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       Re:  Report 2002-F-24 
Dear Judge Lippman: 
 

Pursuant to the State Comptroller's authority as set forth in Article V, Section 1 of the State 
Constitution and Article II, Section 8 of the State Finance Law, we have reviewed the actions taken 
by officials of the Richmond County Clerk in the Second Judicial District of the Office of Court 
Administration, as of September 4, 2002, to implement the recommendations contained in our audit 
report, Controls Over Revenue Collection (Report 2000-S-55).  Our report, which was issued on 
June 27, 2001, reviewed the adequacy of internal controls over revenue collection and transmittal 
practices for the period of November 1, 1999 through October 31, 2000. 
 
Background 
 
 The Office of Court Administration (OCA) is responsible for directing and overseeing the 
administrative operations of all courts in the New York State Unified Court System.  These courts 
are divided into 12 judicial districts, each of which oversees the administrative operations of all State 
courts in its geographic area.  Richmond County is part of the Second Judicial District. 
 

OCA is responsible for various court-related services, such as the issuance of documents, and 
the collection of related revenue.  The Richmond County Clerk's Office (County Clerk), under the 
auspices of OCA, is responsible for receiving, indexing, and filing all Supreme Court documents and 
papers, and for collecting all associated fines and fees.  The County Clerk also certifies documents, 
qualifies notary publics, issues hunting and fishing licenses, and processes applications for 
passports. 

 
In the borough of Staten Island, the County Clerk is also responsible for collecting the real 

estate transfer and mortgage recording taxes for transactions that occur in that borough.  In the other 
four boroughs of New York City, these taxes are collected by the New York City Department of 
Finance. 
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 The County Clerk is responsible for maintaining transaction records and cash receipts, 
safeguarding the revenues collected, depositing the daily revenues, performing monthly 
reconciliations, and transferring the funds to the appropriate State and New York City accounts. 
 
Summary Conclusions 
 

In our prior audit, we identified several controls over the collection of revenue in need of 
strengthening.  We noted the need for improvement in such areas as separation of employee duties, 
preparation of bank reconciliations, and accountability over and safeguarding of revenue. 
 

We found that one employee at the County Clerk was involved in too many revenue-related 
functions, thereby weakening control in this area.  In addition, monthly bank reconciliations were 
not done in a manner consistent with OCA procedures, thereby increasing the risk that the control of 
cash may be compromised.  We also found that the numbering system for certain court documents 
did not provide sufficient accountability for the documents, and that there was no reconciliation 
made between services provided and revenue collected to ensure all revenue is properly accounted 
for.  Further, checks received by mail at the County Clerk were not logged in nor endorsed upon 
receipt, but instead brought to the respective department for processing and, eventually to the 
cashiers, who recorded the receipt and then applied the restrictive endorsement. As a result, 
accountability was not established immediately upon receipt, as required. 
 

In our follow-up review, we found that County Clerk officials have made progress in 
implementing the recommendations contained in our prior audit report.  Specifically, they have 
created two separate units for handling the functions of cashier and record examination, eliminated 
the manual numbering of documents, improved security of financial instruments, changed the safe 
combinations twice a year, and introduced dual signatures on all checks. 
 
Summary of Status of Prior Audit Recommendations 
 

Of the eight prior audit recommendations, County Clerk officials have implemented three 
recommendations, partially implemented three recommendations, and have not implemented two 
recommendations. 
 
Follow-up Observations 
 

Recommendation 1 
 
Adequately separate employee duties related to the receipt, processing and reconciling of revenue.  
 
Status – Implemented 
 
Agency Action – The Revenue Unit, which contained examination and cashier functions, has been 

abolished and replaced by two separate units.  One, the Division of the County Register, 
performs all examination functions; and the other, the Administrative Services and Records 
Management Division's Cashier Unit, handles all cashier functions. 
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Recommendation 2 
 
Perform bank reconciliation in a manner consistent with the procedures contained in the manual. 
 
Status – Partially Implemented 
 
Agency Action – At the time of our follow-up review, the Fiscal Reporting Supervisor (Supervisor) 

had just begun implementing changes regarding the manner in which bank accounts are 
accounted for.  Previously, the Supervisor had only recorded summary information for each 
account.  At the time of our follow-up review, the Supervisor was recording all of the 
individual checks deposited, which allows the County Clerk to track the status of specific 
checks. 

 
The revised procedure enables them to reconcile the book balances to the bank statement.  
The Fiscal Reporting Unit had not performed any bank reconciliations between the date of 
our audit and the time of our follow-up review in June 2002.  However, at the audit closing 
conference in July 2002, the Fiscal Reporting Supervisor showed us the bank reconciliation 
for July 2002.  She indicated that the Unit intends to continue performing monthly bank 
reconciliations.  

 
Recommendation 3 

 
Establish accountability over court documents issued.  
 
Status – Implemented 
 
Agency Action – The previous manual numbering system for various court documents, which, 

together with machine-stamped numbers, produced a non-sequential and confusing system, 
has been discontinued.  Each unit now has its own number-stamping machine, with the key 
assessable only to the unit head.  

 
The County Clerk plans to improve connectivity between the Law Equity Division and the 
Cashier Unit even further, by bringing a new computer system online.  In the interim, the 
Law & Equity Division keeps a journal book and the Cashier Unit assigns it control 
numbers.  

 
Recommendation 4 

 
Follow the prescribed procedures for the handling of mail receipts. 
 
Status – Not Implemented 
 
Agency Action – During the initial audit, we noted that the County Clerk was not logging in checks 

received by mail.  During our follow-up review the County Clerk advised us that, due to 
staffing constraints, they still do not establish lists for checks received by mail.  
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Recommendation 5 
 
Endorse checks immediately upon receipt, and keep checks secure overnight.   
 
Status – Partially Implemented 
 
Agency Action – The County Clerk advised us that, due to a significant number of checks that are 

returned because of the remittance of an incorrect fee, it is not practical to restrictively 
endorse all checks immediately upon receipt.  However, unprocessed checks are no longer 
left unsecured.  They are kept locked in a safe that is accessed only by the particular unit 
head, the County Clerk, and his Administrator. 

 
Recommendation 6 

 
Deposit checks in a timely manner. 
 
Status – Not Implemented 
 
Agency Action – As previously discussed, the County Clerk has stated that due to practical 

considerations, checks received cannot be immediately restrictively endorsed.  We note, 
based on a review of recorded deposit dates in the bank account ledger, that after checks are 
processed, they are in fact deposited in a timely manner.  However, the County Clerk 
advised us that the situation noted in the initial audit regarding the processing time of checks 
from the point they are first received remains the same.  

 
Recommendation 7 

 
Change the safe combination biannually and maintain a list of employees with access to the safes.   
 
Status – Implemented 
 
Agency Action – The safe combinations are changed twice a year.  The Administrator maintains a 

list of employees with access to the safes.  We reviewed documentation of the number of 
changes made to each of the main safe combinations.  

 
Recommendation 8 

 
Have two employees who are administratively independent sign all checks, and make wire transfers 
timely in accordance with the Manual and the prescribed call-in schedule.   
 
Status – Partially Implemented 
 
Agency Action – Two employees who are administratively independent now sign all checks.  

However, wire transfers continue to be occasionally made later than the scheduled call-in 
date.  We reviewed all of the wire transfers made in the year subsequent to the date of OCA's 
assertion that they are now being done on time (July 2001 through June 2002).  In total, we 
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reviewed the details pertaining to 52 transfers.  We noted that 9.6 percent (5 of 52) were 
done later than the scheduled call-in date.  In one instance, the call-in was seven days late; in 
another, it was four days late.  

 
Major contributors to this report were Stanley Evans and Jeremy Mack. 

 
We would appreciate your response to this report within 30 days, indicating any actions 

planned or taken to address any unresolved matters discussed in this report.  We also thank the 
management and staff of the Richmond County Clerk’s Office for the courtesies and cooperation 
extended to our auditors during this review. 
 

Very truly yours, 
 
 
 
 

William P. Challice 
Audit Director 

cc:  Deirdre A. Taylor 


