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Report Highlights

Audit Objectives
Determine whether the Town procured goods and services 
in accordance with statutory requirements.

Determine whether the Town Clerk recorded, deposited, 
remitted and reported all collections received in a timely 
and accurate manner.

Key Findings
 l The Town did not procure goods in accordance with 
the competitive bidding requirements and expended 
$21,287 more than necessary for diesel fuel 
purchases.

 l The Clerk did not record all collections received in a 
timely and accurate manner.

 l Accountability analyses were not prepared by the 
Clerk and she had a $1,100 unidentified balance in 
her Clerk bank account as of July 31, 2017.

Key Recommendations
 l Procure goods and services in accordance with 
statutory requirements.

 l Record receipts for all collections received in the Clerk 
software in a timely and accurate manner.

 l Ensure accountability analyses are prepared monthly, 
whereby known liabilities are reconciled to available 
cash.

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

Background
The Town of Beekmantown (Town) 
is located in Clinton County.

The Town is governed by an 
elected five-member Town Board 
(Board), which is composed of the 
Town Supervisor (Supervisor) and 
four Board members. The Board 
is responsible for the general 
oversight of the Town’s operations 
and finances. 

The Town’s elected Town Clerk 
(Clerk) is responsible for collecting 
a variety of fees and reporting 
and remitting the corresponding 
collections to the Supervisor and 
other appropriate agencies.

Audit Period
January 1, 2016 – May 31, 2017. 

We expanded our scope back to 
January 1, 2015 for our review of 
diesel fuel purchases and forward 
to August 1, 2017 for our review of 
accountability analyses.

Town of Beekmantown   

Quick Facts

Population 5,545

2017 Budgeted 
Appropriations $2.6 million

Receipted Clerk Collections $28,230
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Procurement

How Should Significant Goods and Services Be Procured?

New York State (NYS) General Municipal Law (GML) generally requires 
competitive bidding for purchase and public works contracts that exceed $20,000 
and $35,000, respectively. In lieu of seeking competitive bids, the Town is 
authorized to make purchases using NYS contracts awarded by the Office of 
General Services or contracts bid by other governments (i.e., county contracts). 
In determining the necessity for competitive bidding, the aggregate amount to 
be expended for the same commodity or service within the 12-month period 
commencing on the date of the purchase must be considered. It is essential that 
applicable competitive bidding provisions be followed and NYS or county contract 
options investigated to help ensure the prudent and economical use of public 
money and to facilitate the acquisition of goods and services of required quality at 
the lowest cost.

Procurements Were Not Made In Accordance with the Competitive 
Bidding Requirements 

We reviewed all six commodity and equipment purchases totaling $619,081 that 
the Town made during our audit period that exceeded the competitive bidding 
thresholds1 to determine whether they were procured in accordance with GML. 
We found that the Town did not procure two of these items totaling $108,558 in 
accordance with GML. These purchases consisted of $40,387 for a 2017 pickup 
truck and $68,171 for diesel fuel during our audit period. We also expanded our 
review of diesel fuel purchases back to January 1, 2015 and found the Town did 
not procure diesel fuel totaling $56,395 during the 2015 fiscal year in accordance 
with GML.

The Highway Superintendent told us the 2017 pickup truck was purchased under 
State contract. However, the vendor the Town purchased the truck from was 
not a State contract holder. In addition, the Highway Superintendent told us the 
Town did not competitively bid or use State contract options for the diesel fuel 
purchases because a local vendor the Town used stated they would match State 
contract pricing. However, because this vendor was not actually awarded a State 
contract, this was not a valid exception to the competitive bidding requirements.

We compared the price per gallon paid by the Town for all diesel fuel purchases 
during January 1, 2015 through May 31, 2017 to the applicable State contract 
price per gallon to determine whether the Town’s purchase price was equal to 
State contract pricing. We found the Town’s purchase price exceeded State 

1   The Town did not enter into any public works contracts during our audit period that exceeded the competitive 
bidding thresholds.
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contract pricing by a total of $19,866. In addition, Clinton County had a contract 
with a vendor the Town could have used to purchase diesel fuel at a price of 
$.025 per gallon less than State contract pricing. The Town’s purchase price 
exceeded Clinton County contract pricing by a total of $21,287. 

We found no comparable 2017 pickup trucks on State or county contracts at 
the time the Town made the purchase to determine whether a lower price was 
available for the same vehicle. 

By not complying with GML requirements and pursuing the cost effectiveness of 
available State and county contract options, the Town expended $21,287 more 
than necessary for diesel fuel purchases. In addition, the Board and Highway 
Superintendent have not assured residents that the pickup truck purchase was 
made in the most prudent and economical manner.

What Do We Recommend?

The Board and Highway Superintendent should:

1. Ensure purchase contracts exceeding the statutory competitive bidding 
thresholds are executed in compliance with GML.

2. Investigate the cost effectiveness of available State and county contract 
options and purchase through those contracts when appropriate.



4       Office of the New York State Comptroller  

Town Clerk Operations
The Clerk is responsible for directly collecting various Clerk fees, which include, 
but are not limited to, fees for dog licenses, NYS Department of Environmental 
Conservation (DEC) licenses, marriage licenses, death certificates, junkyard 
permits and photocopies. In addition, collections for building permits, rental 
fees and planning and zoning fees are collected by other Town employees 
and remitted to the Clerk for deposit. The Clerk records sequentially numbered 
receipts in the Clerk software for these collections and they are deposited into 
the Clerk bank account. Payments received by check and money order are 
processed through remote deposit capture,2 and online3 or credit card payments 
are deposited directly into the Clerk bank account. As a result, the Clerk only 
deposits cash payments at the bank.

How Should the Clerk Record, Deposit, Remit and Report Collections 
Received?

NYS Town Law (Town Law) requires the Clerk to keep a suitable record of 
all money received and to deposit all money collected no later than the third 
business day after receiving an accumulated amount of $250. In addition, when 
there is no other evidence of collection (i.e., a copy of a license or permit), 
a duplicate press-numbered receipt should be issued indicating the payer, 
date, purpose, amount and type of payment received (i.e., cash or check) with 
a copy retained to support the collection. The receipts and other supporting 
documentation help to ensure transactions entered in the accounting records are 
accurate and traceable from the point of collection to the monthly reports and 
bank deposits. Town Law also requires the Clerk to submit a monthly verified 
statement of all money received and remit such money to the Supervisor on or 
before the 15th of the month following receipt and must also report and remit 
collections to other appropriate agencies.4  

Collections Were Not Recorded Timely and Accurately

The Clerk did not record all collections received in a timely and accurate manner. 
We found the Clerk did not record receipts in the Clerk software for 12 collections 
totaling $354 received during our audit period, which consisted of two credit card 
payments totaling $35, five cash payments totaling $60 and five check payments

2   Remote deposit capture allows entities to scan checks and money orders and transmit the scanned images 
electronically to their bank, causing their account to be credited.

3   Individuals were only able to make online payments for dog licenses.

4   Remittances to the NYS Department of Agriculture and Markets are due on or before the fifth day of each 
month (NYS Agriculture and Markets Law) and to the NYS Department of Health on or before the fifteenth day of 
each month (NYS Domestic Relations Law).
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totaling $259. For example, a $125 check dated September 15, 2016 for a 
junkyard permit was deposited in August 2016.5  Because a corresponding 
receipt was not recorded in the Clerk software, the actual date it was received is 
unknown and therefore, we could not determine if the check was deposited timely.

We also found 38 of the 1,357 receipts totaling $930 recorded in the Clerk 
software during our audit period were not accurately recorded for various reasons. 
These discrepancies included, but were not limited to, the following:

 l For 13 collections totaling $162 the corresponding receipts recorded in the 
Clerk software totaled $251 or $89 more than the collections received. This 
was largely due to residents paying for their dog licenses online after the 
deadline but only paying the $10 fee and not the $5 late fee. When the Clerk 
transferred these dog license fees into the Clerk software, the $15 amount 
owed was recorded as a receipt. However, only $10 was wired into her bank 
account for the corresponding credit card payment.

 l For six collections totaling $157 the corresponding receipts were not 
recorded in the Clerk software in a timely manner. For example, a $10 
marriage certificate fee paid for on June 28, 2016 was not recorded as a 
receipt in the Clerk software until 114 days later on October 20, 2016. The 
Clerk told us she recorded the fee when she realized she had forgotten to 
record it in June.

 l For 15 collections totaling $448 the corresponding receipts recorded in the 
Clerk software did not contain the correct type of payment received (i.e., 
cash or check). 

 l For three collections totaling $57 the Clerk recorded duplicate receipts in 
the Clerk software. For example, the Clerk recorded a receipt for a $37 
conservation license sale in the Clerk software on October 13, 2016 and 
again in error on October 17, 2016. Because the Clerk generates the 
monthly report from the Clerk software, she records the conservation license 
sales in the software as well as the DEC software.

The Clerk’s failure to record receipts in the Clerk software in a timely and accurate 
manner for all collections significantly increases the risk money collected could be 
lost or misappropriated. 

5   Because the check was deposited in August 2016, it had to have been received in August or some time 
before August. The check was either accidentally misdated for September or purposely postdated for September. 
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Cash Deposits Were Not Supported

The Clerk did not attach any supporting documentation to her validated deposits 
slips to support the cash deposits made, such as receipt detail from the Clerk 
software. In addition, the Clerk told us she did not compare cash on hand to 
the corresponding receipts recorded in the Clerk software prior to making cash 
deposits. Instead, she would deposit the cash on hand less the $100 she was 
assigned for making change for customers. As a result, we could not trace cash 
collections to a corresponding deposit to determine whether they were deposited 
in the amount received and in a timely manner. Consequently, we compared 
the total cash deposits made into the Clerk bank account to the recorded cash 
collections during our audit period to determine whether they were in agreement. 
We found that except for minor discrepancies, which we discussed with Town 
officials, collections and deposits agreed. 

We also obtained bank compositions, consisting of copies of each check and 
money order deposited, from the Town’s bank for the 96 deposits of checks and 
money orders totaling $17,786 made into the Clerk’s bank account for collections 
received during our audit period. We reviewed the bank compositions and 
collection documentation to determine whether any recorded collections were 
not deposited. In addition, we reviewed the bank compositions to determine 
whether they included any checks or money orders that did not appear to be for 
Clerk collections. We did not identify any discrepancies. Furthermore, except for 
minor discrepancies we discussed with Town officials, check and money order 
collections were deposited in a timely manner based on the receipt date recorded 
in the Clerk software.

Because cash deposited was not adequately supported, Town officials lack 
assurance all cash collections were deposited in the amount received and in a 
timely manner.

Monthly Reports and Remittances Were Not Timely and Accurate

The Clerk submitted a monthly report to the Supervisor for each month during 
our audit period. However, we found 11 of 17 monthly reports (65 percent) were 
submitted after the 15th day of the preceding month by one to 20 days with the 
reports being an average of approximately 12 days late. In addition, we reviewed 
three monthly reports during our audit period (March and August 2016 and May 
2017) and found the total collections recorded on these reports were understated 
by $54, $100 and $45, respectively. These discrepancies occurred for various 
reasons. However, the discrepancies were predominately the result of the Clerk 
not recording receipts in the Clerk software for collections received, which 
resulted in the Clerk reports being inaccurate. 
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We reviewed all 48 checks totaling $26,711 issued by the Clerk for remittances 
of collections received during our audit period. We found 30 of these remittances 
(63 percent) totaling $15,192 were made to the Supervisor and other appropriate 
agencies after the due date by three to 46 days with the remittances being 
an average of approximately 16 days late. In addition, we reviewed the 48 
remittances to determine whether they were in agreement with the corresponding 
monthly reports submitted to the Supervisor. Except for one minor exception, 
which we discussed with Town officials, all of the remittances agreed with the 
reports. However, because the three monthly reports, previously mentioned, 
were inaccurate, the remittances were inaccurate to the same extent because 
no adjustments were made to correct errors in the monthly reports on which the 
remittances were based.

Due to the Clerk’s sometimes inadequate recordkeeping, all collections received 
were not accurately recorded in the monthly Clerk reports and remitted to the 
Supervisor and other appropriate agencies in the appropriate amounts. In 
addition, because the Clerk did not remit collections in a timely manner, this 
deprived the Supervisor and other agencies of the use of money belonging to 
them and increased the risk collections could be used for inappropriate purposes.

Why Should the Clerk Prepare a Monthly Bank Reconciliation and 
Accountability Analyses?

The Clerk is responsible and accountable for all money received by her office. 
It is important for the Clerk to periodically verify the accuracy of the financial 
records and establish adequate control over cash by reconciling the Clerk bank 
account monthly. In addition, on a monthly basis, the amount of cash on hand 
and on deposit in the bank should be compared to detailed lists of amounts due 
to the Supervisor and other appropriate agencies. This comparison is referred to 
as an accountability analysis. Preparing bank reconciliations and accountability 
analyses are critical procedures that serve to document the status of money 
held by the Clerk and provide a means of demonstrating the Clerk is properly 
addressing her custodial responsibilities.

Accountability Analyses Were Not Prepared

The Clerk had one bank account that was used for all financial activity related to 
Clerk fees during our audit period, and she prepared monthly bank reconciliations 
for this account. We reviewed the reconciliations for three months during 
our audit period (February and September 2016 and April 2017). We found, 
except for minor discrepancies we discussed with Town officials, the three 
bank reconciliations agreed with the Clerk’s checkbook register. However, 
accountability analyses were never prepared by the Clerk comparing cash on 
hand and in the bank with known liabilities.
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We prepared accountability analyses at month-end for the months of January 
2016 and July 2017 and found the Clerk’s assets exceeded her known liabilities 
for each month, resulting in a cash overage each month. Specifically, as of 
January 31, 2016, the overage totaled $1,164 and decreased by $64 to an 
overage of $1,100 as of July 31, 2017 (Figure 1).

Figure 1: Accountability Analyses 
 January 31, 2016 July 31, 2017

Assets       Amount     Amount
Adjusted Bank Account Balance       $25,032       $5,437
Due from Tax Collectora               $0         $315

                                                     Total Assets      $25,032      $5,752
Known Liabilities     

Due to Supervisor       $2,307      $4,067
Due to NYS Office of the State Comptroller             $0         $248

Due to NYS Department of Environmental 
Conservation           $28          $97
Due to NYS Department of Agriculture & 
Markets         $124       $195

Due to NYS Department of Health          $23         $45
Due to Tax Collectorb   $21,386           $0

                                Total Known Liabilities   $23,868    $4,652

                                             Cash Overage     $1,164    $1,100

a   The Clerk incorrectly deposited $315 in collections for Clerk fees into her Tax Collector bank account on   
July 19, 2017 and July 31, 2017. 

b   The Clerk incorrectly deposited $21,386 in collections for real property taxes into her Clerk bank account on 
January 4, 2016. 

The Clerk explained that the $1,164 overage in her Clerk bank account, as of 
January 31, 2016, may have resulted because of her depositing collections 
into her Clerk account prior to our audit period but not recording corresponding 
receipts in the Clerk software. When this occurs, it results in the corresponding 
collections not being remitted to the Supervisor and other appropriate agencies, 
but instead their accumulation in the Clerk bank account. We did not determine 
the cause of the overage decreasing by $64 from January 31, 2016 to July 31, 
2017.

The lack of accountability analyses being prepared contributed to the 
discrepancies identified in the Clerk’s records and resulted in a significant 
unidentified cash overage in the Clerk bank account.
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How Should the Board Provide Oversight of the Clerk’s Financial 
Activities?

Town Law requires the Board to conduct or obtain an annual audit of the records 
and reports of any Town officer or employee who received or disbursed money on 
the Town’s behalf in the preceding year. This annual audit is to provide assurance 
that public money is handled properly (i.e., deposited in a timely manner, 
accurately recorded and accounted for), identify conditions needing improvement 
and provide oversight of the Town’s financial operations. A thorough annual audit 
also provides the Board an added measure of assurance that financial records 
and reports contain reliable information on which to base management decisions. 

An Annual Audit of the Clerk’s Records and Reports Was Not 
Performed

The Board did not audit or obtain an audit of the Clerk’s records and reports for 
the 2016 fiscal year. The Board’s failure to conduct an audit of the Clerk’s records 
allowed the Clerk to maintain inaccurate records and for discrepancies to occur 
and remain undetected and uncorrected. Had the Board conducted the annual 
audit of the Clerk’s records, the deficiencies found during our audit could have 
been identified and addressed sooner.

What Do We Recommend? 

The Clerk should:

3. Record receipts for all collections received in the Clerk software in a timely 
and accurate manner.

4. Attach supporting documentation to the validated deposit slips to support 
the cash deposits made.

5. Submit a monthly report to the Supervisor containing all collections 
received for the month and in a timely manner in compliance with Town 
Law.

6. Remit all collections to the Supervisor and other appropriate agencies 
in the appropriate amounts and in a timely manner in compliance with 
statutory requirements.

7. Ensure accountability analyses are prepared monthly, whereby known 
liabilities are reconciled to available cash, and promptly investigate and 
resolve any discrepancies.
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8. Attempt to identify the source of the unidentified balance in the Clerk 
bank account. If the Clerk cannot identify the source of the balance, a 
check should be issued to the Supervisor in the same amount.

The Board should:

9. Annually audit, or cause to be audited, the Clerk’s financial records and 
reports. 
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Appendix A: Response From Town Officials
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Kelly M. LaFountain
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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 objectives and obtain valid audit 
evidence, we performed the following audit procedures:

 l We reviewed all commodity and equipment purchases the Town made 
during our audit period that exceeded the competitive bidding thresholds to 
determine whether they were procured in accordance with GML. We also 
expanded our review back to January 1, 2015 for diesel fuel purchases. For 
any purchases not made in accordance with GML, we attempted to compare 
the price paid by the Town to an applicable State or county contract price to 
determine whether the Town could have made the purchases for less.

 l We interviewed the Clerk and Town officials and reviewed various financial 
records and reports to gain an understanding of the Town’s procedures 
related to collecting, recording, depositing, remitting, reporting and 
reconciling Clerk fees and any associated effects of deficiencies in those 
procedures.

 l We reviewed all recorded collections and corresponding deposits made 
into the Clerk bank account during our audit period to determine whether 
collections were accurately recorded in the Clerk software and deposited in 
the amount received and in a timely manner.  

 l We obtained and reviewed bank compositions for deposits made into the 
Clerk account during our audit period to determine whether they included 
any checks or money orders that did not appear to be for Clerk collections.

 l We reviewed all monthly reports during our audit period to determine 
whether the Clerk prepared and submitted the report to the Supervisor for 
each month and if the reports were submitted in a timely manner. 

 l We reviewed a random sample of three monthly Clerk reports during our 
audit period (March and August 2016 and May 2017) to determine whether 
the collections recorded on the reports were accurate.

 l We reviewed all checks issued by the Clerk for remittances of collections 
received during our audit period to determine whether the remittances were 
made to the Supervisor and other appropriate agencies in a timely manner 
and for the appropriate amounts.

 l We selected a random sample of three months during our audit period 
(February and September 2016 and April 2017) to determine whether 
monthly bank reconciliations were prepared and if the bank reconciliations 
agreed with the Clerk’s checkbook register.
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 l We selected a judgmental sample of two months (January 2016 and July 
2017) and prepared accountability analyses at month-end for the Clerk’s 
bank account to determine whether the corresponding assets agreed with 
the known liabilities. We then investigated and documented any differences 
disclosed. Our sample consisted of the first and last month during the period 
January 1, 2016 through July 31, 2017.

 l We interviewed Town officials and reviewed the Board minutes to determine 
whether the Board had audited or obtained an audit of the Clerk’s records 
and reports for the 2016 fiscal year.

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 objectives. 
We believe that the evidence obtained provides a reasonable basis for our 
findings and conclusions based on our audit objectives.

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. 

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 GML. 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/
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
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