not 
audit, or contract with an independent certifi ed public accountant to 
audit, the 2009 records of the Supervisor or the Clerk. The Board 
minutes indicated the Board discussed scheduling the audit of 
department records throughout the year, but they never conducted 
the audit. 

In February 2011, the Board performed an inadequate audit of the 
Clerk’s and Supervisor’s records. While three of the four board 
members reviewed the Supervisor's 2010 records, only one board 
member reviewed the Clerk’s 2010 records. There was no indication 
that the Board addressed the shortcomings of the Supervisor’s 
inadequate records or that they asked the Supervisor to institute 
corrective measures to improve his records. The Supervisor provided 
the Board with a printed general ledger (which included the detail of 
all entries posted to the accounting records), copies of the monthly 
Supervisor reports that he provided to them throughout the year (which 
included receipt detail reports and vendor transaction reports), and all 
of the bank statements with the corresponding bank reconciliation 
reports.4  The general ledger clearly indicated the erroneous chart of 
accounts and account codes and types used by the Supervisor. 

Annual Audit

4  There were no reconciliation reports for the two savings accounts which the 
Supervisor could not reconcile.
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As a result of the Board’s failure to provide adequate oversight of 
fi nancial activity and ensure that an annual audit was performed, 
there was a risk that Town moneys were not properly accounted for. 
Further, this lack of oversight allowed the poor accounting records 
to continue, leaving the Supervisor without the ability to create 
reliable fi nancial reports from which the Board could base fi nancial 
decisions.

The Board is responsible for auditing and approving all claims 
for payment. Auditing claims demands a thorough and deliberate 
examination of claims before they are paid to verify that they contain 
supporting documentation that is adequate to show that the claims 
represent actual and necessary Town expenses. With few exceptions,5  

all claims must be audited by the Board before payment. The Clerk 
is responsible for preparing the claims for the Board to audit prior 
to payment. After the Board approves the claims, the Clerk prepares 
an abstract of audited claims directing the Supervisor to pay the 
claimants the allowed amounts. The Board minutes should contain a 
record of the claims audited and approved for payment.

The Board did not conduct a proper review and audit of claims 
prior to payment. Board minutes indicated the Board approved the 
abstracts each month, but Town offi cials indicated that only one or 
two Board members reviewed the claims before the Board meeting. 
In 2001 the Board authorized certain claims consistent with the law 
(e.g., utilities) be paid prior to Board audit. In January 2010 they 
authorized debit cards for four employees to make purchases within 
established limits for each cardholder. Unlike the use of credit cards 
which result in a bill being submitted to the Town for review and 
approval prior to disbursing moneys to pay for the acquired goods, 
when debit cards are used, money is automatically deducted from the 
Town’s bank account at the time of purchase. As a result, payment 
occurs before audit of the claim, which is in violation of Town Law. 
Though Town offi cials submit claims for these debit card purchases 
each month, purchase amounts have already been deducted from 
Town accounts.
 
During our audit period, the Town processed 975 claims totaling $1.3 
million. To determine if claims were for valid and legal purposes, 
adequately supported with itemized invoices and indication that 
goods and services were received, and authorized by a department 
head, we reviewed a sample of 40 claims totaling $64,155,6 and 
found the following defi ciencies:7  

Audit of Claims

5 For example, salaries, debt service, and, when authorized by Board resolution, 
public utility services, postage, freight, and express charges 
6 Refer to Appendix B, Audit Standards and Methodology, for additional 
information regarding the sample selection process.
7 A single claim may have more than one defi ciency.
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• One claim was for $35,370 paid to an ambulance company 
with which the Board did not have a contract. Twelve other 
claims totaling $6,382 were not adequately supported with 
itemized invoices, receipts, or evidence that goods or services 
were received. 

• Twelve claims for 45 debit card purchases totaling $4,190 
were made prior to Board audit. Ten of these transactions did 
not have adequate itemized receipts to support the purchases. 
Four of the ten transactions totaling $529, submitted by the 
Clerk and Highway Superintendent for offi ce supplies and 
a camera, were paid based on order confi rmations printed 
from the internet on the date of the order. There were no 
itemized invoice and receiving documents to assure the 
Board that these goods were actually received. Additionally, 
fi ve transactions (including four that were not itemized) were 
inappropriate.  These included four debit card transactions 
totaling $190 for turkeys and hams which the Highway 
Superintendent provided his employees for the holidays.

• Four claims totaling $1,138 were not for legitimate Town 
purposes.  For example, the Town paid a volunteer fi re 
department member $600 to purchase presents for town 
children to be distributed at a fi re department sponsored 
holiday function. Further, the claim had no documentation of 
the purchases made with the money.   

We also compared the same 40 claims to abstracts and canceled 
checks and found three claims did not agree with abstracts and 
canceled checks. Two claims were paid with checks from different 
funds than the abstracts that they were listed on, and one claim 
did not match the abstract information due to a clerical error. For 
example, a claim included on the Highway Fund abstract because it 
represented the Highway Fund’s portion of insurance costs was paid 
from the Trust and Agency Fund’s checking account. 
 
The Board’s authorization of debit cards and failure to perform an 
adequate audit of claims increased the risk that the Town paid for 
goods or services that were not proper Town charges or that it did not 
receive. 

4. The Board should prepare and adopt the budget in the proper 
format, including appropriations and all funding sources 
(estimated revenues other than taxes, appropriated fund balance 
and taxes).

5. The Board should ensure that the Supervisor provides them with 

Recommendations
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monthly budget status reports to enable them to properly carry 
out their fi scal duties.

6. The Board should annually audit or provide for the audit of the 
records and reports of all Town offi cers or employees who 
received or disbursed moneys on behalf of the Town in the 
preceding fi scal year. 

7. The Board should conduct a thorough audit of all claims prior to 
payment.

8. The Board should ensure that all claims contain enough detailed 
information, supporting documentation, and proper approvals to 
demonstrate that the claims comply with statutory requirements 
and policies, that the amounts represent proper Town charges, 
and that the goods and services were actually received.

9. The Board should discontinue the use of debit cards.
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Town Clerk Records

The Clerk’s offi ce generates signifi cant revenue for the Town 
from the sale of garbage bags and resident’s transfer station permits 
(permits).8 It is important that Town offi cials establish internal 
controls over the purchase, safeguarding, and sale of garbage bags 
and permits, including written policies and procedures that establish 
responsibility over garbage bag related activities. To establish 
accountability, the Clerk should maintain a suffi cient record of all 
fi nancial transactions and an inventory record that accounts for 
bags and permits purchased, sold, and on-hand. Inventory records 
of garbage bags and permits purchased, sold, and on-hand are also 
helpful in reconciling sales. Periodically, the garbage bag inventory 
records should be reconciled to actual garbage bags on-hand, and any 
differences should be promptly investigated and resolved. During our 
audit period, the Clerk sold over $26,900 of garbage bags and $6,000 
in permits.

The Clerk is responsible for the sale of garbage bags and permits. 
Residents must obtain press-numbered permits for their car each 
year, and use Town issued green garbage bags to dispose of refuse 
at the Town transfer station. The Clerk is responsible for purchasing 
garbage bags and permits and maintaining their custody. She is also 
responsible for selling bags and permits; receiving, recording and 
depositing moneys; reporting these sales to the Board each month; 
and reconciling her bank statements. Because of the Clerk’s complete 
control over the duties related to the garbage bags and permits, we 
attempted to reconcile the purchase, sale, and current inventory of 
both garbage bags and permits. 

Town offi cials have not implemented policies and procedures 
regarding the sale of garbage bags and permits. The Clerk maintains 
a manual daily list of each garbage bag sale and then enters the total 
garbage bag sales into her fi nancial system each day. However, the 
Clerk does not maintain an inventory of garbage bags and, therefore, 
we could not reconcile her inventory and sales because we did not 
have a starting inventory number of bags to reconcile from. Due 
to this lack of accountability, we could not determine if all moneys 
received for garbage bag sales were recorded and deposited. The 
Board does not require her to maintain an inventory, nor have they 
attempted to reconcile the purchase, sale, and inventory of garbage 
bags at their annual audit. Further, we could not determine the 
number of bags she purchased for resale during our audit period. 
In October 2009 and 2010, the Town paid claims for garbage bag 

8  These resident permits allow access to the Town transfer station.
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purchases from the same vendor. The 2010 claim indicated the Clerk 
purchased 8,000 garbage bags. However, the 2009 claim did not 
include an itemized invoice of the goods purchased so we could not 
determine how many bags were purchased. As a result, we could not 
determine the number of bags available for resale during our audit 
period. At the time of our inventory count, the Clerk had 2,139 bags 
on hand, but there were no Town records available for comparison to 
this inventory number.

The Clerk maintains a record of permits in her computerized fi nancial 
system. We compared permit issuance reports to permits on hand, and 
determined that she issued 332 permits.9  At the time of our review, 
her records only accounted for 321 permits, 11 short of the permits 
issued during the audit period. The Clerk was not sure why permits 
were missing or unrecorded.

Town offi cials’ failure to establish policies and procedures for 
garbage bag and permit sales and to maintain inventory records could 
result in errors and irregularities in the accounting for sales going 
undetected and uncorrected. 
  
10. Town offi cials should develop and implement policies and 

procedures for the sale of garbage bags and permits. 

11. The Clerk should maintain an inventory of garbage bags and 
permits and reconcile the physical quantity on hand to the 
inventory record periodically.

Recommendations

9  This amount includes permits sold or provided free to volunteer fi re and 
ambulance personnel.
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APPENDIX A

RESPONSE FROM LOCAL OFFICIALS

The local offi cials’ response to this audit can be found on the following page.  
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APPENDIX B

AUDIT METHODOLOGY AND STANDARDS 

Our overall goal was to assess the adequacy of the internal controls put in place by offi cials to 
safeguard Town assets. To accomplish this, we performed an initial assessment of the internal controls 
so that we could design our audit to focus on those areas most at risk. Our initial assessment included 
evaluations of the following areas: fi nancial oversight and budgeting, chief fi nancial offi cer records 
and reports, cash receipts and disbursements, purchasing, payroll and personal services, and 
information technology. During the initial assessment, we interviewed appropriate Town offi cials, 
performed limited tests of transactions, and reviewed pertinent documents, Board minutes, and 
fi nancial records and reports.

After reviewing the information gathered during our initial assessment, we determined where 
weaknesses existed and evaluated those weaknesses for the risk of potential fraud, theft, and/or 
professional misconduct. We then decided upon the reported objectives and scope by selecting for 
audit those areas most at risk. We selected the Supervisor’s records and reports, Board oversight, and 
the Clerk’s records for further audit testing.

To assess the effectiveness of the Board’s fi scal oversight, we interviewed Town offi cials, reviewed 
Board minutes, and performed the following audit procedures:

• We inspected the printed general ledger, bank reconciliations, and abstracts (lists of approved 
claims) to determine if internal controls had been established over the maintenance of the 
accounting records and to determine if suspicious or questionable payments had been made.

• We reviewed Supervisor reports provided to the Board to determine if they provided an 
accurate picture of the Town’s fi nancial status.

• We interviewed Town offi cials and reviewed budgets, the Clerk’s budget reports provided to 
the Board, and Board minutes to assess the Board’s oversight of the budget.

• We reviewed the 2010 and 2011 budgets with the Supervisor and Clerk, and discussed the 
budget process and how the Board predicts/estimates fund balance for year end, uses the 
interfund revenue account, and appropriates fund balance.

• To determine if the Board properly authorized and offi cials recorded budget adjustments, we 
compared budget adjustments maintained by the Clerk to Board minutes to determine if they 
match, and if the Board appropriately executed budget adjustments.

• We selected a nonbiased judgmental sample of 10 budget adjustments totaling $95,171 from 
2010 and 2011. We took the Clerk’s budget status report, randomly selected a starting number, 
and selected 10 transactions. Because of the four to one ratio of budget adjustments from 2010 
to 2011, we tested (more) eight adjustments in 2010 and (less) two adjustments in 2011. 
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• We reviewed the procedures used by the Town to process claims, and reviewed claims, abstracts, 
bank statements and supporting documentation to determine if claims were adequately 
documented and legitimate. 

• We selected a nonbiased random sample of 30 claims by randomly choosing months in our 
audit period and testing claims in the order they appeared on the general and highway fund 
abstracts. Ten claims were debit card claims, 10 were general fund, and 10 were highway fund. 
We then selected a biased judgmental sample of 10 additional claims based on the results of the 
fi rst sample test, our professional judgment, and specifi c risks identifi ed during the course of 
the audit through observation of claims, records, Board minutes and interviews with offi cials.

• We interviewed local offi cials, reviewed Board minutes, and reviewed documents provided by 
the Clerk and Supervisor for the Town audit to assess the adequacy of the Board’s annual audit 
of the Clerk’s and Supervisor’s records. 

• We took a physical count of on-hand garbage bags in the Clerk’s offi ce and compared it to her 
records for garbage bag sales amounts, monthly reports of garbage bag sales, and purchases 
during the audit period, and attempted to compare it to the last inventory of garbage bags. We 
counted resident transfer station permits on hand and compared it to Clerk reports on resident 
permits for the period 10/1/10 to 9/23/11. Because the Clerk starts selling resident permits 
before the beginning of the year, we tested the sale and accounting for 2011 permits (sold in 
2010 and 2011).

We conducted this performance audit in accordance with generally accepted government auditing 
standards (GAGAS). Those standards require that we plan and perform the audit to obtain suffi cient, 
appropriate evidence to provide a reasonable basis for our fi ndings and conclusions based on our audit 
objective. We believe that the evidence obtained provides a reasonable basis for our fi ndings and 
conclusions based on our audit objective.
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APPENDIX C

HOW TO OBTAIN ADDITIONAL COPIES OF THE REPORT

Offi ce of the State Comptroller
Public Information Offi ce
110 State Street, 15th Floor
Albany, New York  12236
(518) 474-4015
http://www.osc.state.ny.us/localgov/

To obtain copies of this report, write or visit our web page: 



2525DIVISION OF LOCAL GOVERNMENT AND SCHOOL ACCOUNTABILITY

APPENDIX D
OFFICE OF THE STATE COMPTROLLER

DIVISION OF LOCAL GOVERNMENT
AND SCHOOL ACCOUNTABILITY

Steven J. Hancox, Deputy Comptroller
Nathaalie N. Carey, Assistant Comptroller

LOCAL REGIONAL OFFICE LISTING

BINGHAMTON REGIONAL OFFICE
H. Todd Eames, Chief Examiner
Offi ce of the State Comptroller
State Offi ce Building - Suite 1702
44 Hawley Street
Binghamton, New York  13901-4417
(607) 721-8306  Fax (607) 721-8313
Email: Muni-Binghamton@osc.state.ny.us

Serving: Broome, Chenango, Cortland, Delaware,
Otsego, Schoharie, Sullivan, Tioga, Tompkins Counties

BUFFALO REGIONAL OFFICE
Robert Meller, Chief Examiner
Offi ce of the State Comptroller
295 Main Street, Suite 1032
Buffalo, New York  14203-2510
(716) 847-3647  Fax (716) 847-3643
Email: Muni-Buffalo@osc.state.ny.us

Serving: Allegany, Cattaraugus, Chautauqua, Erie,
Genesee, Niagara, Orleans, Wyoming Counties

GLENS FALLS REGIONAL OFFICE
Jeffrey P. Leonard, Chief Examiner
Offi ce of the State Comptroller
One Broad Street Plaza
Glens Falls, New York   12801-4396
(518) 793-0057  Fax (518) 793-5797
Email: Muni-GlensFalls@osc.state.ny.us

Serving: Albany, Clinton, Essex, Franklin, 
Fulton, Hamilton, Montgomery, Rensselaer, 
Saratoga, Schenectady, Warren, Washington Counties

HAUPPAUGE REGIONAL OFFICE
Ira McCracken, Chief Examiner
Offi ce of the State Comptroller
NYS Offi ce Building, Room 3A10
Veterans Memorial Highway
Hauppauge, New York  11788-5533
(631) 952-6534  Fax (631) 952-6530
Email: Muni-Hauppauge@osc.state.ny.us

Serving: Nassau and Suffolk Counties

NEWBURGH REGIONAL OFFICE
Christopher Ellis, Chief Examiner
Offi ce of the State Comptroller
33 Airport Center Drive, Suite 103
New Windsor, New York  12553-4725
(845) 567-0858  Fax (845) 567-0080
Email: Muni-Newburgh@osc.state.ny.us

Serving: Columbia, Dutchess, Greene, Orange, 
Putnam, Rockland, Ulster, Westchester Counties

ROCHESTER REGIONAL OFFICE
Edward V. Grant, Jr., Chief Examiner
Offi ce of the State Comptroller
The Powers Building
16 West Main Street – Suite 522
Rochester, New York   14614-1608
(585) 454-2460  Fax (585) 454-3545
Email: Muni-Rochester@osc.state.ny.us

Serving: Cayuga, Chemung, Livingston, Monroe,
Ontario, Schuyler, Seneca, Steuben, Wayne, Yates Counties

SYRACUSE REGIONAL OFFICE
Rebecca Wilcox, Chief Examiner
Offi ce of the State Comptroller
State Offi ce Building, Room 409
333 E. Washington Street
Syracuse, New York  13202-1428
(315) 428-4192  Fax (315) 426-2119
Email:  Muni-Syracuse@osc.state.ny.us

Serving: Herkimer, Jefferson, Lewis, Madison,
Oneida, Onondaga, Oswego, St. Lawrence Counties

STATEWIDE AND REGIONAL PROJECTS
Ann C. Singer, Chief Examiner
State Offi ce Building - Suite 1702 
44 Hawley Street 
Binghamton, New York 13901-4417
(607) 721-8306  Fax (607) 721-8313


