MATTHEW POST

Bachelor’s degree in accounting and a Master’s Degree in Business
Administration.

Previously worked as an accountant for a publicly traded company, analyzing
financial statements and assessing credit risk.

Internal auditor with the OCA Internal Audit Services unit for eight years, and
has been an in-charge auditor, auditing Town and Village Courts for the past
six years.

Certified Internal Auditor and Certified Fraud Examiner.

JOAN CASAZZA

Bachelor’s degree in accounting, Master’s Degree in Public Administration.
Previously worked as an internal auditor for three years with the NYS Police
and has been with the OCA Internal Audit Services unit for the past six years.
Experience auditing Town and Village Courts and is currently serving as an
Internal Control Liason.

Certified Internal Auditor, Certified Government Auditing Professional and
holds certifications in Risk Management Assurance and Control Self-
Assessment.



HON. DAVID S. GIDEON

Hon. David S. Gideon currently presides as Town Justice in the Town of DeWitt,
New York; a suburb of Syracuse. Judge Gideon formerly presided as an Acting
City Court Judge in the Syracuse City Court. Judge Gideon graduated from
Syracuse University in 1979 with a Bachelor of Science Degree, with a dual major
in Biology and Psychology; thereafter receiving his Juris Doctor Degree from
Western New England College, School of Law in 1982 where he was a member of
the Legal Fraternity of Phi Delta Phi.

Judge Gideon is a lifelong resident of the DeWitt, New York community and
currently is employed as the Principal Law Clerk to the Hon. James C. Tormey,
Administrative Judge for the Fifth Judicial District. In particular, Judge Gideon is
Special Counsel to the Town and Village Courts in the Fifth Judicial District,
coordinating and implementing the Action Plan for the Justice Courts within the
District.

Judge Gideon was admitted to the New York State Bar and the United States
District Court, Northern District of New York in 1984. Judge Gideon currently
serves as a senior faculty member for the Office of Justice Court Support, Town
and Village Court Education Program, having also appeared as a panel member in
its statewide satellite broadcasts. Judge Gideon is also an instructor for the
Onondaga County Bar Association Continuing Legal Education Program.

Judge Gideon is a Past President of the Onondaga County Magistrates Association
and currently serves as a Director of the New York State Magistrates Association.



___Step 1
___Step 2
___Step 3
___Step 4

___Step S

___Step 6

___Step 7

___Step 8

MONTHLY REVIEW OF STATE REPORT
CHECKLIST

Month Year

Reviewed by:

Review/Approve Misc. Civil Payments.
Verify Amounts transferred to AC-1030.
Review/Approve Parking Payments.
Verify Amounts transferred to AC-1030.

Review/Approve AC-1030.

» Check all pages sequenced.

» Verify all information included - case numbers, etc.

» Verify correct dispositions, fines and surcharges; reductions.

» Note any/all resolutions for discrepancies on printed AC-1030.
>
>

Note reasons for dismissals on printed AC-1030.
Verify copy numbers and transfer to AC-1030.

Review/Approve Bank Deposit Slips.

> Check all pages sequenced.

___» Cross-check names on deposits to AC-1030.
___» Note Deposit Total amount.

Review/Approve Cashbook Report by Receipt Number.
» Check all pages sequenced.
» Cross-check names on Cashbook Report to AC-1030.
» Verify beginning receipt number picks up from prior month last receipt number.
» Sequence receipt numbers.
___» Review/Visually confirm missing receipt numbers/voids.
___» Confirm voids properly annotated (reason, signature, date) and attached to receipt
book copy by staple.
___» Note verification on printed Cashbook Report copy.
» Add total fines, civ-fee, schg, bail, other; should equal Total received amount.
» Cross-reference Total received amount to Deposit Total amount in Step 6 above.

Review/Approve Cashbook Report by Date.

> Check all pages sequenced.

» Cross-check names on Cashbook Report to AC-1030.

» Verify beginning receipt number and check number; picks up from prior month last
receipt number and check.

» Sequence receipt numbers and check numbers.

» Review/visually confirm missing receipt numbers and check numbers/voids.

» Confirm all voids properly annotated (reason, signature, date) and attached to receipt
book copy/check study copy by staple.
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___Step 9

___Step 10

___Step 11

___Step 12

Note verification on printed Cashbook Report copy.

Note check number and amount to be sent to Town Comptroller/CFO on Cashbook
Report final page.

Add total fines, civ-fee, schg, bail, other; should equal “Total of all accounts this period
including checks.”

Verify math - “Total deposits this period,”less “Total checks this period” equals “Total of
all accounts this period including checks.”

“Total deposits this period” should match Deposit Total amount in Step 6 above.

Add “Bail applied this period” with “Reportable money received this period;” Total
should equal amount being tendered to Comptroller/CFO from last page on AC-1030.

Review/Approve Bail Activity Report.

Total all checks; note amount on printed Bail Activity Report.
Total Applied Bail; note amount on printed Bail Activity Report.
Total Bail Poundage, Forfeitures, etc.; note amounts on printed Bail Activity Report.
Total of above categories must equal “Bail withdrawal this period.”
Total checks must equal “Total checks this period” in Step 8 above.
Total Added Bail, which must equal “Bail deposits this period.”
Verity/check math to arrive at “Bail account balance end of period.”
As a double-check,
Deposit Total amount in Step 6 above
minus “Bail Deposits this period”
plus  [“Bail withdrawal this period” minus “Total checks this period.”]
equals amount being tendered to Comptroller/CFO from last page on AC-1030.
Review bail being held for errors, exoneration or transmittal as unclaimed funds to
Comptroller/CFO.
___» Total Bail Held should equal “Bail account balance end of period.”

Cross-reference Cashbook Report by Receipt Number and by Date totals regarding bail totals vs.
“Bail withdrawal this period” amounts in Step 9 above.

>

Total of [Cashbook Report by Receipt (fines, civ-fee, schg and other)] plus [“Bail
withdrawal this period” amounts in Step 9 above minus checks] should equal [Cashbook
Report by Date (fines, civ-fee, schg and other)], which also equals amount tendered to
Comptroller/CFO from last page on AC-1030.

Review/Approve DWI/AUO Entry Report and DWI/AUO Disposition Reports

Reconcile Bank Statement - Review/Approve.

>

April 2013

Reconciled Bank Balance must equal “Bail account balance end of period” in Step 9
above or you have missing money.
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Appendix 9 — Monthly Checklist for
Review of Justice Court Records

Name of Municipality:

Period Reviewed: Through

Name of Justice:

Review Performed By: Date
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Monthly Checklist for Review of Justice Court Records

Month of

Cash Book Reconciliation (Accountability) at End of Month

The amounts on deposit in the court bank accounts (adjusted bank balance) are the following:

Bank Balance — End of Month

Add: Cash on Hand- deposited 1st day of
[Next Month (deposit in transit)

Deduct: Outstanding Checks — Month End

Adjusted Bank Balance — Month End ***

Cash Book Balance at Month End is determined as follows:

[Amount Due to the State Comptroller (or CFO)

Bail

Other - Identify

Total Cash Book Balance- Month End ***

*** Adjusted Bank Balance should agree with total Cash Book Balance at month end.
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Monthly Checklist for Review of Justice Court Records

Yes No
Cash Book Summary

» Does the Amount Due to the State Comptroller (or to the Chief Fiscal Officer) agree with o o
the Monthly Report to be submitted?

» Does the amount shown as bail agree with the list of bail held for pending cases? o o
» Does the amount shown for other categories agree with the supporting information? o o

Issuance of Receipts

What was the beginning receipt number for this month?
What was the ending receipt number for the previous month?

Receipts should be issued in numerical sequence. The ending receipt number from the previ-
ous month should be one number lower than the beginning receipt number for this month. For
example, if the ending receipt number for the previous month is 256 then the beginning receipt
number for this month should be 257. If they are out of sequence, please explain.

»  Were receipts issued in numercial sequence during the month? o o

Bank Deposits

Review the bank statements, canceled checks and deposit slips for month and compare with accounting records.

» Do deposits agree with cash collections shown in the accounting records? o o

» Are deposits made within 72 hours of collection (exclusive of Sundays and holidays)? o o

Disbursements

» Does the check to the State Comptroller (or to the Chief Fiscal Officer) agree with the o o
Monthly Report?

» Ifinvoice billing is used, do checks agree with the supporting information? o o

» Do bail return checks agree with supporting case information? o o

Overall Evaluation
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<Date>

Hon.

<Town/Village Supervisor/Mayor>
<Address>

<Address> <Zip>

Re: Request for Annual Audit and Review.
Dear <Supervisor/Mayor>:

Pursuant to UJCA 2019-a; a copy of which is enclosed herewith for your reference, the records
and dockets of the <Town of/Village of > Court are now available for examination and
review by the auditing board of the <Town/Village>.

Kindly contact the court clerks to schedule an appropriate time for review.

Additionally, upon acceptance of the final audit report by the Town Board, kindly provide our
office with a copy of the same for our records, along with a certified copy of the Town Board
resolution accepting the same and a copy of the blanket undertaking bond policy and declaration
page covering the judges and court clerks.

Very truly yours,
Hon. < >
Hon. < >

<initials>/<typist intials>

cc: <cc: to each Board Member and Town/Village Comptroller/Chief Fiscal Officer>








