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Report Highlights

Audit Objective
Determine whether the Town of Oneonta (Town) Clerk 
properly recorded, deposited and remitted Clerk fees in a 
timely manner.

Key Findings
The Clerk properly recorded all the fees we reviewed and 
remitted all fees collected during the audit period in a 
timely manner. However, the Clerk did not always deposit 
fees within the required time frame. The Clerk did not:

ll Deposit $5,266 in fees collected within the required 
time frame.

ll Prepare accurate bank reconciliations.

ll Prepare accountability analyses. 

¡¡ As of October 30, 2020, the Clerk’s bank account 
held an unaccounted for and unremitted cash 
balance of $262.

Key Recommendations
ll Deposit all collections within the required time frame.

ll Prepare bank reconciliations and accountability 
analyses, whereby known liabilities are reconciled to 
available cash.

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

Background
The Town of Oneonta, located in 
Otsego County, is governed by 
an elected Town Board (Board) 
composed of four members and a 
Town Supervisor (Supervisor). 

The elected Clerk collects fees 
for birth and death certificates, 
marriage licenses, park pavilion 
rentals, mobile home park 
renewals, dog licenses and 
New York State Department of 
Environmental Conservation 
licenses. 

Audit Period
January 1, 2019 - October 31, 
2020

Town of Oneonta

Quick Facts
Clerk Fees Deposited 
for the Audit Period $43,917

Population 5,229
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How Should a Clerk Record, Deposit and Remit Collections?

A clerk must properly account for all transactions by promptly and accurately 
recording the amounts collected in a cash receipts journal, depositing receipts 
and remitting money to the appropriate parties. Preparing accurate monthly bank 
reconciliations and accountability analyses are critical procedures that serve to 
document the status of money held by the clerk. Monthly bank reconciliations and 
accountability analyses enable the clerk to verify the accuracy of financial records 
and ensure that assets are sufficient to meet liabilities. 

In addition, the clerk is required to deposit all fees collected within three business 
days after the total received exceeds $250 and to remit such money to the 
supervisor and other agencies by the 15th day of the following month.

The Clerk Did Not Always Deposit Collections Timely 

We reviewed all collections for our audit period totaling $43,917 (45 deposit 
batches in 2019 and 64 batches in 2020) to determine whether they were 
deposited timely and reported and remitted to the Supervisor and other NYS 
agencies. Also, we reviewed 182 Clerk fees collected during our audit period 
totaling $11,542 to determine whether they were recorded accurately in the 
Clerk’s software.1

We found these receipts were recorded accurately and properly reported and 
remitted to the Supervisor or other NYS agencies in a timely manner. However, 
we identified 13 instances totaling $5,266 in which fees collected were not 
deposited within three business days, as required. These deposits ranged from 
one to four days late. 

This occurred because the Clerk was unaware of the statutory requirement for 
deposits. When money collected is not deposited timely, the risk that it could be 
lost or used for inappropriate purposes increases.

The Clerk Did Not Properly Reconcile the Bank Account or Prepare 
Accountability Analyses

While the Clerk attempted to reconcile her bank account on a monthly basis, she 
did not complete them properly. We reviewed the Clerk’s 2020 bank statements 
and found that she routinely used an inaccurate list of outstanding checks 
in the reconciliations. For example, she included checks written in March as 
outstanding checks on the February reconciliation. Further, she did not complete 
accountability analyses. As a result, she had a residual balance in her bank 
account. 

Town Clerk

...[W]e 
identified 13 
instances 
totaling 
$5,266 in 
which fees 
collected 
were not 
deposited 
within three 
business 
days, as 
required. 

1 Refer to Appendix B for information on our sampling methodology.
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We prepared an accountability analysis as of October 31, 2020. We found that 
the cash balance exceeded known liabilities by $262, as substantiated by Clerk 
records (Figure 1). 

Figure 1: Clerk’s Accountability Analysis as of October 31, 2020
Clerk Assets

Clerk fees bank account balance $930
Cash receipts on hand, undeposited 328

Total Clerk Assets $1,258
Clerk Liabilities

Due to Supervisor $582
Due to NYS Agriculture and Markets 41
Due to NYS Department of Health 23
Due to NYS Environmental Conservation 350

Total Clerk Liabilities $996
Unremitted Cash $262

Before our examination, the Clerk was unaware of the unaccounted-for balance 
in the bank account. We notified the Clerk of this excess so she could investigate 
the balance and determine to whom this money is owed. 

These discrepancies occurred because the Clerk lacked the appropriate training 
to properly reconcile her bank account and perform accountability analyses, 
and the Board assumed the Clerk’s records were accurate when performing the 
annual audit of her records. However, when deposits are not made timely or the 
bank account is not properly reconciled, there is an increased risk that collections 
could be used for inappropriate purposes without detection. During our fieldwork, 
we provided assistance to the Clerk on how to properly reconcile adjusted bank 
balances to cash balances in the accounting records.

What Do We Recommend? 

The Clerk should:	

1.	 Deposit all collections in a timely manner.

2.	 Prepare bank reconciliations and accountability analyses to identify errors 
and remit any excess amounts to appropriate parties.

3.	 Obtain training on the financial responsibilities of the Town Clerk from 
the State Comptroller’s Training Academy at www.osc.state.ny.us/local-
government/academy and/or the Association of Towns’ training manual.

http://www.osc.state.ny.us/local-government/academy
http://www.osc.state.ny.us/local-government/academy
http://www.osc.state.ny.us/local-government/academy
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Appendix A: Response From Town Officials
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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:

ll We interviewed the Clerk and other Town officials to gain an understanding 
of internal controls over collecting, recording, depositing, remitting and 
reconciling money collected by the Clerk.

ll We reviewed Board minutes and monthly and annual reports provided to 
Board members to determine the extent of financial information received by 
the Board.

ll We compared all bank statement activity and check images to transactions 
in the financial software for the audit period to determine whether the Clerk 
remitted collections to the Supervisor or other State agencies in a timely 
manner.

ll We used our professional judgment to select a sample of 182 Clerk fees 
(from 1,199 collected during the audit period) totaling $11,542, including 
all transactions for marriage licenses, park rentals and mobile home park 
renewals, and a random sample of dog license renewals. We reviewed the 
supporting documentation for our sample to determine whether they were 
recorded accurately in the Clerk’s software.

ll We reviewed all Clerk reports for the audit period to verify whether they were 
received by the Supervisor, as evidenced by the Supervisor’s signature.

ll We reviewed and verified the accuracy of the February 2019 bank 
reconciliation of the Clerk’s account. We compared our analysis of 
collections of Clerk’s fees to reconcile the bank balance at the end of each 
fiscal year quarter to the end of our audit period.

ll We reviewed all check images and bank statements for the Clerk’s bank 
account for the audit period to ensure there were no cash withdrawals, 
transfers out, checks to cash or checks written to the Clerk or the deputy 
clerk.

ll We reviewed all transactions from the Clerk’s financial software and all 
available source documents on file in the Clerk’s office for the audit period 
(consisting of 45 deposit batches in 2019 and 64 batches in 2020). We 
traced them to the Clerk’s monthly reports to the Board to determine whether 
money deposited was remitted and reported. Available source documents 
included dog licenses, marriage licenses, park rental agreements and mobile 
home park renewals processed during the audit period, which we reviewed 
to determine whether they were deposited accurately and timely.
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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 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 
the value and/or size of the relevant population and the sample selected for 
examination.

The Board has the responsibility to initiate corrective action. 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 
https://www.osc.state.ny.us/files/local-government/pdf/regional-directory.pdf

Cost-Saving Ideas – Resources, advice and assistance on cost-saving ideas 
https://www.osc.state.ny.us/local-government/publications

Fiscal Stress Monitoring – Resources for local government officials experiencing fiscal problems 
www.osc.state.ny.us/local-government/fiscal-monitoring

Local Government Management Guides – Series of publications that include technical information 
and suggested practices for local government management 
https://www.osc.state.ny.us/local-government/publications

Planning and Budgeting Guides – Resources for developing multiyear financial, capital, strategic and 
other plans 
www.osc.state.ny.us/local-government/resources/planning-resources

Protecting Sensitive Data and Other Local Government Assets – A non-technical cybersecurity 
guide for local government leaders  
https://www.osc.state.ny.us/files/local-government/publications/pdf/cyber-security-guide.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/local-government/required-reporting

Research Reports/Publications – Reports on major policy issues facing local governments and State 
policy-makers  
https://www.osc.state.ny.us/local-government/publications

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

https://www.osc.state.ny.us/files/local-government/pdf/regional-directory.pdf
https://www.osc.state.ny.us/local-government/publications
http://www.osc.state.ny.us/local-government/fiscal-monitoring
https://www.osc.state.ny.us/local-government/publications
http://www.osc.state.ny.us/local-government/resources/planning-resources
https://www.osc.state.ny.us/files/local-government/publications/pdf/cyber-security-guide.pdf
http://www.osc.state.ny.us/local-government/required-reporting
https://www.osc.state.ny.us/local-government/publications
http://www.osc.state.ny.us/local-government/academy


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/local-government

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

BINGHAMTON REGIONAL OFFICE – Ann C. Singer, Chief Examiner

State Office Building, Suite 1702 • 44 Hawley Street • Binghamton, New York 13901-4417

Tel (607) 721-8306 • Fax (607) 721-8313 • Email: Muni-Binghamton@osc.ny.gov

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

mailto:localgov@osc.ny.gov
http://www.osc.state.ny.us/local-government
mailto:Muni-Binghamton@osc.ny.gov
https://www.facebook.com/nyscomptroller
https://www.facebook.com/nyscomptroller
https://twitter.com/nyscomptroller
https://twitter.com/nyscomptroller
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