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INTERNAL CONTROL CHECKLIST FOR VERMONT TOWNS
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This self-assessment checklist has been compiled 1o assist town managers, treasurers, and auditors to assess their
town’s internal control environment for accounting and ﬁxmncial rcparting and o pmvic&r gaidfmce in

implementing controls where weakuesses are perceiy

the policies and procedures needed to provide raﬁsmmbk ASsUrAnNCe ihm your: ﬁxxgm.;al mf(:rmatsmz 18 rehab
that operations within the office are effective and secure, and that you are complying with applicable laws m}d
Teglations.

Proceed through the questionnaire, and circle “Y” (Yes) or “N” (No) in response o each question.

After completing the questionnaire, scan down your answers i the “Response” column, noting whether they arc
aligned to the Teft or right side of the columu, The questions that you have been able to answer on the left side
indicate the internal control is it place. Your answers on the right side indicate an internal control weakness,
This checklist should give you a gmd indicator of the number and type of internal controls that might need
aftention inyour operation, Please give your auditor or the Vermont State Auditor’s Office (802-828-2281) a

ill officialy and employess?

call if you need assistanoes;
GENERAL: amzﬁ Conunents
1. | Is town management aware that internal t:mt{tmi is their responsibility? w N -
2. | Does town management show commitment to establishing and YR
_maintaining controls? ;
3| Do town offices have an organizational chart defining the activities Cx) N
and persons responsible for them?
4. | Are the duties of officials and employees clearly defined and C::) N
|| assigned? J
5. | Does fown management consistently exhibit high ethical and (¥) N
professional standards in its:conduct, setting the standard for the entire ‘
‘organization? ,
6. | Are personnel involved i accounting Functions required to take an Y (N)
annual vacation? N
7. | Are accounting functions performed by other personnel during the  |(Y) N
| vacation of primary accounting personnel? 1 e
8. | Is other staff trained in the accounting functions to provide tsaci;"up in (@ N
the case of vacation or other absence of the primary booklkeeping:
~ Lemplovee(s)?
9. 1 1Is res;;cmsxbdxty for accounting duties ever rotated among staff? Y @ ‘
110! Ts the town in compliance with state statutes covering incompatible | Q’ )N
| offices? (17 VSA §2647) See VLCY Handbook for Town Officers (p4) | ~
11.| Is a current, -accurate and accessible policy and procedures mannal in @ N
place, including an official code of conduct or an official setof
policies governing employee conduct?
12.| Are the policies govering employee conduct communicated in an Y ) N
effective way to all staff and reviewed with them periodically? )
13.! Is confidential or sensitive material (e.g., payroll records and taxes) (Y) N
maintained separately from non-confidential records?
14.| Ts insurance coverage reviewed periodically by qualified individuals to U N
determing adequacy? ‘
5./ Doos the comprehensive liability policy inchide liability coverage for Q*’/) N




16,

Ts a budget system (including monthly or guarterly budget reports)
used for watching income and expenses?

171

Are cash projections made and periodically compared by management

to the operational accounting information?

Do surety and/or performance bonds cover all employees/officials whﬂ
haridle town funds? (24 VSA §§832, 1234)

19,

Are surety bonds of a sufficient arnount, as prescribed and appmv&*d
by the selectboard? (24 VSA §832)

2{}

Are authorizations for all bank accounts and check sxgnam updated
annually?
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_FINANCIAL RECORDS

£

T

Isany smgif: individual able (0 8) authorize & iransaction, b) r%&m’ the
transaction in fhe accounting records and ©) muiiain custody of the
assets resulting from the transaction?

Y

Is an accounting system in use that allows mm}ag@mem to record

Jinancial transactions, view the data by category, and create timely
| reports to maintain accountability for the government's assets?
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.. Are detailed caghereceipts joumals maintained?
1(24 VSA §1571(a)) e

[24]

Are detailed cash disbursement }onmais maintained?
(24 VSA §1571(a))

‘reconciled with treasurer’s records monthly?

Are selectboard records (if separate records other than Qréem are kupt}

2 2 =

.| Are the general ledger and its subsidiary ledgers kap& up-to-date and
reconciled monthlv? ;

21

s a chart of accounts nsfxi‘?

28.

,Qmmr&xpmpeﬂygxmdcé from firc, theft and manipulation?

29.

cuntil backup?

Is computerized data backed up daily and source documents retained

30.1

Is a copyof electmmc data propcrly stored off-site?

13k

‘Are all financial recording documents (receipts, pmfchﬁSt:; orders)

1'spoiled or voided forms?

sequentially prenumbered, retained, and accounted for, including

27| 2|z =

32,
Uprovided 1o individuals (e. g.. vendors, taxpayers, etc.)?

Are automatic duplicates of certain forms {receipts & pumhmg arders)

Is the person who does the bank reconciliation authorized to sign
checks?

e

Is the bank reconciliation pmcat}ure: documented?

~
.
N

35

Are bank statements: remncﬁed monthly, preferably within 15 days

| after the statement date?

36.

Does 4 responsible official, other than the pmpamrz review: mmpic&eﬁ ‘

‘bank reconciliations?

7.

Is the completed bank reconciliation initialed and dated by both the
preparer and the reviewer? ;
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138,
1 =~ Recontile cash dccounts?

Are the following monthly pmcedm‘es currently performed:

~Reconeile dccotmts receivable to the detail invoices?
- Recongile payroll withholdings o the payroll reports?
- Reconeile accounts payable ﬁmbst{}mry ledger to actual invoices?




| - Reconcile property tax receipts to properiy tax receivables? ') N
39,1 Are all adjusting entries to the financial statements approved in Wnung @
] by management?
CASH RECEIPTS o
40, Isreceiptof mmaﬁy adequately controlled until depa‘,ued orremitted | (Y) N
: to the treasurer?
41, Is a copy kept of the treasurer’s signed and dated endorsement of the 4 @
‘tax collector’s receipts, payments and any abatements?
(24 VSA §§1579, 1580) e
42,| Have safeguards been provided to prevent offi Cials or employees from Q‘fi) @ N
| cashing checks payable to the town? ‘ EC 6'}5
| 43.| Are monies received by onc employee, iiamnmm@d cmd then / @ "
| deposited by another employee?
| 44.| Are all monies received by the town: tumﬂd gver intact daily to the * @ t
‘ person who makes the bank deposit?
"45.| Daes the treasurer keep separate accounts of all moriey received as N
“highway or school taxes? (32 VSA §4791) A ,
46.| Does the person who handles cash (receipts, bank deposits, purchases) Y
keep the cashbooks / accounting records? ; ,
47.1 Are funds received over the counter controlled by %qwmaﬁy N
1 'mumbered counter receints?
PURCHASING
48, Are selectboard orders:
a. Required for all purchases? y N “
| 'b. Signed by a majority of the board and dated? &) N P(O Po Sysrem
49.] Does the treasurer keep a book recording all pay orders (outstanding N ‘
payables) that are pot paid? (24 VSA §1576)
51| Are the functions of purchasing goods, receipt of goods, and cash N
4 ?aymmt for gméz; performed by separate employees?
: “ Checks pre-niimbered? N
| = Unused checks controlled? ‘ ) N
| = Checks prepared and signed by the bookkeeper? ) Y
«Checks éver written to “Cash”™? )Y
52.| Are there adequate procedures-for controlling the receipt of all goods N
and services purchased? o
53.1 Are materials and supplies inspected for condition and counted whm N
received? ,
54.| Does invoice processing mclude & mathematical check of footings, ¥) N
extensionsand discounts? BN
CASH DISBURSEMENTS P
| 55.] Areall cash disbursements, except pmy cash items, made by check? Q’j N
56.| Are pre-numbered checks used? @ N
| 57.] If checks are produced manually, is a controlled, mechanical check Y N /{/ '
' protector uged? : /L]
58.| Arechecks prodnmd on an automated financial 33!%;33’? Y) N
59.] Is all investment activity by the treasurer approved by the selectboard | (Y ) N




“and documented? (24 VSA §1571(b)) | B
60.{ Is petty cash handled through a fixed amount account? Y N /(// 4

PAYROLL ,
[61.] Are personnel records (including wages, salaries and deductions)
maintained for all employees?

&

62.| Are salary and wage rates formally approved in the selectboard’s C[)
- miinttes? ,

63.| Are methods of acoumulating’ tlma and recording abs*cnccs @)

; ssatisfactory? . X

64.| Are payroll deductions properly ;:xppmved and controlled? @
@

zl ozl oz =z

65,‘ Are withholding taxes remitted properly?

66| TThe town treasurer is pa}d a fee for collecting delinquent taxes, does
-fhe town maintain 4 support schedule showing:

| = The rate or method of calculation for the payment?

= Comphance with selectboard gmdehnese on these payments?
(32 VSA §1672)

s
i

N

“PROPERTY AND EQUIPMENT

67, :Are scheduies of fixed assets and. éepfecmnon mam‘camed"

‘ 68 Are peﬂodic mventorxes tak‘e:n andwmpamd with the 'srchaduies of
| fixed assets?

69.| Is all property and equipment purchased or leased with town ﬁmds
| held in the name of the town department? ,
70,1 Are invoices maintained to support the purchase or ieaac m?‘
equipment?

" NOTES AND INVESTMENTS
| 71, Areschedules maintained of all barrowmg and investing: activities?

o= o= o2 o=

‘GRAND LIST AND TAX RECORDS ;

972 Is a system used (ideally a tax map) to be certain tbat all taxahlfs
| property is included in the grand list?

73.] Daes the delinquent tax collector turn all ::ecetpts overto the treasurer @ N
50 that the collector’s fees can be entered into the town’s books as.

1)

wages? -
74.| Does the town have adec;uate followmp policies with éelmquent U N
| taxpayers? »
“75.| Does someone other than: the tax collector (delinquent or current). (}9 N
reconcile taxes?

ENTERPRISE FUNDS (Water, Sawar, etc.} . y
76.] Do accounting practices for enterprise funds follow: guzdelmas listed Y N

, ‘above forall other town funds? ; ; , ; N / IK}
77, Is the follow-up on delinquent accounts adequate? Y N /(’/ A

fa)  “VSA” refers to Vermont Slatules Annotated, -

References:

.. Varioushandbogks for Vermonl Taven Officers; Locally Elected Audm)rs Vermont Municipal Clerks, and Collectors of Iﬁalmqnuut
Taxes; prepared by the Vermont Lezgue of Cities and Towns, Montpelier, VL. 1599.

2. “Evahmtmg Internu! Coutrols; A Local Govermnent Manager's Guide”, S. Gauthier, Goveroment Finance Officer’s Association

(GFOA); Chicago, 11, 1996.



Financial Management Questionnaire - Vermont Auditor's Office
Municipal

Yes

No

Don't know

By whom

Are all town account records currently maintained by one individual?

Do you reconcile bank and ledger balances monthly?

Tawy JZcASULEL

Are checks always written to specified payees and not to cash?

AN

Does the same individual open the mail and deposit checks ?

Are pre-numbered checks used for all bank accounts?

Are unopened bank statements delivered directly to the treasurer as received ?

AV

Have you borrowed money from the town ?

N

~

Have selectboard members attended financial trainings ?

Are bank statements reconciled on a regular basis ?

AVAN

Does someone other than the treasurer review bank reconciliations ?

Frecrey Huviton

Have you deposited town monies anywhere other than a town account ?

Have you deposited any non-town monies into a town account ?

\\'\

Is interest in town accounts apportioned to each account ?

\

Have there been any changes in authorized signatures during the fiscal year ?

Has a signature stamp ever been used for any town account ?

Has there ever been a theft, or unauthorized use of town funds or equipment?

MR

Are financial records maintained in a computerized system ?

Does the town have written policies and procedures for financial operations ?

Does each town official have copies of these policies and procedures ?

Have you attended trainings on recordkeeping ?

ANENAN I

Are checks written by the same individual who approves payments ?

Are you a participant in any business which does business with the town ?

Do you maintain separate pages, columns or running balances for each fund ?

N

Do elected town auditors attend financial trainings ?

—

Are bank accounts and fund balances reconciled on a monthly basis ?

v

Trwn T REGSUAER

Does the town loan money to town employees ?

v/

As a signer below [ certify to the best of my knowledge that the answers provided in this self-assessment questionnaire
are an accurate representation of the operation of the Town/City of: _EAST MonTPELIER

, Vermont.

Preparer: (signature) %ﬁ%&f\i{ (printed name): _DonALD A. Wered Tite: —Tawn RERSURER




