
REPORT OF EXAMINATION   |   2018M-63

DIVISION OF LOCAL GOVERNMENT AND SCHOOL ACCOUNTABILITY 

JUNE 2018

Town of Broadalbin

Records and Reports 



Contents

Report Highlights   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  1

Records and Reports   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  2

What Does Adequate Financial Recording and Reporting Entail? .  .  .  2

Financial Records and Reports Are Not Adequate.  .  .  .  .  .  .  .  .  .  .  3

What Do We Recommend?  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  6

Appendix A – Response From Town Offi cials  .  .  .  .  .  .  .  .  .  .  .  .  .  8

Appendix B – Audit Methodology and Standards  .  .  .  .  .  .  .  .  .  .  . 12

Appendix C – Resources and Services .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 14



Office of the New York State Comptroller       1

Report Highlights

Audit Objective
Determine whether the Supervisor maintained timely, 
complete and accurate accounting records and reports 
to allow the Board to properly manage the Town’s 
finances.

Key Findings
  The Supervisor did not maintain, or require his 
bookkeeper to maintain, complete, accurate and 
up-to-date accounting records and reports.

  The bookkeeper did not record all cash transfers 
and advances between Town bank accounts and 
funds in a timely manner.

  Annual update documents (AUDs) were not filed 
in a timely manner.

Key Recommendations
  Periodically review the bookkeeper’s work to 
ensure that all financial activity is accurately and 
completely accounted for.

  Develop a plan for updating and maintaining the 
accounting records and filing AUDs in a timely 
manner.

Town officials generally agreed with our 
recommendations and have initiated, or indicated they 
planned to initiate, corrective action.   

Background
The Town of Broadalbin (Town) is 
located in Fulton County.

The Town is governed by an elected 
five-member Town Board (Board), 
which consists of the Town Supervisor 
(Supervisor) and four council 
members. The Board is responsible 
for the general oversight of the 
Town’s operations and finances. The 
Supervisor is the chief executive and 
chief financial officer. The Supervisor 
is assisted by a bookkeeper who 
maintains the accounting records and 
a secretary who maintains the check 
registers and prints checks. 

Audit Period
January 1, 2015 − August 31, 2017

Town of Broadalbin

Quick Facts

Population 5,260

Employees 30

2017 Appropriations $1,766,073
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In March 2017, the Board hired an accounting consultant to assist the Supervisor 
and bookkeeper in updating the accounting records and completing and filing 
the detailed annual update documents (AUDs) with the Office of the State 
Comptroller (OSC) for 2015 and 2016. The accounting consultant recommended 
several adjustments to account balances recorded in the accounting records 
by the bookkeeper, and the 2015 and 2016 AUDs were subsequently filed with 
OSC in September 2017. In September 2017, the Board terminated the former 
bookkeeper and subsequently hired a new bookkeeper.  

What Does Adequate Financial Recording and Reporting Entail?

The Supervisor is responsible for maintaining the Town’s financial records and 
providing monthly reports to the Board that summarize financial activities. These 
monthly reports should include a detailed accounting of all money received 
and disbursed. Good business practices dictate that these reports also contain 
balance sheet account balances (asset, liability and fund balance) and detailed 
year-to-date budget-to-actual comparisons of revenues and expenditures for each 
fund. The Board’s ability to make sound financial decisions is limited when it does 
not receive complete, accurate and timely financial information.

General ledgers, cash receipt and disbursement journals, and subsidiary revenue 
and appropriation ledgers must be maintained in a complete, accurate and timely 
manner. It also is important that the Supervisor perform monthly reconciliations 
of the Town’s bank statement balances to the cash balances as recorded 
in the Town’s records. Any differences must be promptly resolved to ensure 
that financial activities are accounted for in a proper and timely manner. If the 
Supervisor assigns recordkeeping duties to a bookkeeper, the Supervisor must 
provide sufficient oversight to ensure the bookkeeper’s records are accurate and 
up-to-date.

Further, towns with populations between 5,000 and 19,999 are required by New 
York State General Municipal Law1 to annually complete and file with OSC an 
AUD of all financial activity for the preceding year no later than 90 days after the 
close of their fiscal year.2 The AUD is an important fiscal tool that provides the 
Board with the financial information necessary to monitor the Town’s operations 
and other interested parties with a complete summary of the Town’s financial 
activities. 

Records and Reports

1 New York State General Municipal Law Section 30

2 A 30-day extension for fi ling the AUD is possible if a written request is submitted to OSC prior to the end of 
the 90-day fi ling period.
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Financial Records and Reports Are Not Adequate

The Supervisor neither maintained nor required the bookkeeper to maintain 
complete, accurate and up-to-date accounting records and reports. He also 
did not adequately oversee the bookkeeper’s work during our audit period by 
verifying that all transactions were properly recorded and monthly bank statement 
balances were reconciled with cash balances recorded in the accounting system. 

The bookkeeper failed to properly maintain the Town’s accounting records. The 
bookkeeper recorded revenues received and deposited by the Supervisor3 and 
disbursements processed by the Supervisor’s secretary.4  We reviewed activity 
from both five significant revenues5 and five significant expenditures6 to determine 
whether they were properly recorded. Except for minor variances, which we 
discussed with officials, these revenues and expenditures were properly recorded. 
However, the bookkeeper did not record all transfers between bank accounts, 
interfund transfers and interfund advances made in 2015 and 2016 in a timely 
manner. Specifically, the bookkeeper did not record nine transfers and advances 
between Town bank accounts and funds totaling $292,500 in a timely manner, as 
follows: 

  Seven interfund advances totaling $222,500 made from various operating 
funds were not recorded. For example, two advances totaling $35,000 made 
from the town-wide general fund to the town-outside-village highway fund in 
July 2015 to pay expenditures while awaiting the second quarter sales tax 
revenues7 were not recorded until July 2017 when the accounting consultant 
adjusted and corrected the records. As a result, the town-wide general 
fund’s cash balance was overstated and the town-outside-village highway 
fund cash balance was understated in the accounting records. Similarly, the 
town-wide general fund’s interfund receivable and the town-outside-village 
highway fund’s interfund payable were both understated by $35,000 until the 
records were corrected 24 months after the advances occurred.

  Two transfers between bank accounts for the same operating fund8 totaling 
$70,000 were not recorded. As a result, certain cash balances in the 
accounting records were inaccurate. For example, $40,000 transferred from 
the town-outside-village highway savings account to the town-outside-village 

3 Based on the deposit slip and other details provided to the bookkeeper.

4 Based on the abstract of claims prepared by the Deputy Town Clerk.

5 The revenues selected include real property taxes, sales tax distribution by County, transfer station permit 
sales, fi nes and forfeited bail, and mortgage tax distribution by County.

6 The expenditures selected included garbage and refuse, snow removal, health insurance, equipment and 
town park construction.

7 The second quarter sales tax revenue was received in August 2015.

8 The Town’s primary operating funds include a town-wide general fund, town-outside-village general fund, 
town-outside-village highway fund and water fund. 
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highway checking account on February 29, 2016 was not recorded in the 
accounting records when the transfers occurred. As a result, the accounting 
records’ cash balances for the town-outside-village highway savings account 
and checking account were overstated and understated, respectively, until 
the balances were adjusted and corrected by the accounting consultant in 
August 2017. 

Similarly, during our review of the Town’s accounting records for the period 
January 1 through August 31, 2017, we found the bookkeeper did not properly 
record four transfers between bank accounts totaling $132,270. Three of these 
transfers totaling $130,742 were to return money previously loaned. However, 
they were not properly recorded. For example, a transfer of $80,000 from the 
town-outside-village highway fund to the town-wide general fund to repay a loan 
was correctly recorded as a decrease in town-outside-village highway cash and 
interfund loans payable. However, it was not recorded as an increase in town-
wide general fund cash or a decrease in interfund loans receivable. As a result, 
the town-wide general fund’s cash balance was understated by $80,000 as of 
August 30, 2017 and the interfund receivables and payables were out of balance.    

We reviewed the December 31, 2015 and December 31, 2016 bank statement 
reconciliations for the Town’s 11 operating funds’ bank accounts and the related 
adjusting entries prepared by the accounting consultant to determine whether 
they were accurate. We also compared these reconciled bank balances to 
the accounting records’ cash balances prior to the accounting consultant’s 
adjustments. While the accounting consultant’s reconciliations were accurate, 
prior to the consultant’s adjustments, the Town’s recorded cash balances were 
inaccurate as of December 31, 2015 and 2016 because the former bookkeeper 
failed to record all cash transactions, as follows:

  2015 total year-end cash balances for all funds recorded in the general 
ledger for the Town’s 11 operating fund bank accounts were overstated in 
total by $193,673, prior to the accounting consultant’s adjustments made in 
September 2017.

  2016 total year-end cash balances for all funds recorded in the general 
ledger for the Town’s 11 operating fund bank accounts were overstated in 
total by $344,292, prior to the accounting consultant’s adjustments made in 
September 2017.

We also observed additional issues with the 2017 accounting records as of 
August, 31 2017 that had not been corrected, as follows:

  We performed bank statement reconciliations for the town-wide general 
fund and town outside-village highway fund checking accounts and 
compared the reconciled bank balances to the cash balances recorded in 
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the general ledger and check registers.9 We found the town-wide general 
fund checking general ledger balance was overstated by $185,602 and the 
town-outside-village highway fund checking account general ledger balance 
was overstated by $52,152. These discrepancies occurred because all 
transactions were not recorded and detected by the current bookkeeper, 
who only reconciled the bank statement balances to the check registers. She 
did not also reconcile the bank statement balances to the cash balances 
recorded in the general ledgers. For example, had she reconciled the bank 
statements to the cash balances recorded in the general ledger, she would 
have identified that a transfer totaling $45,991 from the town-outside-village 
highway checking to town-outside village general savings was not recorded, 
decreasing cash in the town-outside-village highway checking account. 

  The 2016 fourth quarter sales tax revenue of $184,000 received in January 
2017 was recorded twice as revenue in the accounting records. For 2016, 
it was properly recorded as revenue distributed between the town-outside 
village general and the town-outside-village highway funds. However, when 
received in January 2017, it was erroneously recorded a second time as 
2017 revenue in the town-wide general fund. Mortgage tax revenue was 
also overstated by approximately $45,600 due to recording twice the amount 
collected in error.

Town officials were provided with monthly reports of operations (i.e., actual 
revenues and expenditures) compared to the budgetary estimates. However, 
because the accounting records were inaccurate and incomplete, the monthly 
reports contained inaccurate balances for cash, interfund transfers and interfund 
advance receivables and payables. This happened because the bookkeeper had 
not received appropriate training and, therefore, did not understand how to record 
certain transactions or the importance of keeping timely and accurate records. 
The Supervisor was unaware of these deficiencies because he did not review the 
bookkeeper’s work. Without accurate and complete monthly reports, the Board 
cannot accurately assess the Town’s financial operations. 

The Supervisor told us that he was concerned about the condition of the 
accounting records because the 2015 and 2016 AUDs had not been filed and, 
in March 2017, he asked an accounting consultant if he could examine the 
Town’s records and assist the bookkeeper in filing the 2015 and 2016 AUDs. As 
a result, the Board hired the accounting consultant in March 2017 to assist the 
bookkeeper in updating the accounting records and filing the delinquent 2015 
and 2016 AUDs. Between March 2017 and September 2017, the consultant 
prepared the bank reconciliations for each fund’s bank accounts for 2015 and 
2016 and recommended correcting adjustments to the accounting records for the 

9 The Supervisor’s secretary maintains the check registers and saving account registers using a separate 
computerized application not integrated into the central accounting system. This application is also used to 
generate the disbursement checks issued from the Town’s checking accounts.
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bookkeeper to record. However, the 2015 accounting records were closed10 and 
the bookkeeper was unable to record any correcting entries in the 2015 records. 
As a result, all 2015 adjusting entries were instead made to the beginning 
balances in 2016. 

We examined the consultant’s adjustments11 and bank reconciliations for the 
Town’s 11 bank accounts to determine whether the adjustments were supported. 
We found that the consultant corrected seven of the nine errors we identified 
above. We discussed the remaining two errors totaling $60,000 with Town officials 
to be corrected in the subsequent year.

The 2015 AUD was submitted on August 8, 2017 (524 days late) and the 2016 
AUD was submitted on September 23, 2017 (205 days late). Our review found 
that, while the Town does not appear to be under fiscal stress, Town officials 
did not have complete, accurate and timely financial information for the Town’s 
operating funds during 2015, 2016 and 2017. As a result, the Board’s ability to 
monitor the Town’s financial affairs and accurately assess the Town’s financial 
condition and make sound financial decisions was hampered.  

What Do We Recommend? 

The Supervisor should:

1. Periodically review the bookkeeper’s work to ensure that all financial 
activity is accurately and completely accounted for.

2. Ensure monthly bank reconciliations are prepared and the reconciled bank 
balances agree with the related general ledger cash balances. Promptly 
investigate and resolve any discrepancies.

3. Provide accurate monthly financial reports to the Board that include 
balance sheet account balances and detailed year-to-date budget-to-
actual comparisons of revenues and expenditures for each fund, as well 
as monthly bank reconciliations and bank statements.

4. Ensure that the Town’s AUD is filed with OSC within the required time 
limits.

The Board and Supervisor should:

5. Develop a plan for updating and maintaining the accounting records and 
filing AUDs in a timely manner.

10 The Town’s accounting system only allows two consecutive years to be open and automatically closes any 
prior years to prevent any entries to prior years. 

11 The accounting adjustments for 2015 and 2016 made by the accounting consultant were posting to the 
Town’s accounting system generally between July and September 2017. 
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6. Ensure the bookkeeper is provided with adequate training in preparing 
and maintaining adequate accounting records, including preparing monthly 
bank reconciliations, fund transfers and advances, and preparing reports 
to the Board. 
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Appendix A: Response From Town Offi cials
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Appendix B: Audit Methodology and Standards

We conducted this audit pursuant to Article V, Section 1 of the State Constitution 
and the State Comptroller’s authority as set forth in Article 3 of the New York 
State General Municipal Law. To achieve the audit objective and obtain valid audit 
evidence, our audit procedures included the following:

  We interviewed the Supervisor and bookkeeper and reviewed Board minutes 
to obtain an understanding of the Town’s accounting practices and the 
accounting records maintained to document the reasons the 2015 and 2016 
AUDs were not submitted to OSC in a timely manner. 

  We interviewed Board members to determine whether they received monthly 
reports of the Town’s financial activity including cash reconciliations and 
budget-to-actual results of operations.  

  We interviewed the accounting consultant to obtain an understanding of the 
accounting adjustments made to the 2015 and 2016 accounting records.

  We obtained and reviewed all bank statements for the audit period. 

  We reviewed the Town’s computerized financial records and compared them 
to the Town’s bank statements to determine the completeness, accuracy 
and reasonableness of the financial records generated from the accounting 
system.  

  We reviewed all transfers between bank accounts for January 2015 through 
August 2017 to determine whether these transactions were properly 
approved and recorded.  

  We compared cash balances on the December 2015, December 2016 
and August 2017 bank statements with the cash balances reported on the 
general ledger to determine whether the amounts agreed.

  We reviewed the supporting documentation for five significant revenues 
(real property taxes, sales tax, transfer station permit sales, fines and 
forfeited bail, and mortgage tax) and five significant expenditures (garbage 
and refuse, snow removal, health insurance, equipment and town park 
construction) to determine whether the cash receipts records and supporting 
documentation agreed to collections posted in the general ledger.

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

Unless otherwise indicated in this report, samples for testing were selected 
based on professional judgment, as it was not the intent to project the results 
onto the entire population. Where applicable, information is presented concerning 
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the value and/or size of the relevant population and the sample selected for 
examination. 

A written corrective action plan (CAP) that addresses the findings and 
recommendations in this report should be prepared and provided to our office 
within 90 days, pursuant to Section 35 of General Municipal Law. For more 
information on preparing and filing 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 the CAP available for public review in 
the Clerk’s office. 
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Appendix C: Resources and Services

Regional Office Directory
www.osc.state.ny.us/localgov/regional_directory.pdf

Cost-Saving Ideas – Resources, advice and assistance on cost-saving ideas
www.osc.state.ny.us/localgov/costsavings/index.htm

Fiscal Stress Monitoring – Resources for local government officials 
experiencing fiscal problems
www.osc.state.ny.us/localgov/fiscalmonitoring/index.htm

Local Government Management Guides – Series of publications that include 
technical information and suggested practices for local government management
www.osc.state.ny.us/localgov/pubs/listacctg.htm#lgmg

Planning and Budgeting Guides – Resources for developing multiyear financial, 
capital, strategic and other plans
www.osc.state.ny.us/localgov/planbudget/index.htm

Protecting Sensitive Data and Other Local Government Assets – A non-
technical cybersecurity guide for local government leaders 
www.osc.state.ny.us/localgov/lgli/pdf/cybersecurityguide.pdf

Required Reporting – Information and resources for reports and forms that are 
filed with the Office of the State Comptroller 
www.osc.state.ny.us/localgov/finreporting/index.htm

Research Reports/Publications – Reports on major policy issues facing local 
governments and State policy-makers 
www.osc.state.ny.us/localgov/researchpubs/index.htm

Training – Resources for local government officials on in-person and online 
training opportunities on a wide range of topics
www.osc.state.ny.us/localgov/academy/index.htm

http://www.osc.state.ny.us/localgov/regional_directory.pdf
http://www.osc.state.ny.us/localgov/costsavings/index.htm
http://www.osc.state.ny.us/localgov/fiscalmonitoring/index.htm
http://www.osc.state.ny.us/localgov/pubs/listacctg.htm#lgmg
http://www.osc.state.ny.us/localgov/planbudget/index.htm
http://www.osc.state.ny.us/localgov/lgli/pdf/cybersecurityguide.pdf
http://www.osc.state.ny.us/localgov/finreporting/index.htm
http://www.osc.state.ny.us/localgov/researchpubs/index.htm
http://www.osc.state.ny.us/localgov/academy/index.htm


Like us on Facebook at facebook.com/nyscomptroller 
Follow us on Twitter @nyscomptroller

Contact
Office of the New York State Comptroller
Division of Local Government and School Accountability
110 State Street, 12th Floor, Albany, New York 12236

Tel: (518) 474-4037 • Fax: (518) 486-6479 • Email: localgov@osc.ny.gov

www.osc.state.ny.us/localgov/index.htm

Local Government and School Accountability Help Line: (866) 321-8503

GLENS FALLS REGIONAL OFFICE – Jeffrey P. Leonard, Chief Examiner

One Broad Street Plaza • Glens Falls, New York 12801-4396

Tel: (518) 793-0057 • Fax: (518) 793-5797 • Email: Muni-GlensFalls@osc.ny.gov

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

mailto:localgov@osc.ny.gov
http://www.osc.state.ny.us/localgov/index.htm
mailto:Muni-GlensFalls@osc.ny.gov
https://www.facebook.com/nyscomptroller
https://twitter.com/nyscomptroller
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