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SCOPE OF PROJECT 

The scope of the project was defined by the requEist for proposal issued by the Townto perform 
a fraud risk assessment for the following entities: 

1. Town of Mansfield 
2, Mansfield.Bo.ard of Educa1ibli 
3. Regional School District No. 19. 
4. Eastern Highlands Health District 
5. Mansflelc:l Downtown Partnership 
6. Discovery Depot 

Th13 fraud risk assessment, based upon the request tor proposal, was limited to the c;ash 
receipts collection and use of Town resources. 

The procedures that we performed for each department/agency as detailed in our proposal were 
as follows: 

1. We obtained an understanding of the department's current in~etnal controls and policies 
and procedt.wes. We obt?lined this understandin(;) PY conducting detailed interviews with 
!he department employees as to the cash receipt/collection functions they currently 
perform and the related polfciel'l and procedures in place for the functions. 

2. When determined necessary,we performed aw;!llk-through orcertain procedures. When 
considered necessary, as part of the process, we also obtained copies of any related 
forms or worksheets that a.re used as part of the process. 

3. Based lipon the understanding of the current internal con.trols and policies and 
procedures obtained from performing the procedures noted above, we then evaluated 
the risk of fraud that could occur in the process. 

4. For each risk identified, we eva:Juaied the current internal controls to determine. if there is 
an opportunity to improve the control or upgrade current procedures fo best practices. 

5. We have. also provided in our recommendations, where <lpplicable, any compensating 
controls for the Town's consideration. 

6. We alsq provided any recommendations that may improve efficiency of !he Town's 
operations without compromising the internal controls, 

7. We have also made recommendations regarding a policy that the Town should consider 
adopling that will dearly communicate th.e Town's perspective on fraud. and. strengthen 
the Town's ability to respond to any suspected instances of fraud that may require 
investigation. 
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REPORT PRESENTATION 

The report that follows. is based upon a detailed review of the cash collection procedures and use 
CJf Town resource for vario.us Town Departments and related agencies. For each department, we 
presert!ed the following information when applicable: 

<t Types of receipts (including do~ated noncash items) 
b, Relevant background about the department/agency's operetions 
c. Owr freud risk evaluation 
d.. Our overall fraud risk flSSes.sments 
e, Conditions and recommendations 

The recommendations developed are what we consider to. be the best practice. In certain 
instances, we may. have also presented an alternative to the best practice. lmplerru:m!ation of 
internal controls should iflclude cof)sideratioh of the cosl$/beneflts of implementing the control 
process or policy and procedures. It is offen possible to strengthen intemal controls by 
imj)lementing additional procedures, cot~trols, reviews . or monitoring or by implementing 
compensating controls ... An example of that type of control would be review and approval of 
adjustments weekly vs at the time the transaction occurs. 

We have also Included recommendations that may improve efficiencies, 

The recommendations are identified with codes as to the type of recommendation as folfows: 

Fraud Risk 
!C Internal Control 

Best Practice 
Operational 
2fliciency 

Certain recommendations rnay have more than on code; ifapplic<Jble. 

The recommendations have <Jiso b.een coded using a department code and a recommendation 
number for future reference and monitoring of the status. 

As noted above, Implementation of certain recommendations can be accomplished using a 
multistep processwhere determined appropriate. 
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GENERAL OBSERVATIONS AND RECOMMI::NOA'riONS 

GEN· .i ·CONDITION lOP!: 

Currently, the Town does not require the use bf a standard transmittal report to be prepared by all 
departments when transmitting collections to the Revenue Collector. In certain instances, it is 
being Qenerated by a software program used by the department, or the form was developed by the 
department or a transmittsl is not prepared at <~II. 

RECOMMENDATION: 

We recommend that the Town consider requirins;~ !he use of a standard transmittal report to be 
submitted With the monies tr<~nsmitted to the Revenue Collector,. At a minimum, procedures should 
be developed and implemented that cle<~rly define the information required on the transmittal and 
who sho.uld. be preparing the form and who should approve the form, If there are instances where 
it is more efficient to use reports produced by a department software • program, then that report can 
be. attached to the standard form so that the required signatures are documented, 

Currently, the Town does not require that a reportor other supporting documentation be attached 
lo. the transmittal to support the amount being transmitted and the type of payment (cash vs 
check), 

RECOMMENDATION: 

We recommend that the policy and procedur<;'ls for the standard transmittal form include a 
requirement that supporting documentation be . attached to the form . for the amount being 
transmitted. The documentation should provide support for the total deposit and the identification 
of any differences. 

GEN· 3 ·CONDITION !FRJICl: 

Currently, certain Town departments conduct fundraising activities, These activities most often 
involve cash donations that suppo.rl Town programs. Therefore,. it is often difficult to implement 
effective controls over these types of activities, 

RECOMMENDATION: 

We re<:ommend that the Town develop and implement fo<mal policies and pmcedures for 
fundraisers and the documentation and transmittal of !he fundraising receipts. 

GEN· 4 • CONDITrON (FRI!C}: 

In general, strong internal controls over cash receipts would include another source of 
Information to be able to reconcile !he collections and assess completeness, Exam pies of this 
include register software programs, prenumbered receipts or tickets, or inventory controL 

During our review, we noted that some departments did not have lh.is type of control in place and 
others have implemented a control that was not effective because it was not used correctly or at 
aiL 
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,GENERAL OBSERVATIONS AND RECOMMENDATIONS 

RECOM MENDA T!ON: 

Specific recommendations are included in each Department/Agency's se<:;tion of this report. 

our general recommendatiQn is that wnen prenumbered receipt boo[(s are u~ed. the .receipt 
book activity ancl the. <!mount being transmi\ted 111ustbe reconciled. The Ufie of a re.ceipt book l$ 
not a control unless it is used to verify the completeness of the activity. 

GEN- 5 -CONDITION (j;'liUIC}: 

Rev lei\/ of. activity or status reports by Department heaos Is a cri!i.cal control. DE>partment he01ds 
have a pen>pectlve oil the operations of their department that the Finance or other Department 
would. not have. This perspective is invaluable when reviewing reports since they will have <In 
"expectation" as to what the status report should present When that expectation is not met, 
there .should be questions asked to ensure that the ;ac:tivity is correct or correctly recorded. 

RECOMMENDATION: 

We recommend that the Town develop and implement formal policies and prooedures to require 
all department heads, advisor, e~c. to f€)View budget and actual or activity reports and to formally 
communicate that they have reviewed the reports and have no comments or questions. 

GEN· 6 ·CONDITION IFRJICI: 

Currently,. checks are not stamped "for deposit only" when received. Also, they are transmi!te.d 
to the Revenue Co.Heclor without being stamped ''for deposit only''. 

RECOMMENDATION: 

We recommend that al.t checks received bs immediately stamped "for deposit only". 

GEN· 7 - .CONDiilON IFR!iCl: 

fjased upon our review, the. Town is oper;:~ting t.mcle:r variou$ policies ;:~nd procedures. Some of 
these policies and procedures related directly to the pub1ic. In many cases, it was notec! that the 
Town dicl not have formal written policies and procedure$ to 1:>~ abl~ to fq.rmally .communi.cate the 
policies to !;loth employees and the public. 

R!:COIIIIMENOAT.ION: 

Specific recommendations are Included in each Oepartmeht!Agenoy's section of this. report. 

We recommend that the Town. formally document the policies on how the Town c;onducts 
busine~s anq ensure that the policies are communicated to the public. 
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GENERAL OBSERVATIONS AND RECOMMENDATIONS 

GEN· 8 - CONDtTION IFR/19;. 

Based upon our review,. we noted that there are several Town departments that are either 
performing or managing billings for various activitie!l. The Revenue Collector also performs the. 
billing function for c.ertain other activities. While the Revenue Collector's billings are formally 
c()ntrolled (Jsing the miscel.laneous billing module of the Town gem'lral ledger software, the 
Department billings are not being formally billed and accounted for. 

RECOl\IIMENDATlON: 

Wr;; recommend that the Townconsider consolidating the Town's billings to the Flnanoe 
Department or Revenue Collector's. office. If the billing activity is consolidated to the Revenue 
Collector's office, We recommend that the !;lmployee responsible for pillings have no rights or 
responsibilities for collections in order to avoid lack of segregation of duties. 

This may require additional resources or reallocation of resources from the affected departments 

GEN· 9 ·CONDITION (FRIICj: 

Bas!ld . upon our review, we noted that there are several types of revenues that could be 
reviewed and analyzed using a minimax or reasonability test. In certain instances this may 
require recording activity differently or in different accounts to be able to perform these analyses. 
It will also require the implementation of prenumbered documents to be able to detemrlne the 
population of activi(y. Recommendations have.been made in the various departments reviewed 
regarding the prenumbering of permits ami other documents. 

RECOMMENDATION: 

We recommend that the Finance Department develop and implement this type of minimax or 
reasonability tests to ensure that. all revenues <Jre being properly transmitted to the Revenue 
Collector and being properly recorded. in the general ledger. 

GEN-10 ·CONDITION (fRII.C): 

During our review, we noted that in certain instances, employees m;;~y have rights to functions 
that they may not need or that are currently not being properly monitored. 

RECOMMENDATION: 

For each software program being used by the Town Departments, we recommend that each 
employee's job responsibilities be revie.wed in detail against each permission for eac;h 
employee/role to determine if that f(Jnctlon is part of their job responsibility. If it is determined 
that it Is not pat1 of an employee's responsibility, then the permission should be removed. 
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TOWN ClERK 

TYPES OF CASH RECEIPTS 

L Conveyance taxes 
2. Fees (bog licenses, marriage licenses, lien fees, recording fees) 
3. State fees 
4. Copies 

BACKGROUND 

The Town Clerk uses a vendor software system designed for Town Clerk operations for 
recording all activity except for c;:!og llcemes. .For dog license.s,. the transactions <Jre initially 
recorded using an infernally designed software and then subsequently are entered into. the 
register software system. 

The Town Clerk office does not accept credit cards. 

The Town Clerk's office also manages the central petty cash account. 

The Town Clerk does not manage anY nonfinahclal resources. 

FRAUD RISK EVALUA ilON 

Level ofreceipts: High 

Internal Controls Medium 

Use of Resources: Low 

FRAUD RISK ASSESSMENT 

Medium 

CONDITIONS AND RECOMMENDATIONS: 

Based upon our review, we noted the following conditions that are considered to be a fraud risk. 
For each condition identified, we have also provided our recommendations to mitigate the risk 

identified. 

During our review, we noted that there are no unique separate logins for ea.ch Town Clerk 
Department employee, All employees process transactions on the same computer using the 
same login. 

6 



TOWN CLERK 

RECOMMENDATION: 

We rilcommend that eachTown Clerk Department employee be assigned a unique login !D and 
that the login be used for tl)l transactions processE)c{ by that employee. 

We also recommend that each employee log off aftt;lr processing eac.h transaction or when 
another empf.oyee will be responsible for processing tr!!lnsactions (break, lunches, end of day, 
etc.), 

TC·2 ·CONDITION {1£!1 

during our review of the procedures for processing clog license transactions, we noted that the 
transactions are initially recorded in the internally develope<! softvvare program and then are 
st,~bsequen\ly recorded in the Town Clerk's register software system. 

In addition, the internally developE!d dog licen~e software program does not allow the user to 
note the type .of payment (cash vs oheck} when entering the transaction, 

RECOMMENDATION: 

We recommend that all transactio11s .oe Initially entered into the Town Clerk's register software 
system to ensure proper accounting and control over the payment type. 

We recomme.nd that the internally developed dog license soHvvar<;J be .used to manage 
operations a11d not for recording collection transactions. 

TC·3 • CONDITION (lC): 

During our review of the procedures for processing dog license transactions, we noted that there 
is no reconciliation performed between the transactions recorded in the internally generated dog 
license software program, the amount recorcled In lhe Town Clerk's register software system 
and the general ledger, 

RECOMMENDATION: 

We recommend that the internally developed software activity (at a minirnwm the nurnber of 
licenses sold) l:le reconciled to the amount processed In the Town Clerk's register software 
system .and the general ledger. 

TC-4 • CONDITION I!C): 

During our review of th$ procedures, we noted that aU users can void transactions. 

RECOMMENDATION 

We recommend the ability to void transactions l:le limited to certain designated employees or 
that the void transa.clion report be printed and approved by the Town Cieri< on a monthly basis. 
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TOWN CLERK 

Th€l Town Clerk's curre[lt policy is that no change is provided to customers for cheCk$ tha.t !'Ire 
ma.de out for the wrong amount. Normally the amount is not significant and is often used to pay 
for copies. 

RECOMMENDATION 

We recommend that this policy be reviewed by the Town to determine if it is in accordance with 
the Town's objectives. Once the policy h<Js been review anc:i finalized, the policy should be 
formally documented and communicated to the public. 

8 



Police 



TYPES OF CASH RECEiPTS 

1. Fingerprinting 
2. Pistol permits 
3; Ordinat1C.e violations (tickets) 
4. Parking llckets 

BACKGROUND 

POUCE 

The Polioe Department oalle.cts monies for cettain fees. Per Department policy, only checks are 
accepted. Checks are al.so collected .for the State (pistol permits), 

The Police Department also h~ndles all appeals for ordinance violi!llons. Ordinance violation tickets 
can also be paid at the Revenue Collector's Department. Sinceparking tickets are issued using a 
software program, aU payments for parking tickets are sent to the· Rev<?nue Collector. 

The Pollee Department has 2 police cars and various types of equiprnent and. inVentory {radar guns, 
pistols, and ammunition). 

FRAUD.RfSK EVALUATION 

Level of receipts: Low 

Internal Controls Medium 

Use of Resources: Mediurn Police cars, equipment 

FRAUD RISK ASSESSMENT 

Low 

CONDITIONS AND RECOMME.NDATIONS: 

Based upon our review, we noted the following conditions thal<'!re considered to be a fraud risk_ For 
each condition identified, we have also provided our recommendations to rnitigale the risk identified. 

PD.1 ·CONDITION {FR!!C): 

During our review. we noted that receipts are not issued to the customer for payments received. 

RECOMMENDATI.ON: 

We recommend that a receipt book. system be implemented to document amounts collected and 
allow the balancing of activity. 

PD-2 ·CONDITION !FR/IC): 

During our review, we noted that a spreadsheet is used. to track receipts for ordinance violation tiCkets 
issued. Information is sent from tllePolice Department to the Revenue Collector and from the 
Revenue Collector to the Police Depattmenl to update the spreadsheet_ 
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POLICE 

RECOMMENDATION: 

We recommend that a formal system be developed to proper!~· accountfor and monitor the activity. of 
ordinan.:;e violatlon ticket$ issued and collected. The sequepce of the ticket numbers snould be 
accounted on a periodic basis to ensure completeness. 

We also recommend that the Police Department cease collecting the monies for the tickets that. are 
issued. This will properly segregate duties. · · 

We al&o r<;lcommend ·that ff the $preadsheet continues to b<l the apcotmting system ·for ordinance 
violatio.n tickets, that. the spreadsheet be.recont;il.ed to !he genera!.ledger on a perio!'lh; ba;;is. 

PD-3- CONDITION !fR!!C!: 

During our review we noted that a hearing officer reviews and accepts or declines parking ticket 
appeals; Approved appeals are el")tered into thedicket. software which voids !he tiqket. 

We also r,oted thatihe system h<~s multiple logins, but they are not formally <~ssigned to an individual, 

RECOMMENDATION: 

We recommend that. exception reports be generated by usar atJd the reports be reviewed and 
approved by a supervisor. 

W!;! <~lso recommend that each user be assignee! a unique user account and password in 0rdEW .that 
all transactions can be identified by user. 

F'D • 4 - CONDITION IFR/lO}:. 

CurrentlY, the Town policy is thai parking tickets must be paid by the 10th day or the ticket will double. 
The system does not appear to have the ability to adjust the 1 0. day period when the 1010 day falls on 
a weekend or holiday, This creates a need to remove the penalty when determined appropriate. 

BEQ..Q.MMENOATION: 

We recommend that the Town set up formal policies and procedures, including the necessary 
approvals, reporting and monitoring for these adjustments. 

We recommend that el\ception reports be generated by user and the reports be reviewed anci 
approved by a supervisor. 

eo ·5: CONDITION (F~IIC): 

Poli<;e Vehicles we not !a.ken horne bY police officers !!M they arB parked ;o~t !h<.t Town Garage. 
Curr~ntly, there are noformal policies and procegures. to manage equipment <tnd other inventory. 

RECOMMENDAIION: 

We recommend !he Town cjevelop <tnd implemenHorm<~l policies regarding th.e use of th.e equipment 
and inventory. 
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TYPES OF CASH RECEIPTS 

1. Donations 
2, Gift cards 
3. Inventory (food, supplies) 

BACKGROUND 

HUMAN SERVICES 

The Human Service;; Department collects monies for donations (social services) and also accepts 
and logs gift cards to be used for residents who demonstrate r1eed. In actoltion, donati.ons of food 
and supplies are accepted and distributed to residents. When the gift cards are distributedcthe 
recipient signs the donation form along ';Vith the Department employee. Oon()r$ are acknowledged 
with a letter from !he Town. 

The Dep<!rtment does have some . formal policies regarcjing the general qoll?r limits for each of .the 
types of support they provide. The Department also U$e$ a tracking system to monitor use of the 
Food Bank, donati()n and gift cards. 

The Town does n.ot manage a fuel bank .fund. The Town will support resic:l13nts to maximize the 
benefit they can receive from outside organizations. 

FRAUD RISK EVALUATION 

Level of receipts: Low 

lnterna.l Controls IVIedJum 

Use of Resources: Low Inventory, Gift cards 

FRAUD RISK ASSESSMENT 

Low 

CONDITIONS AND RECOMMENDATION$: 

Based L;pon our review, we noted the following conditions that are c.onsidered to be. a fraud risk .. For 
each c.ondition identified, we have also provld<Jd our recommendations to mitigate the ris.k identified. 

HS- 1 -CONDITION {FRI!C): 

We noted t.hat although lh? D?partment .operates with some guidefines regardjng the amounts, 
frequency and authorization of .<~ssislance that can provided to residents, not all of the policies are 
formally documented. We understand the cument policies are in th? process of being upcJ'ilteq, 

RECOMMENDATION: 

We recommend that aU polices be formally documented and that the.policies include the development 
of forms to. document activity and the required approvals. 
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HUMAN SERVICE:S 

HS- 2 ·CONDITION (fRIIt::i); 

We .noted that the Department does not use a formal intake form to document a resident request for 
assi$lance. 

RECOMMENDATION: 

We recommend that all requests for assistance be documented on an intake form or application form. 
The fprm can also be used to formally approve assistance provided as required by the Department's 
formal polices recommended above. 

HS- 3 ·CONDITION !FR!lCl;, 

We noted that the Department currently accounts for donations on a spreadsheet and also provides 
recognition letters to dehors. 

We recommend that the spreadsheet be reconciled to the recognition letters to ensure completeness. 
The reconciliation $hould be reviewed and ai)pro\led al1d forWarded to the Finance DepartmE')nt on a 
period basis. 

HS" 4. • CONDITION !FR/!Cl: 

Current!y, the Department issues a receipt for all cash and checks received. No receipts are issued 
for gift cards received. 

The spreadsheet is used to prepare the transmittal report, but !he collections are not reconciled to the 
receipt book. 

RECOMMENDATION: 

We recommend that the transmittalfdeposit be reconciled to the receipt book. The transmittal should 
identify !he applicable receipt numbers, 

We also recommend that a receipt be provided to the donor of gift cards and that a $eparafe receipt 
book be used for that purpose and reconciled to the gift card inventor)• form. 
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PLANNING. AND ZONING/WETLANDS 

TYPE$ Of CASH RECEIPTS 

1. Planning permits 
2. Zoning fees, including State portion 
3. Copies 

BAC.KGROUI'ID 

The Planning and Zoning/Wetland Department collects monies for permit .fees. and zoning fees. 
Currently, the process is manual, as there is. no software program in place to manage !he process. 

The Department is interested in the CQpa bilities of the new softWare that was installed by the Building 
Department to also be implemented in this department 

FRAUD RISK IEVAWAT!dN 

Level of receipts: low 

Internal Controls Medium 

Use of Resources: Low Pooled car. 

FRAUD RISK ASSESSMENT 

Low 

CONDITIONS AND RECOiiiiMENDATibNS: 

Based upon our review, we noted the fo,llowin!;J conditions that are considere<:J to be a fraud risk. For 
each condition identified, we have also provided our recommendations to mitigate the risk identified, 

PZW 1 "CONDITION !FRI!Cl: 

Currently, the collection of cash rec~ipts is documented by noting the receipt on the application. The 
notation also includes the payment type. Only customers who pay in cash are provided a receipt, 
unless it.is requested by the customeJ:". 

RECOMMENDAIION: 

We recommend that the department begin using a pre numbered receipt book for aJI tr<1nsac!ions and 
that the receipt book be reconciled to the transmittal reports and the related deposit 

Weaiso.recommend that the capabilities of the new software installed by the Building Department be 
reviewed ahd considered to manage the permits a.nd application in the department. 

PZW 2. "CONDITION {FRIIC): 

Currently, the applications and permits issued are notprenumbered (all permits). 
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PLANNING AND ZONINGJWETLANDS 

RECOMMENDATION: 

We recommend that all permits be prenumbered and that the accountability for all permits is$ued be 
performed on a period basis, but at l.eas;t annually. 

PZW 3 - CONO!TION {FBI!C): 

Currently, transmittal reports are not being prepared and cash transmi!te.d is not being foJWarded to 
the Revenue collector on a stand;:mJ basis. 

RECOMMENDATION: 

We recommend that transmittals and deposits be completed on a daily basis, but no le.ss th.an 
W!iJekly. 

PZW 4- COf'JOlTION jFRIJC}; 

Currently, thet'e is no reconciliation performed when preparing the transmittal reports to thlil 
applioatio!'l$ recelyed for the same period. 

RECOMMENDATION: 

We recommend !hat at thlil time the preparation of the transmittal report, a recQnc;:iliation be 
performed to balance the activity being repotied. This reconCiliation should be retained and attached 
to. the transmittal sent to the Revenl!e .CoHe.ctor. 

,PZW 5- CONDITION !I"RIICJ; 

Currently, there is no log of permitsjssued by type maintai.ned. 

RECOMMENDATION: 

We r~9ommend that a log of p\'lrmits and applications .b.e developed and lm~lemented to monitor t~e 
activity of the department The log can <'!lso be used as part of the accouhtability and balancing of 
activity noted above. 

PZW 6- CONDITION (fRIICj: 

Currently, .there is a quarterly report prepared arid llent to the J own Man<;~ge( that includes the 
nt~mber qf permits issued, This report does not contain any financial information (amounts collected 
forthe permits). 

RECOMMENDATION: 

We recommend that the report he modified to include amount of monies collected. This report should 
also be provided to the Finance Department foneview (lnd monitoring. 
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PLANNING AND ZONING!WETLANDS 

PZW-7 ·CONDITION IFR/!C!: 

C.urrently, the permits i_ssued are ntlt prenumbered. The permit number is assigned after the permit is 
issued. In addition, there is no accounting for the sequence of the permits issued. 

RE:COMMENDATION; 

We recommend that permit$ be prenumbered and that at le.ast annua!Jy, the sequence of permit 
numbers be accounted for. 
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PARKS AND RECREATION 

TYPE$ OF CASHRECEIPTS 

1. Membership fees 
2. Program fees 
3. Rental fees (facility, gym, pavllion, l<ayaks) 
4. Sales of merchandise 

BACKGROUND 

The Parks and Recreation DepartmentiCommunitY Center collects monies for various fees and 
programs. The D.:;partm.ent uses a popular recreation department software program to process all 
cash receipt transactions. Only manat;ters have the ability to void/<.1djust transactions. Managers also 
recount the cash dropped into the safe by the receptionist and prepare the deposit 

FRAUD RISK EVAWATION 

Level of receipts: High 

Internal Controls Medium 

Use of Resources: Medium Facility use, services, merchandise 

FRAUD RISK ASSESSME{!Ir 

High 

CONDITIONS AND RECOMMI:NtiA!IONS: 

Based upon our review, we noted the following conditions that are considered to be a fraud risk. For 
each condition identified, we have also provided our recommendations to mitigate the risl< identified. 

F>R-1 ·CONDITION {FRIIC); 

The managers are the only employees who can voidfadjust transactions. Currently, there is no 
adjustrnenl report gomerated as P<~rl of the b(l.lancing process. Therefore, the adjustm13nts are not 
reviewed and approved by the Recreation Director. 

Ri:COMMI::NDA!ION: 

We recpmrnend that. an adjustm.:;nt report be generated as part of th.e daily balancing process and 
that the report be reviewed and approved by the Recreation Director. 

PR:-2..· CONDITION {f'R/!CI; 

Currently, the prices for merchandise for sale is programmed into the register system by the 
managers. The prices are not reviewed and approved by the Recreation Director. 

RECOMMENDATION: 

We recommend. that, after the prices are programmed into the register, they be reviewed and 
approved by the Recreation Director. 
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PARKS AND RECREATION 

PR-3 -CONDITION (FfUICl: 

Although limited, in certain circumstances the ~;nangers (back office) will.accept customer payments. 
The trans<~clion is logg.ed under the manager's user 10, but th~ manager then balance!; their own 
deposit. 

RECO.MMENIJATION: 

We reCommenq that the Town develop and implement e formal policy regarding the processing of 
transactions by th!!) manegers from the !:>eck office. The policy should address whether the prectice is 
accept<Jble .E!nd if determined to be ac;ceptabl<:i, the circumstances under which it is permissible. The 
policy should ii1l$o then require that tne other manager perform the tecot.Jrtf and verification of the 
deposit 

PR· 4 • cmmmoN !fRtlq: 

The Department uses two different rental forr(ls. One form is for the rental of a room for a party or 
event and another for re11tal of the facility. The Department also rents the pavilion. IIi addition, 
rentals can be done through the website. Currently, none of the rental f()rms are prenumbered. · 
Rentals require payment in full at the time of registration. 

RECOMMENDATION: 

We recommend that all rental applications be prenumbered and th;;tl, a! least annually, the sequence 
of applications apprOV\ld be reconciled with ihe amounts recorded as revenue ln. the general ledger, 

We also recomr(lend that the. amounts deposited and recorqed in the general ledger be reconciled to 
the ca!emlar/binder that is used to manage the rentals. 

PR· 5 • CO.NDITIONJFR!ICI: 

Currently, certain transactions such, a·:> rentail·eservation and prepayments are entered into the Parks 
and Recreation software as household credits on customer accounts. Household cred.ils cannot be 
transferred I:Jetween customer accounts, bl,lt.can be prqcess<ld as a refund anq then a payment to the 
new account.. Only . managers can apply household credits, When the payment is entered, the 
software ·!!Ystem allocates it the "unknown' category. When the lr~msaction is proces!>ed, a note is 
added to the description to identify what tYpe of revenue the paymeh\ should be classified as When 
applied. 

The system has the ability to generate reports of .the balances of household .credits.. Currently, these 
reports are not b~Jing reviewed. and approved by the Recreation CJirector nor are they peing provided 
to the Finance Department lo ensure proper recording of these balances during the ye~w or :llt y.;~ar 
o:;\nd. 

RECOMMENDATION: 

We recommend that the software be reviewed to identify a more efficient process for <tpplying 
household payments and to eliminate the need to aqd notes and rs<mter thetrans.action to fhe proper 
category. .It is not clear WhY a payment would be classified a$ unknown. 



PARKS AND RECREATION 

RECOMMENDATION: 

We recommend that the report of !.he activity for household credits be reviewed and approved by the 
Recreation Director along with the otheradjuslmen! reports. 

RECOMMENDATION: 

We recommend that the report ofthe activity for household credits be provided to or produced by the 
Finance Department on a periodic basis to ensure that the activity is being properly recorded and 
accounted for. 

PR• 6 • CONDITION fFRIIClc 

Currently, there are non-active customer accounts with credit balanc¢s. Some of lhe balances have 
been inactive for many years. 

RECOMMENDATION: 

We recommend thatthe Tqwn develop and implement a policy for credit balances. The policy should 
address the procedures for resolving credit ba.larices that are over $X and X days of inacthtity. The 
policy should address the resolution of the balance such as forfeit, used for benefit of Department or 
escheated to the State. 

We recommend that the report of the activity for credit balances be prov1ded or produced by the 
Finance Department on a periodic basis to ensure that the activity is being properly recorded and 
accounted for. 

f% 7 • CONOIT!ON !fRIICl: 

Currently, rosters for programs are prwided to the Department program managers. If any 
<:~djustments are necessary they are initiated by the program manager. The Department managers 
will process the credit in the sOftware system ba;>ed upon thEHO\'lt€'r provided py the. program 
manager. The roster is then noted with the credit proces\'led arid returned to the program manager. 

RECOMMENDATION: 

We recOmmend that any credits that are reqt~ired to be proc.,ssed .be formally requested and 
approved. A credit request form sho.uld be developed and implemented to document approval of the 
credit and the processing in the software. 

We <~lso recommend that a report of the credits processed be generated and that it be reviewed and 
approved by the Recreation Director. 

PRe 8 • CONOITION lfR/IG): 

Currently, certain independent oontractors are paid based upon enrollment and other contractors are 
paid based upon the class. 
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PARKSAND RECREATION 

RECOMMENDATION: 

We recommen.d that the T e>wn revlewthe contractors that.f;lre being pate! by class to determine if they 
CZ!n be paid bY enro1!111ent. If a contractor is paiq by enrollment, !here is an incentive to verify that all 
customers in !he progr<;~m have be£:lh enro.lled. 

Cqrrently, the Department conducts an annual physic<:~! inventory duripg the summer, The 
documentation of the physical inventory il:l not retained. · 

RECOMMENDATION: 

We recommend thai the docl!ment<;~tion of the physical inventory be retained. Any adj ustmenf$ 
necessary based upon the inventory should be doqumented l!lnq approved by tbe Recreation Director. 
A copy of the physical inventory $hould be also provided to the Finance Department 

PR· 10 ~CONDITION (F'RI.!C): 

Currently, the Departrnentuses certain invento.rY iteml:llor promotional items. 

RECOMMENDATION: 

We recommend that the us.e of inventory for promotional Items be recorded through the register 
softw;;~re to ensure theinven.!<(rybai<Jnces are <JCQurate. 

PR·11 ".CONDITION (I'Rf!C); 

Currently, the Department does not have any formal policies or procedures to upda.!e the inventorY 
balance when performing test co.unts or after the physical inventory is taken. 

RECOMMENDATION: 

We recommend that the Department develop and implement f.orm<~l policies, procedures and forms to 
document. all a<;ljustments. of inventory balances. The policies and procedures should include the 
specific procedures and authorization required to update the sof.!ware system balances, 

PR·.12 "cONDITION tFRI!C): 

Currently, the Department sells gift certificates for use at the Community Cent£<r. Tl1e gif.! certificates 
are pre numbered and the number~ are entered !Qto the software. program when sold. The softwa~e 
progr1)m .has the ability to generate reports on !he ba.lances of gift certificates that have not been 
redeemed. . 

RECOMMENDATION: 

We recomm~nd that the report of the aclivlty for unredeemed gift certificates credit balances be 
provided or produced t>y the Finance Department on a periodic basis to ensljre that the activity is 
being properly recorded and accounted for. 
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PARKS AND RECREATION 

PR· 13- CONDITION (FR/JC.): 

Currently, the Parks and Recreation software has accounts receivable balances dating back to 2008 . 
. In many cases the balances are very small amounts. The Department does send collection letters 

directly, but also u~es a col.leclion agency for certain delinquent accounts. The Finance Department 
is sending any account overdue by 120 days to collections. 

The Finahce Department has been working with the. Recreation Department on. the accounts 
receivable ball;:1nce. Currentry, the accounts receivable balance is recorded on the Town's financial 
statement net of an allowance for uncollectible amounts. 

RECOMMENDATION: 

We recommend that the Town develop formal policies and procedures regarding delinquent accounts 
receivables and when they are sent to collections. The polit:Y should also include the process, 
documentation required C\nd the authority to write off receivable. balances. The. balance authorized to 
be written off should be processed through the register software and reconciled to the authorization. 

The policy should also include/consider guidelines and required approvals to write off balances under 
$X amount 

We recommend that the Town continue to work with the Departrneht to determine the c<;JIIectible 
balances and write off the remaining balances. This will allow the. proper review, monitoring and 
management of the receivable balances and the calculation of the allowance. 
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SENIOR CENTER 

TYNES Or CASH R[;CEIPT$ 

1 . Registration fees • Classes 
2. Special meals 
3. Trfps 
4, Meals on Wheels (for service provider) 

BACKGROUND 

The Senior Center currently does not charge a membership fee. There is also another legally 
separate organization. called Senior .Center Associates that conducts activities at the Senior C.enter. 
The activities inclu(Je trips,. sales. of jeWelry, events. and coffee sales. The monies collected for these 
activities are deposited into the Senior Center Associates account. 

The Senior Center also provides opportunities to the membership to access we!lness providers 
(massage; nails, haircut, etc.). The membership pays the vendors directly for any serviceprovi<;le<l. 

The Senior Center uses a. softw<'lre program to manage !hE! registration for the classes. The Senior 
Center does not accept credit cards. 

FRAUD RISK EVALUAT/01\1 

Level of receipts: Low 

ln!emal Controls Medium 

Use of Resources: Low Facilit~ 

FRAUD RIS(<ASSfESSMENT 

Low 

CONDITIONS AND RECOMMENDATIONS: 

Based upon our review, we not<!.d the followll')g conditions that are considered to be a fraud ri$k. For 
each condition identified, we have also provided our recommendationsto mitigate the risk identified. 

SC-1 ·CONDITION (PR/lC): 

currently, the collection of .cash receipts for the Me<'! Is on Wheels program is counted by 2 individuals 
before it is <leposiied, but is not documented. 

RECOMMENDATION: 

WE! recommend that the counting <md verification of the (!mount received be documented by 
employees on the transmittal form. 
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SENIOR CENTER 

RECOMMENDATION: 

We reoornmendthat the Town develop a policy regarding the Town collecting monies for outside vendor 
programs. The. policy should address the policies anc:l prqcedures for acc:ounting for !lnd the security of 
the amount received. 

A receipt is issued at the time of cqlleclion for all reoeip!s oollectec:l noting the payment type (cash or 
check} .. The payments are then entelred lntq the Senior C<>nter software program. Currently, there is 
no reconciliation performed between the receipt book, the deposits and the software program, 

RECOMMENDATION: 

We recommend !hat the ;activity ofthe recE>ipt book be balanced and reconciled to .both the amount 
entered into the Senior Center software program and the transmitta!!deposit. 

SC-3. • CONDITION (FRilC): 

Currently, on~ employee is responsible for the collection of receipt;;, entering the receipts into the 
Senior Center software <md preparing the cleposit. · 

RECOMMENDATION: 

We reol)mmend that functions of collecting, recorc!ing and preparing the deposit be segregated to 
strengthen internal controls. · 

This balancing process shoUld be documented and. reviewed .arK! approved by e.ither the Office 
Manager or the Director or an employee not involved in the cash receipt process. 

RECOMMENDATION: 

We recommend that responsibilities for the receipt of cash and. the preparation of the. deposit be 
segresated. to the extent possibl¢. If passit)le, an employee shquld ~e designated that has primary 
responsibility rot the cash receipt process and another employee for the preparation of the deposit and 
transmitta.l to the Revenue Collector . 

. SC-4 ·CONDITION jFR/IC): 

Currently, a separate orgahl~tion ·is. providing programs and services ·at the .. Senior Center to the 
membership. Th.;.re ar¢ no current policies and procedures or agreement related to this activity, 

RECOMMeNDATION: 

We recQmroend that the Town develop a policy regarding separate organizatiOns providing programs 
and s.ervices at the Senior Center. The agreement .should adqress any Town expectations and 
re::;ponsibililies for both parties. 
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TAX COLLECTOR 

TYPES OF CASH RECEIPTS 

1. Prop<?rty ti'lX<lS 
2. lntere?t <Jnd li!!l1 fees 
3. Bounced check fees 
4. Wi'lrrantfees 
5. Copies 

BACKGROUND 

The Tax Collector/Revenue Collector's Office has 2 full tim13 employees .and .1 part time employee. 
Payments can be accepted in the office, on line. and dropped in the mailbox outside of. Town Hal.l. 

Reports are prepared on a daily basis and forwarded to the. Finance Department. 

FRAUD RISK EVALUA Tf()N 

Level of receipts: High 

Internal Controls Medium 

Use of Resources: Low None 

FRAUD RISK ASSESSMENT 

High 

CONDITIONS ANO RE:COMMENoATIONS: 

Bf)sed upon our review we noted the following conditions that are considered to be a fraud risk .. For 
each condition identified, we have also provided our reqommendations to mitigate the risk identified. 

TXC-1 • CONDITION (FRIICI: 

Currently, access to th<;l t'"x register softwar<l is not controlled by .a user !D or password, therefore, 
transactions are not Identified by user" There are certain functions that are controlled by passwon;Js .. 

RECOMMENDATION: 

We recommendtnat each Tax D.;JPa.rtment employee be assigned a unique login ID and that the login 
be wsed for all transactions processed by l)1at employee. 

We also recommend that each employee lOg off after processing each tn~nsa.clloh or when another 
employee will be responsible for processing trans,gctions (break, lunches, end of day, elc.} 
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TAX.COLLECTOR 

TXC·2 • CONDITION lf'RtiG): 

During our review, we noted that all users can void transactions, 

RECOMMENDATION: 

We recommend that the ability to void transactions be limited to certain employees or that the 
available void report be run and approved by the Tax Collector on a periodic basis (monthly). 

TXC·3 • .CONDlilbf\1 ff'Rt!C): 

During our review we noted !hafthe tax collection software can also produce other exception reports 
such as an override code report. The report is not curren!ly being produced and reviewed. 

RECOMMENDtmCiN: 

We recommend that void and ()ther exception reports be reviewed and approv~d by !he Tax 
CoHector. We also recomi11end that these reports be forwarded to the Finance Department on a 
periodic basis. 

TXC-4 • CONDITION {FR/!C): 

During our review, we noted that the Town processes all mailed tax payments manually through the 
tax software in the office. 

RECOMMENDATION: 

To Improve efficiency, cash flow and investment earnin9s, and allow additional time to be allocated to 
the Revenue Collector function, we recommend that the Town consider implementing a lockbox 
service for tax payments. 

TXC-5 ·CONDITION IF~/!Cl: 

During our review, we noted that there is a lack of segregalkm of duties with respect to the 
processing of tax payments, balancing, preparing the deposit and going to the bank. 

RECOMMENDATION: 

We recommend that the. Tax Collector's office implement procedures to segregateduties with respect 
to the cash receipts function. 
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ReVENUE COlLECTOR 

TYPIES OF CASH RECIE!PTS 

1, Property taxes (taxes, interest, Hen fees, warrant fees) 
2. Sewer use fees 
3; All other department ca$h receipts 
4. Trash service 
5. Parking tickets 
6. Meoical insurance contributions (retiree, COBRA,. FMLA) 
7. Copies and bank fee.s (bounced checks) 

BACKGROUND 

The. Tax Collector/Revenue Collector's Office has 2 full time employees and 1 part time employeEL In 
the role· of Revenue Collecior, the department does fhe billing for the various revenues noted above. 

fRAUD RISK EVALUATION 

Level of receipts: High 

Internal Controls Medium 

Use of Resources: Low None 

FRAUD RISK ASSESSMENT 

High 

CONDITIONS AND RECOMMENDATIONS: 

Based upon our review, we noted the following conqitions that are considere<1 to be a fraud risk. For 
each condition identified, we have also provided our recommendations to mitigate the risk identified, 

RC-1 • CONDITION !FR{!Ch 

Currently, there is no counting of C01Sh or receipts provided at the time the dep$rtments transmit cash 
receipts to the Re\fenue Collector's department. A signed copy ofthe transmittal report is returned to 
the Department once the cash is counted, 

RECOMME:NOAliON: 

We recommend that as transmittals are submitted, the cash i$ counted in the presence of the 
employee lransniitting the receipts and that a receipt be issued or the transmittal be signed by both 
the Revenue Collector's Department and the employee agreeing to the amount of cash receipts 
transmitted. The count should also be used to verify the amount of cash and checks. 

RC-2 ·CONDITION (fRIICl: 

Currently, the Revenue Collector's department performs the billing and col!ediorl for retiree medioal 
in::;urance contributions. The dat:;J is 9btained for the various. departments and the Revenue Collector 
generates the invoices. The department is not provided a billing register to verify the billings. The 
Revenue Collector's office also pcocesS'es the cash receipts. 
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REVENUE COLLECTOR 

RECOMMENDATION: 

We .recommend the billing and wllection process be properlY segregated between two different 
emp!oyee.s, 

We also recommend tll<~t tile billing register be reviewed and .approved by the responsible 
department prior to the billing being processed. 

RC-3" CONDITiON lff!/iCl: 

During our review, we noted that although currently infrequent, there is no formal policy, procedure or 
form to process corrections to the sewer billings. 

RECOMMENDATION: 

We recommend that tne Town develop and implement fomral policies and procedures, including a 
correction form and the required authorizations. · 

RC-4 • CONDITION IFRIIC): 

Curr10ntly, for ticket tine payments made to the Revenue Collector, 'l receipt is provided to lhe 
customerfrom a prenumbered receipt book.. The information from the. receipt book: is th10n posted to 
the . parkin\) tlo:;ket software system. It was. nott?d that since this is a twocstep process, in cert,ain 
instances, the activity of !he receipt book was not posted to the ticket software on. a timely basis. 

In addition, there is no reconciliation between the ticket fine receipt book and the amount collected 
!lnd posted into the ticket software. ' 

RECOMMENDATlONz 

We recommend that the ToWn implement fprmal procedures to ensure that all ticket fines paid are 
posted on !l timely basis. This wilf reduce the G~djustments necessary wh10n fines <~re <!Utqmatically 
doubled and increase efficiency of processing; 

We ~lso recommend that the activity from tne prenumbered receipt book be reconciled to the amount 
collected and th10 amol)nt !)os!!'d to the ticket software system. This reooncilia!ion should .be 
doc!.!men!€)d. 

RC-5 ·CONDITION (FRJIC): 

During our review Of tM ticket title collection prbcess, we noti;id that there are no software controls 
regarding the increasing or decreasing of fines and no exception reports available from the system to 
a!l.ow monitoring of these types of transactions. 

RECOMMENDATION: 

We recommend that the Town r~view the software oap<tbility related to the controls over (he 
adjustment of fee amounts to determine if r1;1ports can b1;1 generated or developed. If no exception 
reports can be generated, then the Town should implement formal policies and procedures over 
adjustments to ticket amounts, required approval and documentation. 
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REVENUE COLLECTOR 

RC.· 6 • CONDITION (FRI!Cl; 

During our review, we noted that not all departments are providing supporting documentation for the 
deposit along with the transmittal report. 

RECOIIIIM ENDATION; 

We recommend that all departments be reqwired to provide sl!pporting documentation forth.e amount 
being deposited along with the transmittal report 

During our review of various Town departments, it was noted that various ather departments are 
currently responsible for billings generated by their department. In many cases the billings are not 
provided to the Finance PepiOlrtment at the Revenue Collector, .In certain instances, this also has 
created a lack of segregation of duties overthe billing and collection function. 

RECOIVI!IJIEII!DATiON; 

We recommend that the Town consider centre,lizing the billing and collection of all other Town 
departments to the Revenue Calfectar's offlr.e. This will increase efficiency in other departments and 
strengthen internal controls over billing and cash receipts. 

The Town should also consider separating the billing and collection functions within the Revenue 
Collector's office to properly segregate !hal activity. 

RC-8- CONDITION IBPl: 

During owr review, it was noted that the Assistant Tax Collector's salary is charged 50% to the Public 
Works depa.rtment for ihe estimated volume ofwork to process billing .<.ihd c(lllections forthe trash 
service and. sewer user fee. The current estimate (not documented) of the actual time necessary to 
process th.is activity is greater than 50%. 

It was also noted that due to the cun·ent workload, Which includes the amount of time spent working 
with the Town Department to correct the information provided to the Revenue Collector, other 
activities such as delinquent tax collection efforts may not be receiving the level of effort that is 
desired. 

RECOilliiiiiE:IIlDATION: 

In conjunction with the several previous recommendations, we recommend that the Town review the 
desired role and responsibllit!es of the department This would include where sal~ries should be 
bUdf)eted. For any proprietary fund activities, consideration should be given to allocating the 
applicable cost to those activities. 

It should also include a time study as to where the department is actually spending its lime and where 
the Town desires the level of effort for each area of responsibility of the department. 
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LIBRARY 

TYPE$ OF CASH RECEIPTS 

i. Fines 
2. Lost/damage materials 
3. Printing/copies 
4. Replacement cards 
5. Donations 
6. Sales (mise) 

BACKGROUND 

The Library uses a software program that tracks the materials that at<J checked ol)t. The software 
automatically calculates the fines that are due or the charge for lost materials. The Library charges 
fot public printing. The printer job is not released until payment is received. 

The Library does not accept credit cards. 

The Library has a petty cash fund. 

FRAUD RISK EVALUATION 

Level. of receipts: Low 

Internal Controls Medium 

Use of Resources: Low Library materials, miscellaneous items for sale 

FRAUD RISK ASSESSMEivf 

Low 

CONDITIONS AND RECOMIVIENDA'flbNS: 

Based upon our review, we noted the followlng conditions that are considered to be a fraud risk. For 
each condition identified, vye have also provided our recommendations to mitigate the risk identified. 

LB·1 ·CONDITION (FR/ICI: 

Currently, the Library software is not being utilized to manage, balance and reconcile financial activity, 
Due to the nature of operations, weather, hardships and other reasons, certain fees and charges are 
waived or adjusted. 

We also noted that the Library software system has the cqpability to identify the payment type 
received (cash vs check}, but payments are not being entered by type. The system currently defaults 
to cash as a payment type and, therefore, all transactions are noted as such. 
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LIBRARY 

RE.COMMENOATION: 

We r~comm<:lno that t.he Library develop and lmplememt formal policies and procedures for any lee or 
fine waivers. 

We recommend that the Library investigate the financial capability for lh;;t Library software and begin 
to account for the collection of all fines and other cash receipts usit\g the $oftware. Collections 
shovld. be balanced to the report on a daily basis. The regist<Jr r<Jport should be attached !he 
transmittal report. 

We also reoommend that t~e capabilities of the s?flware be revieWed to d(')termine the type of reports 
that .::ould be run, especially with respect lo reports that. relate. fo vpjded tri)nsactions or adjustments 
(fee waivers). 

We aJso recommend thilt the Library Immediately lmpleml;lnt a policy to correctly identity E:!ach 
transaction by the appropriate payment type as the transaction is l:)ein)l proceSSISd. 

LB-:2 ~CONDITION IFR!IC); 

Altho~gh the printer has a counter, there is no reconciliation of the number of p~g~Ss to !.he chan:Jes 
for printing. ln. <Jddition, it was noted that in some .cases the fees are waived (elderly, tax forms} and. 
that .in some instances Library staff also print to the puolic printer. 

RECOMMENDATION: 

We recommend that procedures be implemented to document the number of pages printed, the fe.es 
charged and the fees waivers. · 

We <;liso re.commend that a formal policy be development and implemented on the waiver of fees 
includihg who has the authority tq d() so, 

LB-:3 ·CONDITION {FR/!Cl: 

The Library software pi'O!;lr<lm traoks the acti\li!y of each user's library card. This included any fines, 
k>st book c~arges or adjustments. 

RECOilllllllENOATION: 

We recommend· that the library software capabilities be reviewed for the ability to produce l;lxception 
reports .such as avoided transaction report or adj(Jstment report. 

If these' reports are available, they should be reviewed and approved on " period basis to properly 
monitor these types cftr<msaclions. 

I-B.-4 • CONDITION (fRIICl: 

Poring our review,. we noted tha.t refund!> to customers for .lost booi<s that were subsequently found 
are refunded through the Library's petty cash fund. 
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LIBRARY 

RECOMMENDATION: 

We recommend that the Library develop and implement a formal refund form and that all refunds be 
processed through the Finance Department as they are for other departments. 

LB-5 • CONDITJON (FRJIC); 

Although the Library operates using certain policies for things such as. grace period to find lost book, 
waiver of fines or print charges and employee use of material, these policies are not writt.en and 
formally communicated. 

RECOMMENDATION: 

We recommend that the Library formally document the current policies in place and communicate 
them as appropriate to employees and the public. 

LB-6 ·CONDITION {F'RJICI: 

CurTently, sales of miscellaneous items are accoUnted for on a manual tally sheet The transactions 
are not· processed through the Library Mfl.ware.. Sales of these items are approximately $200 
annually. No formal inventory records are maintained for these items. 

BECOMM!SNDATJON: 

We recommend that the sales for miscellaneous items be recorded through the register system and 
that an inventory control sheet be 111alntained and updated for pu1·chases and sales. 

Currently, access to the Library software is not controlled by a user ID or password, therefore, 
transactions are not identified by user. The Circulation desk uses a general login I D. 

RECOMMENDATION: 

We recommend that each Library Department employee be assigned a unique login ID and that the 
login be used for all transaction processed by that employee. 

We also recommend that each employee log off after processing each transaction or when another 
employee will be responsible for processing transactions. (break, lunches, end of day, etc.). 
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LIBRARY 

lB . ..S. ·CONDITION (FR!l£1; 

Currently, the Llbrarybookkeeperlm!Olnager cou.nts the monies and prepare~the deposit as. weH as 
the related transmittal form. The transmittal does not list the amounts of cash and checks being 
transmitted. 

RECOMMENDATION; 

We recommend that the Library implement procedures to segregate duties with respect to the cash 
receipts function. lfs<;)greQa!lon is not possible, we .recommend that the Library Director review anc:l 
approve the transmitta.l and related supporting documentation. This review and approval should be 
documen!E!d. 

We also recommend that the cash and check amounts be detailed on the !ransmit!<ll form for 
verification by both the Library Director and the Revenue Collector 
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TYPE.S OF CASH RECEIPTS 

1. Building permits 
2, Hollsing fees 
3. Fire Marshall fees 

BACKG.ROUND 

BUILDING 

The . Building Department oollects fees for the building department and the Fire Marshall. The 
housing fees billed are required by ordinance. The dep<;~rlmtm! is in the process of implementing new 
software to manage the building operation<>, Including cash conectlons and billing<>. The building 
permit fees and housing fees are set by ordinance and are ontheTown's website. 

FRAUD RISK f;VAWArtON 

LeVel of receipts: Medium 

lntE~rnal Control!> Me<;liutn 

Use of Resources: Low 3 assigned vehicles. Testing equipment use that is logged 

FRAUD RISK ASSE$SM{ii,ti,T 

Mo;ldium 

CONDITION$ AND RECOMMENDATIONS: 

Based upon our review we notE)d the. following COI'lditions that. are considered to be a fraud risk. For 
each condition identifieo, we have also provided our recommendatio!'ls to mitigatE~ the risk Identified. 

BD.-1 ·CONDITION {FR!IC): 

Currently,the calculation for new construction project$ is performed by the Building Inspector. The 
department does not require a standaro form to document the calculation, nor is the calculation 
revieweo ano approved by the Building Official. 

RECOMMENDATION: 

We recommend that the Town develop andimplement a stanoard fonm to calculate building permit 
fees. The form should be C!PProvecj by the Building Official a11d retaine,j in the p~rmil Ill~. 

' 
BD.2 ·CONDITION !FR/!C): 

Currently,. the value us€ld to calculate the permit fee for renovation$/alterations is baseo I.IPOO the 
estimate. provided by the ho!11eovm.er or contractor. It is revi<::lwed by the Building Departmert, but the 
review . is not formally docutnE~nted or approved by the Building Official. The Built:iing Department 
does not require the contractortho.rneowner to provide any supporting documE~ntatlon to support the 
estimated value. 
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BUILDING 

RECOMME!NDA TION: 

We recommend that the Town require supporting documentation for the estimated va.lue of the 
project. The documentation should be a written estimate or contract and should be retained In the 
permit file .. 

We reco1ilniend that the Town impleme!'lt a formal policy/form t& document Jhe review and approval 
of !:)ui!ding permit fees. The form should be <;pproved by the Building Official and retained in the 
permit file. 

BD•3 ·CONDITION i!=Rf!CI: 

Cl!rrently, the Fire Marshall fee is added to the fees charged to the. customer by the Building 
department when determined to be due, 

RECOMMENDATION: 

We recommend that the. Fire Mars~all be required to review and approve the applications to 
verify/approve that fees are being charged appropriately. 

BD-4 ·CONDITION IFRIIC): 

Currently, the Town ~as two developer agreemenis in place !hal setthe building fees for the projects 
permitted by these developers. 

RECOl\IIMENbATION: 

We recommend that permit charges for the two developers INith formal agreements with the Town be 
formally approved by the Building Official. 

Curren!fy, the bUilding permits issued are not prenumbered. The bt,lilding permit number is assigned 
after !he permit is issued .. In addition, tllere is no accounting for the sequence of the permits issued. 

RECOMMENDATION: 

We recommend thai building permits be prenumbered and that, at least annually, the sequence of 
permit numbers be accounted for. 

S:D-6 ·CONDITION \FRJIC): 

Currently, the building permits issued are <'\Ccounted for on an excel spreadsheet. The spreadsheet 
then is designed to generate the transmittaL One employee maintains the spreadsheet. The 
spreadsheet is not reviewed by the Building Official or other supervisory employee. 

RECOMMENDATION: 

We recommend that the Town review the reporting capability of the new software and use the reporfs 
generated from the software to balance collection activity. 
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BUILDING 

Bl!ilding p~rmits are now being entered into toe newly implemented Building Department software 
system .. The soflwf!te s.ystem gerwrates the building permit, tracks inspections and also logs each 
entry. Permits can be deleted, but the permit number will not be deleted. · 

RECOMMENDATION: 

We recommend that only the Building Official and Assistant Building Official have the admlnist.rative 
rights to be abie to void/delete/rollback permits, 

we .also recommend that an exception report (vold/delefectlro!lbacks) be f:)roduced on a monthly 
basis and be reviewed and approved by the Building OfficiaJ, . If a report is not currently. available, the 
Town should work with the vendor to develop this type of report. 

BO-& "CONDITJOII! {FRIIC): 

Currently, when entering payments for builr:ling perrnits, the system <~UoWl;l the type of payment to be 
entered (cash or check}. The daily. register report currently being produced does not show separate 
amounts for cash anrl. checks collected. 

RECOMMENDATION: 

A!thi)ugh we were ablE! to find a detailed transaction report that Uster:l . each transaction by payment 
type, we recommenrJ that the software be. reviewed to determif)e if a report can be produ<;ed that will 
present \he total collected by payment typ.e. 

Em-8 • CONDITION !FRI!Cl; 

Currently, the cash receipts are being balancer:! and reconciled to the excel sprear:lsheet anr:l not to 
the new building gepartment software. Since the excel worksheet is created from the permits issued, 
it does not ensure completeness. 

RECOMMENDAtiON: 

We r€icommend t!mt the ca\lh re<;eipt <!Clivity be reconciled to the reports gene rater:! from the software 
program. 

BD·9 "CONDffiON {BPI: 

Currently, if a check is received. for an incorre(':t amourt, it is retu.rned to the customer with a request 
to ask for a new check with the correct amount 

RECOMMENDATION: 

We rec9mmend !ha~ !he Town. review this policy and develop a formal policy regarding this type of 
transaction. 
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BUILDING 

BD·1.0 ·CONDITION (BP}; 

AlthoUgh the department has implemented the new software, they are still working to develop formal 
procedures for use of the software as well as working with the vendor to ensure that it is working 
properly. Therefone, the department is still currently using a receipt book to record certain, but not all, 
collections. 

RECOM MENDA iiON; 

We recommend that all collections l::le reconciled to the $oftware systern reports. While those policies 
and procedures are being developed, we recommend !hat. all. collections be documented with the 
receipt book and that the. receipt book activity be reconciled to the transmittal report and deposit. 

BD-11 • CONDITION {IC/FRI: 

Currently, one employee in the Building Department prepares the billing for the housing fee, accepts 
the payments and maintains the accounts receivable records. 

In addition, the billing and accounts receivable balances are not reported to the Finance Departn\ent. 

RECOMMENDATION: 

We recommend that the functioliS of b!lliJ1g, collecting and accoullting be properly seQ regaled. 

We ;;lisa recommend that all billings be provided to the Finance Department 

BD-12. • CONDITION !BPJ: 

Currently, the certificates of occupancy are ooll.ected in a folder which is picked up by the Assessor's 
Department on a periodic basis. We also noted that the newly implemented software has tl1e ability 
to @:merate certificate of occupancy reports. 

RECOMMENDATION: 

We recommend that the certificate. of occupancy reports from the software system be provided to the 
Assessor's Department on a periodic basis, but at least monthly. 

Consideration cari also be given to providing the Assessor's Department read only access to the 
software to be able to obtiilcin the reports directly. 
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PUBLIC WORK$ 

TYPES OF CASH RECEIPTS 

1. Engineer fees 
2. Driveway permits {Right of way) 
3. Sewer connection fees 
4. Trash pickup fe-es 
5. Performance bonds 
6, Sales of recycling bins, composting kits, etc. 
7. Sale of recyclables 

BACKGROUND 

The Public Works Department manages the public works operations and the_Transfer Station. They 
do not currently use a. software program to manage operations, but are planning to implement the 
public works portion of the same software recently implemented by the Building Department 

Customers for trash service may sign up in person (form) or on~lihe .. Renters must pay a. security 
deposit before service is started. Public Works verifies the application to determine if a se~;urity 
deposit is required. 

A spr!ladsheet Is maintained by Public Works that details the service level requested by the 
customer. The spreadsheet is shared with the Revenue Collector. The Revenue Collector sets up 
the customer in the billing sy$1$111. 

The gas fuel pumps are controlled by user logon .and keys. The diesel fuel pump is. not controlled 
electronic<JUy, but a manual log is used to document usage. There are no cameras at the fuel pumps. 

FRAUD RISK EVALUATION 

Level of receipts: Low 

Internal Controls Medium 

Use of Resources: High Equipment, fuel, material inventory, vehicles 

FRAUD RISK ASSESSMENT 

Medium/High (use of resources) 

CONDITIONS AND RECOMMENDATIONS: 

Based upon our review, we noted the following conditions that a.re considered to be a fraud risk. For 
each condition identified, we have also provided our recommendations to mitigate the risk identified. 

Pllll~i -CONDITION lf'RII~ 

Currently, the department accepts perforrnance bonds and driveway bonds. All cash bonds are sent 
to the Finance. Department. The department does not maintain and update a listing of bonds (cash 
and surety). 
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PUBLIC WORKS 

RE;COMMENOATION: 

We recommend that Pul;ll.ic Works Departmenidevelop ;;~ list of both performano<:~ bonds and 
driveway bonds and update the listing for new bonds and to. document releases in accordance with 
the Town policy. 

PW-2 • CONOITIOIII (fRJIC): 

Currently, the department documents cash collections by the use of a receipt book. The transmittal 
reports that are prepared are not reconciled to the receipt book. 

RECOMMENDATION: 

We recommend that the tr'aiismitt$1/deposlt be reconciled to the receipt book. The transmittal should 
i<:lenllfy t.he applicable rec¢lpt numbers. 

PW-3 • CONDITION 1f'RiiC]: 

Currently, the permits issued are not prenumbered. The permit number is assigned after the permit is 
iSs\le(j by the employe(:! accepting payment for the p<;Jnmit. In ad<:lltion, there i~ no act;ounting for the 
sequence of the permits issued. 

RECOMMENDATION: 

We rl!commend !hill permits be prenumbered and that, at least annually, the sequence of permit 
numbers be accountl!d for. 

PW-4 • CONDITION (FRf!C): 

Currently, the permits iss1,.1ed are accounted for on an excel spreadsheet 

RECOMMENDAT!Oft 

We recommend thil! the spreadsheet be reconciled to the receipt book to ensure completE;~ness. 

PW~ 5 - CONDITION jFRI!C}: 

Currently, the Department also. collects fees for trash service if a customer comes to the PIJblic 
Works department to pay. Customers ar111 only given a receipt if they pay in .cash. 

Payments are als.o accf!pted by the Revenue COI!ect()r; 

RECOMMENDATION: 

We . recommend that the Public Works Department cease accepting payments from customers for 
trash service. All cush?mers shoulq be directed to the Reventje Colleotor to make payments. 

If that recommendation is n()t implemented, we fll!Commen(j that the transactions be recorded. directly 
into the trash service billing software, Collections should be balanced and reconciled to ihe trash 
service $of!ware. · 
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PUBLIC WORK~ 

REGOI\IIMENDAiiON: 

Finally, if the recommendation above is not or cannot be implemented, we recommend that ali 
collections be documented by issuing a receipt from the receipt book .. 

We also recommend that the receipt book be. reconciled to the transmittal and deposit. 

PW- 6 -CONDITION \fRilCl; 

Cu.rrently; tile Department uses an excel spreadsheet to manage customer service changes and 
requests. 

RECOMMENDATION: 

We recommend that the cha11ges to service be required to be documented in writing from the 
customer and formally reconciled to the actual billing system. 

f>W- 7. CONDITION lfB!ICl; 

Currenlly,.lhe Departrnent purchases. and sells recycling bins and com posting kits. Most of the items 
are purchased ba.sed upon preorders. 

RECOMM,!;3NDATIQ!:i; 

We recommend that purchases and sales ofthese item$ be forma.l!y accounted foL Items purchased 
should be inventoried and the sales accounted for the !ot.al value of the purchase. This accounting 
should be fonmally documented and the inventory balance should be verified on a. periodic basis. 

Currently, the Department receives the monies (checks) for the sale of recyclables. In some 
instances, employees from the Transfer Station deliver the scrap metal. to the dealer who then gives 
the check to the employee. The amounts received are tracked and reviewed analytically. 

RECOMMENDATION: 

We recommend that the checks received fcir rec)lclables be sent directly to the Finance Department 
and not to the Public Works Department nor provided to the employee dropping off the materials. 

We also recommend that the Town implement procedures to control the materials being sold and to 
estimate the expected volume to be able to compare the actual receipts. 
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PUBliC WORK$ 

PW· 9. CONDITION (FRfiC!: 

Currently, the Pep;lrtment equipment is located at the Public Works garage. The keys .t.o the 
equipment are also kept unlocked in the garage. The equipment is not formally inspe91ed ()r 
comparec:l to logged usage. 

RECOMMENDATION; 

We recommend that the keys to the vehicles be controlled via a locked key cabinet. The cabinet 
should be locked a! the end of each business day and only setecfed supervisory employees should 
have the kMs. 

we also recomm!ilnd that the equipment usage logs be compared to the actual usage on a periodic 
basis. This review and comparison should be documented. 

PW·10 ·CONDITION !FRIICl; 

Currently, the fuel pumps user/login is the Town assigned employee numl::;er. The fuel pump also 
requires that the user enter the estimated mileage or the vehicle. The key for the fuel pump is also 
programmed to a specific Vehicle. 

RECOMMENDATION: 

We reoommehd !hat the user/login be changed to something other than the employee's employe!! 
number .. That number does not provide the same security as a password. 

PW-11 • CONDITIONJFRIIC): 

Currently, the fuel- pumps are able to produce a usage report. This report is used by the Finance 
Department for billing purposes, but It is not reviewed by the Public Works Director. 

For diesel fuel, th.e usage log is maintained manually. 

RECOMMENDATION: 

We recom!11<;ind that the Public Works Director or Assistant Public Works DirE)ctor review and 
approved bqth the fuel systl'!m report and the manual diesel fuel log on a weekly basis. 

PW- 12 ·CONDITION (FBIIC): 

Currently, there are no cameras located atthe eithert.he ga$ or dies("!! fuel pumps. 

RECOMMENDATION: 

We recommend that the Town consi.der installing cameras at the fuel pump locations. 
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F'UBl.IC WORKS 

PW-13 • CONDITIO!III~ll 

Currently, the Public Works garage does not have a fence to protect!he equipment at the location or 
to prevent t;~ccess to the garage after business hours. 

RECOMMENDATION: 

We recommend that the Town consider installing a f('lnce to increase the physica.l security and 
access to the Town's public works equipment. 

We also recommend that the Town consider installing a keyless <;Jnhy at the garage with e<;~ch 
employee having a unique access code to further strengthen the security of the Town's assets at the 
garage. 
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TRANSFER STATION 

TYPES OF CASH RECEIPTS 

bump fees 

BACKGROUND 

The Transfer Station is open 3 days a week. There is a cash register in the shack to record cash 
collections. The employee at the Transfer Station reviews what is in the customer's vehicle (;).nd 
calculates the fee. There is no scale <:~t the site, so the calculation is based upon the. eiT•Pibyee's 
judgment There h> a c::1mera on site focused on the shack 

Recently, new procedures and a form were implemented to assist in documenting and balancing the 
register. At the end of the day the cash is counted both by the employee and a supervisor. The 
monies <Jre secured in a drop safe. The supervisor then brings the cash receipt to the Revenue 
Collector. 

The Transfer Station accepts cash, checks and credit cards. 

The Town had a review of this department in August 2012, We reviewed the report and the 
suggested controls. recommended. We have included our recomrMndations based solely upon our 
interview with the Public Works Departmeilt. 

.FRAUD RISK EVALUATION 

Level of receipts: Medium 

Internal Controls Medium 

Use of Resources: Low None 

FRAUD RISK ASSESSMENT 

Me.dium 

CONDITIONS AND RECOMMENDATIONS: 

B<Jsed upon our review we. noted the following conditions that are considered to be a fraud risk. For 
each condition identified, we have also provided our recommendations to mitigate the risk identified. 

TS-1 ~ CONDITION.IFR/!Cl 

RECOMME::NDAIION: 

We also recommend that the Town consider eliminating collection of receipts at the Transfer Station 
and implement the use of tickets or vouchers that 1\/ould be sold at Town Hall and then used to 
dispose of items at the Transfer St<J\ioli. 
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TRANSFER STATION 

TS·2 • CONDITION !ICI~ 

Currently, the Town does not have a scale at !he tr<!n$ferstation and therefore the standard ;;lnalysis 
reg!)rding !.he weight of trash acceplf:ld vs the weight of the trash that is hauled out cannot be 
performed. 

RECOMMENDATION 

We recpmmend that the Town consider implementing a scale al the Transfer Station. 

We recommend that the Town consider Pt:lrforming a formal analysis of the amount recorded as 
. revenue based upon the weight hauled out 
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MANSFIELD SUPERINTENDENT'S OFFICE 

TYPES OF CASH RECEIPTS 

1. Suzuki - Vk>liniC<$11o Program 
2. Reimbursement for substitutes from UCONN 
3. Cobra checks and FMLA checks for medical insurance 
4. Retiree cl1ecks.for medical jn1;urance 
5. State Teachers Retirement Board quarterly checks for Teachers' medical insurance 

BACKGROUND 

The. Mansfield Superintendent's Office receives monies for certain . prot;Jrams and for rnedi.cal 
insurance coverage from various groups. The program monies received are matched by the Town 
<inO p:;lid to the feaohers WhO operate the program. 

The medical insurance billings for retirees are billed through the Revenue Collector, but the other 
groups are .billed and accounted for by the Human Resources Department. 

The rn<!il h> opened a.nd then distributed by the office secretary, but no log is malntainiiJd. 

FRAUD RISK EVAUJA TION 

levli)l of receipts: Low 

Internal Controls Medium 

Use of Resources: low None 

FRAUD RISK ASSESSMENr 

low 

CONDITIONS AND RECOMMENDATIONS: 

Based lipon our review we noted the following conditions that are consid!i!red to .be a fraud risk, For 
each condition identified, we have also provided our recommendations to mitigate the risk identifieo. 

MS0-1 ·CONDITION {FRIIC:}: 

Currently; the billings for medica.! insurance invo.lces are not being provided to (he Revenue Colieotor 
or tl)e Finance Dep<;~rtment. In addition, there is nosegregation of duties betweer the billing, 
collection arid accounting for these revenues/receiv<lbles. The Fiii<lnce Department i$ not provided 
the bal<lnce outstanding at year end to record as accounts receivable. 

RECOMMENDATION: 

We recommend that the Revenue Collector perform the billing for <11ll groups that are required to P<\'IY 
the Town for mt;~dical in$urance coverage as they currently do for reUrees. 

This will. ;;~llow the. proper segregation of duties, the proper recording of accounts rece.ivable at year 
end and the proper monitoring of activity. 
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MANSFIELD SUPERINTENDENT'S OFFICE 

MS0-2 • CONDITION IFRf!!::$1~ 

Currently, the mail .is. opened and distributed by the office secretary. The checks received are not 
logged and r<lconciled. to the transmittal :;~nd deposit reports. 

RECOMMENDATION: 

We recommend lh<!t all checks received be logged by the offipe s;:Jc;retary before distribution and that 
the amount transmitted to the Revenue Collector be 1·econciled to the log. 
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TYPES. OF CASH RECEIPTS 

1. lunch sales 
2.. Fe<;leral an<;l slate grants 
3. Catering sales 

BACKGROUND 

CAFETERIA PROGRAM 

TheMansfield Cafeteria program operates using prepaid lunch cares. Elementary ~chool students 
are required to use the cards to pay for meals. Middle and High School students are allowed to pay 
cash for lunches. 

The program accepts cash, ch.ec!<;s <?no cre<;lit card payments through a website. Credit card 
payments are th<;n posted to student accounts. 

Register reports are run daily and the managers include the reports with \he deposit The reports are 
not f6rmi:!lly ball!!nced. 

The Cafeteria Director goes to the elementary schools and picks up the. deposits and brings them lo 
the. Revenue Collector. The Cafeteria Director does not count the. deposits. The. Revenue Collector 
picks up the deposit from the Middle School. Th.e High School brings the deposit to the Revenue 
Collector. 

FRAUD RISK EVALUATION 

Level of receipts: Medium 

Internal. Controls Medium 

Use of Resources: Low Food supplies :imd inventory 

FRAUD RfSK ASSESSMENT 

Medium 

CONDITIONS AND RECOMMENDATIONS: 

Based upon our review we noted the following conqitiom; that are considered to be a fraud risk. For 
each condition identified, we have also provided our recommendations to mitigate the risk Identified. 

CA.I=·t • CONDITION jFRIIC): 

Currently, when the monies are picked up froin each school, the receipts are not counted at that time 
and no receipt is provided to the mahagers to document the amount of cash transmitted. 

Also, the Cafeteria managers do not prepare a transmittal report as do other departments. The 
transmittal is prepared by the Revenue Collector. 
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CAFETSRIA PROGRAM 

RECOMMENDATION; 

Were<;ommend that theGafeteria mana\jf:lrs formally reconcile the register reports to the amount 
collected and research/explain any differences. This reconciliation should pe documented and noted 
on t~e rf:lgisl£!r report and the transmittal. 

We recommend that before c<;sh is transmitted to the RevenUE! Coll€!cfor, the monies be counted by 
the employee who is accepting custody of the monies and a receipt be prepared or the counting 
documented in s9me way such as bY a sign off on the transmitt<JI .. 

Currently, although a register system is being used to process the lunch sale transactions, the 
cafeteria lunch sales are being recqrded In the general ledger on a cash basis (the amount 
deposited). 

RECOMMENDATION: 

VIle recommend thatthe sales be recorded pased upon !Meregister r€lports and thatthe difference 
between the reQister report and the actual amount of cash be recorded as cash.shortlover. 
This amount should !;>e documented on the register report and transmittal as noted above. 

We reoomm¢nd tl'lat a Qash short and over account bE:! est01blished for each.school in order to monitor 
the amount of differences ancj allow for adeq1.1ate monitoring and review when necessary. 

Wf:l also. recommend th<:~t. each Cafeleri<:~ operation be rE:lviE:lwed for any undeposited monies and if 
any exist, !hey. be deposited immediately, 

CAF·3 • CONDITION fEFFI!C): 

Currently, the. Revenue. Collector is . picking up the . cash reC€lipts from the Middle SchooL The 
Revenue Collector then reviews thf:l register reports, prepares the transmittal report and makes the 
deposit 

RECOMMENDATION: 

We recommend thai the Middle. school cafeteria cash receipts be transmitted to the Revenue 
Collector after proper balancing and preparation of th$ tran!lmittal report, 

Thi.s will properly segregatE! duties and increa.se €lfficiency In th¢ Revent~e Collectors office. 

We re<:ommend that the. each school have. locked bahk b<'Jgs and a ~1jfe to ensure undepos)ted 
monies are seo1.1red before lhey. are deposited and during the transfer to the Revenue Collector .. 

CAF-4 • CONDITION {!C): 

c. L1rre. ntly, the cashiers have t.he ability .to make corrections in the register system. 
' . ' ' - . ' . 
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CAFETERIA PROGRAM 

RECOMMENDATION: 

We recommend that only the Cafeteria Manager has. the ability to make corrections. The .corrections 
should be logged by user and a correction report should be produced on a monthly basis and 
reviewed by the Cafeteria Director ot· bOokkeeper. 

CAF· 5 - CONDITION {!C): 

Currently, the lll<:lnagers at the elementary and middle Schools do not recount the cash receipts 
before they are picked up to be deposited. ElementarY schools only collect checks to be applied to 
the card and cash for .25 or .50 cents for ice cream. 

RECOMMENDATION: 

We .recommend that the process for balancing the registers with each cashier include the recounting 
of the cash by the Cafeteria Manager and. a sign off by the cashier agreeing to the amount of cash 
collected. 

For elementary schools only, consideration shollld be. given to require ail payments to be applied to 
the students card be sent directly to the Cafeteria offic~ to be processed. 

CAF- 6 ·CONDITION j!Cl: 

Currently, the Town does not record a Ia carte sales separately from lunch sales. 

RECOMMENDATtON; 

We recommend that all cafeteria revenues be recorded by type in order to allow for proper monitoring 
and reconciliation. This would include student lunch sales, adult lunch $ales, al a cart sales, catering 
and state and federal grants. 

CAF- 7 • CONDITION f!C}: 

Currently, the Cafeteria bookkeeper does the billing for catering. Most catering. is done for internal 
organizations and payment is processed through a journal entry done by the Finance Department. 

There is a catering request form, but the form is not prenumbered. 

RECOMMeNDATION: 

For billings related to outside organizations, we recommend that the invoice be provided to the 
Ffl']anc~ Departl'lient at the time the invoice is produced for proper recordin~ and monitoring. 

w~ also recommend that the catering request form be prenumbered or that the requests be 
approved by the Cafeteria Director and then forwarded to the Finance Department 
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CAFETERIA PROGRAM 

CAF- 8- CONDITION f!Cj: 

Currently, the Cafeteria softWare ac.counts forthe bal?nce of eactl student's lunch. o.ard. The program 
n?s formal policies for when the l;lalance falls below :jiO, as well as the capabHityto notifypi'lrents 
before the balance goes negative. In certain cases,. balances·. are transferred between siblings both 
dwring !h,e year,. if one balance ,is negative a11d when a .student graduates. The !ltudent balance 
repoit!l are not provided to the Finance Department at year end. 

RECOMME:NDATIOI\I: 

V'J., recommend that the Cafeteria pro~ ram provide the Finance D!lpartment a student sc;hool lunch 
balance report on a quarterly basis in order that. the balances can be monitored and properly 
recorded at year end. 

We also recommend. that the Cafeteria program develop and implement a balance. transfer polic;y and 
form. AU balance tran~fers should l:>e ;approved by the Cafeteria Director. If available, a balance 
transfer report should be produced and reviewed on a monthly basis. 

CAF- 9 ·CONDITION II" fMC!: 

Currently, the policy is to do il physical inventory every quarter. 

RECOMMENDATION: 

We re.commend th<>t the inventory be documented and the Cafeteria programdev~lopwri!ten policies 
and procedures ~hat address the frequency of inventory counts, fhe required documentation and 
approvals for disposal of inventory and employee responsibilities related to fo.od inv<!'!ntory and 
supplies. 

CAF·1Q ·CONDITION lfR/!C): 

Currently, the policy Is that cashiers are not permitted to pay any V<:ndors or .ather arno~nts from the 
cash receipts in the register. 

RECOMMENDATION: 

We recommend that a policy prohibiting pay out from the register be formally d.ocumented and 
communicated. 
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MANSFIELD DOWNTOWN PARTNERSHIP 

TYPES OF CASH RECEIPTS 

1, l)~ONN and Town pfMansfield Support (annual check) 
2. Memberships~ 5 types or levels 
.3. Sponsorships/ cton<~tions for events 

a. Town Square 
b. Summer Qqno¢rt Series 
c, Movies ont(leSqtJare 
d. Festival (recorded in Town Spe~;ial Revenue Funci) 

BACKGROUND 

The Downtow11 District is a legally separate nonprofit organization. ll is funded jointly by the Town of 
Mansfield and U.CONN. 

111 addition, memberships are sold and average about $15, OQO annually. 

Sponsors provide support for the various events noted above. There are no sales of any kind by the 
DoWntoWn District at thesi'J events. 

FRAUD RISK EVALUATION 

Leve.l of rec;eipts; LPW 

Internal Controls Medium 

Use of Resources: low None 

FRAUD RISK ASSESSMENT 

Low 

CONDITIONS AND RECOMMENDATIONS: 

Based upon our review we noted the following conditions that are considereqto be a fraud risk .. For 
each condition identified, we hiilve also provided our recomm<;lndatlons to mitigate the risl< identified. 

QD-1 ·CONDITION (FRflCl: 

Currently, the memberships arid sponsorships are bi'Jing aoc;ounted for and managed using an excel 
worksheet The membership forms are no! prenumbered and memberships can bepurchased on­
line. There is no reconc;i!iafion of the excel worksheet to the amount recorded for memberships an<;l 
sponsorships !o the general ledger · 

RECOI\IIMENDA.TlON; 

We recommend that the date. of the deposit be noted on the membership form to allow for 
reconciliation. to the transmittal report. 

We ;;tlso recommend that a reconciliation be performed on a periodic basis of the membership 
revenues and the sponsorship revenues to the .amount recorded in the general ledger. 

49 



Region 19 
Superintendent's 

Office 



REGION 19 SUPERINTENDENT'S OFFICE 

TYPES OF CASH RECEIPTS 

1, E.O. Smith fowndalkmmonies 
2. Student out of district tuition 
3.. Student activity receipts (when necessary) 

BACKGROUND 

The Superintendent's Office often cpUects monies that are to be deposited into the E.O. Smith 
Foundation, a separate nonprofit organization. The Fo.undatio!1 supports a:.:;tivities at the High School. 
The foun<;la:tion has21arge fund raisers annually. 

The Superintendent'~ Office also does the billing and collection of tuition for out of district students. 
The DistriGt is cummtly only Pilling for 2 studerrts. 

F'inatly, the Superintendent's Office will accept receipts for stuclenl activity funds in the absence of the 
student activity bookkeeper. · 

The Superintendent's. Office also m<!nages a petty cash fund. 

FRAUD RISK EVALUATION 

Level of receipts: Low 

I nterna! Conlrols l\lled.ium 

Use of Resource~: Low None 

FRAUD RISK ASSESSMENT 

Low 

CONDITIONS AND .RECOMMENDATIONS: 

Based upon our review, we noteq the followin~ conditions that are .considered to be a fraud risk. For 
each condition identified, we have also provided O\Jr recommendations to mitigate the risk iqentified. 

RS0"1 -CONDITION !FRIICl: 

Currently, the Dl$1rlctis collec.Hng monies for~ separate legal entity. NP receipts are provicied to the 
indlvidualtransmifting the cash receipts to the District. 

RECOMME:NOAT!ON: 

We recommend lh<.lt a receipt book be used to provide the individual a receipt for the amount of cash 
and checks transmitted. The amount of receipts should be .counted. in the presence of the individual 
transmitting the receipts. 

We also reccmmend lh.al the Town consider developing a format a9reemet1l with the separate legal 
entity to define rights, responsibilities and liability. 
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RECOMMENDATION: 

We also recommend that the District require documentation to be submitted with the deposit for the 
amount of monies transmitted and the sources of the monies, The documentation could incluc(e 
information suoh .as the number of tickets sold or other units of measure to evaluate completeness 
and accountability. 

RS0-:2 ~CONDITION IFRJlCl:. 

Curr~ntly, the Di$\rid is billing owl of District students for tuition. The billings are not provided to the 
Finance Department. 

RECOMMENDATION: 

\IVe recommend that the Finance Department be provided a copy of all billings or that the Town 
manage the billing. and collection process. 
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AGRICULTURAL EDUCATION PROGRAM 

TYPES OF CASH. RECEIPTS 

1. Christmas iree sales 
2. Poinsettia sales 
3. Plant and vegetable sales 
4c Centerpiece~; (live flowers) 

BACKGROUND 

The Agricultural Eaucation (AG) Program generates monies to support the program by sales of the 
various products generated by lheprogram. The program also purchases additional Christmas trees 
for sale in addition to the trees harvested from the program tree farm. 

All sales are supervised by a teacher advisor and the cash receipts are brought to the AG Program 
office by the advisor and locked ih the safe to be counted the next school day by the program 
bookkeeper. 

There is no cash register used (reportedly broken) to record sal.es. The accounting for the program's 
cash receipts is done by funaraiser on an excel spreadsheet 

FRAUD RISK EVALUATION 

Level of receipts: Low 

Internal· Controls Meaium 

Use of Resources: Low None 

FRAUD RISK ASSESSIJIIENT 

Medium 

CONDITIONS AND Ri:;COMMI::NDATIONS: 

Based upon our revieW we noted the following conditions that ari;> considered to be a fraud risk. For 
each condition identified, we have also provided our recommendations to mitigate lhEJ> risk identified. 

AGED-1 ·CONDITION (Ffl/lQ): 

Curren!Iy, the sales are being accounted for by either a receipt book or a paper receipt that was 
implemented in fiscal Year 2015 for the tree sales, If the ctlslom<Jr is provided a. paper receipt, they 
are not provided a receipt from !he receipt book. The paper receipts are not prenum be red to allow 
proper accountability. They also do not document whether the. payment was. made by cash or check. 
In addition, the program does have a ca.sh register, but it is not functioning and has not been 
replaced. Based upon the current procedures, there is no accountability for sales and; therefore, no 
ability to reconcile cash collected to sales. 
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RECOMMENDATION: 

We recommend that the cash register be repaired or a new one purcha!>ed to properly receird the 
sales of all types of items noted above. 

In li<:Ju of the cash n}gister, a receipt book should be used to accol.lnt for aU sales. The receipt book 
Should document the type of p<J.yment (cash or check). 

Where possible for all it.;;ms $old, particularly for. the Christm<~s trees, there should be a system of 
inventory c.ontrol. The. total amount of trees for sale should be documented and reconcile<:J.with sales. 
Trees that are unsalable should be documented by the teacher advisor when disposed. 

Currently, the cesb is counted by the student and teacher advi.sar and documented on the E!nvl'!lope. 
The cesh receipts are brought to t.he AG program office, locked in the safe and then counted by the 
AG program bookkeeper thl'lnl'lxt school day, 

RECOMMENDATION: 

We recommend that thl'l amount of cash collected be independently documented by the teacher 
advisor. We, also recot'l)ml'!tld that the amount left in tbe safl'l be e-mailed to thl'l Student Activity 
bookkeeper. 

AGE0-3 -CONDITION !FRIICJ: 

CurrentlY, the cash receipts collected by thl'l AG program <~recounted by the AG program bookkeepl'lr 
and th.l'!n is. transmittep to fhe Revenue Collector dirl'lctly vs being provided to the Student Activity 
bookkeeper, 

RECOMMENOATION: 

WI'! recommE!nd that the cash collected by lhl'l. AG progr01m be forwarded to the student activity 
bookkeeper for deposit likl'l all other studl'lnt activity f\.lnds. This will. provide additional control, 
rnonit!lring·ahd aecountabilityfor these monil'ls. 
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STUDENT ACTIVITIES 

TYPES. OF' CASH RECEIPTS 

1. Student Activities 
2. Sales 
3, Donations 

BACKGROUND 

The . Student activities funds are. designed. to account for .the variou::, activities of the students. 
Although the. Town/School Pi strict has custody of !h()lse moni<~s, they belong to the student clubs and 
activities tfjat raised the monies. Student activities also include the monie.s raised from various 
events such as plays, yearbook sales, prom, etc. 

The funds are managed by the student activity bookkeeper and are recorded in the Town's general 
ledgersystem. Disbursements are controU~iid through thE! use of a $50,0()0 impresl f:lacount that 
allows the bookkeeper to write checks as needed. The checks and supporting documentation are 
lhE!n sent to the Town to be recorded in the general ledger and to reimburse lhE!imprest <JCcount. 

The bank reconciliation is completed by the Finance Department. 

FRAUD RISK E!VALUAT/.ON 

Level of receipts: Medium 

Internal. Controls Medium 

Use of Resources: Low Tickets, merchandise 

FRAUD RISK ASSESSMENT 

Medium 

CONDITIONS .AND RECOMMENDATIONS: 

Based upon our reviE!.W we noted the following conditions tf1at are considerE!d to .Pe a fraud risk. For 
each condition identified, we have also provided our recommendations to mitigate the riskidentmed. 

SA·1 • COIIIDlTION !FRJICl: 

Currently, student activill' advisors and others bring monies to oe deposited to the student activity 
bookkeeper in the. Superintendent's office. ThE! advisorcompletes a deposit form noting the amount 
of the deposit and the activity the receipts are for. The advisor then. signs the form and logs the date 
and amount of lh.e deposit on the deposit l9g. The monie$.then are transmitted to thepstrict. Th<? 
monies are not counted oy the student activity bookkeeper at that time. When they are counted, if 
there is any discrepf:lncy, the advisor is contacted to review. The monies for that activity are not 
deposited until the difference is resolved. 
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We recommend that the monies. be counted in the presence of the advisor and that the advisor be 
given a receiptforthe amouht tniMmitted (cash and checks). 

The receipt book then should be used to balance the amount deposited and the amounts recorded in 
the general le<:lger. 

SA-2- CONDITION !FR/ICJ: 

Currently, not all activitres provide the bookkeeper supporting documentation with the monies being 
deposited. 

RECOMMENDATION: 

We recommend that detailed supporting documentation be provided to the bookkeeper to support the 
amount being deposited, The dqcumen!ation should include receipt book numbe(S, counts for 
number of sales of merchandise or tickets, register reports or other documentation that documents 
completeness. 

The supporting documentation ~>hould include details orlthe payment type (cash vs check). 

SA-3- CONOI'fiON (fRIICI: 

Certain types of activities are able to be verified· using a min/max or reasonability test. Examples of 
these type of a.ctivities would be any event with ticket sales, dues, sales (yearbook), etc. where there 
is a known quantity available. 

FtECOMMENbATION: 

We recommend !hat . the District. require the use and formal documentation of a min/max or 
reasonability test for activities where the data is available. 

The accountability for the total potential value should be compared to the revenues recorded and the 
balance remaining of the merchandise or number of tickets. 

We also recommend that any comp tickets or merchahdise be formally approved; documented and 
acco(1nted for to allow for this. type analysis. 

SA·4- CONDITION lFRIICl: 

During our review we noted that certain activities are being a.ccounted for through the school bank. 
Transactions recorded through the school bank.creaies detailed records of the payments received by 
student. 'fhe school bank software creates a detailed report for the payment made by each $ludent 
fot· a particular time period that supports the deposit. 
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RECOMMENDATION: 

We recommend th<Jt the District require aU activities to use the ~cnool bank for student specific 
payments to increase accountability and provide adequate supporting documentation for deposits 
Use of the school b<lnk also provide:;; the details needed to verify payments made by each student if<l 
refund becomes necessary, 

Currently, the District does not use a formal software program to account for the. activity for each 
student activity fund .. The bookkeeper accountsfor I he activi~y for each fund using excel The activity 
is tracked by the Town's general ledger software system by fund, bul is not capable of <JCcounling for 
the balance of each fund, 

RECOM.MENDATJON: 

We .recommend that the District consider the purcha~e <tnd qse of a studo;>nt ;;~ctivity softw'ilre program 
to incr<')ase the efficiency of ac.counting for each fund. Tho;> softw<~r<J can be used to produce monthly 
reports for the Town to record the student activity funds' transaction. 

SA· 6 -CONDITION (FRI!C); 

Currently, the monies collected for the agricultural education progr<~m are processed py the student 
activity bookkeeper, but <Jre deposited directly by the agricultural education bookkeeper. 

RECOMMENDATION; 

We. re.commend that all monies be processed/deposited by the student activity bookkeeper. This will 
increase efficiency and monitoring over the actfvity of this prograinc · 

SA- 7 -CONDITION (fRIIC)) 

Currently, the student actMty advisors are not formally provided activity reports on a specific periodic 
basis for the funds they are responsible for. 

RECOIIIllVlENDATION: 

We recommend that oil a monthlY basi;>, e.ach advisor be provided a report that deta.ils the activity of 
the f~mdthey ;;~re managing and that !he advisor be required to sign and return the report as .evidence 
of review. 

During our review of tt)e listing of studentactrvity funds, we noted the followinr;~: 

• The District has custody of olassfunds going back ~o 1994 
• Old soholarshipfunds are recorded in the stude.nt activity fund ledger 
• There arl') many inactive ~clivity fUnds lh<~t have not had activity in several ye.ars 
• Then:l are !ilCcounts with negative balances 
• There are funds that do not <Jppear to be stqden! ref<~ted 
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RECOMMENDATION: 

We reco111mend that the District immediately ois);Jurse all monies related to the graduating classes to 
the c;lass officer or obtain an authorization from the class that the monies be donated to the District or 
the Foundation. 

RECOMMENDATION: 

We. recommend that all scholarship monies be removed from the student activity fund aod bank 
account :;~nd be properly reported as private purpose !rust funds or transferred to the Foundation. 

RECOMM.ENDAilON: 

We recommend that the District review all current accounts to determine the following: 

~ Accounts that are not active and shoulq be closed. 
• The plan to address the funds with negative balances. A forma.! policy and procedures should 

be developed and implemented to prevent ac;counts from being overspent. 
• Accounts that e~re not "student a.ctivi!ies". These amounts should be segregated from actual 

student monies and recorded properly and reported under the properfund type. 

SA· 9- CONDITION !FRIIC}; 

During our review of the listin!;l of student activity fund~. we noted that there are accounts labeled 
principal's account ai1d interest 

RECOMMENDATION: 

We recommend that the District develop and implement a. fotmal policy for the principal account and 
the interest account The policy for the principal account should include a detailed policy on what the 
funds in that account can used for and any required approvals. 

The policy for the interest account should include how the interest Will be allocated to the various 
activities or the specific purposes that the monies can be used for. 
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EASTERN HIGHLANDS HEAlTH DISTRICT 

TYPES OF CASH RECEIPTS 

i. Fee.s (callectec.! an site) 
2. Fees (aallectecl by District members) 
3. Grants 

Eastern Highlancl Health District (EHHD) collects fees directly from customers an c.! the fees forwarded 
to the District office collected by the District member towns. Certain towns send the District a check 
for the amount collected and other member towns send the actual cash and checks. 

The. District has purchased a new software' program that will allow on-line permitting and the tracking 
of permits. 

FRAUD RISK EVALUATION 

Level of receipts: Low 

Internal Controls Medium 

Use of Resources: Low Vehicles, laptops/IPADs, smart phones 

FRAUD RISK ASSESSMENT 

Low 

COl'IOITlONS ANb RECOMMENDATIONS: 

Based upon our.revieVII, We holed tl)e following pondllions that are considered to be a fraud risk. For 
each condition identified, we have also provided our recommendations to mitigate the risk identified. 

EHHD-'1 ·CONDITION IFRII.C); 

Currently, ti)e deposit is prepared by the clerk. The deposit and transmittal are not reviewed by the 
Department head before sending It to the Revenue Collector. 

RECOMMENDATION; 

We recommend thatthe Department head review the deposit and transmittal before it is sent to the 
Revenue Collector. 

EHHP-2 • CONDITION IFRI!C): 

Currently, certain towns send the actual cash and checks collected to the District to be deposited vs 
sending a check for the amount collected. 
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RECOMMENDATION: 

We recommend th~! the District require the member towns to provide the District a check for the 
amount collected. Supporting documentation for the deposit should also be forw<irded With the check 
to review for completeness and proper recording. 

EHHD-3 • CONDITIONJFBI!C): 

Currently, there is no min/max or reasonability calculation peliormed on permit revenue as a mE~thod 
to ensure completeness. 

RECOMMENDATION: 

We recommend that a min/max or reasonability calculation be performed on .a periodic basis, but no 
less than annually, to ensure all permit revenues have been properly recorded. 

EHHO· 4 ·CONDITION IFR/IC): 

Currently, the applications for permits are not prenumbered. 

RECOMMENDATION: 

we recommend that all permits be prenumbered at1d that the accountability lor all permits issued be 
performed on a periodic basis, but at least annually. 

EHHD· 5 ·CONDITION fFR/IC!: 

Currentfy, a prenumbered receipt book is used for all payments processed In the District office, 
inclUding the applications accepted in Ashford where the District has office hours. A receipt is also 
issued for the total r€lC13ipts transmitted by other towns when they are brought to the D.istrict office. 

RECOMMENDATION: 

We recommend that .the activity of the receipt book be balanced and reconciled to amounts entered 
into the permit tracking database and the transmittal/deposit 

Permits arl;l enterl;ld into a database thai is used to track permits and prepare the transmi,tlal to the 
Revenue Collector. Currently, there is no re.concilia.ti.on of the permit database to the amount 
recorded in the general ledger. 

RECOIIIIM ENOATION: 

We recdmmend that the permitdatabase be reconcll.ed to the g~en~>rat ledger on a quarterly basis, but 
~~ a minimum <:~nnually. 
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EHHD-7 ·CONDITION lli'i'll!Cl: 

The Oistrict has veihicles that are used by bistrlet emrJioyees. Per policy, only the Director takes a 
vehicle home. The other vehicles are not located at Town Hall, therefore, actual monitoring of the 
policy is not possible, There is a vehicle log, but it is not reviewed during the year, only at year end. 

RECOMMENDATION: 

We rii;comm.end that the vehicle use log be compared lo the actual mileage on a periodic basis, bl!! 
not less then quarterly. 
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DISCOVERY OEPOT 

TYPES OF CASH IU:ZCEIPTS 

1. Day care fees 
2. Fundraising 
3. State grants 
4. Book sales 

BACKGROUND 

Discover)' Depot is a separate legal entity tht;~t operate~ a day care facility. Theda)' care program. is 
funded through parent fees, state grants to the Town and various fundraisers conducted throughout 
the year. 

Fees are b2\$ed upon a sliding scale based upon Income. The fees are ~;~ccounted for thro(Jgh a day 
care related software program. 

FRAUD RISK EVALUATION 

Level of receipts: Medium 

Internal Controls Medium 

Use of Resources: Low Services 

FRAUD RISK ASSESSMENT 

Medium 

CONDITIONS AND RECOMI\IIENOAriON$: 

Based upon our review, we noted the following conditions that <;re Qonsidered to be a fraud risk. For 
each cohdition identified, we have also provided our recomniendations to mitigate the risk identified. 

ODDC-1 - CONDITION IEBIICl: 

Currently, a customer is issued a receipt from the receipt book only w~1en a payment is made for the 
enrollment fee or when a cash payment is. received. Other payments are processed through the day 
care software and the receiptis left in the parent's mailbox. 

RECOMMENDATION: 

We recommend that all transactions be processed directly through the register software or that the 
receipts issued be reconciled to the register report The reconciliation should be documeilted and 
provided with the transmittal report to the Revenue Collector. 
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OODC-2 • CONDITION IFRIIC I: 

Access to the d(ly care .software system wa~ limited to the Director iiJnd Assist(lnt Director. Certain 
other employees had read only ac.cess. The day care operation is currently WllhotJt a Director. 
Currently, the acting Director, the fonner Assist;iin( Director, is processing all the transactions in !he 
day care software progmm. The Acting Director then also balances !he activity and pr.:!pares the 
deposit and transmittaL 

RECOMMENDATION: 

We recommend that the procedures be revised to correct the lack of segregation of cjuties over the 
cash receipt process. We recommendtnat an employee be assigneQ toproces$ th.e \ransactlons l.n 
the software system, balance the activity and prepare the deposit. The balanced reports and the 
deposit should !hen be reviewed al'ld approved by the D.irector or Assistant Director. 

DDDC-3 ·CONDITION !FRI!C): 

Fees are bhargecj to customers based upon income and State cjetermined guidelines. Tne fees 
Ca!Cula!;;Jcf <ilre Mi revfewecj, re.caiC(J!a!;;Jd or formally approved. 

RECOMMENDATION: 

We recommend lh<Jt an excel based form be qeveloped and implemented to calculate. the feE; to be 
charged to each customer and that the ca.lculatlon be formally reviewed and approved by the Director 
or Assistant Director. · · 

DODC·4· CONDITION fi"RIIC}: 

Currently, the Day care requires customers to sign a o~e year contract when their ch.ild is registered. 
The contract also requir'es a deposit at the time of registration. The deposit varies based tlpon the 
amotJnt of I hi;) fees to<be charged. The information is entered Into the software system and a report 
can be. genemted detailing the deposits that have b;:~en paid. This report is not prodtJced and 
reoonoiled on a periodic. basis an.d is not peing provided to the. Finance Department. 

RECOMM EfiiDA TION: 

We recommenq thai the customer Q<$<posit rei;iort .be reviewed and reconciled; The report should l:ie 
generated and provided to the Flr1ance Department on a monthly basis (o be sure amounts are 
properly recorded ancj reported. 

DOOC- 5- CONDITION !FR/!Cl: 

Curr<mtly, custqmers are invoiced fees on a weekly basis.. Reminders .are sent to customers for 
delinquent fees. . Based upon discussion, any acootm!s receivable write. offs would need to be 
approved by the Board, but there is no formal written policy. Tile software has the (lbility to. produce 
an accounts receivable report. This report is not currently being provided to the Finance Department 
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RECOMMENDATION: 

We recommend that the accpunts receivable report be produced on a monthly basis and sen~ to the 
Finance Department to ensure proper recording, reporting and monitoring. 

We recommend that the formal procedures be developed and implemented for accounts receivable 
write offs (bad debts). The Depot Board should initially <lpprove the amounts to be Written off and 
then forwarded to the Town for final approval. 

DDDC· (i. CONDITION (FRI!CI: 

The, Day care receives certain state gr<lnts !hal require periodic reporting. The reports contain both 
financial and nonfinancial data. The reports are not currentl)t being prepared or reviewed by the 
Finance Department before being submitted to the St<Jte. 

RECOMMENDATION; 

We recommend that the grant reports be reviewed and approved by the Finance Department before 
being submitted to the State. 

DDOC• 7· CONDITION (FRIIC): 

The Day care program has <1 function to process customer refunds when necessary for overpayments 
and to return customer deposits. The Day care does not currently have a formal refund policy or 
refund form to document ihe request and approval of the refund. 

The software program has a refund function and, therefore, can produce refund andfor adjustment 
reports. These reports are not currently being produced and, therefore, not provided to the Finance 
Department for review. 

RECdilliMENDAHON: 

We recommend that the D<Jy care develop and implement a formal refund policy including a refund 
form. The policy should include the process for requesting and obtaining a refund Including the 
required documentation and approvals. 

Once approved, the refund requests s.hould be forwarded to the Finance Department to process, 
along with the report from the softw<lre to support the <~mounts reqqested to be refunded. 

Any other adjustments that <Jre processed . through the . software should be supported wi.th 
documentation and proper approval. A software report of all adjustments should be reviewed and 
approved by the Director and sent to the Finance Department to ensure proper recording. 
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DODC- 8· CONDITION !FRliCl: 

The Day care charges (>Cfditi6n!ll fe<lS for eJ<tended day or late pick up. The fee is <JSSessed to lhe 
customer using a form when late pick up occurs, Thes$ forms are not prenumbered. 

RECOMMENDATION: 

We recommend that all additional billing forms be prenumbered and that the accaunt<Jbility for all 
addition<~! fees issued be performed an a periodic basis, but at least annually, 
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FRAUD POLICY 

BACKGROUND 

Best practices are for organizations to implementa ftaud policy In a<Wltlon to any personnel 
polici.es, code of conduct and conflict of interest poliCies. 

Written policies which directly addreSs fraud and the related cons"e.quences haVe proven to be 
deterrent 

The Town currently has a Fraud Prevention and Reporting Policy and a Whistleblowers 
Policy. 

RECOMMENDATION: 

Based upon our review of the Town'.s FraiJd Prevention and Reporting Policy, we recommend 
that the Town consider tile following update to the current policy. 

1. Updating the prohibited acts to include the folloWing items: 

a. Theft, misuse, or diversion of equipment and/or materials 
h. Worke~s compenf;ation fn;H.Id 
c. Intentional failure to report damage 
d. Intentional fai.lure to provide product ors.ervices that are a p<;~rt of your job 
e. lntenlionaimisrli)prli)sentation ofTqwn's or govemmentalpo!i<;:ies 

2. Update to inoiiJde the definition ahd prohibition of abuse 

Abuse entails the exploitatie>n of ,;le>opholes" to the limits ofthe law, plimarily fqr personal 
advantage ... For example, an employee abuse~ a.system of travel allowances by intentionally 
and unn.;~cessarily scheduling meetings in another Tqwn on .a Friday afternoon an.d on the 
following Monday morning in order to claim per diem over a weekend. 

3. Include clear responsibility for man<1gement and employee with respect to being aware 
of fraud and to monitor and report suspicious activity. 

Management Responsibilities 

a. 1\!lanagement is responsible for being alert to and for .reporting fraudulent or related 
di~honest activltie;)s in their areas of responsibility. 

b. Each manager should be familiar \llilh thi;l types ofimproplieties that might occur in his or 
her area and 0., alert for any indication that improper activity, misappropriation, or 
qishone<~t activity is or wa$ in exis.tence in his or her area. 

c, When an improper activity is detected or suspected, m<magement should determine 
vvhe!her an error or mist~;~ke has occurred or if there may be dis.honest or fri;!l!dUient 
aCtivity. 
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d., Management must give full and unrestricted access to all necessary records and 
personnel. All Town furniture and contents, including desks and computers, are open to 
inspection at any time. There is no assumption of privacy. 

e. In dealing with suspected di.shonest orfraudulent ac.tivities, great care must be taken. 

Therefore, management should not 

1 , Make unfounded accusations. 

2. Alert suspected individuals that an investigation is underway. 

3. Treat employees. unfairly. 

4. Make statement& that could ·read to claims of false accus<ltions or other offenses. 

f. In handling di&honest or fraudulent activities,. management has the responsibility to: 
1. Make no contact (unless requested) with the suspected individual to determine facts or 

demand restitution. Under no circumstances should there be any reference to. ''what 
you did", "the crime", "the fraud", "the misappropriation", etc. 

2. Avoid discussing the case,. facts, suspicions, or ;:~!legations With anyone outside the 
!own, unless specifically directed to qo so by the Town Attorney. 

3. Avoid discussing the case with anyone inside the Town other than employees who haVe 
a nee<:i to know such as the Town Manager or Town Attorney or law enforcement 
personneL 

4. Direct all inquiries from the suspected individual, or his or her repres.entative, to the 
Town Attorney,. All inquiries by an attonwy of the suspected individual should be. 
directed to the Town Attorney. The alleged fraud or audit investigation shall not be 
discuss1;d with the media by any person other th<'l.n the Town Manager, Police Chief or 
his designee, and the Town Attorney. 

Employee Responsioilitili!s 

i. A suspected fraudulent incid&nt or practice observed by, or made known to, an 
employee must be reported to the employee's supervisor for reporting to th.e proper 
management officiaL 

2. When the employee believes the supervisor may be. involved in the inappropriate 
activity, !he employee shall make the report directly to the next higher level of 
management or contact the Town Attorney. 

4. Add statement that there are no exceptions to the policy 

E:XCEPTIONS 

There are no exceptions to this policy unless provided and approved by the Town Manager 
and the Town Attorney. 
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Town of Mansfield, Connecticut 
Table of Recommendations by Type and Priority 

Priority evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations 

I 
Recommendation 

I 
I 

Number Recommendation Type I Recommendation Summary Description Priority 

General l ! 
I I 

I 

GEN-1 Operational :Use of a standard transmittal report for cash receipts 3 
I 

I 
GEN-2 Operational !Requirement that supporting documentation be attached to cash receipts transmittal form 3 
GEN-3 Fraud Risk/Internal Control Develop formal policies and procedures for Town fundraising activities I 3 

I 
When receipt books are used to document cash receipt collections, the cash receipts should 

I 

I GEN-4 Fraud Risk/Internal Control be reconciled to the receipt book (receipt XXXX to XXXX) 1 
1Develop and imp!.ement formal policies and procedures to require a!! department heads, I 

advisor, etc. to review budget and actual or activity reports formally communicate 
GEN-S I Fraud Risk/Internal Control comments or no comments 2 
GEN-6 !Fraud Risk/Internal Control All checks received should be immediately stamped "for deposit only" 1 

Formally document the current policies being used by the Town to conduct business and 

GEN-7 Fraud Risk/Internal Control communicate the policies to the pub!ic. 1 

GEN-8 
I 
[Fraud Risk/Internal Control Consolidation of all Town billings to the Finance Department or Revenue Collector's office 2 

I 
Development and use of min/max or reasonability tests to ensure that a!! revenues are 
being properly transmitted to the Revenue Collector and being properly recorded in the 

GEN-9 I Fraud Risk/Internal Control general ledger 2 

I For each of the software prqgrams being used by various Town Departments1 a review of 

I permission should be performed to limit the permission to the employees direct 

GEN-10 [Fraud Risk/Internal Control responsibilities 1 

1 



Town of Mansfield, Connecticut 

Table of Recommendations by Type and Priority 
. 

Priority evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations 

Recommendation 

Number Recommendation Type Recommendation Summary Description Priority 

I l 
I 

Town Clerk I 
I Each employee should be assigned a unique log in 10. Employees should log off during I 

TC-1 Fraud Risk/Internal Control I breaks or at the end of the day. 1 
A!! transactions should be entered into the Town Clerk's register software system. The 

internally developed dog license software should be used to manage operations and not for 

TC-2 Internal Control recording transactions 2 
ilnterna!!y developed software activity should be reconciled to the amount processed in the 

I TC-3 Internal Control Town Clerk's register software system and the general ledger. 1 

I The ability to void transactions be limited to certain designated employees or that the void 

TC-4 Fraud Risk/Internal Control transaction report be printed and approved by the Town Clerk on a monthly basis. 1 
I The Town Clerk's policy regarding provide customer's change for overpayments made by 

TC-5 Operational I checks shol)ld be reviewed1 finalized and communicated to the public. 3 

Police De~artment 

A receipt book system should be implemented to document amounts collected and a!!ow 

PD-1 Fraud Risk/Internal Control the balancing of activity. 1 

A formal system should be developed to properly account for and monitor the activity of 

ordinance violation tickets issued and collected. The Police Department should not be 

collecting the monies for the tickets that are issued. The ticket spreadsheet should be 

PD-2 Fraud Risk/Internal Control reconciled to the general ledger on a periodic basis. 2 

Exception reports should be generated by user and the reports be reviewed and approved 

by a supervisor. Each user should be assigned a unique user account and password in order 

PD-3 Fraud Risk/Internal Control that a!! transactions can be identified by user. 2 

PD-4 Fraud Risk/Internal Control The Town should set up formal policies and procedures for ticket adjustments. 3 
I The Town should develop and implement formal policies regarding the use of the 

PD-5 I Fraud Risk/Internal Control equipment and inventory. 3 

2 



Town of Mansfield, Connecticut 

Table of Recommendations by Type and Priority 
I I I i 

Priority evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for !ower priority recommendations 
t 

I I 
Recommendation 

I 
I 

Number Recommendation Type Recommendation Summary Description Priority 

Human Services DeQartment 

' A!! current polices should be formally documented and the policies should include the 

HS-1 Fraud Risk/Internal Control development of forms to document activity and the required approvals. 2 

HS-2 Fraud Risk/Internal Control All requests for assistance should be documented on an intake form or application form. 3 
The donations spreadsheet should be reconciled to donor recognition letters. This 

HS-3 Fraud Risk/Internal Control /econci!iation should be reviewed and approved. 3 
I 

Transmittal/deposit forms should be reconciled to the receipt book. The transmittal should I I I 

I 
I 

identify the applicable receipt numbers. A receipt should be provided to the donor of gift 1 

I cards and a separate receipt book should be used for that purpose and reconciled to the gift 
I 

HS-4 ·Fraud Risk/!nternai_Control card inventory form. 1 

Planning and ZoningLWetlands 
I 

The department should use a prenumbered receipt book for all transactions and the receipt 

book should be reconciled to the transmittal reports and the related deposit. The new 
I 

software installed by the Building Department should be reviewed and considered if it is I 

PZW-1 Fraud Risk/Internal Control capable to manage the permits and applications by the department. 1 

All permits should be prenumbered and the accountability for all issued permits should be I 

I 
PZW-2 Fraud Risk/Internal Control performed on a period basis. I 1 

PZW-3 Fraud Risk/Internal Control Transmittals and deposits should be completed on a daily basis, but no less than weekly. I 2 
I !When transmittal reports are prepared, a reconciliation should be performed to balance the! I 
I 

2 PZW-4 I Fraud Risk/Internal Control , activity being reported. ! 

I 
A log of permits and applications should be developed and implemented to monitor I 

I 

PZW-5 Fraud Risk/Internal Control department activity. 2 

Quarterly report sent to the Town Manager should be modified to include amount of 

PZW-6 Fraud Risk/Internal Control monies collected. 3 

!Fraud Risk/Internal Control 

Permits should be prenumbered and the sequence of permit numbers should be accounted 

PZW-7 for. 1 
3 



Town of Mansfield, Connecticut 
Table of Recommendations by Type and Priority 

Prio(ltY evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highes.t priority to 3 for lower priority recommendations 

Recommendation 
Number Recommendation Type Recommendation Summary Description Priority 

' 
Parks and Recreation 

I Fraud Risk/Internal Control 

An adjustment report should be generated as part of the daily balancing process and 

PR-1 reviewed and approved by the Recreation Director. -1 

I After the prices are programmed into the register, they should be reviewed and approved 

PR-2 Fraud Risk/Internal Control by the Recreation Director. 3 
The Town should develop and implement a formal policy regarding the processing of 

PR-3 Fraud Risk/Internal Control transactions by the managers from the back office. 2 

I ' 
A!! rental applications should be prenumbered and the sequence of applications approved 

should be reconciled with the amounts recorded as revenue in the general ledger. The 

amounts deposited and recorded in the general ledger should be reconciled to the 

PR-4 Fraud Risk/Internal Control calendar/binder that is used to manage the rentals. 3 
I The software should be reviewed to identify a more efficient process for applying 

hoUsehold payments and to eliminate the need to add notes and reenter the transaction to 

I 
the proper category. The activity report for household credits should be reviewed and 

approved by the Recreation Director and provided by the Finance Department on a periodic 

PR-5 Fraud Risk/Internal Control basis. 1 
' 

The Town should develop and implement a policy for credit balances. The activity report for 

PR-6 Fraud Risk/Internal Control credit balances should be provided by the Finance Director on a periodic basis. 1 

I Any required credits should be formally requested and approved. A credit request form 

I sliould be developed and implemented to document approvaL A report showing credits 

PR-7 Fraud Risk/Internal Control I processed should be generated, rev·rewed and approved by the Recreation Director. 2 

PR-8 Fraud Risk/Internal Control ' The Town should review the contractors to determine if they can be paid by enrollment. 3 
PR-9 Fraud Risk/Internal Control Documentation of physical inventory should be retained. 2 

I 

PR-10 Fraud Risk/Internal Control 
I 
Inventory used for promotional items should be recorded through the register software. 2 

I The Department should develop and implement formal policies, procedures, and forms to 

PR-11 [Fraud Risk/Internal Control document all adjustments of inventory balances. 2 
4 



Town of Mansfield, Connecticut 
Table of Recommendations by Type and Priority 

I ' I ' 
Priority evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations i 

Recommendation 
Number Recommendation Type Recommendation Summary Description J Priority 

' 

~ I 

I A report of unredeemed gift certificate balances should be provided by the Finance 

PR-12 Fraud Risk/Internal Control . Department on a periodic basis. ' z 
The Town should develop formal policies and procedures regarding_delinquent accounts 

PR-13 I Fraud Risk/Internal Control receivables and when they are sent to collections. z 

Senior Center 

The counting and verification of amounts received should be documented on the 

~ transmittal form. The Town should develop a policy regarding the Town collecting monies 

SC-1 
' 

Fraud Risk/Internal Control for outside vendor programs. z 

The activity of the receipt book should be balanced and reconciled to the amount entered 

SC-2 Fraud Risk/Internal Control into the Senior Center software program and the transmittal/deposit. 1 

SC-3 Fraud Risk/Internal Control The functions of collecting, recording and preparing the deposit should be segregated. 
' 

1 
' The Town should develop a policy regarding separate organizations providing programs and 

SC-4 Fraud Risk/Internal Control services at the Senior Center. 3 

Tax Collector 
' 

Each employee should be assigned a unique log in !D. Employees should log off during 
I 

TXC-1 Fraud Risk/Internal Control breaks or at the ~nd of the day. I 1 

TXC-2 Fraud Risk/Internal Control The ability to void transactions should be !imited to certain employees. 1 

TXC-3 Fraud Risk/Internal Control Void and other exception reports should be reviewed and approved by the Tax Collector. z 
I 

TXC-4 Fraud Risk/Internal Control The Town should consider implementing a lockbox service for tax payments. ' z 
' The Tax Cp!lector's office should implement procedures to segregate duties regarding the 

TXC-5 Fraud Risk/Internal Control cash receipts function. 1 

s 



Town of Mansfield, Connecticut 
Table of Recommendations by Type and Priority . 

Priority evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations 

I 
Recommendation 

I Number Recommendation Type Recommendation Summary Description Priority 

Revenue Collector I 
I 

As transmittals are submitted, the cash should be counted and a receipt should be issued or 

RC-1 Fraud Risk/Internal Control the transmittal should be signed by the Revenue Collector1s Department and the employee. 1 

The billing and collection process should be properly segregated. Also the billing register 

RC-2 Fraud Risk/Internal Control should be reviewed and approved by the responsible department. 2 
The Town should develop and implement formal policies and procedures for sewer billing 

RC-3 Fraud Risk/Internal Control corrections. 3 

The Town should implement formal procedures to ensure that all ticket fines paid are 

posted on a timely basis. Activity from the prenumbered receipt book should be reconciled 

RC-4 Fraud Risk/Internal Control to the amount collected and the amount posted to the ticket software system. 2 

The Town should review the software capability to determine if reports can be generated or 

developed related to the adjustment of fee amounts. lf reports can not be generated, the 

RC-5 Fraud Risk/Internal Control Town should implement formal policies and procedures over adjustments. 2 

' All departments should be required to provide supporting documentation for the amount 
RC-6 Fraud Risk/Internal Control being deposited along with the transmittal report. 2 

The Town should consider centralizing the billing and collection of other Town departments 

to the Revenue Collector's office. The Town should also consider separating the billing and 

RC-7 Fraud Risk/Internal Control collection functions within the Revenue Co!! ector's office. 1 

The Town should review the desired role and responsibilities of the Revenue Co!lector1s 

RC-8 Best Practices department and the actual time being dedicated to each functions/department. 3 

I . 

6 



Town of Mansfield, Connecticut 

Table of Recommendations by Type and Priority 
I I I 

Priority evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for !ower priority recommendations I 
I 

Recommendation I 
Number Recommendation Type Recommendation Summary Description [ Priority 

' ' I 
Library I 

! 
I 

I I The Library should develop and implement formal policies and procedures for any fee or 

I 

fine waivers. The Library should account for the collection of a!! fines and other cash 

receipts using the Library software. The register report should be attached to the 
transmittal report. The Library should implement a policy to correctly identify each I 

! LB-1 Fraud Risk/Internal Control transaction by the appropriate payment type. 
' 1 

iProcedures should be implemented to document the number of pages printed, fees I 
charged, and fees waived. A formal policy should be developed and documented on the 

LB-2 Fraud Risk/Internal Control waiver of fees. 3 

library software should be reviewed for capability to produce exception reports. These 

LB-3 Fraud Risk/Internal Control reports should be reviewed and approved on a periodic basis. 2 
The library should develop and implement a formal refund form. A!! refunds should be 

LB-4 Fraud Risk/Internal Control processed through the Finance Department. 2 
' The library should formally document the current policies in place and communicate them 

I Fraud Risk/Internal Control LB-5 to employees and the public. 3 
I I I 

I Fraud Risk/Internal Control 

Sales for miscellaneous items should be recorded through the register system. Also an ' 
LB-6 inventory control sheet should be maintained and updated for purchases and sales. I 3 

I Each employee should be assigned a unique log in 10. Employees should log off during I 
LB-7 !Fraud Risk/Internal Control breaks or at the end of the day. I 1 

I The library should implement procedures to segregate duties with respect to the cash 

! receipts function. Cash and check amounts should be detailed on the transmittal form for 

LB-8 Fraud Risk/Internal Control verification. 1 
I 
i 
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Town of Mansfield, Connecticut 

Table of Recommendations by Type and Priority 
I I 

Priority evaluations include consideration of amount of monies collected {materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations 

I I I 
' 

Recommendation I 
I Number Recommendation Type Recommendation Summary Description Priority 

Building De~artment I 
' 

BD-1 Fraud Risk/Internal Control The Town should develop and implement a standard form to calculate building permit fees. 2 

The Town should require supporting documentation for the estimated value of a project, 

including a written estimate or contract. The Town should implement a formal policy/form 
BD-2 Fraud Risk/Internal Control to document review and approval of building permit fees. 2 

BD-3 I Fraud Risk/Internal Control The Fire Marshall should be required to review and approve the permit applications. 3 
I The permit charges for the two developers with formal agreements with the Town should 

80-4 I Fraud Risk/Internal Control be formally approved by the Building Offici a!. 2 
I Building permits should be prenumbered and the sequence of permit numbers should be 

BD-5 !Fraud Risk/Internal Control accounted for. 1 
The Town should review the reporting capability of the new software and use reports from 

BD-6 Fraud Risk/Internal Control the software to balance collection activity. 2 

Only the Building Official and Assistant Building Official should have the administrative 

rights to be able to void/delete/rollback permits. And exception report should be produced 
BD-7 Fraud Risk/Internal Control on a monthly basis and should be reviewed and approved by the Building OfficiaL 1 

'The software should be reviewed to determine if a report can be produced that will present 

BD-8 Fraud Risk/Internal Control the total collected by payment type. 1 

BD-9 Fraud Risk/Internal Control 
IThe cash receipt activity should be reconciled to reports generated from the software 
program. 2 

!The Town should review its policy and develop a formal policy regarding checks received for 
BD-10 Best Practices incorrect amount. 3 
BD-11 Best Practices A!! collections should be reconciled to the software system reports. 1 

The functions of billing, collecting, and accounting should be properly segregated. All billings 
BD-12 Internal Control/Fraud Risk should be provided to the Finance Department. 1 

The certificate of occupancy reports from the software system should be provided to the 

I BD-13 Best Practices Assessor's Department on a periodic basis. 3 

8 



Town of Mansfield1 Connecticut 

Table of Recommenda1;ions by Type and Priority 

Priority evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations 

Recommendation 

I 
I 

Number Recommendation Type Recommendation Summary Description I Priority 

i i 
Public Works I I 

' ! 
! 

I ' 
I 

The Public Works Department should develop a list of both performance bonds and 
PW-1 !Fraud Risk/Internal Control driveway bonds and update the listing in accordance with the Town policy. 3 
PW-2 Fraud Risk/Internal Control I The transmittal/deposit should be reconciled to the receipt book. 1 

I 
! 

Permits should be prenumbered and the sequence of permit numbers should be accounted 
PW-3 Fraud Risk/Internal Control for. 1 
PW-4 Fraud Risk/Internal Control 

I 
The spreadsheet of permits issued should be reconciled to the receipt book. i 1 
The Public Works Department should stop accepting payments from customers for trash 

I service and should instead direct them to the Revenue Co!! ector. If not, transactions should 

be recorded directly into the trash service billing software or by issuing a receipt from the 

PW-5 Fraud Risk/Internal Control receipt book. 2 

I 
! I Any changes to services should be required to be documented in writing from the customer 

I PW-6 Fraud Risk/Internal Control and changes should be formally reconciled to the actual billing system. 3 

PW-7 Fraud Risk/Internal Control I Purchases and sales of recycling bins and com posting kits should be formally accounted for. 3 

Checks received for recyclab!es should be sent directly to the Finance Department. Also the 

Town should implement procedures to control the materials being sold and to estimate 

PW-8 Fraud Risk/Internal Control expected volume to compare to actual receipts. 3 

PW-9 Fraud Risk/Internal Control 

I Keys to vehicles should be controlled via a lock key cabinet. Also equipment usage logs 

should be compared to actual usage on a periodic basis. I 2 

I 
PW-10 Fraud Risk/Internal Control 

1
User !oglns should be changed to something other than the employee1s employee number. 2 

I 

I The Public Works Director or Assistant Public Works Director should review and approve 
PW-11 Fraud Risk/Internal Control both the fuel system report and the manual diesel fuel log on a weekly basis. 2 
PW-12 Fraud Risk/Internal Control The Town shou!d consider insta!ling cameras at the fuel pump locations. 3 

The Town should consider installing a fence and alSo a keyless entry at the garage. Each 

I PW-13 Fraud Risk/Internal Control employee should have a unique access code to the garage. 3 
9 



Town of Mansfield, Connecticut . 

Table of Recommendations by Type and Priority 
I I 

Priority evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations 

I ! I 

Recommendation 
Number Recommendation Type Recommendation Summary Description Priority 

Transfer Station 

TS-1 !Fraud Risk/Internal Control The Town should consider eliminating collection of receipts at the Transfer Station. 2 

I 
The Town should consider implementing a scale at the Transfer Station. The Town should 

consider performing a formal analysis of the amount of revenue recorded based upon the 

TS-2 Internal Control weight hauled out. 3 

Mansfield SuQerintendent 1s Office 

The Revenue Collector should perform the billing for-all groups required to pay medica! 

MS0-1 Fraud Risk/Internal Control insurance coverage to the Town. 2 

MS0-2 Fraud Risk/Internal Control All checks received should be logged by the office secretary before distribution. 2 

Cafeteria Program l 
i 

I 
I Cafeteria managers should formally reconcile the register reports to the amount collected. I 

Before cash is transmitted to the Revenue Collector, the monies should be counted by the 
CAF-1 Fraud Risk/Internal Control employee and a receipt should be prepared. 1 

Sales should be recorded based upon the register reports and any differences should be 

recorded as cash short/over. This difference should be recorded in a separate account for 

CAF-2 Fraud Risk/Internal Control each school. Each Cafeteria operatfon should also be reviewed for any undeposited monies. ' 1 

! ' 
The Middle School cafeteria cash receipts should be transmitted to the Revenue Collector 

CAF-3 I Efficiency/Internal Control with transmittal report. Each school should have locked bank bags and a safe. 2 
Only the Cafeteria Manager should have the ability to make corrections in the system. The 

CAF-4 Internal Control 
~~orrections should be logged by user and a correction report should be produced on a 
monthly basis. 1 

10 



Town of Mansfield, Connecticut 

Table of Recommendations by Type and Priority 
i I i 

Priority evaluations include consideration of amount of monies collected (materiallty} and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations i 
i 

Recommendation 
Number ' Recommendation Type Recommendation Summary Description Priority 

!Internal Control 
The Cafeteria Manager should balance the registers with each cashier and the cashier i 

CAF-5 should sign off on the amount of cash collected. I 2 

CAF-6 Internal Control A!! cafeteria revenues should be recorded by type. 3 

I Internal Control 

Invoices for outside organizations should be provided to the Finance Department. Also I 
CAF-7 catering request forms should be prenumbered. I 2 

The Cafeteria program should provide the Finance Department with a student school lunch I 
balance report on a quarterly basis. A balance transfer policy and form should also be 

developed and implements, which all balance transfers approved by the Cafeteria Director 

CAF-8 Internal Control and a balance transfer report being reviewed on a monthly basis. 2 
Inventory balances should be documented and the Cafeteria program should develop 

CAF-9 Fraud Risk/Internal Control written policies and procedures for inventory. 2 
A policy prohibiting payment of vendor invoices from the register receipts should be 

CAF-10 Fraud Risk/Internal Control formally documented and communicated. 3 

Mansfield Downtown PartnershiQ 

The date of the deposit should be noted on the membership form. Also a reconciliation 

I 
should be performed on a periodic basis reconciling membership and sponsorship revenues 

DD-1 Fraud Risk/Internal Control with the general ledger. 2 
i 
I 
' 

Region 19 SuQerintendent's Office I 
' ' I 

I 

i 
A receipt book should be used. Also the Town should consider developing a formal I 

agreement with the entity it is collecting money for to definite rights, responsibilities and I 
!lability. Documentation should be submitted with the deposit for the amount of monies 

RS0-1 Fraud Risk/Internal Control transmitted and the sources of the monies. 3 
-

RS0-2 Fraud Risk/Internal Control The Finance Department should be provided with a copy of all billings. 2 

11 



Town of Mansfield, Connecticut 

Table of Recommendations by Type and Priority 
I i I 

Priority evaluations inc!ude conslderatlon of amount of monies collected (materiality} and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations I 
. 

Recommendation 

Number Recommendation Type Recommendation Summary Description Priority 

I . 

Agricultural Education Program I 

I The cash register should be repaired or a new one should be purchased. If not, a receipt 

AGED-1 Fraud Risk/Internal Control book should be used. Inventory control should be implemented and documented. 1 

The amount of cash collected should be documented by the teacher advisor. Any amounts 

AGED-2 Fraud Risk/Internal Control left in the safe should be e~mailed to the Student Activity bookkeeper. 2 

I Fraud Risk/Internal Control 

The cash collected by the AG program should be forwarded to the student activity 

AGED-3 bookkeeper for deposit. 2 

Student Activities I 

Monies should be counted in the presence of the advisor and the advisor should be given a 

SA-l Fraud Risk/Internal Control receipt. 1 
Detailed supporting documentation should be provided to the bookkeeper to support the 

SA-2 Fraud Risk/Internal Control amount being deposited. 1 
! The District should perform a min/max or other reasonabi!lty test where possible. Any 

complimentary tickets or merchandise should be formally approved, documented and 

SA-3 Fraud Risk/Internal Control accounted for. 3 

SA-4 Fraud Risk/Internal Control The District should require a!! activities to use the school bank for payments. 2 

SA-5 Fraud Risk/Internal Control The District should consider the purchase and use of a student activity software program. 2 

I 
SA-6 \Fraud Risk/Internal Control All monies should be processed/deposited by the student activity bookkeeper. 2 

I i Each advisor should be provided with a detailed report of activity in the fund they are 

SA-7 I Fraud Risk/Internal Control managing on a monthly basis. 2 
I 

The District should disburse a!! monies related to the graduating classes. A!l scholarship 

monies should be removed from the student activity fund and bank account. The District 

SA-8 Fraud Risk/Internal Control should review a!! current accounts for certain characteristics. 2 
I The District should develop and implement a formal policy for allowable disbursements and 

SA-9 \Fraud Risk/Internal Control activity of the principal and interest accounts. 1 
12 



Town of Mansfield, Connecticut 
Table of Recommendations by Type and Priority 

I 

Priority evaluations include consideration of amount of monies collected (materiality) and volume of transactions. 

Priority levels identification is 1 for highest priority to 3 for lower priority recommendations 

i I I 
Recommendation I I I 

Number Recommendation Type I Recommendation Summary Description I Priority I I 

I i 
I I 
I I Eastern Highlands Health District I 

I 

l I 
I 

EHHD-1 Fraud Risk/Internal Control !The transmittal form and related deposit should be reviewed by the Department head. 2 

I 
The District should require the member towns to provide the District with a check for 

EHHD-2 Fraud Risk/Internal Control amounts collected. 2 

EHHD-3 I Fraud Risk/Internal Control A min/max or other reasonability calculation should be performed on a periodic basis. 2 

i [All permits should be prenumbered and all permits issued should be accounted for on a 

EHHD-4 I Fraud Risk/Internal Control fperiodlc basis. 1 
I l I !The activity of the receipt book should be balanced and reconciled to amounts entered into 

EHHD-5 I Fraud Risk/Internal Control ithe permit tracking database and the transmittal/deposit. 1 
I 

EHHD-6 Fraud Risk/Internal Control !The permit database should be reconciled to the general ledger on a quarterly basis. 2 

EHHD-7 Fraud Risk/Internal Control !The vehicle use log should be compared to the actual mileage on a periodic basis. 3 
I 
I 
I 
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Table of Recommendations by Type and Priority 
I 

Priority evaluations include consideration of amount of monies collected (materiality} and volume of transactions. 

Priority.!evels identification is 1 for highest priority to 3 for lower priority recommendations 

Recommendation 

Number Recommendation Type Recommendation Summary Description Priority 
I 
I 

DiscoverY DeQot I 
I I 

I 
I All transactions should be processed directly through the register software or the activity 

DDDC-1 I Fraud Risk/Internal Control recorded using the manual receipt book be reconciled to the register report. 1 

I The cash receipts control procedures should be revised to correct the lack of segregation of I 
I duties. An employee should be assigned to process the transactions, balance the activity, , 

and prepare the deposit. The balanced reports and the deposit should then be reviewed 
I 

DDDC-2 Fraud Risk/Internal Control and approved by the Director or Assistant Director. 1 
An excel based form should be developed and implemented to calculate the fee charged to 

DDDC-3 Fraud Risk/Internal Control each customer. 2 

DDDC-4 Fraud Risk/Internal Control The customer deposit report should be reviewed and reconciled. 2 

~The accounts receiyable report should be produced on a monthly basis.· Also formal 

DDDC-5 Fraud Risk/Internal Control procedures should be developed and implemented for accounts receivable write offs. 2 

DDDC-6 Fraud Risk/Internal Control Grant reports should be reviewed and approved by the Finance Department. 2 

DDDC-7 
I 

Fraud Risk/Internal Control A formal refund policy should be developed and implemented. 1 
All additional billing forms should be prenumbered and all additional fees issued should be 

DDDC-8 Fraud Risk/Internal Control perf.ormed on a periodic basis. 1 
I 

Fraud Poli£Y 

N/A Best Practices I Updates should be made to the current Fraud Policy 2 
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