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State of New York
Office of the State Comptroller
Division of Local Government and
School Accountability

Your government has been scheduled for an audit. The audit process
is an integral part of the government’s system of “checks and balances”
providing an objective, independent review of your program stewardship
and fostering accountability to the citizens of New York.

This booklet has been prepared to familiarize you with the audit process
and provide insight into the key stages of its development, from the earliest
stages to the final report. It describes what auditors look for and their
professional auditing standards. The booklet is intended only to highlight
some of the significant elements of the audit. Our staff will be happy to
answer your questions as they come up during the process.

The mission of the Division of Local Government and School Accountability
is clear: “To serve taxpayers’ interests by improving the fiscal management
of local governments and schools in New York State.” This is the
perspective our auditors bring to their work. We strive to accomplish
our goals competently and professionally. We respectfully request your
cooperation during this process to ensure that the essential facts are
expeditiously collected and accurately interpreted. Working cooperatively
will make this an easy process for you and a meaningful one for your
constituency.

Our staff will schedule periodic meetings with you or your liaison to keep
you fully informed of our progress. In addition, you may contact the on-site
examiner-in-charge or any member of our management team at any time.

Division of Local Government
and School Accountability



MISSION AND AUTHORITY
Our Mission

The Division of Local Government and School Accountability’s
mission is to serve taxpayers’ interests by improving the
fiscal management of local governments and schools in New
York State.

To achieve our mission we have developed the following
goals:

* Enable and encourage local government and school
officials to maintain or improve fiscal health by
increasing efficiency and effectiveness, managing
costs, improving service delivery, and accounting for
and protecting assets.

+ Promote government reform and foster good
governance in communities statewide by providing
local government and school officials with up-to-date
information and expert technical assistance.

Constitutional and Statutory Authority

Pursuant to the State Constitution (Article V, §1) and the
General Municipal Law (Article 3), the State Comptroller
has the responsibility to oversee the fiscal affairs of local
governments. This oversight responsibility is exercised
primarily through the Division of Local Government and
School Accountability. One part of this responsibility is to
periodically examine the fiscal affairs of local governments.
Our examinations are designed to provide information to
officials so that they can perform their financial stewardship
responsibilities effectively. Section 35 of the General Municipal
Law provides, in part, that a report of the examinations will be
made and filed with the local government.



ACCESS TO RECORDS

During the audit, the Comptroller’s staff will require access
to records, files and other information to complete the audit
effectively. This may include information that various laws
define as confidential and/or proprietary. The Comptroller’s
right to access this information required for audit purposes is
derived from General Municipal Law and other statutes.

AUDITS

The conduct and performance of our audits are guided
by professional auditing standards promulgated by the
Comptroller General of the United States in the publication,
“‘Government Auditing Standards.”

Audits conducted by the Division fall into two categories:
Internal Control Audits and Performance Audits.

Internal Control Audits review and test a local government’s
policies and procedures to make sure that officials obtain,
keep and use public resources properly.

Performance Audits assess how efficiently a local government
runs aspects of its programs. Typically, these audits identify
cost savings.

REVIEWS

The Division also performs mandatory and non-mandatory
budget reviews.

Budget Reviews examine a local government’s budget prior to
adoption for the purpose of determining whether information
contained within the preliminary budget is supported and
whether estimates are reasonable and balanced.




AUDIT PROCESS
A typical audit has several interrelated stages or activities.
¢ Research and Information Gathering

This process includes interviews with your staff and requests
for documents and data. The purpose is to help us better
define where we may or may not assign audit resources. This
advance process results in a better-focused audit effort and
allows us to determine if value will likely be added from doing
the audit.

¢ Entrance Conference

An entrance conference establishes a climate of cooperation,
informs local government officials and other top management
about the audit process and offers officials the opportunity for
input.

¢ Preliminary Audit Survey

The audit team conducts a survey of organizational and
operational information before the major audit effort begins.
The objective is to develop a more complete understanding
of the organization and the areas that will be audited.

¢ Fieldwork Phase

This phase consists of the focused audit effort and usually
comprises the single largest amount of time. The examiner
in charge (EIC) supervises the day-to-day activities of the
on-site audit team to ensure quality audit work is completed
within predetermined time frames.



¢ Preliminary Audit Findings

After completing the fieldwork phase for each audit segment,
the EIC or other audit staff will discuss the findings and
conclusions with involved local government management.

¢ Exit Conference

At the completion of fieldwork, we will send a draft copy of
our written findings and recommendations, and instructions
for responding to our audit to each member of the governing
board, the chief executive officer and any other appropriate
local officials. Audit team members will schedule an exit
conference with appropriate local government management
to discuss these findings and recommendations. The exit
conference provides local officials the opportunity to clarify
issues that are to be included in the final audit report.

¢ |ocal Official Response

Within 30 days of the transmittal of the draft report to the local
government, the local government should formally respond
with its official position concerning the audit findings or, at
a minimum, should identify any factual differences with the
report. This response letter will not be considered your
corrective action plan as contemplated by General Municipal
Law, but you may want to use it in developing that corrective
action plan.



REPORT DISTRIBUTION

Final audit reports are public documents available to anyone
requesting them, although they will be provided to the
audited municipality before they are publicly distributed. Most
final reports are provided to media representatives, some
with accompanying press releases. We include the formal
response to our audit findings filed by local officials as an
appendix to our final audit report.

CORRECTIVE ACTION PLAN

Education Law for school districts and Commissioner of
Education regulations for BOCES require that the governing
board prepare a corrective action plan in response to any
reportissued by our Office. Your corrective action plan must be
filed with us and the State Education Department and should
include, with respect to each finding or recommendation, a
statement of the corrective action taken or proposed to be
taken. In addition, to the extent practicable, the implementation
of such corrective action plan shall begin no later than the
end of the next fiscal year.

For all other local governments, General Municipal Law
provides that the governing board may prepare a corrective
action plan to any report issued by our Office. Your corrective
action plan must be filed with us and should include, with
respect to each finding or recommendation, a statement of
the corrective action taken or proposed to be taken. If you
decide not to take corrective action to address one or more of
the recommendations in our report, you should explain your
reasons.



FIELD SERVICES SURVEY

We take our mission to help local officials improve their
governments very seriously. Consequently, feedback about
how our customers view our services is critical to us. At
the conclusion of each audit service, we send a survey
questionnaire to affected local officials asking for their per-
spectives on the service. The responses to these surveys,
which can be submitted anonymously, provide us with valuable
information that has helped us improve our operations. Please
take the time to complete this survey when you receive it and
return it to us.

SHARED COMMITMENT

We understand the audit process can be a trying time for
you and your staff. Our auditors are always seeking ways
to reduce disruption to your operations and to minimize
the additional burden on your staff. We seek and welcome
your cooperation during the coming audit as well as your
constructive suggestions for improving the audit process.



OFrice OF THE STATE COMPTROLLER
DivisioN OF LocAL GOVERNMENT
AND ScHooL ACCOUNTABILITY
CenTRAL OFFICES

(Area code for the following is 518 unless otherwise specified)

EXECULIVE ...t 474-4037
Steven J. Hancox, Deputy Comptroller

Financial Reporting
(Annual Financial Reports, Constitutional Limits,

Real Property Tax Levies, Local Government Approvals) ..........cccccccveennnne 474-4014

Information Services
(Requests for Publications or Government Data) .........cc.cooveervevieriseniannns 474-6975

JUSEICE COUIT FUNG .ot 473-6438

Audits and Local Services
(Audits, Technical ASSISTANCE) .......cvrvivereiririiieiisee e 474-5404

Professional Standards

(Auditing and ACCOUNTING) ...cvvvivereriiiieieiieieiee e 474-5404
RESEANCI ... 474-8456
Statewide and Regional Projects ...........ccoveveeniineneienenseseenes 607-721-8306
Training

(Local Official Training, Teleconferences, DVDS).......ccccooveiriinserennienns 473-0005

Electronic Filing
Questions Regarding Electronic Filing of Annual Financial Reports........... 474-4014

Questions Regarding Electronic Filing of Justice Court Reports................. 473-6438



OFFice OF THE STATE COMPTROLLER
DivisioNn OF LocaL GOVERNMENTAND SCHOOL ACCOUNTABILITY
Steven J. Hancox, Deputy Comptroller (518) 474-4037
Cole H. Hickland, Director - Direct Services (518) 474-5480
Jack Dougherty, Director - Direct Services (518) 474-5480

Need help?
Technical assistance is available at the following regional offices:

BINGHAMTON REGIONAL OFFICE - H. Todd Eames, Chief Examiner
State Office Building, Room 1702 * 44 Hawley Street ® Binghamton, New York 13901-4417

Tel (607) 721-8306 * Fax (607) 721-8313 * Email: Muni-Binghamton@osc.state.ny.us

Serving: Broome, Chenango, Cortland, Delaware, Otsego, Schoharie, Sullivan, Tioga, Tompkins counties

BUFFALO REGIONAL OFFICE — Robert Meller, Chief Examiner
295 Main Street, Suite 1032 * Buffalo, New York 14203-2510
Tel (716) 847-3647 * Fax (716) 847-3643 « Email: Muni-Buffalo@osc.state.ny.us

Serving: Allegany, Cattaraugus, Chautauqua, Erie, Genesee, Niagara, Orleans, Wyoming counties

GLENS FALLS REGIONAL OFFICE - Jeffrey P. Leonard, Chief Examiner

One Broad Street Plaza * Glens Falls, New York 12801-4396
Tel (518) 793-0057 * Fax (518) 793-5797 « Email: Muni-GlensFalls@osc.state.ny.us
Serving: Albany, Clinton, Essex, Franklin, Fulton, Hamilton, Montgomery, Rensselaer, Saratoga,

Schenectady, Warren, Washington counties

HAUPPAUGE REGIONAL OFFICE — Ira McCracken, Chief Examiner

NYS Office Building, Room 3A10 ¢ Veterans Memorial Highway * Hauppauge, New York 11788-5533
Tel (631) 952-6534 * Fax (631) 952-6530 « Email: Muni-Hauppauge(@osc.state.ny.us

Serving: Nassau, Suffolk counties

NEWBURGH REGIONAL OFFICE — Christopher J. Ellis, Chief Examiner

33 Airport Center Drive, Suite 103 * New Windsor, New York 12553—4725
Tel (845) 567-0858 * Fax (845) 567-0080 * Email: Muni-Newburgh@osc.state.ny.us

Serving: Columbia, Dutchess, Greene, Orange, Putnam, Rockland, Ulster, Westchester counties

ROCHESTER REGIONAL OFFICE — Edward V. Grant, Jr., Chief Examiner

The Powers Building ¢ 16 West Main Street — Suite 522 * Rochester, New York 14614-1608
Tel (585) 454-2460 * Fax (585) 454-3545 * Email: Muni-Rochester(@osc.state.ny.us
Serving: Cayuga, Chemung, Livingston, Monroe, Ontario, Schuyler, Seneca, Steuben, Wayne, Yates counties

SYRACUSE REGIONAL OFFICE — Rebecca Wilcox, Chief Examiner
State Office Building, Room 409 * 333 E. Washington Street * Syracuse, New York 13202-1428

Tel (315) 428-4192  Fax (315) 426-2119 * Email: Muni-Syracuse@osc.state.ny.us

Serving: Herkimer, Jefferson, Lewis, Madison, Oneida, Onondaga, Oswego, St. Lawrence counties

STATEWIDE AND REGIONAL PROJECTS — Ann Singer, Chief Examiner

State Office Building, Room 1702 ¢ 44 Hawley Street * Binghamton, New York 13901-8313
Tel (607) 721-8306 * Fax (607) 721-8313




New York State
Office of the State Comptroller
Division of
Local Government and School Accountability
110 State Street
Albany, NY 12236-0001
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