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Report Highlights

Audit Objective
Determine whether the Town of Carroll (Town) Clerks 
(Clerks) recorded, deposited and reported collections 
accurately, and remitted them in a timely manner.

Key Findings
We could not determine whether swim program fees 
totaling $21,843 were properly accounted for or 
remitted in a timely manner because the Clerks did 
not maintain adequate accounting records. While the 
Clerks generally recorded, deposited and reported the 
Clerk fees, water rents and certain recreational fees 
we reviewed totaling $241,136 accurately, they did not 
always make remittances in a timely manner. 

ll The Clerks did not remit water rents and Clerk 
fees to the Town Supervisor (Supervisor) or to 
the appropriate State agencies by the 15th of 
each month. For example, a former Clerk held 
water rents totaling $94,200 for up to two months 
before remitting them to the Supervisor.

Key Recommendations
ll Remit collections to the Supervisor and other 
State agencies within the required time frames.

ll Retain adequate supporting documentation and 
accounting records to demonstrate that all swim 
program fees are recorded, deposited, reported 
or remitted accurately. 

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

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

The Board is responsible for overseeing 
the Town’s operations and finances, 
including overseeing the elected Clerk’s 
cash collection activities. 

The Clerk is responsible for collecting 
fees for licenses, recreation programs, 
permits and vital records. The Clerk is 
also responsible for collecting water 
rents billed quarterly to Town residents 
and businesses.

Generally, all fees collected are the 
property of the Town, County or State 
and must be promptly remitted to the 
appropriate parties.

Audit Period
January 1, 2015 – December 31, 2020.

Town of Carroll

2020 Quick Facts

Collected Water Rents $295,000

Clerk Fees $32,000

Recreation Fees $1,160*

Population 3,524

*Impacted by COVID-19
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During our audit period, three Clerks (Clerks A, B and C) served the Town. Clerk 
A served from January 2, 2006 until January 13, 2017 when she resigned. Clerk 
B served from January 14, 2017 through December 31, 2019, and Clerk C began 
serving the Town on January 1, 2020 and continues to hold this position.

How Should a Clerk Record, Deposit, Report and Remit Collections?

The clerk must properly account for all transactions by promptly and accurately 
issuing receipts, recording amounts collected in a cash receipts journal, 
depositing receipts intact (in the same amount and form (cash or check) as 
received), and reporting and remitting money to the appropriate parties. Clerks 
must submit monthly reports to the town supervisor for all money received and 
remit such money on or before the 15th of the month following receipt. The clerk 
also must report and remit collections to certain State agencies.

The clerk should prepare monthly bank reconciliations and accountability 
analyses by preparing a list of liabilities and comparing it to reconciled bank 
balances and money on hand. These are critical procedures that serve to 
document the status of money held by the clerk. They enable the clerk to verify 
the accuracy of financial records and ensure that assets are sufficient to meet 
liabilities.

In addition, the clerk must submit an annual accounting to the board, on or 
before January 20, for all money received and disbursed during the preceding 
year, unless an independent accountant has been hired to audit the clerk’s 
records within 60 days after the close of the fiscal year. The annual audit helps 
the board fulfill its overall fiscal oversight responsibilities by providing the board 
with an opportunity to assess the reliability of the books, records and supporting 
documents. The annual audit also serves to identify conditions that need 
improvement and provides useful information to help the board oversee the 
town’s financial operations.

The Clerks Had Inadequate Supporting Documentation and Records 
for Recreation Collections 

We reviewed1 19 months of recorded water rent collections totaling $192,300, 
six months of recorded Clerk fee collections2 totaling $37,710 and all recorded 
recreation fee collections totaling $32,969. We found only minor issues with 
water rents and Clerk fees being collected, deposited and reported. We 
communicated those results to Town officials. However, the Clerks did not retain 
adequate supporting documentation or accounting records to demonstrate that 

Town Clerk

1	 See Appendix B for all sampling methodology.

2	 Marriage, dog, hunting and games of chance licenses, birth and death certificates, and building permits
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swim program collections totaling $21,843 were recorded, deposited, reported 
accurately or remitted in a timely manner. 

We reviewed recreation collections recorded from January 1, 2015 through 
December 31, 20203 totaling $32,969. These included collections for summer 
day program fees and swimming program fees. While we did not find material 
issues with the summer day program collections totaling $11,126, we could not 
determine, due to the lack of adequate supporting documentation, the validity of 
swim program collections deposited and remitted totaling $21,843.

The Board did not establish comprehensive written policies or procedures 
detailing who was responsible for collecting swim program fees or what records 
should be created, used and maintained. As a result, the Clerks did not retain 
adequate supporting documentation or accounting records to demonstrate that 
all swim program collections were recorded, deposited, reported or remitted 
accurately. For example, original receipts were not always issued for collections, 
participation rosters were not maintained and retained, and receipts were not 
always issued when recreation employees delivered swim program collections to 
the Town. 

In addition, clear roles were not defined on who was responsible for receiving 
and depositing collections received from recreation programs. For example, on 
occasion, the two previous Clerks would collect program fees from the recreation 
department and remit them directly to the Supervisor for deposit. Other times, the 
previous Clerks deposited recreation program collections into the Clerk account 
before remitting them to the Supervisor. The current Clerk and a former recreation 
department employee told us that the collection and remittance process for 
recreation program collections evolved over time, and that no direction had been 
given on who should perform what functions or what records should be created 
and maintained.

Without complete accounting records, Town officials cannot be sure that all 
recreation program fees collected were deposited and remitted to the Town.

Collections Were Not Remitted in a Timely Manner

We reviewed 19 months of water rents collected by the Clerks totaling $192,300 
and found that 11 of the 19 remittances totaling $101,300 were not remitted to 
the Supervisor in a timely manner. For example, Clerk A held water rents totaling 
$94,200 for approximately two months before remitting them to the Supervisor.

We also reviewed 93 remittances totaling $88,000 made from the Clerk’s account 
to the Supervisor for Clerk and recreation collections between January 2015 and 

…[W]e could 
not determine, 
due to the lack 
of adequate 
supporting 
documentation, 
the validity of 
swim program 
collections 
deposited and 
remitted totaling 
$21,843.

3	 2020 summer recreation day programs had no collections due to COVID-19.

… Clerk A 
held water 
rents totaling 
$94,200 for 
approximately 
two months 
before remitting 
them to the 
Supervisor.



4       Office of the New York State Comptroller  

September 2020 and found that 54 remittances, totaling $55,000, were not paid 
by the 15th of the month as required. Between January 2015 and February 2020, 
these remittances ranged from one to 148 days late. However, remittances from 
March 2020 through September 2020 were made in a timely manner. 

We also reviewed 18 months of remittances made by the Clerks to various State 
agencies totaling $914. We found that 17 of the 28 remittances totaling $633 
were not made in a timely manner. Clerk A held collections for the New York State 
Department of Agriculture and Markets and the Department of Health for up to 
three months before remitting them.

The Clerks and the prior Board members were not aware of remittance 
requirements. In addition, the Board did not conduct a complete audit of the 
Clerk’s records because remittances were not examined for timeliness. As a 
result, the Clerks did not remit collections in a timely manner. 

While the required deadline is the latest point in time at which remittances may be 
made, from an internal control perspective, the best approach is to remit money 
as soon as possible. The longer money remains unremitted, the greater the risk 
that loss or theft can occur.

The Clerks Did Not Perform Bank Reconciliations or Accountabilities

None of the three Clerks properly completed monthly bank reconciliations 
and accountabilities. We found no evidence in the Town’s records that Clerk 
A completed monthly bank reconciliations or accountabilities. Clerk B began 
completing monthly reconciliations in December 2019 but did not complete 
corresponding accountabilities. The current Clerk, Clerk C, was preparing monthly 
reconciliations of the Clerk’s account but did not begin completing monthly 
accountabilities until we provided her guidance on how to properly complete them 
in December 2020.

As a result of not preparing monthly bank reconciliations and accountabilities, 
the Clerk’s account consistently had an unremitted and unaccounted-for balance 
owed to the Supervisor. We performed an accountability analysis and found 
the amount remaining in the account was $400 on December 31, 2019 and 
decreased to $191 on December 31, 2020.

The current Clerk told us that she had not received training before taking the 
position and was unaware until recently that accountabilities should be performed 
monthly. Additionally, although the Clerks presented their records to the Board 
for annual audit, the Board’s 2019 and 2020 audits did not address the late 
remittances or the unremitted money. A Board member told us that even though 
they used an audit checklist provided by our Office to conduct the required audit, 
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he and the other Board members did not know what a proper audit of the Clerk’s 
records should include or how to follow-up on deficiencies noted.

When the bank account is not properly reconciled, and monthly accountabilities 
are not prepared, officials cannot be assured that all collections have been 
recorded properly. This increases the risk that unrecorded collections could be 
used for inappropriate purposes without detection.

What Do We Recommend?

The Clerk should:

1.	 Retain adequate supporting documentation and accounting records to 
demonstrate that all swim program collections are recorded, deposited, 
reported and remitted accurately.

2.	 Remit collections to the Supervisor and other State agencies within the 
required time frames. 

3.	 Properly prepare bank reconciliations and accountability analyses each 
month to help ensure all money is accounted for. 

4.	 Turn over any unremitted unaccounted-for money to the Supervisor.

5.	 Attend formal training for performing her duties. This can include local 
officials training provided by the Office of the State Comptroller.4 

The Board should:

6.	 Develop and adopt comprehensive written policies and procedures 
detailing who is responsible for fees collected and what records should be 
created, used and maintained.

7.	 Perform a complete and thorough annual audit of the Clerk’s records and 
follow up on any deficiencies identified during this audit. 

 

 4	 https://www.osc.state.ny.us/local-government/academy

https://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 Town officials and reviewed Board minutes and financial 
reports to gain an understanding of the Clerk’s financial operations and to 
determine whether adequate policies and procedures were in place.

ll We selected a sample of 19 months within our scope period and compared 
recorded water transactions against bank deposit compositions to determine 
whether they were recorded, deposited, reported and remitted properly. We 
reviewed the last month of each fiscal year within our audit scope period 
and, based on initial testing, expanded our review to include an additional 11 
months in 2016 and one month each in 2017 and 2018.

ll We reviewed all Clerk fees recorded in the last month of each fiscal year 
within our audit scope period and compared them against bank deposit 
compositions to determine whether they were recorded, deposited, reported 
and remitted properly.

ll We reviewed recorded recreation collections from January 1, 2015 through 
December 31, 2020, to determine whether proper supporting documentation 
was created and maintained, and to determine the accuracy of deposits and 
remittances.

ll We reviewed all canceled check images from the Clerk’s account from 
January 1, 2015 through September 30, 2020, remitted to the Supervisor to 
determine whether remittances were made in a timely manner.

ll We selected a sample of 18 months within our audit scope period and 
reviewed canceled check images from the Clerk’s account remitted to State 
agencies to determine whether remittances were made in a timely manner. 
We reviewed the last month of each fiscal year within our audit scope period 
and, based on initial testing, expanded our review to include an additional 11 
months in 2016 and one month in 2017.

ll We selected 18 months within our audit scope period and reviewed records 
to determine whether monthly bank reconciliations and accountabilities 
had been completed and were accurate. We reviewed the last month of 
each fiscal year within our audit scope period and, based on initial testing, 
expanded our review to include an additional 11 months in 2016 and one 
month in 2017. 

ll We reviewed Board minutes for 2015 through 2020 to determine whether the 
Board audited the Clerk’s records. We discussed the 2019 and 2020 Board 
audit with officials to determine the extent of their review.
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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 
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 Town Clerk’s office.
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Appendix C: Resources and Services

Regional Office Directory 
www.osc.state.ny.us/files/local-government/pdf/regional-directory.pdf

Cost-Saving Ideas – Resources, advice and assistance on cost-saving ideas 
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 
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  
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  
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

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

BUFFALO REGIONAL OFFICE – Melissa A. Myers, Chief Examiner

295 Main Street, Suite 1032 • Buffalo, New York 14203-2510

Tel (716) 847-3647 • Fax (716) 847-3643 • Email: Muni-Buffalo@osc.ny.gov

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

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