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EXECUTIVE SUMMARY 

 

In accordance with our audit plan for the fiscal year ending June 30, 2020, we completed an audit in September 2019 of the accounts and operations of the 

Town and City Clerk’s Office (TCC).  The purpose of the audit was to evaluate and test internal accounting and operating controls, the accuracy and propriety 

of transactions processed, the degree of compliance with established operating policy and procedures, and to recommend improvements where required.  The 

results of our examination were reviewed with J. Bazzano, Town and City Clerk; E. Lusa, Assistant Town Clerk, and other responsible members of operating 

management.  The summary that follows includes only exceptions disclosed and recommended operating improvements.  For each reported item, management 

agreed to implement our recommendations or take other appropriate corrective action unless specifically indicated otherwise.  Included are management’s 

actions taken or planned, including timeframes to resolve each finding and/or recommendation in this report.  In general, we found that TCC operations are 

operating effectively and efficiently and is properly accounting for revenue.  TCC management has taken action to resolve a number of areas of concern noted 

in our prior audit.  However, policies and procedures relating to key TCC processes and functions were not documented in writing and needed some 

improvement.  We thank TCC management and staff for their cooperation and courtesies extended to us during our audit. 

 

 

BACKGROUND 

 

The TCC is the custodian of all City of Hartford (City) land records and is 

responsible for attesting to all related documents including the discharge of 

mortgages, liens and other encumbrances.  CT State Statutes require the TCC to 

issue various licenses including Notary Public, Fishing, Hunting, Dog and others.   

A substantial amount of TCC employee time is spent collecting revenue generated 

from conveyance taxes, recording, filing, license, photocopy and other fees.  TCC 

uses a computer system developed by Info Quick Solutions (IQS) to account for 

daily transactions.  During the fiscal year ended June 30, 2019 TCC, had 5 

employees, operating expenses totaling approximately $518,000 and recorded 

about $2.2 million in net revenue. 

 

SCOPE 

 

The scope of our FY’2020 audit period included the following: 

 Evaluations of policies, procedures and related internal 

operating and accounting controls; 

 Tests of cash receipts, daily deposits and daily cash balancing 

processes; 

 Reviews of IQS security and access controls; 

 Reviews of mail check receipt processing; 

 Reviews and tests of customer billing and collection; 

 Tests of real estate conveyance fee remittances to the State of 

Connecticut; 

 Tests of “no fee” and fee transactions; and  

 Reviews of revenue reports. 
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Issue Statement Management Action Plans 

 

Issue 

Procedures for the collection, processing, recording, deposit and balancing of cash 

receipts, the fee billing, state conveyance tax remittance and daily IQS close out 

processes were not documented in written form. 

 

Cause 

There were no formal documented procedures required by the Town Clerk. 

 

Effect 

The TCC’s staff does not always use the proper documents to reconcile the daily 

transaction reports and cash receipts.  The reconciliations of the daily transaction 

reports and the cash receipts did not include voided receipts and authorized charges 

on accounts.  The TCC staff should use both the Distribution Report – All Payment 

Types and the Receipt Detail Report during the daily reconciliation process.   

 

Recommendation 

We recommend that TCC management document procedures that will utilize both the 

Distribution Report and the Receipt Detail Report during the cash receipt reconciliation 

process.  

 
Due Date:   March 31, 2020 

 

Responsible Person:  John Bazzano, Town Clerk; Eric Lusa, 

Assistant Town Clerk 

 

Management Response:  We will work in conjunction with the 

Internal Audit Department to document all written procedures 

noted.  It should be noted that TCC is providing only the 

Distribution Report – All Payment Types to the Treasurer’s Office 

as that is all that is required by the department. 
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Issue Statement Management Action Plans 

 

Issue 

The procedures for the review and approval of no fee transactions were not formally 

documented in written form. 

 

Cause 

There were no formal documented procedures required by the Town Clerk.      

 

Effect 

Certain lien releases and other documents are processed and issued to customers free 

of charge. Some of the no fee transactions involve services provided to other City 

departments.  These transactions are recorded as having “no fee” in the IQS system.  

There are no list of individuals and entities eligible to receive services for no fee. We 

found various recordings that were reported as no fee transactions without descriptions 

of the reasons for the fee waivers.  Some of these recordings were from City 

departments, however, we could not find any documents describing the reason for the 

no fee designations.  The City could be forgoing revenue. 

 

Recommendation 

We recommend that TCC management document which transactions or services can 

be provided for no fee and TCC management should create an IQS report detailing the 

employees who are recording no fee transactions and how many are being processed.  

This report should be reviewed by TCC management periodically to determine the 

reasonableness of no fee transactions processed.  TCC management should determine 

the feasibility of implementing an independent review and approval of no fee 

transactions by supervisory personnel at the time of processing prior to being recorded 

in IQS. 

 

 
Due Date:   March 31, 2020 

 

Responsible Person:  John Bazzano, Town Clerk; Eric Lusa, 

Assistant Town Clerk  

 

Management Response: We will work in conjunction with the 

Internal Audit Department to document all written procedures 

noted.  In addition, we will implement a monitoring control to track 

all “no fee” transactions.  It should be noted that TCC does not 

charge fees to City departments. 

 

 

 

 
 

 



City of Hartford  

Town and City Clerk’s Office 

Revenue Accounts and Operations 

 

4 

 

 

Issue Statement Management Action Plans 

 

Issue 

We noted that procedures and controls related to copy machine revenue were not 

documented in written form. 

 

Cause 

There were no formal documented procedures required by the Town Clerk.   

 

Effect 

TCC, other City employees and authorized contractors have the ability to use the copy 

machine at no charge. The copies made by these individuals are not separately 

accounted for and, as a result, there is no way to reconcile the total copies made to the 

number of copy revenue generated daily.  As a result, we or TCC management could 

not accurately determine to total number of copies and the propriety of related revenue. 

 

Recommendation 

We recommend that TCC management work with the copy machine technician to 

program the copy machine to produce a copier transmittal report for each copy 

machine and maintain a manual log to record the number of copies made by TCC and 

other City employees using bypass keys for no charge.  TCC management should 

develop, document and implement a procedure for reconciling the number of copies 

produced according to the copier transmittal report. This will allow TCC 

management to adequately monitor the number of copies produced and the propriety 

of related revenue. 

 

 
Due Date:   December 31, 2019 

 

Responsible Person:  John Bazzano, Town Clerk; Eric Lusa, 

Assistant Town Clerk 

 

Management Response: We will look into producing a copier 

transmittal page for all of our copier machines.  In addition, we will 

work in conjunction with the Internal Audit Department to 

document all written procedures noted. 

 

 

 

. 
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Issue Statement Management Action Plans 

 
Issue 

Procedures for the review and approval of daily cash receipts and checks received in the 

mail and overages/ shortages were not documented in written form. 

 

Cause 

There were no formal documented procedures required by the Town Clerk.   

 

Effect 

The individual that performs the daily close-out reports also processes customers’ 

transactions and checks received through the mail in IQS.  Also, checks received through 

the mail are not recorded in a check log and reconciled to checks processed and deposited 

to the bank.  This presents a segregation of duties issue.  We also noted the daily close-

out review and approval of cash receipts are not always being performed.  The resulting 

overages and shortages are also not closely monitored.  

 

Recommendation 

We recommend that TCC management take action to formally document procedures 

relating to the review and approval of the close-out records and process in writing.  A 

log should be developed and maintained for recording checks received in the mail and 

receipts should be attached to the log to support that the checks were recorded in IQS.  

We also recommend that TCC management segregate duties to the greatest extent 

possible given available staffing.  If TCC is unable to completely segregate duties, they 

should be aware that this presents a potential control deficiency and related transactions 

like shortages and overages should be monitored accordingly.  

 

 

 

 

 

 

 

 
Due Date:    March 31, 2020 

 

Responsible Person:    John Bazzano, Town Clerk; Eric Lusa, 

Assistant Town Clerk 

 

Management Response:  We will work in conjunction with the 

Internal Audit Department to document all written procedures 

noted.  It should be noted we have limited staffing in the Town 

Clerk’s Office and segregation of duties is an issue that cannot be 

properly addressed without more staffing. 
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Issue Statement Management Action Plans 

 
Issue 

Procedures for the safeguarding and recording of the daily cash receipts and the State of 

Connecticut conveyance tax check remittances are not documented.  We noted a few 

State of Connecticut conveyance tax remittances were deposited in the incorrect account. 

 

Cause 

There are no formal documented procedures required by the Town Clerk.   

 

Effect 

The safe used to store the daily cash and check receipts is not locked during the day.  

Deposits could be made to the wrong account and could be misappropriated.     

 

Recommendation 

We recommend TCC lock the safe during the day and develop procedures to make sure 

cash receipts are deposited to the correct account.  The procedure should include the 

process of placing all cash receipt in a locked draw or safe at all times until the deposit 

is picked up by the courier and the draw or safe is empty.  

 

 

 
Due Date:   December 31, 2019 

 

Responsible Person:    John Bazzano, Town Clerk; Eric Lusa, 

Assistant Town Clerk 

 

Management Response: We will work in conjunction with the 

Internal Audit Department to document all written procedures 

noted.  In addition, we have started locking the safe during work 

hours. 

 

 
 

 



City of Hartford  

Town and City Clerk’s Office 

Revenue Accounts and Operations 

 

7 

 

 

 

 

 

 

 

 

Distribution:                

 

City Council Members 

Internal Audit Commission Members 

L. Bronin, Mayor 

A. Cloud, Treasurer 

E. Lusa, Asst. Town Clerk 

T. Montanez, Interim Chief Operating Officer & Chief of Staff, Mayor’s Office 

L.A. Ralls, Finance Director 

H. Rifkin, Corporation Counsel 

V. Rossitto, Partner, Blum Shapiro 

 

 

 

 
 

 


