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INDEPENDENT ACCOUNTANT’S REPORT
ON APPLYING AGREED-UPON PROCEDURES

To the Board of Selectmen
Town of Sandisfield, Massachusetts

We have performed the procedures detailed in the accompanying Schedule of
Procedures and Findings, which were agreed to by the Board of Selectmen of the Town
of Sandisfield, Massachusetts, solely to assist you with respect to Tax Collector
accounts recelvable and Treasurer’s cash and investment reconciliation procedures of
the Town of Sandisfield, Massachusetts. This agreed-upon procedures engagement
was conducted in accordance with attestation standards established by the American
Institute of Certified Public Accountants. The sufficiency of these procedures is solely
the responsibility of the specified users of the report. Consequently, we make no
representation regarding the sufficiency of the procedures described in the
accompanying schedule of procedures and findings, either for the purpose for which this
report has been requested or for any other purpose.

Our agreed-upon procedures and related fmdlngs are presented in the accompanying
schedule to this report

We were not engaged to, and did not conduc.:. n’audit the objective of which would be
to express an opinion on the specmed elements, accounts or items referred to above.
Accordingly, we do not express such an opinion. Had we performed additional
procedures, other matters might have come, to our attention that would have been
reported to you. .

This report is intended solely for the information and use of the specified users listed
above and is not intended to be, and should not be, used by anyone other than those
specified parties. ‘

We are presenting for your consideration our recommendations regarding Tax Collector
accounts receivable and Treasurer’s cash and investment reconciliation procedures for
the Town of Sandisfield, Massachusetts. The recommendations were developed during
the course of our performing agreed-upon procedures.

Scanlon & Associates, LLC
South Deerfield, Massachusetts

May 28, 2021



TOWN OF SANDISFIELD, MASSACHUSETTS
Schedule of Agreed-Upon Procedures and Related Findings

Cash and Investment Reconciliation Procedures

The agreed-upon procedures performed with regards to the Town’s cash and investment
reconciliations were as follows:

1. We gained an understanding of the cash and investment reconciliation
policies and procedures used by the Town Treasurer and Town
Accountant.

2. We reviewed the Treasurer’s individual bank account reconciliations for
completeness and reliability. We inspected the accuracy of the overall cash
and investment reconciliation between the Treasurer and Town Accountant
at June 30, 2020.

Procedures Used:

1. We reviewed the polrcres and procedures used by the Treasurer’'s’ and
Town Accountant’s off ice to reconcrle cash and mvestments

2. We obtained. all |nd|vrdual bank account reconciliations and related
reconciling items from the Treasurer We traced the reconciling items to
proper supporting documentatien at June 30, 2020.

3. We obtained and reviewed the Treasurer's and Town Accountant’s

-~ supporting " documentation of the total reconciliation between the

" Treasurer’s cash and investment balances and those reported in the Town
Accountant S General Ledger at June 30, 2020.

4. We analyzed the Treasurers bank statement activity for June 2020 and
compared to the Town Accountant’s general ledger activity for June 2020.

Findings and Récchjzmendafiéﬁs.'

The Treasurer's office and Accountant’s office is responsible to complete timely
reconciliations of activity and balances of the cash and investments. We cannot
emphasize enough the importance of the timely and accurate reconciliations of cash and
investments in order to have an effective system of internal controls.

Internal control procedures should be designed in a manner that ensures all activity is
recorded in the cashbook prepared by the Treasurer as the transactions occur. At the
same time as the activity is being posted to the cashbook a corresponding posting would
be made to the general ledger maintained by the Accountant’s office. The cashbook
balance and the general ledger cash balance must match at all times. At the end of
each month the Treasurer would complete a reconciliation between the cashbook and



bank statements. The Treasurer and Accountant would then reconcile the cashbook
and the general ledger shortly thereafter.

The absence of having timely and proper cash and investments reconciliations between
the Treasurer's records and the Town Accountant’s general ledger significantly
increases the risk that misstatement due to error or fraud may occur and not be
detected, prohibits the safeguarding of assets and does not provide for accurate a timely
financial reporting

Our procedures found the following:

1. The Treasurer's cash and investments were not reconciled to the Town
Accountant’s General Ledger at June 30, 2020. We further noted that monthly
reconciliations between the Treasurer and Accountant were not performed
effectively for fiscal year 2020. The variance at June 30, 2020 is $7,712.52 as
detailed in the Schedule of Treasurers Cash and Investments included in this
report.

2. We could not locate a detailed outstanding check list that agreed to the amount
used on the individual ‘bank. statement reconciliation for June 2020 and July
2020. We did locate detailed outstandlng lists for August 2020 and we were able
to utilize that list to compute a detail listing for June 30, 2020 amount.
Furthermore, check registers were mconsnstently flled with the warrant detail.

3. The Indlwdual bank reconcnlataon fof the payroll ‘bank account utilized a
reconciling item of $4, 655 that did not have proper supporting documentation.
Upon inquiry it was communicated to us this amount was the variance identified
at end of June 30, 2018. We could not.verify that exact amount to the June 30,
2018 reconc:hation dn addmon the vendor bank account had an unsupported
vanance of $17.36. % \

4. We identified a deposit ($764) in July 2020 that should have been a reconciling
item on the June 2020 vendor bank statement. When reviewing the individual
bank statement reconciliation: for the vendor account for June 2020 the amount
was not used as a reconciling item.

5. We identified proper bank transfers were not being completed for the various
special accounts that earn interest (i.e. stabilization funds, arts lottery, etc).
Actual cash transfers are necessary between funds, for such items as Town
meeting votes or actual expenditures that are paid out of the general cash but not
paid out of the specific bank account. By not transferring funds, this can cause
accounting problems and also results in the specific funds not receiving the
correct amount of interest.

6. We were able to reconcile the June 2020 bank activity per the Treasurer’s
records to the Town Accountant’s June 2020 general ledger activity.



We recommend that following:

1.

Procedures should be implemented to reconcile that Treasurer's cash and
investments to the Town accountant's general ledger on a monthly basis. The
variance from June 30, 2020 should be maintained at the same amount as part
of these reconciliations. Once the variance is maintained at a consistent amount
it should be adjusted on the general ledger. Furthermore, any unsupported
reconciling items being utilized as part of the individual bank statement
reconciliations should be adjusted (i.e. payroll bank account $4,655 and vendor

account $17)).

The Treasurer should be more consistent and organized with documents that are
to be retained. For instance, check registers should be filed with the warrant and
all reconciling items (i.e. o/s check) should be properly documented and filed with

individual bank statement reconciliations.

The Treasurer currently maintains a cashbook; however it's being maintained in
two parts. One part is for general fund bank accounts and one part for trust
funds. We would recommend merging them and maintain one spreadsheet.




TOWN OF SANDISFIELD, MASSACHUSETTS
Schedule of Agreed-Upon Procedures and Related Findings

Tax Collector Accounts Receivable Reconciliation Procedures

The agreed-upon procedures performed with regards to the Town’s accounts receivable
reconciliations were as foliows:

1.

We gained an understanding of the accoUhts receivable reconciliation
policies and procedures used by the Tax Coilector and Town Accountant.

We reviewed the accounts receivable subs:d(rary ledgers maintained by the
Tax Collector and compared the outstanding balances to the Town
Accountant’s General Ledger control accounts at June 30, 2020.

Procedures Used:

1.

We reviewed the pﬁzﬁpies and procedures used by the Tax Collector to
reconcile the detail listing of outstanding receivables to the control totals in
the Town Accountant’s General Ledger.

We obtained the Tax Coﬂector ] accounts receivable subsidiary ledgers for
the Fiscal Year 2020 (July 1, 2010 to June 30, 2020) and compared the
detailed activity to the Town Accountant’s General Ledger for each
respective levy and commitment. Any variances were traced to relevant
supporting documentatlon Further adjustments noted from the agreed-
- upon procedures performed will be formally proposed to the Tax Collector

- and Town Accountant

We reviewed and tested severalb Tax Collectors receipt batches.

Findings and Regommendations.'

1.

Accounts Receivable Reconciliations

One of the most important control procedures in a government is to have

timely and proper reconciliation of the tax accounts receivable subsidiary

records and the Town'’s general ledger. We found that the Town did not have

effective procedures in place to reconcile the general ledger to account

receivable records. During fieldwork we found items that affected the tax
accounts receivable and have proposed adjustments to the general ledger,

for instance:

e We identified several abatement and commitments that were not
posted to the Town Accountant’s general ledger.



e We identified a number of refunds that were posted to the Tax
Collector’s system but were never issued.

¢ We identified tax title takings that were not posted to the Town
Accountant’s general ledger.

Furthermore we noted variances still exist between the general ledger and
the Tax Collector records at June 30, 2020 after the proposed adjustments

that we identified.

We recommend that procedures should be improved to be more effective in
reconciling the Tax Collector’s accounts receivable subsidiary records to the
Town Accountant’s general ledger. All variances should be investigated and
resolved in a timely manner. To further strengthen this control the Town
should document this process by having the two department heads sign off.

Tax Collector Batches

During our fieldwork.we found two batches that were posted to the Tax
Collector’s subSIdlary iedger that did not reconcnle to a corresponding bank

deposit.

e Batch no. 51420 for $854 42 posted to Tax Collector’s system and
tcould not locate a bank depos&t to supporf amount posted.

e We couid not reconcﬁe Batch no. 58120 posted to Tax Collector’s
. system to a corresponding bank deposit. The Tax Collector
provided us with documentation to help us identify the variance.
The documentation prowded showed a time frame between the
_receipt and actual deposit was in excess of 30 days. Furthermore,
v»the documentation showed a variance of $978.88.

The Tax Collector does not have effective procedures in place to reconcile
“tax payer's payments received and posted .to subsidiary ledgers to
corresponding bank deposits. We recommend that procedures: be
implemented to reconcile payments received and posted to Tax Collector’s

subsidiary ledgers to bank deposits.

Furthermofe,:fw)e recommend Town officials review the two identified batches
above and resolve the variances. Perhaps the tax payers that are part of the
batches may need to be contacted to verify payment amounts.



3. Tax Collector Bank Account

During our fieldwork we identified a bank account that is being utilized by the
Tax Collector for tax payer's cash payments and deputy tax collector
payments received. This bank account is not part of the overall cash
reconciliation process and not accounted for on the Town Accountant’s
general ledger. We strongly recommend that this bank account be reported
on the Treasurer's cash book and Town Accountant’s general ledger and be
included as part of the overall cash reconciliation process.

4. Tax Title Accounts and Delinquent Real Estate Accounts

During our audit we noted that a tax title receivable subsidiary ledger was not
properly maintained and reconciled to the General Ledger on a periodic
basis. We further noted that end of year documentation filed with Department
of Revenue for free cash certification was incorrect with regard to tax title. It
was filled out showing no variance between the general ledger and the
detailed outstanding list. Furthermore, there are real estate accounts that
date back to 2013 and no tax title takings have been completed. An accurate
tax title receivable balance and tax title takings are critical to protecting the
Town’s interest as the Town pursues the collection or possession of these
receivable accounts. An accurate accounting of the detail tax title accounts is
also necessary to facmtate an effectnve reconciliation process with the Town
Accountant. ,

We recommend that a detail subsidiary ledger be maintained for the tax title
accounts and procedures be implemented to reconcile it to the general ledger
on a periodic basis. Also, we recommend that tax title taking be done for the
older outstanding accounts

.5 'Indlcatlon on Tax Recelpt Stub

We noted that the tax receipt stubs for the day’s work were not stamped
consistently WIth the date paid, indicating whether payment was made with
.cash or check and indicating who took the payment. Because of the higher
risk of currency (cash) transactions it is important that a trail exists from time
of collection to bank deposit. Therefore all tax receipt stubs should indicate
whether payment is cash or check, date paid and who received.

6. Deputy Collector

The Town currently utilizes a Deputy Collector to collect unpaid motor vehicle
excise taxes. We noted that there is no procedure currently in place to
reconcile the Tax Collector's outstanding detail accounts to the Deputy
Collector's detail outstanding accounts. This procedure should be
implemented to safeguard the Town'’s asset collected by a third party.
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