2025

NHTCA New Tax Collector Training Series

Infernal Controls
anad
Personal Safety



<=:. A, <=:. A,

What we will cover
today...

o Internal Contirols
o Risk Assessment
o Segregation of Dufies

o Workplace Safety
o Cash Security
o Record Security
o Conftrol Environment




INnternal Controls

o Responsibility

o Pursuant to RSA § 41:9, VI the selectmen
and village district commissioners are
required to establish and maintain
appropriate internal control procedures
to ensure safeguarding of all fown assets
(including cash) and properties.

o Control Environment
o How?e
o |dentify Risks

o Monitor
o Segregation of Duties
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o Internal Risk Factors
o Lack of Segregation of Duties
o High Staff/Elected Official Turnover
o Lack of Personnel/Town Policies
o Limited Training Opportunities
o Computer System Conversions |I’T|'e|'ﬂ(]|

o External Risk Factors COI’]TI’O|S:

o Economic Factors (rising oil prices, R|S|<
decreasing revenues, such as, MV

permit fees) Assessment

o Legislative Changes
o Technological Changes




Infernal Control: Risk
Assessment

*Detection of Accounting Errors: Will errors be identified?

Classification Accuracy: Have all items been properly classified?
*Omissions: How can we be sure nothing is missing?

Transaction Validation: How do we confirm all recorded transactions
are accurate?

«Cash Receipt Security: Could cash receipts be stolen without
detection?

*Access Control: Does the lack of passwords enable unauthorized
record edits?

*Overtime Management: Could unnecessary or unauthorized overtime
be incurred?
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Intfernal Controls:
Segregation of Duties

o Small Office?¢

o Compensating Conftrols

o Qversight procedures designed to reduce the risk of
errors and increase the rate of fraud detection
through the regular review of work performed by
individuals performing financial duties

o In the Policy and Procedure Manual there is an
article titled “How to Segreqgate Financial Duties in a
Small Municipal Office”

o Example

o Deputy Tax Collector functioning as the assessing
clerk
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In the article How to Segregate
Financial Duties in a Small
Municipal Office”

It stated that NO ONE person
should:

o Authorize a fransaction

o Record the transaction in the
accounting record

o Maintain Custody of the
Asset(example the cash deposit)

Internal
Controls:
Segregation
of Duties




Internal
Controls:
Segregation
of Duties

Custody of Assets - If possible, no one
individual is allowed to work alone
with cash, negotiable securities, or
other highly vulnerable assets.

Authorization/Approval of Transactions
that Affect Municipal Assets - No one
individual is allowed to conftrol all key
aspects of a fransaction or event.

Recording or reporting of related
transactions - The same person should
not be allowed to authorize a
transaction, record the transaction or
maintain custody of the asset resulting
from the transaction.



Personal Safety

v/

Work area arrangement

Difficult customers

Segregated from public

View of waiting area

Cash draw location

Panic buttons- DO THEY WORK

Listen

Avoid argument

Be aware of your triggers
Take Training when Available



Deposit to Bank Bonded

Periodic ~—\ Cash Draw Complete

Reconciliations an location fransactions
. . Reconcile

Cash receipts @ Balance Daily 0 Monthly

Cash Security




Records Security

o RSA 33-A Disposition of Municipal Records

o RSA 33-A: 3 Tax Collectors are members of the Municipal
Committee (For records refention)

o The Town Clerks are the record keepers for the City or Town
o Tax Collector has responsibility fo protect tax records RSA 33-A

o Examples of Permanent records: Tax Warrants (Property, Utility,
Yield, Land Use change) Tax Deed Property files.

o Full listis under RSA 33-A:3-a
o Deposit Tickets
o Daily Work



Control Environment
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Information and
Communication
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Conftrol . o Conftrol
Activities Risk Assessment Monitoring Environment
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Last but not least

nhiaxcollectors.orqg

Under Technical Resources you will find:
The Law Handbook
Policy and Procedure Manual and More

The website has valuable information. Make
sure to check it outl!




Internal

QUESTIONS 2 coriete

Safety
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