Appendix E:

General Recordkeeping Requirements for Tax Collecting Officers

Checklist for Review of Tax Collecting Officer’s Records

Settlement YES |NO
Is a copy of the collector’s or receiver’s settlement sheet available? M |
Have all settlement issues/concerns been adequately resolved? m O
Bank Accounts YES |NO
Is the bank account reconciled after bank statements are received? M M

Last Bank Reconciliation for gach Bank Account:

Date Performed ﬁ/ 3 A5 Month Ending_ 2 /2 & /8 0

]

Note: Tax collector’s bank account balance should be $0.00 at the beginning of the .
collection period X
Cash Receipts YES |NO
Is the cash receipts journal maintained in a manner sufficient to identify the date M 0
received, payer, tax account number, tax amount, interest amount and other
appropriate information?
Are deposits identified? A O
Are duplicate deposit slips kept? IXI ]
Do deposit amounts agree with cash receipt amounts? m O
Are bank deposits timely or (for towns) within 24 hours of collection? M [
Cash Disbursements YES |NO
Are pre-numbered checks used for all disbursements other than petty cash? w O
Are all checks signed by the tax collector or receiver? m 0
Are canceled checks or check images returned with bank statements and maintained Q/ ]
on file?
Deposit Protection YES ([NO
Has the bank pledged adequate, eligible securities to protect tax collector deposits % ]
that exceed FDIC insurance protection, when applicable?
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Financial Reporting

Are payments made at least weekly to the supervisor?
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Are receipt forms issued by the supervisor to acknowledge collection?

Are payments made timely to the county treasurer?
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Accountability
Are penalties assessed/collected on late payments?

Is the total amount of penalties collected on overdue real property taxes comparable
with that collected in previous year(s)? Do the amounts look reasonable?

Is the tax collector or receiver treating his/her own tax bills properly, e.g.,penalties,
if required? ‘

Are interest earnings remitted to the supervisor and/or the county as appropriate?
(Check county resolution for guidance.)
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Are there significant safeguards for the protection of assets and cash, such as a safe
or locked file cabinet, offices with locks on the door, regular deposits of cash, etc.?

Comments and Conclusions
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