_THE ANNUAL AUDIT PROCESS FOR TOWNS

CHECKLIST FOR INITIAL REVIEW OF JUSTICE COURT RECORDS

YVYYYVYY

X.
~ Cash .Rgceipfs Book . YES ‘NO
» Are pre-numbered receipt forms issued for all collectior;s?, T ? oo
» Are duplicate copies kept for court records? . . . ™M, O -
P Are receipts recorded promptly? ' = o [Z/ |:] '
Last Recorded Receipt: # | . . Date) ) 'bAmouhz{ I -
' - //.ZQZQ, ' /2/74 /5 ' : a?%.?.oo e
> Is the recclpt book maintained in a manner to 1dent1fy date recewed payer, J .
and the amount of fines, fees, bail and other categones of collection? o ‘
Are deposrts identified? o IZ/ [
Are duphcate deposrc slips kept for court records? = []/ Al
Do deposit amounts agree with cash rece1pt. amounts? . _w -
Are deposits made within 72 hours of collection? o Bz/ | ‘
Are deposits recofded promptly? S
Last Recorded Deposit: Duyge ;/Amouni -
oYl 7. 00 S
> Isthe recelpt book totaled and’s arized at the end of each month? *
Last Month Totaled and Summarzzea’ // oV, . .20/5 47 57,7 00
Cash Dlsbursements Book _ o _ ' YES - _NQ
» Are pre-numbered checks used for all d1sbursements : ', o . . ,. : ,IZ/ ]
other than petty cash? : . _ A D '
P Are all checks signed by the justice? . ) o ' - o B/ D'
> Are canceled checks (or check images) returned with bank statements - ' O
- and kept for court records? _ o "
» Are checks recorded promptly? . - ' ' - ,Q/ i
: o .
Last Recorded Check : # Dat, Amount

g/3ﬁ - _/ - zsgz'czm‘

16



' Banlégil{eco.no_iulliations’

S o Are bank accounts reconcﬂed promptly aﬂer bank statements -are received?. .

‘ Additiohal' Sunp‘ox‘-tih‘fRe‘co‘f-ds

> Isahst of ba11ma1nta1ned? "

- ‘} Isa record of uncollected 1nsta11ment payments marntamed?

: Docket_s and-Case Flles

TE}_Z ANNUAL AUDIT PROCESS FOR TOWNS

» Are separate dockets marntamed for various class1ﬁcatron of cases, . A

such as. vehicle and traffic, cnmmal civil and small clalms’? _
< Are case ﬁles maintained for all cases? s

B Are indexes mamtalned for all:cases? - 4
» Do dockets for-disposed cases appear to-be complete’7 o

N Do dockets for drsposed cases- -agree- Wrth amounts reported?

L5 Acconntabllrtv

» Is accountab111ty deternnned at the end of cach: month?

“» Do accountablhty amounts agree w1th ba.nk reconcrhatlons and supportmg

information?

Laeretermznaz‘zon ofAccountabzlzZy Date erf _rmed Mgzth.,Endz’ng‘ﬂ:- =

' Rep orts: to Division- of_ Criminal‘ Justice S-.erv.i.ces -

o > Are reports made ina ‘nmely marmer to the DlVlSlOIl of Crlmrnal Justlce Serv1ces‘?

. > Has the court received any notlces regardmg late reporting? :
If yes why were reports late and what correctrve aot1ons were taken?

s 7

MontyEnding

o Last BankReconczlzatzon for Each BankAccount Date ie;fzrmed '



_THE ANNUAL AUDIT PROCESSFORTOWNS ]

: Reportslto Justice Cqurt Fund

> Are monthly repdrts made in-a timely manner to the Justice: Courf Fund?
- » Do reported amounts agree with cash receipt and disbursement books'7

» Do reported amounts agree with docket dlsposmons and case files?

Last Report Submitted - Month Ending ount

/02 Z //5’ 3p.20
> Has the court received any notices regarding late / portmg‘?

If yes, why were reports late. and what correcnve actions were taken"
7 (
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' Reportmg to Depar i ent of Motor Vehicles - TSLE&D Program

iV 3 e " /4

" » Isinformation reported. in a tim-ely manner to TSLE&D?

P> Has the court received any notices regarding late reporting?-
' If yes, why were reports late and what corrective actions were taken’?

» Are reports ﬁ'om TSLE&D to the court mainta: d u’uhzed’? i
Last T. SLE&D Repm t Available: Date /’

» How many cases are shown as pending in the last TSLE&D report? 2 52

= s the number of pending cases reasonable" : b0 2/ O -
=> How many cases are shown as pending for more than 50 days‘? 2 2
-) What actlons have been taken to dlspose of these cases? '

Overall Evaluatlon
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Court Audit Meeting, Colton Town Board, December 27,2018
State of New York, County of St. Lawrence, 94 Main St., 13625

Present: George Cayey, Supervisor Councilpersons: Grace Hawley
Ronald Robert

Others present: Court Clerk Michelle Lesperance and Judge Dale Robar

Mr. Cayey noted the audit meeting is held now because Court Clerk Lesperance has taken a full time job
elsewhere and is leaving December 31, 2018.

The audit committee convened at the Courthouse, 9 Sugar Bush Lane, South Colton on December 27, 2018
at 2:30 p.m.

Court Clerk, Michelle Lesperance presented the committee with the necessary documentation.

The committee members reviewed:
1) Cash Receipts
2) Cash Disbursements
3) Bank Reconciliations
4) Supporting Documentation
5) Dockets & Case Files
6) Accountability
7) Reports to Division of Criminal Justice Services
8) Reports to Justice Court
9) Reports to Dep’t. of Motor Vehicle

Motion # 1

ACCEPT AUDIT OF COURT RECORDS

Motion made by Mr. Robert, seconded by Mrs. Hawley to accept the audit of the Court records as reviewed.
Ayes 3 Robert, Hawley, Cayey

Noes 0

Motion carried

Supervisor Cayey and the audit committee wished Mrs. Lesperance the best in her new career.

Motion #2

ADJOURNMENT

Motion made by Mr. Robert, seconded by Mrs. Hawley to adjourn.
Ayes 3 Robert, Hawley, Cayey

Noes 0

Motion carried, adjourned at 3:30 p.m.
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"~ “Grace Hawley, Council Me
In Ms. Arquiett’s absence



