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**********DRAFT*********** 
BOARD OF FINANCE 

AUDIT SUB-COMMITTEE 
MEETING MINUTES 

September 1, 2020 
 
A Virtual Meeting of the Board of Finance Audit Sub-Committee was held Tuesday, 
September 1, 2020 at 6:00 p.m. 
 
MEMBERS PRESENT: Mary LeClerc-Chair, Lori Charlton-Vice Chair, Jim Brown  
 
ALSO PRESENT:  BOF member and Vice-Chair Chris DeWitt, CAO Thomas Bremer, 
Interim CFO Caitlin Bosse, Joseph Centofanti, CPA, CFE, FCPA, CFF, CGRM, Partner at 
PKF O’Connor Davies, LLP 
 
1. Call to Order – Ms. LeClerc called the meeting to order at 6:05 p.m. 
 
2.  Pledge of Allegiance – to be held at the Board of Finance 7:30 p.m. meeting. 
 
3. To hear, consider and approve the following meeting minutes of December 3, 2019, 

February 5, 2020 and July 7, 2020 
 
Ms. LeClerc motioned to amend the December 3, 2019, minutes as follows:  
 
Item #2 Paragraph 1 - Ms. Saxl discovered an adjustment was needed for the library 
endowment fund. Mr. Centofanti said that is the only difference from the draft of the 
prior year audit.  Ms. Charlton seconded the motion. 
 
Paragraph 2 – Strike sentence 3.  Sentence 4 A discussion was led on the proposed 
removal of the schedule from the audit report. Ms. Charlton seconded the motion. 
 
The December 3, 2019 minutes, as amended, were approved unanimously, 3-0. 
 
Ms. LeClerc motioned to amend the February 5, 2020 minutes, Item #2 to reflect 
Lori Charlton as Vice-Chair and Edward Bateson as Secretary.  Ms. Charlton 
seconded the motion, as amended, which carried 2-0-1 (Brown abstained). 
 
Ms. LeClerc motioned to approve the July 7, 2020 minutes.  Ms. Charlton seconded 
the motion which carried unanimously, 3-0. 
 
4. To hear and discuss an update report of the status of work completed on the annual 
 audit for the Fiscal Year Ended June 30, 2020, by Mr. Joseph Centofanti, CPA, CFE, 
 FCPA, CFF, CGRM, Partner at PKF O’Connor Davies, LLP 
 

https://www.youtube.com/watch?v=0pVfhTKa1dM
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Mr. Centofanti gave an update on the planning and status of the annual audit. He referred 
to the engagement letter to audit the financial statements of the government activities of 
the Town and the responsibilities. He reviewed timing stating that the preliminary work 
has been done, audit work will begin in October and a draft will be issued at the December 
BOF Audit Sub-Committee meeting. 
 
Mr. Centofanti said the second letter was a questionnaire to the Audit Sub-Committee 
regarding fraud. He requested answers be sent back to him. 
 
Mr. Centofanti discussed the third document which covers the 2020 audit items, new 
GASB account standards and the COVID-19 impact on the audit. 
 
Ms. LeClerc said she sent the fraud questionnaire to the Audit Sub-Committee and has not 
received any responses. She said she will send it to the BOF. 
 
Mr. Centofanti said COVID-19 has not had a significant impact on internal controls. 
 
Ms. Charlton asked Mr. Centofanti to explain materiality in relation to the General Fund. 
He said it is calculated separately and the government uses 5% and he uses 3% across the 
board. Ms. Charlton asked about the risk assessment process and to more clearly provide 
significant risks. Mr. Centofanti said where cash collected is a risk. Single audit 
procedures were discussed. 
 
Ms. Bosse reported the CARES Act submission was about $400,000. 
 
5.  To Review and Discuss the Town of Fairfield, CT Public Works Department Review 
      - Report on the Results of the Procedures Performed 
 
Mr. Bremer addressed concerns raised in the report. He said parallel tracks were set up - 
One is coming up with a new purchasing policy as the current one doesn’t meet the 
Town’s needs today. Mr. Bremer said he looked at other towns like Westport, West 
Hartford and Greenwich. He said the working group is comprised of ten people from 
various departments who have met every week for the past six weeks. Mr. Bremer said the 
working group is coming up with a draft in about two weeks and it is a blending of the 
various towns. Mr. Bremer said his goal is that after the working group finishes the review 
to send the draft to the BOE for comments. He said he would like Mr. DeWitt to get 
involved and to get all town departments input. Mr. Bremer said that after that process, the 
working group will have one more review before turning things over to the BOF to give 
that Board the best product and have a discussion on a final policy. 
 
Mr. Bremer said the other track was him responding to different recommendations in the 
report. He said at this stage, the working group is going through each recommendation to 
come up with a response in writing to make it easy for the BOF to follow. Mr. Bremer said 
he wants to be in a position to have that discussion when the working group turns over the 
policy to the BOF. He said his goal is for the working group to have in writing in booklet 
form and to make a presentation at that time and go through each recommendation. He 
said he is hopeful to turn this over by the end of this month for the BOF to review. 
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Mr. DeWitt said he has been charged with the purchasing policy and he would like to add 
an audit procedure check timeframe schedule. He said he reminded Mr. Bremer that the 
final word is the BOF’s decision. Mr. DeWitt said he went on record that it is a really 
good idea to get everyone’s input, but not everyone’s input will be included in the policy 
to which Mr. Bremer agreed. 
 
Ms. Charlton said she is concerned that the purchasing policy is relying on other towns’ 
policies. Mr. Bremer said the Town has to start somewhere and the working group has 
looked at 7-8 towns. He said many town’s policies are very similar to Fairfield’s and 
address the same issues but in slightly different ways. Mr. Bremer said there is no gold 
standard. Ms. Charlton said she hopes internal recommendations are being incorporated 
into the policy. Mr. Bremer said it is his understanding this is happening and he is 
responding to every recommendation.  Ms. LeClerc said when she reviews she will make 
sure those items are included in the purchasing policy. Ms. LeClerc said she wants to go 
back to look at reports to discuss them further with Ms. Saxl to make sure they’ve been 
implemented. 
 
Mr. Brown said he thinks the process seems to be working and he then discussed timing.  
Mr. Bremer said a draft will be ready by September 17, 2020 for Mr. DeWitt and Ms. 
Charlton’s review. Mr. Brown said he will check on the progress on the 15th.  He asked 
about accountability and what the repercussions are if the policy is not followed by a 
department head.  Mr. Centofanti said not following a town policy in general is an HR 
policy. Mr. Brown said his recommendation is to have something in writing to have 
consequences if the policy is not followed.  Mr. Centofanti said he could include that Mr. 
DeWitt said it could fall under the Code of Conduct of the Ethics Commission. Ms. 
LeClerc said there should also be an entire training process after this.  
 
Mr. Bremer said the working group is struggling with who is going to monitor all this. He 
said he doesn’t want to see a very few group of people in charge of a lot of money. He 
said MUNIS will handle low level employees. 
 
6. To Hear, Consider and Act Upon Any Communications 
Ms. LeClerc said she signed the engagement letter for the audit and gave it to Mr. 
Centofanti.  She said members need to complete the questionnaire and send it to her and 
Mr. Centofanti. 
 
Ms. LeClerc said she wants to add another Sub-Committee meeting before the December 
meeting – either right before the October or November BOF meeting.  
  
7. Adjourn 
There being no further business to come before the Sub-Committee, Mr. Brown 
moved to adjourn the meeting at 7:24 p.m.  Ms. Charlton seconded the motion which 
carried unanimously, 3-0. 
 
Respectfully submitted, 
 
Sheila Tesei 
Recording Secretary  
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Parks Division 
 
PR-1 Condition 
 
It was noted by the Parks Division that there was a concern regarding the cost of the 
outsourcing of the park maintenance.  The costs paid by the Town included additional 
amounts paid to the vendor in excess of the bid award. 
 
The amounts paid to the vendor by fiscal year were as follows: 
 
2017   $          0 
2018    150,329 
2019    711,632 
2020    379,905 (as of 5/26/20) 
 

Recommendation 
 
We recommend that the Town perform an analysis of the outsourced park maintenance 
contract and related costs, including the amounts paid to the vendor for service provided in 
excess of the bid award.  The analysis should include the following: 
 

 Detailed analysis of the cause and related services performed that are billed in addition 
to the bid award 
 

 Verification that the services billed to the Town outside the bid award are proper with 
respect to the terms of the contract/bid 
 

 Evaluation of whether the services billed in addition to the bid award could be 
performed by Town employees and if current resources are available  
 

 Analysis of the cost of the services billed outside the bid award as compared to the 
cost of hiring additional resources.  This would include salary and benefit costs as well 
as equipment and materials 
 

 Analysis of the bid/contract award cost vs the cost of performing some or all of the 
services with existing employees or additional resources 
 

PR-1 Response 
 
Internal Audit performed a detailed analysis of outsourced park maintenance contracts and 
related costs in August 2020.   Internal Audit verified that services billed to the Town complied 
with current bid awards.  Analysis was performed to determine whether the services billed 
could be performed by Town employees along with a comparison of the cost of services billed 
to the cost of hiring additional personnel.  The report was distributed to DPW Administration 
and Finance Administration. 
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Marina  
 
MAR-1 Condition 
 
Currently, the costs for the operation of the marina are recorded in three different department 
budgets: 
 

 Parks and Recreation  Material and supplies and utilities 

 Public Works   Material and supplies 

 Police    Security services 
 
In addition, the material and supplies expenditures for marina activities are not segregated 
within the public works budget and, therefore, cannot be properly monitored. 
 

Recommendation 
 
We recommend that the Town consider consolidating the operating costs within a separate 
cost center to able to properly monitor the expenditures of this division and provide adequate 
information for budgeting and monitoring of this division.  
 
MAR-1 Response 
 
Finance created independent department/cost centers for Waterfront and Marina whereby all 
revenue and expenditures associated with each organization are recorded separately within 
their own budgetary accounts.  This was established during the fiscal year 2020 budget cycle. 
  
Marina budget information can be found in the Town Approved Budget under department 
number 7090. 
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MAR-2 Condition 
 
Currently, although all users have a separate login ID for the Rec-Trac register software, the 
system does not time out and, therefore, the transactions processed are not properly 
identified by employee. 
 
Recommendation 
 
We recommend that employees log out after they have completed processing transactions for 
customers and that the Rec-Trac register software be set to log out/time out after a short time 
period (15 minutes). 
 
MAR-2 Response 
 
Each employee has his or her own distinct Rec-Trac ID number.  The Rec-Trac system is 
currently set to log out/time out after 15 minutes of non-use.  A policy has been established 
whereby employees are instructed to log out when leaving the office or whenever the 
computer will be left unattended (September 2020). 
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MAR-3 Condition 
 
Currently, there is no ability to register/pay for the marina managed services online. 
 
Recommendation 
 
We recommend that the Town review the marina related services and fees to determine if all 
or some of the services can be purchased/managed online.   
 
MAR-3 Response 
 
Residents must prove full-time residency each year in order to maintain their Marina boat 
slips and ramp passes.  Several documents are required to be submitted by the customer 
such as proof of resident status, etc. before a permit can be renewed.  Therefore, online 
payment is not feasible. 
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MAR-4 Condition (Finance or Internal Audit) 
 
Currently, there is a wait list fee for boat slips.  The fee to be added to the wait list is $100 per 
list (small, medium or large).  If a customer accepts a slip, the $100 is applied against the slip 
charge.  The total residents currently on the wait lists totaled 624 as of November 6, 2019. 
There were 19 additional residents added to the wait list through March 3, 2020.  Based upon 
643 residents on the wait list, the estimated balance would be $64,300.  The general ledger 
balance for wait list receipts totaled $102,421.41 as of May 12, 2020. 
 
Recommendation 
 
We recommend that the wait list liability account be reconciled to the wait list on a periodic 
basis and at June 30 and any earned or forfeited amount be recorded as revenue.  
 
 MAR-4 Response 
 
Internal Audit obtained the wait lists from the Marina Manager for all three categories of boat 
slips (small, medium and large) in July 2020.  The total wait list liability was calculated and 
reconciled to the MUNIS general ledger liability account.  The difference noted was reported 
to the Controller and it was properly recorded as revenue to the Town via journal entry.  
 
This reconciliation will be performed at the end of each fiscal year going forward. 



 

6 

 

MAR-5 Condition 
 
Currently, there is an application process for purchasing launch ramp permits.  Payment is 
accepted by credit card and the credit card number is required to be written on application 
form.  The forms are not stored in a secured manner. 
 
Recommendation 
 

We recommend that if the Town cannot implement recommendation MAR-3 that the Town 
ensure the applications with credit card numbers be properly secured. 
 
MAR-5 Response 
 
Internal Audit created and distributed a policy to departments in February 2019 governing the 
processing and security of customer credit card numbers.  Marina and the Parks Department 
employees have been instructed on the policy.  The policy is posted on the Town share drive 
for employee access and review.   
 
Additionally, it should be noted that less than 250 annual transactions would fall into this 
category. 
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Town Garage 
 
TG-1 Condition 
 
Currently, there is no process in place to reconcile the parts purchased as documented on the 
vendor invoice to the parts added to the inventory. 
 
In addition, there is no policy and procedure in place to complete a physical inventory and 
reconcile the results to the inventory system balance. 
 
Recommendation 
 
We recommend that the Town develop and implement a formal policy and procedures to 
reconcile additions to the parts inventory to the vendor invoices to ensure completeness. 
 
We also recommend that a physical inventory be completed at least annually to ensure that 
the inventory system controls and work order process are functioning properly and that all 
parts are properly accounted for.  
 
TG-1 Response 
 
Internal Audit met with the Superintendent of Public Works, the Garage Supervisor, Garage 
Mechanic IV and General Supervisor of Parks in August 2020.  The DPW Garage currently 
maintains a computerized inventory system for the Parts Room whereby all supplies, 
equipment, parts/etc. are bar-coded and monitored as items are received and used on a daily 
basis.  The inventory process and procedures for conducting the inventory was explained in 
detail.   A formal inventory will be conducted for the parts storeroom scheduled for the second 
week of December 2020 whereby the inventory count per the computerized inventory report 
will be compared to the actual physical count.   
 
A formal inventory policy was created by Internal Audit in August 2020 and was distributed to 
DPW.  A physical inventory will be conducted on an annual basis. 
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Building Maintenance 
 
BM-1 Condition 
 
Currently, there is not a policy and procedures in place to complete a physical inventory and 
reconcile the results to the tool inventory by truck and the locked cage. 
 
Recommendation 
 
We recommend that a physical inventory be completed at least annually to ensure that the 
tool inventory is properly accounted for.  
 
BM-1 Response 
 
Division Managers/Supervisors are responsible for the tool inventory for each DPW truck.  
The cost to perform a physical inventory for each truck would outweigh the cost of materials 
maintained within each truck.  Therefore, the responsibility for part accountability lies with the 
Division Manager/Supervisor.  Division Managers/Supervisors further monitor purchase 
requisitions for their divisions through MUNIS.  Any irregularities related to tool purchases 
would be captured by Division Managers during the purchase requisition review and approval 
process in MUNIS. 
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BM-Potential Process Improvements 

 
During our review and discussion with the Building Maintenance Division Head, the following 
potential process improvements were noted: 
 

 Construct bid documents to address a broader range of anticipated services that may 
be needed by the Town.  For example, fire alarm inspection bid should/could include 
fire alarm repairs and burglar alarm inspection and repairs vs separate bids for each of 
these services if a single vendor is capable of providing. 
 

BM-Potential Process Improvements – Response 
 
The broader we make the range of services, the less control the Town has over the bidding 
process.  The range of services becomes unmanageable if a broader range of anticipated 
services are included in bids. 
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Streets and Highways 
 
SH-1 Condition 
 
Currently, there is not a policy and procedures in place to complete a physical inventory and 
reconcile the results to the inventory at the Highway Division. 
 
Recommendation 
 
We recommend that a physical inventory be completed at least annually to ensure that the 
inventory is properly accounted for.  
 
SH-1 Response 
 
DPW Garage tracks the following inventory items under the jurisdiction of the Highway 
Division including: 
Sand, salt, chain saws, catch basin tops, storm drains, catch basin blocks and cement. 
 
A formal physical inventory was conducted for all Street & Highway items (with the exception 
of stockpile items) on October 15, 2020.   
 
A formal policy was created and distributed (August 2020) and a physical inventory will be 
conducted on an annual basis. 
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SH-2 Condition 
 
Currently, although the Town has completed and continually updates the Town road condition 
assessments, it is being completed and monitored manually. 
 
Recommendation 
 
We recommend that Town consider purchasing a road condition assessment and 
maintenance software to be able to efficiently document road maintenance completed and 
evaluate, schedule and budget future road projects. 
 
SH-2 Response 
 
The Director of DPW is reviewing a road maintenance software package from a company 
called The BETA Group for possible purchase and implementation. The average cost for a 
road condition assessment software package is around $60,000 for the start-up cost with an 
annual fee of approximately $5,000 to $7,000.  
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SH-3 Condition 
 
Currently, although the Town has completed and updates the road condition assessment, 
there is no formal road maintenance plan for the Town.  Historically, roads to be paved or 
reconstructed annually have been determined after the budget process by the Superintendent 
of Public Works. 
 
Recommendation 
 
We recommend that Town prepare and update annually a formal road maintenance plan to 
be included in the budget process as support for the budget request. 
 
SH-3 Response 
 
The Department of Public Works conducts an annual physical inventory of Town road 
conditions during the development of the annual paving list.  A road maintenance plan is 
prepared based upon the road condition assessment conducted.  DPW focuses on how the 
maintenance plan can be performed within the annual approved budget.  DPW has calculated 
that optimally 13 miles of Town roads should be paved on an annual basis at an estimated 
cost of $2.5 million.  
 
The Director of DPW is reviewing a road maintenance software package from a company 
called The BETA Group for possible purchase and implementation. The average cost for a 
road condition assessment software package is around $60,000 for the start-up cost with an 
annual fee of approximately $5,000 to $7,000.  
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Engineering 

 
ENG-1 Condition 
 
Currently, there is no register control or other reconciling process for driveway and drainage 
permits. 
 
Recommendation 
 
We recommend that driveway and drainage permits be properly controlled through the use of 
a cash register or that the deposit be formally reconciled to the permit numbers issued for the 
deposit time period. 
 
We also recommend that the permit sequence be accounted for and reconciled to the amount 
deposited on a periodic basis. 
 
 
ENG-1 Response 
 
Total revenue collections for FY20 for the Engineering Department totaled $14,401.75.  Prior 
year revenue for FY19 was $13,929. 
 
300 driveway and drainage permits were issued during FY20.  In August 2020, Internal Audit 
determined that the Engineering Department would benefit from the use of a pre-numbered, 
two-part customer receipt book for handling cash collections. The Town cash collections 
policies and procedures were distributed (June 2017) for department review and they were 
instructed to issue a pre-numbered customer receipt for every cash/check transaction that 
occurs.  They were also instructed on daily cash reconciliation procedures, bank deposit 
preparation and reporting of revenue collections to Finance. 
 
The Engineering Department was instructed to ensure that each pre-numbered permit issued 
by the department is reconciled to the customer receipt book on a quarterly basis.  Any 
discrepancies are to be researched, corrected and reported to Finance. 
 
This new process was implemented by the Engineering Department in September 2020. 
 
It should be further noted that the Engineering Department will be included in the upcoming 
Town-wide online permitting process. 
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ENG-2 Condition 
 
Currently, there is no register control or other reconciling process for map sales.  The log 
used to document use of the machine is not reconciled to the amount received and deposited.  
 
Recommendation 
 
We recommend that map sales be properly controlled through the use of a cash register or 
that the deposit be formally reconciled to the log for the deposit time period. 
 
We also recommend that the map counter (feet used) be reconciled to the amount deposited 
on a periodic basis.  This will require strict use of the log when the map machine is used for 
internal purposes. 
 
ENG-2 Response 
 
Map sales constitute approximately $100 in annual revenue.  
 
In August 2020, Internal Audit determined that the Engineering Department would benefit 
from the use of a pre-numbered, two-part customer receipt book for handling cash collections. 
The Town cash collections policies and procedures were distributed (June 2017) for 
department review and they were instructed to issue a pre-numbered customer receipt for 
every cash/check transaction that occurs.  They were also instructed on daily cash 
reconciliation procedures, bank deposit preparation and reporting of revenue collections to 
Finance. 
 
The Engineering Department was instructed to ensure that each pre-numbered permit issued 
by the department is reconciled to the customer receipt book on a quarterly basis.  Any 
discrepancies are to be researched, corrected and reported to Finance. 
 
This new process was implemented by the Engineering Department in September 2020. 
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ENG-3 Condition 
 
Currently, the engineering division devotes a significant amount of time to grant accounting 
and administration.  The Finance Department does quarterly tracking of the grants but does 
not complete the request for reimbursements or assist with grant applications. 
  
Recommendation 
 
We recommend that grant accounting, reporting and administration, including reimbursement 
requests, be centralized in the Finance Department.  This was previously recommended to 
the Town in our Recommendations to Management based upon the annual audit. 
 
ENG-3 Response 
 
The Finance Department has instituted formal grant policies and procedures (April 2019) 
including standard forms for department use in documenting grant requests.   
 
Finance currently sets up the grant accounting in the MUNIS financial accounting system for 
the tracking of grant revenue and expenses.  Currently, departments are responsible for 
completing requests for grant applications and reimbursements. 
 
Finance included a part-time Grant Writer position in their FY21 departmental budget request 
but it was denied. 
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Tree Warden 
 
TW-1 Condition 
 
Currently, the activity of the Tree Warden is not separately budgeted and, therefore, not 
separately accounted for and monitored.   
 
Recommendation 
 
We recommend that the Town consider establishing separate budget lines and, therefore, 
accountability for tree removal expenditures.  This will allow for the proper monitoring of this 
activity and provide the necessary information for budgeting purposes. 
 
TW-1 Response 
 
Costs are budgeted and tracked each fiscal year by DPW Operations as a whole.  The Tree 
Warden currently monitors expenses at the department level.  Due to the wide variation of 
costs from year to year based on seasonal weather events, it was determined that it should 
not be budgeted separately.  Separate budgeting for tree removal is not feasible due to the 
unpredictable nature of the expense on an annual basis. 



 

17 

 

Solid Waste and Recycling 
 
SWR-1 Condition 
 
Currently, the division head completes the billing, processes cash receipts and has the ability 
to make billing adjustments and to void transactions.   
 
Recommendation 
 
In order to properly segregate duties, we recommend that there be a segregation of the billing 
process, the posting of cash receipts and the ability to process adjustments and voids. 
 
Adjustments and voids should be required to be reviewed and approved by the Assistant 
Public Works Director. 
 

SWR-1 Response 
 
A segregation of duties currently exists within the billing and cash receipt process.  Currently 
the Solid Waste Manager creates and mails the customer invoices, the Recycling Coordinator 
receives and posts the checks to each customer account and the Administrative Assistant 
makes the bank deposit and prepares the deposit transmittal for Finance. 
  
Adjustments or voids to customer accounts are processed by the Solid Waste Manager.  An 
“Adjustment History by Reason” report is prepared each month.  The report will be reviewed 
and approved by the Assistant Public Works Director commencing October 2020.   
  
Note: Internal Audit reviewed the “Adjustment History by Reason” Report for FY20 and there 
were no adjustments made to customer accounts over the twelve-month period. 
 
Voided tickets processed by the Scale House Cashier are reported on the “Voided Ticket 
Transactions” report and are submitted and reviewed along with the voided scale tickets to 
the Solid Waste Manager.  The Solid Waste Manager reviews and approves the daily voided 
ticket report as designated by his signature and date on the document.  
 
A formal policy has been established regarding adjustments and voids to customer accounts 
and scale tickets.  The policy was distributed and is being implemented within the department 
effective November 2020.  
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SWR-2 Condition 
 
Currently, all residential transactions are entered into the cash register and then subsequently 
entered into the scale software as cash transactions. 
 
Recommendation 
 
We recommend that the cash register system be updated to have a check key so that 
transactions can be entered and balanced by type. 
 
SWR-2 Response 
 
Internal Audit met with the Solid Waste Manager and the Recycling Coordinator in March 
2020.  The cash register was updated to include a key so that all transactions can be 
identified as either cash or check at point of sale.  The scale software system has been 
corrected to record total collections by each revenue category (cash or check). 
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SWR-3 Condition 
 
Currently, tare weights are saved for certain trucks, but not haulers. 
 
Recommendation 
 
We recommend that the Public Works Department develop and implement a formal policy 
regarding the obtaining, updating and random verification of any saved tare weights. 
 
The policy should address what types of vehicles it is acceptable to save tare weights, the 
data collected (vehicle ID, etc.), how often the tare weights are updated (at least annually), 
and the process for random verification in between the annual updates. 
 
The policy of not allowing haulers to save tare weights is a good policy and control and should 
be formally documented in the new policy. 
 
SWR-3 Response 
 
The better system is to weigh the vehicle each time it crosses the scale, therefore tare 
weights are not saved in the scale house computer system.  Trucks and vehicles with trailers 
are required to weigh in at the scale house at point of entry to the Solid Waste & Recycling 
Facility and must reweigh at point of exit.   They are required to the pay the required fee at 
that time which is calculated on net weight and price per waste type. 
 
A formal written “Tare Weight Policy” was adopted in September 2020 and distributed to the 
Solid Waste Manager, Recycling Coordinator and Scale House Operators.  The policy will be 
enforced by the Solid Waste and Recycling Department effective September 2020. 
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SWR-4 Condition 
 
Currently, there is no formal credit policy/limits for haulers.  
 
Recommendation 
 
We recommend that the Town formally develop a credit policy for haulers and annually 
establish credit limits to aid in avoiding potential bad debts.  Most scale billing software has 
the capability to set credit limits for vendors.  The policy should include who has the authority 
to set the credit limits and who, if anyone, can override the limit.  If overrides of the credit limit 
are allowed in the policy, then the policy should state under what types of circumstances it is 
allowable and the required documentation and approval. 
 
The policy will need to be developed in conjunction with the recommendation below regarding 
accepting hauler payments at the transfer station. 
 
SWR-4 Response 
 
A formal written “Customer Debit Account Policy” was adopted in September 2020 and 
distributed to the Solid Waste Manager, Recycling Coordinator and Scale House Operators.  
A credit limit has been established as outlined in the adopted policy that is enforced by the 
Solid Waste and Recycling Department. 
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SWR-5 Condition 
 
Currently, certain haulers will send checks and cash with the truck driver to the transfer 
station to make a payment on their account. 
 
Recommendation 
 
We recommend that the Town develop and implement a policy regarding the acceptance of 
checks from the truck drivers at the transfer station.  This policy will need to be developed in 
conjunction with the credit limit policy. 
 
SWR-5 Response 
 
A formal written “Customer Debit Account – Check Policy” was adopted in September 2020 
and distributed to the Solid Waste Manager, Recycling Coordinator and Scale House 
Operators.  The acceptance of checks from customers is outlined in the adopted policy that 
will be enforced by the Solid Waste and Recycling Department.  This policy has been adopted 
in conjunction with the credit limit policy. 
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SWR-6 Condition 
 
Currently, tickets from the guard house are not retained after they are entered into the scale 
system.  Therefore, it is not possible for the Town to verify that only vehicles that have paid 
are allowed to enter the transfer station. 
 
Recommendation 

 
We recommend that the tickets be saved, at a minimum, until subject to audit.  
 
SWR-6 Response 
 
The tickets collected at the second checkpoint by the Guard House Attendant serve as an 
important cash internal control.  The tickets represent an internal control, which confirms that 
each customer who enters the Solid Waste and Recycling Facility has properly paid their fee 
with the cashier at the Scale House.  The ticket is a pre-numbered receipt that is printed 
directly from the cash register system after customer payment.  Customers are not allowed to 
dump in the Solid Waste and Recycling Facility without a prepaid ticket. 
 
The cashier performs a daily cash reconciliation as follows: The cash collections per the cash 
register are reconciled to the end of day close out cash register tape, which is a summary of 
all tickets, printed from the register for the day.  The detail cash register tape includes each 
ticket distributed per day in pre-numbered sequence by dollar amount.  The detail cash 
register tape is retained until audit.  The daily cash reconciliation is reviewed and approved by 
the Solid Waste Manager and Recycling Coordinator.  Tickets do not need to be saved; 
however, Internal Audit will perform surprise cash collection and ticket checks at a random 
basis to ensure that customer payments are properly entered into the cash register system 
and that the Guard House is properly collecting the tickets from customers at the second 
checkpoint. 
 
Finance is reviewing the entire system whereby trash is taken by the residents.  It is 
anticipated that a new system will be considered by the administration in January 2021. 
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SWR-7 Condition 
 
Currently, all cash on delivery (COD) customers are entered into the billing system as a 
payment only.  No invoice is generated in the billing system.  There are only two customers 
who are COD customers. 
 
Recommendation 
 
We recommend that for all COD customers that the invoice be entered and then payment 
applied to the invoice.  This will allow for accurate billing information for budgeting, analytical 
reviews and other planning/monitoring purposes. 
 
SWR-7 Response 
 
Internal Audit verified that there are currently no COD haulers.  Each hauler is required to pay 
by check, which is directly applied to the customer’s account.  All other customers must pay 
their required fee at the Scale House and are issued a pre-numbered scale ticket upon 
receipt of payment.  Debits to hauler accounts transpire via the scale computer system at time 
of payment; details of each transaction are printed on a pre-numbered scale ticket.  The pre-
numbered scale ticket received by the customer constitutes a receipt and serves as an 
invoice.    



 

24 

 

SWR-8 Condition (Finance or Internal Audit) – Best Practice 
 
Currently, there is no analysis performed of the tonnage accepted and the tonnage out.  This 
type of analysis may provide an analytical evaluation of material coming in without payment. 
 
Recommendation 
 
We recommend that an analysis be performed annually that documents tonnage accepted 
and the tonnage out to provide a perspective on the transfer station operation.  This analysis 
should also include any recyclables that are accepted. 
 
SWR-8 Condition (Finance or Internal Audit) – Best Practice – Response 
 
Analyses are performed on a monthly basis by the Solid Waste Manager on all incoming and 
outgoing materials. The information obtained is used by the Solid Waste Manager to evaluate 
the current budget cycle.  Quarterly and yearly reports are sent to the Connecticut 
Department of Energy and Environmental Protection (CT DEEP). 
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Water Pollution Control Authority 
 
WPCA-1 Condition 
 
Currently, the Finance department is not provided with the sales information until the cash is 
received. 
 
Recommendation 
 
We recommend that amount due from the sludge sales be provided to the Finance 
Department on a monthly basis.  
 
WPCA-1 Response 
 
The WPCA is no longer selling sludge due to poor market conditions, i.e., sales of sludge are 
currently non-existent. 
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Public Works 

 

Administrative Policies and Procedures 
 
APP-1 Condition 
 
Currently, the billing being completed by this division is not provided to the Finance 
Department until the check is received. 
 
In addition, the division is determining the fees for these services. 
 
Recommendation 
 
The billing rate for the rentals and sign replacements should be formally determined by the 
First Selectman and/or the Board of Selectman, as is the process for all other Town fees. 
 
APP-1 Response 
 
DPW Garage is no longer renting picnic tables (and other event items such as barricades and 
trash barrels) to the public.  All other requests for rentals (i.e., requests for Town-related civic 
group events) will be paid by customers through the Rec-Trac system via credit card (October 
2020).  Average annual revenue for rental items FY20 was approximately $6,000. 
 
Sign replacements are rare and the amount billed varies and is dependent upon the nature of 
the damage to the sign and other incidental costs associated with the occurrence.  Average 
annual revenue for sign replacements for FY20 was approximately $1,200. 
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APP-2 Condition 
 
Currently, an employee who previously worked at the Public Works Garage was working at 
the Public Works Administrative offices.  The employee did not submit their timesheet to be 
approved to the Public Works Director. 
 
Recommendation 
 
We recommend that time cards/sheets be approved by the division that supervises the 
employee in order to ensure accuracy and completeness. 
 
APP-2 Response 
 
The audit condition refers to a part-time employee who is no longer working for the Town.  
However, management agrees that the Department Head should review and approve all 
employee timesheets and time cards prior to entry into the MUNIS payroll system for payment 
to the employee.  Division Managers/Supervisors have been instructed to sign off on all 
timesheets and time cards with an initial and date after their review and approval commencing 
September 2020. 
 
Employee payroll for each department is reviewed and approved in MUNIS by the 
Department Head prior to processing and payment on a weekly basis. 
 
In addition, the Town is in the process of developing an RFP for a time-management system 
for all DPW and other critical employees to more effectively manage time and attendance. 
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APP-3 Condition 
 
Based upon our review, there is currently payroll related data that is managed completely by 
the division without any information required to be formally provided to the Human Resources 
Department.  This data includes comp time, sick time and working out of class. 
 
Recommendation 
 
We recommend that the Town develop procedures to require that all payroll related data is 
communicated to and documented by the Human Resources Department.  This will ensure 
that payroll information is properly monitored and paid. 
 
APP-3 Response 
 
DPW Division Managers/Supervisors monitor the payroll of their staff as with all Town 
departments.  The name, pay grade and step along with pay rate for employees who work out 
of class are submitted to Human Resources on a weekly basis.  Currently, the Town has the 
Department Head, Division Manager, Human Resources and the Chief Administrative Officer 
reviewing all out-of-class employment rates while MUNIS tracks all compensatory and sick 
time. 
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APP-4 Condition 
 
Currently, the division managers, except for Building Maintenance and Transfer Station, are 
not formally approving time cards/time sheets. 
 
In addition, it was noted that the transfer station employees are not using a time card system, 
but are preparing paper timesheets. 
 
Recommendation 
 
We recommend that the division managers be required to approve all time cards/sheets. 
 
We also recommend that the Transfer Station employees be required to use a time card to 
document the time worked as is the procedure for the other public works employees. 
 

APP-4 Response 
 
Transfer Station employees use the time sheet system for recording days and hours worked 
due to inability to access the time clock located in the DPW office after business hours or on 
weekends when the building is closed.  All timesheets are reviewed and approved by the 
employee’s direct supervisor.  All payroll is subsequently reviewed and approved in MUNIS by 
the Department Head prior to the processing of payroll by Finance.  
 
DPW Operations uses the time card system for recording employee days and hours worked 
(except for administrative staff).  All time cards are reviewed and approved by the employee’s 
direct Division Manager/Supervisor.  All payroll is subsequently reviewed and approved in 
MUNIS by the Department Head prior to processing and payment of payroll by Finance.  
 
In addition, the Town is in the process of developing an RFP for a time-management system 
for all DPW and other critical employees to more effectively manage time and attendance. 
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APP-5 Condition 
 
We noted that the vendor invoice is received for payment before the requisition/purchase 
order approval process. 
 
Recommendation 
 
We recommend that the requisition process and approval of the purchase order be completed 
before the goods or services have been ordered or received  
 
APP-5 Response 
 
DPW has instituted a policy within their department of no longer paying invoices without an 
approved purchase order. 
 
The creation of a Local Order Vendor list and updated Blanket Purchase Order policies as 
detailed within the new Purchasing Policy (Draft Section 3.3) will correct purchases made 
without requisitions/purchase orders.   
 
Internal Audit will follow-up and verify the implementation of this policy within the next 6 
months. 
 



 

31 

 

APP-6 Condition 

 
We noted that there is a practice of issuing multiple purchase orders for the same vendor and 
goods and services within a fiscal year vs issuing one purchase order for the estimated 
annual purchases. 
 
Recommendation 
 
We recommend that the Town review annual purchases to vendors and for each good or 
service to determine which goods and services should be quoted or bid. 
 
APP-6 Response 
 
The creation of a Local Order Vendor list and updated Blanket Purchase Order policies as 
detailed within the new Purchasing Policy (Draft Section 3.3) will correct this. 
 
The Town bid and quote levels will be increased in the new Purchasing Policy (Section 2) to 
be more consistent with our neighboring towns and to be consistent with State laws and 
regulations. 
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Billing/Accounts Receivable 
 
BAR-1 Condition 
 
Currently, the Public Works department is billing for the following services or other items: 
 

1 Solid waste and recycling

2 Snow plow contractor plow repairs

3 Damage to Town property (signs/ street lamps, etc.) through police department

4 Laborers - set up of barriers and trash barrels

5 Marina - boat Slips

6 Marina - kayak racks rental

7 Marina - hobie cats

8 Marina - ramp passes

9 Marina - events - barricades

10 Marina - winter storage

11 Engineering - permit fees  
 
Other than the solid waste haulers billing, the amount billed is not reported to the Finance 
Department to ensure proper recording as accounts receivable.  In addition, many of the 
services are billed using an invoice form developed by the employee who is issuing the 
invoice.  The invoices are not consistent in format.  
 
Recommendation 
 
We recommend the following: 
 

A. The Town develop a standard invoice format for all invoices other than solid waste and 
the Marina related billings.  The invoices should include standard terms for payment.  
The Town should consider using a billing software program to standardize the invoicing 
and allow accounts receivable accounting and reporting. 
 

B. We recommend that the invoicing/applications for the Marina related items be invoiced 
using the Rec-Trac software, if possible, in order that the activity can be properly 
recorded and monitored.  If the Rec-Trac software is not able to accommodate this 
type of billing, then another formal invoice system should be purchased and used. 
 

C. We recommend that all invoices be sent to the Finance Department to be recorded as 
accounts receivable in order that receipt of payments can be properly monitored.  
 

D. We recommend that an accounts receivable reconciliation be prepared monthly and be 
sent to Finance Department for review and reconciliation. 
 

BAR-1 Response 
 

A. Finance surveyed all Town departments and identified six departments who invoice.  A 
standardized Town invoice was created and issued to these departments in August 
2020.  These departments were instructed to commence using the standardized 
invoice immediately. 
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Items 5 through 11 reported in the “Audit Condition” were deemed by Finance to be 
fees versus a bill for goods or services provided to the buyer via an invoice.  These are 
considered monies collected in advance by a department for a fee rather than when 
the department creates an invoice and sends it to a buyer who remits payment back to 
the department.  Therefore, items 5 – 11 were not subject to the use of the 
standardized invoice. 
 

B. Boat slips, boat brackets, kayak rentals, dinghy docks and Perry Green Moorings are all 
invoiced via the Rec-Trac system. 
 

C. Commencing FY21, open invoices will be sent to Finance at the end of each fiscal year 
for accrual of accounts receivable purposes. 

 
D. Commencing FY21, Finance will perform a reconciliation of accounts receivable at the 

end of each fiscal year. 
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Finance Department 
 
FIN-1 Condition 
 
Currently, vouchers are used for purchases that require quotes. 
 
Recommendation 
 
We recommend that all items that require quotes be prohibited from being paid using a 
voucher (no requisition or purchase order).  This will allow the proper documentation to be 
submitted to the Purchasing Department.  
 
FIN-1 Response 
 
An Internal (pink) Voucher policy (September 2019) has been instituted governing payments 

that are not processed using purchase requisitions/purchase orders. The policy explains in 

detail the types of purchases that are authorized to be submitted and paid via pink voucher. 

  

Training was provided in September 2019 for all Town employees on the use of the Internal 

(pink) Voucher and the policy was distributed and explained in detail.  It is also posted on the 

Town share drive for employee access and review. 
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FIN-2 Condition 
 
Currently, the accounting software allows for the payment of invoices without a receiving 
report. 
 
Recommendation 
 
We recommend that, if possible, the accounting software systems rights restrict the ability of 
the accounts payable clerks from processing any payments without receiving reports.  Any 
payments to be made without receiving reports should require approval by the Controller or 
CFO. 
 
FIN-2 Response 
 
Finance has instituted and distributed a formal policy (September 2020) whereby invoices are 
not to be processed and paid by Accounts Payable unless they are evidenced by a receiving 
record (i.e., the goods and services have been received by the ordering department) in the 
MUNIS financial system. 
 
Note: MUNIS software allows invoices to be paid without receiving reports.   
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FIN-3 Condition 
 

Currently, the Town does not have a formal policy regarding the processing of invoice with 
credits. 
 
Recommendation 
 

We recommend that the Town update the accounts payable processing procedures to require 
that any invoices with credits over a certain amount be approved by the Controller/CFO 
before the invoice is processed for payment. 
 
FIN-3 Response 
 
Finance has instituted and distributed a formal policy (August 2019) whereby credits on 
vendor invoices over $1,000 are to be reviewed and approved by the Controller prior to 
processing and payment by Accounts Payable. 
 
The policy is posted in the Finance Department for employee access and review. 
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FIN-4 Condition 
 

Currently, there is no formal reporting for the marina slip fees received by the Town. 
 
Recommendation 
 

We recommend that a formal report be prepared or generated from the Rec-Trac software 
that presents the total revenue for boat slip fees and be provided to the Finance Department 
to reconcile to recorded fees. 
 
We also recommend that the Finance Department or the Internal Auditor perform a 
completeness test on recorded revenues based upon the number of slips by size and the 
related fees compared the recorded revenues. 

 
FIN-4 Response 

 
Finance will reconcile boat slip revenue that has been processed though Rec-Trac software to 
MUNIS at the end of each fiscal year.  This procedure has been performed for FY20 (August 
2020). 
 
Internal Audit will perform a completeness test on recorded revenues based on the number of 
slips by size and the related fees compared to revenue recorded in MUNIS on an annual 
basis.  This procedure has been performed for FY20 (August 2020). 
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 Public Works Budget 
 
BUD-1 Condition 
 
During our testing, we noted that the Public Works budget was not set up by Division (Parks, 
Marina, Highway, etc.) although the Town has designated division heads who, in many cases, 
have requisition approval and/or other financial responsibilities for their Division. 
 
Recommendation 
 
We recommend that the Town consider creating Divisions within the Public Works budget that 
aligns with the current division head’s responsibilities.  This will allow for the proper monitoring 
of each division and reduce the consolidation for expenditure authority under one position.  In 
addition to the division head, the Public Works Director would be responsible for monitoring the 
division’s expending and determine any budget reallocations that are necessary. 
 
BUD-1 Response 
 
Currently, the budget is broken into pre-determined line items that are the same throughout 
each of the Town’s various departments. The current DPW management did not setup the 
budget line items as they exist in the current manner and this is something that should be 
addressed to make accounting of individual divisions within the department easier moving 
forward. However, if the department were to track individual division budgets based on 
individual line items it would be imperative for the department to be able to complete transfers 
between accounts in order to fund the ongoing operations of the DPW department based on 
unexpected emergencies or reorganization of priorities during any fiscal year. Transfer could be 
completed internally and would be easily recorded in the Munis system. Due to the very 
dynamic nature of DPW business during any given fiscal year, flexibility to address emerging 
issues needs to be preserved for DPW managers and Town operations.   
 
Note: Finance created independent department/cost centers for Waterfront and Marina 
whereby all revenue and expenditures associated with each organization are recorded 
separately within their own budgetary accounts.  This was established during the fiscal year 
2020 budget cycle.  
  
Marina budget information can be found in the Town Approved Budget under department 
number 7090. 
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Cash Disbursement Testing 
 
CD-1 Condition 
 

As detailed on Exhibit 2, during our testing, we noted disbursements over $2,500 that did not 
have a purchase order.  The Town’s policy is that all items over $2,500 should not be paid 
based upon a voucher.  
 
Recommendation 
 
We recommend that the payment voucher requirements documented in the purchasing policy 
be strictly followed.  Vouchers that exceed the limitation in the policy should not be processed 
until a properly approved purchase order is completed. 
 

CD-1 Response 
 
An Internal (pink) Voucher policy (September 2019) has been instituted governing payments 

that are not processed using purchase requisitions/purchase orders.  

  

Training was provided in September 2019 for all Town employees on the use of the Internal 

(pink) Voucher and the policy was distributed and explained in detail.  It is also posted on the 

Town share drive for employee access and review. 
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CD-2 Condition 

During our testing, we noted that the purchases of contracted services, materials and supplies 
were all charged to one account.   This does not allow adequate monitoring by division or 
provide data for subsequent year’s budgeting. 
 
Recommendation 
 
We recommend that a separate budget sub departments/cost centers be created for each 
division in order to properly monitor expenditure activity and provide data for subsequent year’s 
budget preparation. 
 

CD-2 Response 

The DPW budget could be setup based on divisions as long as flexibility remains during the 
budget year to make budget transfers as need to address emerging or unforeseen issues.   
 
Currently, the budget is broken into pre-determined line items that are the same throughout 
each of the Town’s various departments. The current DPW management did not setup the 
budget line items as they exist in the current manner and this is something that should be 
addressed to make accounting of individual divisions within the department easier moving 
forward. However, if the department were to track individual division budgets based on 
individual line items it would be imperative for the department to be able to complete transfers 
between accounts in order to fund the ongoing operations of the DPW department based on 
unexpected emergencies or reorganization of priorities during any fiscal year. Transfer could be 
completed internally and would be easily recorded in the Munis system. Due to the very 
dynamic nature of DPW business during any given fiscal year, flexibility to address emerging 
issues needs to be preserved for DPW managers and Town operations.   
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CD-3 Condition 

During our testing, we noted certain transactions where the account charged was not 
appropriate or not consistent.  In the majority of instances noted, the disbursements were 
employee reimbursements for meals for employees.  In some instances it was charged to travel 
and meetings and others it was charged to educational and memberships. 
 
Recommendation 

 

We recommend that disbursements be charged to the proper expenditure account.  
 

We also recommend that the Town evaluate and determine if a new account should be 
established for this type of disbursement or determine the appropriate account to charge food 
expenditures. 

 

CD-3 Response 

 

Department Heads and employees are encouraged to make every effort to ensure that 

departmental expenditures are correctly charged to their proper budgetary accounts.  This has 

been emphasized to employees during accounts payable training sessions. 

 

The Town has a formal Travel and Meeting Policy (August 2020) that outlines parameters 

surrounding reimbursements for employee meals.  The policy has been distributed to 

employees and is posted on the Town share drive for employee access and review.   
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CD-4 Condition 

 

During our testing, we noted the following: 
 

 Employee reimbursements were processed using a payment voucher.  This is currently 
allowed under the purchasing policy for payment vouchers. 

 Purchases were reimbursed to the Public Works Department employees for the 
purchase of birthday cakes, office snacks, and donuts and coffee for meetings. 

 

Recommendation 
 

Although this is currently allowed by the purchasing policy, we recommend the Town develop 
and implement a formal employee reimbursement policy and related form.  The form should be 
required for mileage reimbursements as well and expense reimbursements.  The policy should 
document the required approvals and preapprovals. 
 

The form should also require the employee to attest that the expenditures are for valid Town 
business purposes.  
 
CD-4 Response 

 

An Internal (pink) Voucher policy (September 2019) has been instituted governing payments 

that are not processed using purchase requisitions/purchase orders.  The policy outlines in 

detail the types of acceptable reimbursements that will be processed by Accounts Payable via 

Pink Voucher along with the appropriate supporting documentation and review and approvals.  

  

Training was provided in September 2019 for all Town employees on the use of the Internal 

(pink) Voucher and the policy was distributed and explained in detail.  It is also posted on the 

Town share drive for employee access and review. 

 

Further, the Town has a Travel and Meeting Policy.  The policy requires that a Travel and 

Meeting report be completed by the employee and approved by the supervisor, which 

substantiates the business reason for the purchase of meals or travel.  The policy has been 

distributed to Town employees and is on the Town share drive for employee review. 
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CD-5 Condition 
 

The current policy regarding the use of payment vouchers allows for miscellaneous payments 
including subscriptions, membership dues, postage, phones, refunds, fee payments, and other 
expenses not requiring requisition. 
 

Recommendation 
 

We recommend that the Town review the current policy and eliminate the miscellaneous 
categories and more clearly define the types of items that would not require a requisition.  
 
CD-5 Response 
 

An Internal (pink) Voucher policy (September 2019) has been instituted governing payments 

that are not processed using purchase requisitions/purchase orders.  The policy outlines in 

detail the types of acceptable reimbursements that will be processed by Accounts Payable via 

Pink Voucher along with the appropriate supporting documentation and review and approvals.  

  

Training was provided in September 2019 for all Town employees on the use of the Internal 

(pink) Voucher and the policy was distributed and explained in detail.  It is also posted on the 

Town share drive for employee access and review. 
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Procurement Review and Testing 
 
PP-1 Condition 
 
The current bid policy is that purchases over $3,000 require 3 quotes and purchases over 
$15,000 are required to be formally bid.  We noted that certain services were not bid in 

accordance with the approved purchasing policy (See Exhibit 4). 
 
Recommendation 
 

We recommend that the bid policy be updated to address and include specifics regarding the 
ability to waive bidding when it is in the best interest of the Town.  This bid waiver policy should 
include the types of situations that it would apply to, levels of approval, and a form to document 
the waiver. 
 
We also noted the chemical purchases may be subject to specific conditions, but are over the 
bid threshold.  We recommend that the Town document the bid waiver for this item or 
implement procedures to ensure that they are getting a competitive price. 
 
PP-1 Response 
 
The Purchasing and Finance Departments are currently working to update the current 
Purchasing Policy.  The new Purchasing Policy shall include but not be limited to:  
 

 Updating bidding and competitive quote thresholds (Draft Section 2),  

 Creating concise language on bid waivers and when they shall be appropriately utilized, 
such as Emergency justifications, Sole sources, and Maintenance, Repair, and 
Operations (MRO) vendor lists (Draft Section 2.5),  

 Identifying the use of State, Federal (GSA), and Public Consortium and Cooperative 
procurement contacts. This may include criteria that consortiums and cooperatives must 
meet to be eligible for use by the Town. 

The Purchasing Authority, in consultation with the Chief Fiscal Officer, may waive the 
requirement of a specific provision of the Purchasing Policy if deemed impractical or not in the 
best interest of the Town.  This waiver provision will be addressed in the new Purchasing Policy 
(Draft Section 2). 
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PP-2 Condition 
 
The current policy states that where possible, the Purchasing Authority will report to and review 
with the Board of Finance, the Chief Fiscal Officer and all department managers, those 
suppliers whose total annual transactions exceed the bid threshold, and review the transactions 
completed under the sole source provision in order to evaluate and determine best purchasing 
strategies for the next fiscal year(s). 
 
We noted that certain vendors’ aggregated annual expenditures exceeded the Town’s 
purchasing policy, although each individual purchase was below the threshold.  For fiscal year 
2020 through May 26, 2020, the Town paid 677 vendors $3,000 or more (all funds) and paid 
407 vendors between $3,000 and $15,000. 
 
Based upon our inquiry and review, it does not appear that this provision was complied with. 
 

Recommendation 
 
We recommend the policy language be updated to require reporting of this information at least 
annually.   
 
We also recommend that the Town consider bidding goods and services that historically 
aggregate over the bid threshold.  This could also be accomplished by selecting more than one 
vendor from the bidders and establishing an approved vendor list by good/service. 
 
PP-2 Response 
 
The new Purchasing Policy shall include language, which defines reporting schedules, listing 
the frequency of meetings per year, however, the new policy will also define the nature and 
threshold of goods and services procured that shall require Board approvals.  
 
The Town has already begun researching services that annually expend and exceed the 
bidding threshold, i.e., Methanol & Plumbing Services.  As the Purchasing Department 
identifies other such goods and services that exceed the annual bid threshold, these goods and 
services will be bid in the future, and/or purchased via, State Contract Awards, Other 
Cooperative Awards available to the Town, or via Purchasing Department approved MRO lists.  
 
The Department of Public Works has already begun reviewing all current vendors and expected 
expenditures. DPW and Purchasing are working tandemly to properly procure all goods and 
services in accordance with the current policies. 
 
(Covered under Draft Purchasing Policy, Draft Section 3.3) 
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PP-3 Condition 
 

The current policy for purchases over $15,000 also applies to franchises and concessions 
involving anticipated gross receipts in excess of $10,000 and to real property leases involving 
rent in excess of $5,000 in any fiscal year. 
 
Recommendation 
 
We recommend that the Town review the dollar threshold amounts for this section to determine 
if they accomplish the Town’s objective.  We also recommend that the Town consider adding 
additional requirements related to leases to be able to properly document the necessary 
information for the new GASB Statement on lease accounting and reporting. 
 
PP-3 Response 
 
The new Purchasing Policy addresses updated dollar thresholds for leases (Draft Section 2.1). 
 
The Finance Department is aware of the new GASB accounting and reporting requirements. To 
comply with the new GASB requirement, the Finance Department will be advising the 
Purchasing Department regarding lease provision requirements that need to be included in the 
new Purchasing Policy.  The Purchasing Department will notify the Finance Department 
whenever the Town enters into a lease agreement so GASB requirements can be properly 
captured for all current contracts. 
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PP-4 Condition 
 

The current policy for purchases over $15,000 also includes that any proposal by any 
department of the Town and/or school district to purchase or lease equipment in excess of 
$50,000 in its totality and which proposal provides for the repayment of funds in any 
succeeding fiscal year(s) must be authorized in its entirety by the Board of Finance and 
Representative Town Meeting prior to any expenditures of funds. Before any proposal for 
purchase or lease of equipment as specified above is requested, the Fiscal Officer of the Town 
shall review the proposal to determine its financial merit and recommend the most proper 
financing of the request. Any approved authorization of funds shall be entered on the Town's 
financial records to reflect the debt incurred. 
 

Recommendation 
 

We recommend that the Town consider adding additional requirements related to equipment 
leases to be able to properly document the necessary information for the new GASB Statement 
on lease accounting and reporting and to ensure proper reporting under SEC requirements for 
local government debt. 
 
PP-4 Response 
 
The new Purchasing Policy includes language that addresses equipment leases (Draft Section 
2.1). 
 
As stated in PP-3, the Finance Department is aware of these new GASB requirements and 
shall consider them. 
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PP-5 Condition 
 

The current policy includes a recommendation that the bidding requirements be reviewed and 
updated on a two-to-three-year basis to ensure continuous improvement in buying strategies 
and best practices.  The current policy has been in place since October 4, 2011. 
 
Recommendation 
 

We recommend that Town consider a detailed review and update of the policy every 5-10 
years.  The Town could also consider indexing the thresholds to reduce the need to update the 
policy as frequently.  
 
PP-5 Response 
 
The Town agrees with the recommendation and will review the Purchasing Policy, where 
practical, every five (5) years (Draft Section 1.0).  Threshold indexing updates will be evaluated 
during the 5-year policy review. 
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PP-6 Condition 
 

Based upon our review of the Town’s current purchasing policy we noted that the policy does 
not address or adequately address certain items or certain current practices. 
 

Recommendation 
 

We recommend that the Town consider the following updates the current purchasing policy to 
address the following items: 
 

1. Bid/RFP dissemination process (newspaper, website, etc.) 
2. Required supporting documentation for bids 
3. Bid waivers, related forms and required approvals  
4. Required supporting documentation for quotes 
5. Allowable exceptions and documentation if required quotes cannot be obtained 
6. The length of time a quote is allowed to be used 
7. Required emergency provision approvals 
8. Insurance requirements and updates 
9. Required use of formal contracts 
10. Required contract components  
11. Require Town Attorney review 
12. Formal terms and conditions 
13. Revenue component requirements - Charter Section C 
14. W-9 required before purchase order is issued 
15. Bid tabulation sheet signed by two employees 
16. RFP/Bid approval by Department Head and Purchasing 
17. Awards posted Town website 
18. Delinquent tax verification before bid and quote award or inclusion on MRO list 

(for local vendors). 
 
We also recommend that the Town review the various purchasing thresholds from a cost 
benefit perspective.  Currently, State Statutes allow up to $25,000 for a bid threshold. 
 
PP-6 Response 
 
The new Purchasing Policy shall address updated dollar thresholds and requirements 
governing purchases (Draft Section 2).  The Purchasing Department is in the process of 
developing a new Purchasing Policy and Procedure Manual, which will formalize the Town’s 
procurement process.  The new manual will address the items noted in the audit 
recommendation above. 
 
The Purchasing Department has also developed a flow chart (Refer to Flowchart Attachments). 
This flow chart can be utilized by various Town departments, illustrating all steps of 
procurement from start to finish. It directs departments to the correct path of procurement, 
taking into account the nature and estimated threshold of the desired goods and services.  The 
new policy will accompany this flow chart to clearly define all items listed.  
 
The Purchasing Department is drafting a Purchasing Procedures Manual of operations, which 
will be maintained by them and will address issues number 1 – 18 in the audit recommendation. 
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PP-7 Condition 
 

Currently, there are no formal written procedures for the Purchasing Department.  The only 
formal document is the 4 page policy and the bid waiver form recently developed, but not 
referenced in the policy. 
 

Recommendation 
 

We recommend that in addition to updating the purchasing policy that the Purchasing 
Department, in conjunction with the Finance, Department develop formal policies and 
procedures based upon the Purchasing Departments implementation of the updated policy. 
 
PP-7 Response 
 
The Purchasing Department is in the process of developing a new Purchasing Policy and 
Procedure Manual; this manual will formalize the Town’s procurement process. 
 
The new Purchasing Policy and Procedure Manual will cover all elements of Purchasing. There 
shall be a full-length version to include all internal Purchasing policies and procedures, as well 
as a condensed version that will be distributed to various Town departments. The condensed 
version will focus more on the elements applicable to Town departments as identified in the PP-
6 Response.  
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PP-8 Condition 
 

Currently, the Town does not require that the purchase requisition and therefore the approved 
purchase order document the Town’s bid ID number, the quote, the state bid or other 
purchasing consortium ID number. 
 
Recommendation 
 

We recommend that the purchasing policy be updated to require the documentation of the bid 
or quote ID number on the purchase order.  This will provide for additional monitoring by both 
the Purchasing Department and the Finance Department that bidding polices are functioning 
properly before invoices are paid. 
 

PP-8 Response 
 
The Purchasing Department requires the documentation of the Town bid number, State 
Contract number, and or bid waiver justification on the purchase requisition and approved 
purchase order.  
 
The Finance Department conducted Munis Training sessions in July 2020 with various 
administrative staff to ensure these contract numbers and justifications are properly 
documented in the future.  
 
The Purchasing Procedures Manual will also address the requirements surrounding the 
documentation of the bid or quote number on the purchase order. 
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PP-9 Condition 
 

During our review, we noted that there are no formal policies and procedures for the obtaining, 
documenting, and monitoring the compliance with the purchasing policy with respect to quotes. 
 
Recommendation 
 
We recommend the following policies and procedures be implemented for quotes: 
 

1. Quotes should be required to be uploaded to the purchasing system before the 
requisition is approved by the department head and forwarded to purchasing for 
approval.   
 

2. Quotes should be assigned a number and (same as for bids) for future use and 
reference. 
 

3. A standard form should be developed and implemented to document the information 
required to support the quote and the information required by the Purchasing 
Department to be able to process in accordance with the Town’s purchasing policy.   
 
For recurring purchases of specific items, a customized form could be developed. 
 

4. If the required 3 quotes cannot be obtained, the required documentation and the 
acceptable reasons/explanations for the exception should be uploaded to the financial 
software. 
 

5. A formal policy on the length of time a quote is valid for (i.e. valid for 1 year from 
purchase order date. 

 
PP-9 Response 
 
The new Purchasing Policy will clearly define when written quotes shall be utilized (Draft 
Section 2). The Munis Training sessions held in July 2020 included direction to upload written 
quotes as attachments to purchase requisitions. This will be done for all future purchases via 
quotes.  The Purchasing Department does not assign numbers to quotes as they are informal 
written quotes. There are roughly one hundred (100) formal public bids completed every year 
and the Purchasing Department files and stores them accordingly.  
 
There is a generic Request for Quotation form, however, the Town does accept vendors’ forms 
so long as they are equivalent in both item description, quantity, and unit of measure.  
Past practice has allowed a “No bid” response to act as a quote. The new policy shall clarify 
this acceptance.   
 
Quotes shall be valid for one (1) year form the date of the price quote (Draft Section 2). 
 
The Purchasing Procedures Manual will also address the requirements surrounding obtaining, 
documenting and monitoring quotes. 
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PP-10 Condition 
 

The Town’s current policy allows for the Purchasing Authority to assign contract for goods only 
for the day to day maintenance, repair and operation (MRO) of the Town and Schools.  The 
Purchasing Authority will annually request and keep on-file price / discount structures from 
critical suppliers, and will work with operations personnel to ensure all goods are procured, 
without favoritism, on the basis of best value proposition. 
 
Based upon discussion with the Purchasing Department, they have begun the process of 
developing a local vendor list.  Once that is complete the vendor pricing list/discounts will be 
solicited. 
 
Recommendation 
 
We recommend that the Town develop and implement formal policies and procedures for 
developing and documenting the MRO list and the details for use of vendors on the list. 
 
In addition, since the Town has implemented this type of provision in its purchasing policy, we 
recommend that the Town consider developing and implementing a local vendor (taxpayer) 
preference program for items that are required to be bid. 
 

We also recommend that the Town consider issuing RFP’s for certain on-call professional, 
services, contracted services, supplies, and other services or goods that have annual 
purchases above the bid thresholds. 
 
PP-10 Response 
 
The Purchasing Department will be working with the Town Departments on the development of 
a formalized list of approved Maintenance, Repair and Operations (MRO) vendors.  The 
Purchasing Department approved MRO list shall consist of vendors used for maintenance, 
repairs, and operations related purchases.  All MRO vendors must be pre-qualified by the Town 
Purchasing Authority.  
 
The Purchasing Department shall define the criteria which vendors must comply with in order to 
be considered an MRO Vendor. These criteria shall be defined in the Purchasing Policy. 
 
Refer to “Blanket” Purchase Order Agreements in the Draft Policy Section 3.3. 
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PP-11 Condition 
 

Currently there does not appear to be a standard documentation requirement for bids and 
quotes. 
 

Recommendation 
 

We recommend that the Town update the purchasing policy to detail the documentation and 
standard format required to support the bid and quotes  
 
PP-11 Response 
 
The new Purchasing Procedures Manual will address the documentation and standard format 
required to support the bid and quotes. 



 

55 

 

PP-12 Condition 
 

It was noted that a vendor was charged rent as part of services that were provided to the Town. 
The Finance Department was not notified that there was a revenue component.  Once notified 
by the Public Works Department of the rent amount due, the Finance Department properly 
directed the Public Works Department to require the vendor to pay the rent vs netting the 
amount against the invoice.  It was subsequently discovered that the directive was not followed. 
 
Recommendation 
 

We recommend that the Town require all arrangements that include a revenue component be 
documented with a formal contract/rental agreement and that the agreement be provided to the 
Finance Department once executed in order that the amount can be properly budgeted and 
accounted for. 
 

PP-12 Response 
 
The policy has been instituted (August 2019) whereby the Purchasing Department will notify the 
Finance Department of all contracts and arrangements that include a revenue component in the 
formal agreement so they can be properly budgeted and accounted for. 
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PP-13 Condition 
 

Currently, there does not appear to be any formal procedures or instructions to guide 
departments that are soliciting quotes and bids without the Purchasing Department’s 
assistance.  
 
Recommendation 
 

We recommend that the Town develop a form or checklist to be used by Town departments 
that details the requirements and related supporting documentation to be in compliance with 
the Town’s purchasing policy. 
 

PP-13 Response 
 
As stated in PP-6, the Purchasing Department has developed a flow chart (Refer to Flowchart 
Attachments) identifying the listed items noted in the recommendation for Condition 6.  This 
flow chart can be utilized by various Town departments, illustrating all steps of procurement 
from start to finish. 
 
This will also be addressed in the Purchasing Procedures manual. 
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PP-14 Condition 
 

Currently, there does not appear to be any policies and procedures or guidelines for when the 
Town should enter into a formal contract with the vendor selected from a bid or quote.  
 
Recommendation 
 

We recommend that the Town develop formal policies and procedures to define when a 
contract should be used to define Town and vendor responsibilities and agreed upon terms.  
 
We also recommend that the Town develop and implement formal terms and conditions for all 
contract and RFP. 
 
PP-14 Response 
 
By law, the purchase order constitutes a formal contract and is therefore already being 
enforced for every purchase agreement made between the Town of Fairfield and the vendor.    

 

This will also be addressed in the Purchasing Procedures manual. 
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PP-15 Condition 
 

During our testing, we noted the bid log maintained by the Purchasing Department in many 
instances did not include the selected bidder’s name or bid due date.  Therefore, we may not 
have been able to accurately determine whether a purchase was bid properly. 
 
In addition, we noted that the project name column was not completed. 
 

Recommendation 
 

We recommend that the Purchasing Department’s bid log document the selected vendor’s 
name, bid due date and the related project to allow for proper monitoring of activity. 
 
PP-15 Response 
 
The Town Purchasing Department keeps a running bid log sheet for all formal bids. This bid log 
includes; Bid Number, Title/Description, the due date and time, the Department requesting the 
goods/services, the purchasing staff member handling the bid, as well as the awarded vendor. 
This bid log sheet is updated monthly. 
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PP - Potential Process Improvements 

 
During our review and discussion with the Purchasing Department the following items were 
noted that would improve the current process and compliance: 
 

 Departments are in need of training on requisition and quote/bid processes and Town 
policy requirements 
 

 Increased department head participation in the process.  In many cases the Purchasing 
Department is working with the department secretaries who may not have been provided 
all the information necessary to adhere or document the adherence to the Town’s 
purchasing policy. 
 

 Currently, not all division heads who are preparing bids or quotes have requisition 
approval authority. 
 

 Considering the volume of bids, RFP and quotes and implementation of many of the 
recommendations to increase and ensure compliance may require additional resources. 

 
 

PP - Potential Process Improvements – Response 

 

 The Purchasing Department agrees that Town Departments are in need of training on 
requisition and quote/bid processes and Town Policy requirements. The Purchasing 
Department will require mandatory training to all Departments on the new Purchasing 
Policy and will work to develop an instruction manual to help support that training.  
 

 The Purchasing Department agrees that Department Heads should have an increased 
participation in the Purchasing Process. Department Heads will need to be advised that 
this participation is required of them and the Purchasing Department will train and 
support them in the process. 
 

 The Purchasing Department will work with Finance to review which Department Heads 
currently have requisition approval authority in MUNIS. Those Department Heads who 
do not currently have approval access will be added. Department Heads will be trained 
by the Purchasing Department on what is expected of them in the requisition approval 
process. 
 

 Currently, the Purchasing Department only has three full time employees to handle the 
large volume of work required to support the purchasing needs of all Town Departments, 
as well as the Board of Education. The Town is reviewing the department’s staffing 
needs and will be requesting additional staffing for the Purchasing Department.  
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Other Observations 
  

 

Financial Operations and Related Internal Controls 

 
O-1 Condition (Best practice) 
 
During our review, we noted there are three or four Public Works employees currently 
performing the following functions: 
 

 Quotes 
 Purchase requisitions 
 Purchase orders 
 Processing vendor invoices 
 Preparing timesheets and entering payroll information  
 Preparing invoices for the various billings 
 Grants management, including compliance requirements and reimbursement requests  

 
In addition, the purchasing department also spends a considerable amount of time assisting 
the Public Works Department with quotes. 
 

Recommendation 
 
We recommend that the Town consider consolidating all accounting related functions to one 
or two employees to increase consistency and efficiency of these functions.  In addition, this 
will allow the Town to focus training (Munis, billing, cash receipts, purchasing) based upon job 
responsibilities. 
 
Please see the attached job description posted to the Government Finance Officers 
Association website for the type of position referenced.  Although the position/job description 
is for an accounting position, it is an example of how accounting related responsibilities could 
be reorganized to create efficiency in the Town’s operations.  Certain responsibilities noted in 
the job description attached may be performed by other employees as determined by the 
Town.  The position would need to coordinate closely with the Purchasing Department and 
Finance Department.  

 
O-1 Response (Best practice) 
 
The current administration believes that adding an accounting-related position will greatly 
enhance the Department of Public Works and is seeking to reorganize and restructure the 
department. 
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Review of Accounting Policies and Procedures 

 

Public Works 
 

Public Works Department - General  

 
PW-1 Condition 
 
Based upon our testing and review of the Public Works Department financial related and 
accounting policies and procedures, we noted the following conditions: 
 

A. For most of the divisions and functions, there are no written procedures.  In addition, 
certain administrative employees noted that they did not receive adequate training 
regarding their job responsibilities when hired or transferred to the position 
 

B. There does not appear to be clearly defined job descriptions and job responsibilities for 
administrative positions (secretaries) 
 

C. There is no formal internal reporting process or other management reporting 
procedures 
 

D. Checks (cash receipts) are sent to the divisions vs being sent directly to the Finance 
Department 
 

E. There were no staff meetings to communicate and update employees 
 

F. Employees lack adequate training on Town policies and procedures, most notable, the 
purchasing policy 
 

G. Employees lack adequate training on the use of Munis, the Town’s financial software 
 

H. For the majority of the divisions, a work order system software is not used to assign 
and document work performed 
 

I. The use of the Q-Alerts system is not properly prioritized and managed.  The Q-Alerts 
system is a web-based citizen request for service or action by the Town for items such 
as downed trees, potholes, tree removal request, etc.  The system tracks the request 
and updates the citizen when the request is addressed.  The web address is as 
follows: https://www.fairfieldct.org/311/request/add 
 

J. Off-line spreadsheets and other analysis are being prepared when the data is available 
from the Town’s financial software 
 

K. Credit card payments are not currently a payment option for all fees (Town wide) 
 

L. The Town does not have a comprehensive permit system (Town wide) 
 

M. The Town does not have an electronic time clock system to document time worked 
(Town wide) 

https://www.fairfieldct.org/311/request/add
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N. The Finance Department does not have access to the Rec-Trac software used for 
certain fees collected in the department as well as the Parks and Recreation 
Department 

 
PW-1 Recommendations 
 

A. Written procedures be developed for all financial related and other significant 
operational functions for each division, including administrative positions 
 
PW-1 A. Response 
 
Written procedures have been developed by the Finance Department for payroll and 
accounts payable.  These procedures are available for employee review in the Finance 
Department.  As the Town hires new employees for each position, the job descriptions 
will be reviewed and updated. 
 
Finance provided hands-on MUNIS training in payroll and accounts payable to all DPW 
employees on Tuesday, July 14, 2020.  A second training was also offered by Finance 
to DPW Division Heads/Supervisors during the week of July 20th.  (MUNIS training 
sessions were also provided to all other Town Departments in July 2020.) 
 
Finance provided mandatory training sessions and distributed policies governing pink 
internal vouchers in September 2019.  This policy is posted on the Town shared drive 
for employee access. 
 
A Purchasing Procedures Manual is being created and will be distributed for employee 
use. 
 
Training will be provided to employees upon the approval of a new Purchasing Policy 
and will encompass training on the Purchasing Procedures Manual. 
 
Future MUNIS training sessions in these areas will be provided to all Town employees 
on an on-going basis. 
 

B. Formal job descriptions be developed for the administrative positions in the Public 
Works Department 
 
PW-1 B. Response 
 
The Human Resources Department maintains written job descriptions for all Town 
employees. 
 
The Human Resources Department updates job descriptions as positions open. 
 

C. Formal internal reporting process or procedures be developed and implemented 
 

PW-1 C. Response 
 
The Director of Public Works is coordinating with the Superintendent of Public Works on 
creating detailed, written policies and procedures on specific directives pertaining to 
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DPW operations.  These directives will be communicated to DPW staff during weekly 
meetings and posted in a common area at DPW Garage. 

 
D. All cash receipts should be mailed directly to the Finance Department  

 
PW-1 D. Response 
 
Finance has established a policy (February 2019, Updated October 2020) where only 
customer credit card payments are accepted by DPW Operations.  Customer credit 
card payments are processed via the Rec-Trac system through the Public Works 
Administrative Office (Parks Department) or Recreation Department. 
 
Scrap metal checks are mailed directly to the Finance Department for deposit after 
reconciliation of scrap metal tickets to the revenue received by the Associate Analyst.   

 
E. The Department implement periodic staff meetings to communicate and update 

employees  
 

PW-1 E. Response 
 
Staff meetings are being conducted for DPW employees by the Interim Director of Public 
Works and the Superintendent of Public Works on a weekly basis. 

 
F. Employees receive formal training on Town policies and procedures, most notable, the 

purchasing policy 
 

PW-1 F. Response 
 
Training will be provided to employees upon the approval of a new Purchasing Policy. 
 
Finance provided hands-on MUNIS training in payroll and accounts payable to all DPW 
employees on Tuesday, July 14, 2020.  A second training was also offered by Finance 
to DPW Division Heads/Supervisors during the week of July 20th.  (MUNIS training 
sessions were also provided to all other Town Departments in July 2020.) 
 
Finance provided mandatory training sessions and distributed policies governing pink 
internal vouchers in September 2019.  This policy is posted on the Town shared drive 
for employee access. 
 
Future MUNIS training sessions will be provided to all Town employees on an on-going 
basis. 

 
G. Employees receive formal training on the use of Munis, the Town’s financial software 

  
PW-1 G. Response 
 
Finance provided hands-on MUNIS training in payroll and accounts payable to all DPW 
employees on Tuesday, July 14, 2020.  A second training was also offered by Finance 
to DPW Division Heads/Supervisors during the week of July 20th.  (MUNIS training 
sessions were also provided to all other Town Departments in July 2020.) 
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Finance provided mandatory training sessions and distributed policies governing pink 
internal vouchers in September 2019.  This policy is posted on the Town shared drive 
for employee access. 
 
Future MUNIS training sessions will be provided to all Town employees on an on-going 
basis. 

 
H. The Town’s work order system software be used to assign and document work 

performed 
 

PW-1 H. Response 
 
The Q-Alert work order system currently used is not meeting the DPW Garage’s 
expectations and the Town is seeking a replacement software.  DPW Administration is 
researching other work order systems that will efficiently monitor work requests and 
work performed. 

 
I. The Q-Alerts system be prioritized and managed.  Work that needs to be completed 

based upon the Q-Alerts be assigned by using the work order system 
 

PW-1 I. Response 
 
Same as PW-1 H. Response 

 
J. The Town review the use of off-line spreadsheets and other analysis being prepared 

that are duplicative of data that is available from the Town’s financial software and 
eliminate the preparation to increase efficiency and direct resources to necessary 
activities.  This should be completed in conjunction with employee training on the use 
of and the available reports from the Town’s financial software 

 
PW-1 J. Response 
 
Internal Audit reviewed the offline spreadsheets used by DPW Operations and 
Administration. It was determined that the current data obtained from the MUNIS 
financial accounting system needed to be manipulated at times in order to 
accommodate the specific needs of the department.  This could only be achieved by 
downloading data from MUNIS into excel spreadsheets for various analyses.  One 
spreadsheet used by the DPW Garage was reviewed and considered duplicative.  The 
department was notified and its preparation has been discontinued since this data 
could be easily retrieved from MUNIS.   

 
K. The Town should revise systems and procedures to allow the acceptance of credit 

cards for all fees (Town wide).  The importance of this ability was highlighted with the 
COVID-19 pandemic  

 
PW-1 K. Response 
 
The Finance Department, in conjunction with the Information Technology Department, 
have already instituted the acceptance of credit cards as a form of customer payment 
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by Town Departments.  Currently, five Town departments are accepting customer 
credit card payments.  Ultimately, all Town departments who will benefit from the 
acceptance of credit cards will be provided with the capability. 

 
L. A comprehensive permit system should be implemented (Town wide) 

 
PW-1 L. Response 
 
A $100,000, ten-year bond was authorized and approved in March 2020 by Town 
Boards for a Land Use & Permitting Inspection System.  This system is currently being 
coordinated with Town Departments by the Information Technology Department.  It 
will be implemented over a one-year period commencing Fall 2020. 

 
M. An electronic time clock system should be considered to document time worked and to 

automate the process of payroll data entry (Town wide) 
 

PW-1 M.  Response 
 
The Human Resources Department is researching the implementation of a time clock 
system for Town-wide use to document employee days/time worked and to automate 
the process of payroll data entry. 

 
N. The Finance Department should have access to the Rec-Trac software and reconcile 

revenue amounts from the Rec-Trac software to the amount deposited and recorded in 
the general ledger 
 
PW-1 N. Response 
 
Finance acquired access to the Rec-Trac system in August 2020.  Internal Audit 
reconciled revenue accounts between the Rec-Trac system and the MUNIS financial 
accounting system. This procedure will be performed on an annual basis.  It should be 
noted that the Rec-Trac software system directly interfaces with the MUNIS financial 
accounting system.  Internal Audit performs a bank reconciliation on a monthly basis 
between the Rec-Trac system, the general ledger and the Town General Fund and 
Recreation bank accounts.  These reconciliations capture any differences between 
Rec-Trac daily collections & deposits as interfaced with MUNIS and the bank.  All 
differences found are researched and corrected. 
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Potential Process Improvements  

During our review and discussions, the following potential process improvements were noted: 

 Implement staff meetings 

 Establish and implement clear employee expectations 

 Increase transparency in documenting employee schedules (when out of office) 

 Road and other maintenance schedules should be formally developed and used to 
develop the annual budget  

Potential Process Improvements - Response 
 
 

 Staff meetings have been implemented and are conducted on a weekly basis 
commencing July 2020. 

 Clear employee expectations have been established and communicated to employees 
during the regular staff meetings. 

 Transparency in documenting employee schedules will be increased. 

 Road maintenance software packages are being reviewed from different vendors for 
possible purchase and implementation.  
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PW-2 Condition 
 
Currently, it appears that the Assistant Public Works Director’s role in the department is 
primarily focused on energy management and solid waste operations. 
 
Recommendation 
 
We recommend that the Town review the Assistant Public Works Director’s job description 
and roles and responsibilities to strengthen internal controls and increase monitoring of the 
various Public Works Department divisions.  
 
PW-2 Response 
 
The Town is currently reviewing both the job description and role of the Assistant Public 
Works Director.  The Town is seeking to restructure and reorganize the Public Works 
Department in entirety.  This position will be reviewed and restructured at that time to include 
increased monitoring of the various Public Works Divisions. 
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