Town of Enfield
Audit Meeting Minutes
Enfield Town Hall
Thursday, January 16, 2014
5:00 p.m.

Present: Town Supervisor Ann Rider, Town Councilperson Virginia Bryant, Town Councilperson
Mike Carpenter, Town Councilperson Vera Howe-Strait, Town Councilperson Beth McGee, Town
Clerk Alice Linton, Town Bookkeeper Mary Cornell, Town Justice Betty Poole.

Supervisor Rider opened the meeting at 5:25 p.m. by leading the assemblage in the Pledge of
Allegiance to the Flag.

New Business: Annual Audit of Town Books

Town Justice Betty Poole’s 2013 books were presented for audit. There was only one set of books
kept this year as Justice Poole filled both town justice positions.

At this time Justice Poole left the meeting.

Town Clerk Alice Linton’s 2013 books were presented for audit. Supervisor Rider stated she will
look into having someone reconcile the town clerk bank statement each month.

At this time Town Clerk Linton left the meeting.

Town Bookkeeper Mary Cornell's 2013 books were presented for audit. Supervisor Rider stated there
was a glitch with the Williamson Law Bookkeeper program in December. There is how additional
security with the Chase Bank in that Supervisor Rider must approve any external transactions outside
of the bank, such as payroll and retirement, in addition to the bookkeeper. Town Councilperson
Howe-Strait will also be added as she is deputy supervisor.

Supervisor Rider stated there are line items that have overages that have not yet been resolved, such
as payroll for the deputy town clerk and highway employees. The supervisor's annual report has not
yet been completed.

Bookkeeper Cornell suggested if the vouchers could be submitted prior to the town board meeting,
she could check the line items and look for potential overages.

Supervisor Rider asked that the Wind Farm escrow account be rechecked, as it may be over.

Supervisor Rider stated when she met with the town's insurance agent, they listed vehicles and their
values. She does not have a list of property that the town owns. Councilperson Carpenter will work
on that list.

Supervisor Rider moved, with a second by Councilperson Bryant, that the board reviewed the books
of the Town Justice Betty Poole, the Town Clerk Alice Linton, and the Town Bookkeeper Mary
Cornell and found them to be in good order except as noted on the annual audit process for town
paper form that will be made part of the record of this meeting.
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Vote: Councilperson Bryant aye, Councilperson Carpenter aye, Councilperson Howe-Strait
aye, Councilperson McGee aye, Supervisor Rider aye. Carried.

At this time Town Bookkeeper Mary Cornell left the meeting.

Old Business: Discussion of Draft Comprehensive Plan

Supervisor Rider stated she made some notes of her thoughts on the draft Comprehensive Plan and
asked other town board members to discuss how they would like to proceed.

Councilperson Carpenter stated he felt it would be good to get written thoughts to the Planning Board
before their next meeting, but wondered what the structure should be. He thought submitting
concerns section by section might work best.

Councilperson McGee asked if the comments should be written for a roundtable discussion per
section, or if they should be typed and turned over to the Planning Board.

Councilperson Carpenter feels if the board is going to respond as a whole to the draft, there will need
to be a working meeting to format that paper.

Supervisor Rider set a special town board meeting to discuss the Comprehensive Plan for Thursday,
January 23, at 5:30 p.m. at the Enfield Community Building.

Town Board chair Dan Walker stated he feels the Comprehensive Plan should show the town what
has to happen both physically and culturally to build the town up. It will show how the land use of the
town will benefit all the residents of the town. The Plan needs to have interaction when building it.

Councilperson Carpenter feels if the Planning Board could attend the working meeting on January 23,
they can hear what the board discusses and be able to take that information back to their meeting.

Dan Walker doesn't feel it will be productive for the board to discuss the Plan unless there is
interaction with the Planning Board. He suggested having the town board members attend the next
Planning Board meeting in February.

Councilperson McGee feels if the Town Board is going to ultimately be the group that approves the
Plan, they need to have their time to put thoughts together. The Planning Board has worked on their
thoughts for a year and presented the draft to the Town Board.

Councilperson Bryant felt a joint working meeting would work best.

Supervisor Rider feels the Town Board should discuss the Plan section by section and determine what
their concerns are and if the sections should be redone or changed.

Dan Walker will let Planning Board members know about the meeting on the 23rd so they can attend
if they'd like. The next Planning Board meeting will be on February 5 and Town Board members can
attend that and the process can continue. This is a town project where the Town Board and the
Planning Board need to work together. He feels a roundtable discussion is the best way to hear
everyone's thoughts.
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Councilperson McGee feels the town needs an opportunity to collectively put their thoughts together
on each section and the Plan as a whole. Then they can give the information to the Planning Board
and following that come together as a big group and have discussion.

Councilperson Howe-Strait feels the meeting on the 23rd to share thoughts, with the Planning Board
in the audience to refer questions to and for clarification, is what the Town Board is looking for.

Councilperson Bryant left the meeting at this time.

Appointment of Delegate for the Association of Towns Annual Meeting:

Supervisor Rider stated the Association of Towns annual meeting is February 16-19 in New York
City. She plans to attend the meeting, but in order to vote she needs to be designated by the Town

Board.

Councilperson Carpenter moved, with a second by Councilperson Howe-Strait to designate
Supervisor Rider as the Town of Enfield delegate to the Association of Towns Annual Meeting.

Vote: Councilperson Carpenter aye, Councilperson Howe-Strait aye, Councilperson McGee
aye, Supervisor Rider aye. Councilperson Bryant absent. Carried.

Adjournment:

Supervisor Rider moved, with a second by Councilperson Howe-Strait to adjourn the meeting at 7:35
p.m.

Respectfully submitted,

Alice M. Linton
Enfield Town Clerk
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IV. CHECKLIST FOR INITIAL REVIEW OF CHIEF FISCAL OFFICER’S RECORDS
Determine the types of funds i use and 1f separate cash receipt and disbursement books are
maintained for the various funds or if a single cash receipt and single cash disbursement book 1s

maintained. The following checklist can be used for each fund maintained.

Cash Receipts Book ES NO

» [s thesash receipts book maintained up-to-date? VIRt [
P s the cash résgipts book mamtained m a manner to idenuf’ 0 o
payer, purpose axd the amount (either individually orsetals referenced to
subsidiary receipt regords e.g., water rents)?
> Are deposits idenufied? Lo
> e duplicate doposit shps kKo J
» Do deposit amounts agpee with cash receipt amounts? S
> Are deposits n !
> Are depogy€ recorded up-to-date? .
Ly Dee Amount
P Is the cash receipts book totaled and summarized at the end of each month? 1) ol
Cash Disbursements Book N A ‘ES N
» s the cash disbursements book fmaintaied up-to-daie”? L
» s the cash ursements boolf maintained in a manner teridentify amounts [ ]
disbursed (either madividually or totals referenced fo-@bstracts, payrolls)?
> Are pre-numbered checksused for all disbursements other than petty cash? I
» Arcall checks signed by the s i L
» Are canceled checks returned wit k statements and maintained on file? Pl
> Are all unused checks propesls Yoo
» Is the cash disburseme ted? I

O
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» Are checks recorded up-to-date?

Last Recorded Check :  # Date Amount
Cash Reconciliations YES NO
P> Are bank accounts reconciled? X
» s the reconciliation performed timely after the bank statements are X L
received?
Last Bank Reconciliation for Each Bank Account: Date Performed — Month Ending
241z Nop.zo\3

P Deoes the reconciled bank balance agree with cash balance recorded in the >/

accounuing records?

5
o
)

|

Other Concerns

P Doos toal vear end recorded cash agree with that reported in the

aniiual financial nor*’ W%

»  Arcrecervable control accounts maintained?
» s ihere indication that the receivable control accounts are reconciled to the

" g I v, i
detail subsidiary records? 7( P

et
]
1)
Z,
-

l‘
|

Investment Records

VA

» Is the record complete and up-to-date? i LI

» s an invesunent record maintained?

e,
o]
w
e
-

Indebtedness Records
(This rccord may be maintained by the Clerk)

P Is an indchtedness register maintained? A)‘ P( o

» s the indebtedness register complete and up-to-date? b
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Property Records

P Are property records maintained?

P Are the records up-to-date?

» Are all fixed assets included in the records?

» Are physical inventories taken and compared to the records?

Interim Financial Reports

B Are interim reports prepared (budget/actual; trial balances, etc.)?

et

»  Are the reports distributed to the board and department heads?

PAYROLLS

e
» Are payvrolls approved by d adas?

P Arc pay rates in accordance with union contracts or board resolution?

p < icave tune accounted for?

Overall Evaluation

YES NO
O
oD
U
HEEE

YES NO

X

~
g9
»
Z,
Q

|
|

2
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VI CHECKLIST FOR INITIAL REVIEW OF BOWN €LERK’S REC

Cash Receipts Book : YES NO
» s the cash receipts book maintained up-to-date? 5? U
» s the cash receipts book maintained in a manner to identify date received, [SZ 0
payer, purpose and the amount (either individually or totals referenced to
subsidiary receipt records e.g., water rents)?
» Arc deposits identified? % [
» Do deposit amounts agree with cash receipt amounts? E/ B
» Are deposits made timely (no later than the third business day after $250 has O o
been collected)? Jnadl
b Are deposits recorded up-to-date? ¥
Last Recorded Deposit: Date Amount
o)
_LL)QJ;}J % Y Ll
> I the cash receipts book totaled and sumrharized at the end of each month? ,){ "]
Cash Disbursements Book YES NO
B s the cash disbursements book maintained up-to-date? X -
» s the cash disbursements book maintained in a manner to identify aniounts X ]
dishursed”’
» ajc pre-numbered checks used for all disbursements other than petty cash? D.(
> Arc all c%ccks signed by the Town Clerk? X ]
b Arecaseeled checks returned with bank statements and maintained on file? N L]
» Are checks recorded up-to-date? Y ]
Last Recorded Check : % Date Amount
lFH7/ 123112 _ 2350
YES NO

Cash Reconciliations

oo p

R Arc bank accounts reconciled?
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P s the reconcihation performed timely after the bank statement is received? X P
Last Bunk Reconciliation for Each Bank Account:  Date Performed ~— Month Ending
~ : ol
» Does the reconciled bank balance agree with cash balance recorded in the 5( L
accounting records?
Accountability YES NO

» Is accountability (what the town clerk owes) determined at the end of each month? X L

» Does the accountability amount agree with bank reconciliation and X L
supporting records?

Reporting

» Arcmonthly reports and payments made timely to the Supervisor? X
> oo monthly reports and payments made timely to other agencies” >{
. . w [
» Do reported amounts on monthly reports agree with cash receipt and >( :
dishuracment hooks?

Other Concerns

Are unused checks properly safeguarded? M@d cCach 67‘%

Are undeposited cash receipts safeguarded” : X
X

>

> Are unissued Jicenses (e.g.. conservaton, dog) safeguarded”?

P> Arcrecervable control accounts maintained, if applicable (e.g., water rents)? N[ﬁ'
>

Is there mdication that the receivable control accounts are reconciled 1o the
detail subsidiary records? A)( ]

P Arcrevenues from town clerk fees comparable with those of previous years? /X'

A

QOverall Evaluation
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X.

Cash Receipts Book

\49

CH?EIKLIST FOR INITIAL RE¥;

v

vy vyvyy

Are pre-nunbered receipt forms issued for all collections?
Are duplicate copies of receipt forms kept for court records?

L]
Are receipfs recorded up-to-date? K L

Last Recorded Receipt: Date Amount .o o0
4@@4 212 _ G

Is the receipt book maintained in a manner to identify date received, payer,

and the amount of fines. fees, bail and other categories of collection?

Are deposits identified?
Are duplicate deposit slips kept for court records? 6”/ W
Do deposit amounts agree with cash receipt amounts? 6q 6 _
Are deposits made within 72 hours of col llection? o&w—m/ 1 ’3 W ) 5_(
Are deposits recorded up-te-date? y i
Last Recorded Deposit: Date 4moum‘

183 13 _#1726.00
Is the receipt book totaled and summarued at the end of each month? - 9(

Last Month Totuled and Summar l'zed kO es 0y 66 o g no1>

Mﬂ‘% he@ort”

» Are pre-numbered checks used for all disbursements other than petty cash?
» Are all checks signed by the Justice?
>

» Are checks recorded up-to-date?

gash\DisbmmeﬁPs\BoM N lPr YES NO

laed

N O

Are canceled checks returned with bank statements and kept for court records?

A

R X

Last Recorded Check : # Date v Amount
W75 el wj_ﬁcz/

P
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Bank Reconcih’ations’ | YES NO
P Are bank accounts reconciled promptly after bank statements are received? O
Last Bank Reconciliation for Each Bank Account: Date Performed Mownth Ending
Al atcowwts Al Keteadtr, 201 E
Additional Supporting Records . YES NO
» Is a list of bail mamntained? X U

» s arecord of uncollected instaliment payments maintained? I\)S A/

Dockets and Case Files YES NO
: : : i : : : P Ny
P Are separate duckets maintained for various classification of cases, L X
such a3 Vehiele and Traffic. Criminal, Civil and Small Claims? Nl F
Are case files mamtained for all cases? v\,o'r Vé'r )( .

| 4

P are idexes mamaned for all cases” t)\ al doc)(?/{' ?U/’x\) X
b o dockets for disposed cases appear to be complete? N A ‘ |
>

Mo dockets oo disposed cases agree with amounts reported? U( P

-
1
wn
e
o

Accountability

» . sccountabinity deternmned atthe end of each wonth?

X X |

P> Do accountability amounts agree with bank reconciliations and supporting

pmrormation’?

Lust Determination of Accountabilitv:  Date Performed Month Ending

<
e
w
Z
o

Reports to Division of Criminal Justice Services

> Arcreports made timely to the Division of Criminal Justice Services?

X ‘ '

» Has the court received any notices regarding late reporting?
If yes, why were reports late and what corrective actions were taken?
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Reports to Justice Court Fund YES NO
» Are monthly reports made timely to the Justice Court Fund? 5( L
» Do reported amounts agree with cash receipt and disbursement books? }C U
» Do reported amounts agree with docket dispositions and case files? X L

Last Report Submitted - Month Endzng Date ﬁfmount

Wee, 2013 thojy 1725 Y%

» Has the court received any notices regarding late reporting? i
If yes, why were reports late and what corrective actions were taken?

!
w
E

Reporting to Department of Motor Vehicles - TSLE&D Program

» [s information repofted timely to TSLE&D? %
> Has the court received any notices regarding late reporting”? W’Cﬂﬁﬂ’%

vhv were reports late and what corrective actions werc taken.

@J’ .o,
: i%%

P Arcreports from TSLE&D o the court maintained and utilized? W
Last TSLERD Report Available: Date _m‘f»%%

!J }‘L’i\‘. R

» How many cases are shown as pending in the last T SLE&D report?
. ;""‘X' T
<> Is the number of pending cases reasonable? M anwwal M()oot/ ]

= How manv cases are shown as pending for more than ‘} ) days?
3 \\ hut actions have heen taken to disposc of these case

Overall Evaluation

%rody/ ad %u;)j:e _ ,Mv' all areqd

= . :
[Zm A. Joke, L Dupervrsoy”
///@//'7[
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