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Executive Summary 
 

Background 

On February 1, 2022, the Office of Audit and Control (OAC) submitted a Letter of Engagement to 
notify the administration of its intent to conduct an audit of the City of Albany (City) landfill’s 

Scale House billing and collections processes and practices. This audit was initiated after the OAC 
was alerted that the landfill’s scale house operators had demonstrated a pattern of accepting blank 

checks from customers and completing the checks. This raised concerns regarding internal controls 
and liability risks for the City. The audit was conducted to assess the landfill’s day to day billing 
and collection processes, practices, and internal controls.    

The City’s landfill, known as the Rapp Road landfill, is a regional solid waste management facility 
owned by the City and operated by the City’s Department of General Services. The landfill aims to 

provide relatively low-cost, reliable and environmentally sound waste disposal services to residents 
of more than a dozen communities. In 2023, the landfill generated $3.6 million in revenue and is 

expected to bring in $3.2 million in 2024. One of the landfill’s major revenue contributors is the 
Scale House. 

The Scale House is the landfill’s office where all incoming vehicles with waste products must stop 

to be weighed before entering the landfill (weigh-in). All vehicles must stop to be weighted when 
leaving the landfill after disposing of their waste (weigh-out). The Scale House creates a ticket using 

the difference between the vehicles pre and post weight to calculate the amount owed for disposal 

services. In addition to creating the ticket, the Scale House also accepts payment. Figure 1 outlines 

the Scale House’s daily operations and processes.   

Figure 1: Scale House Daily Operations Process

 
 

Scale House creates ticket

[(Vehicle weighed in weight  - Vehicle weighed out weight) x Rate = Amount owed]

Vehicle is weighed-out at Scale House

Vehicle leaves landfill

Vehicle empties waste in landfill

Vehicle enters landfill

Vehicle is weighed-in at Scale House
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In 2014, the landfill was audited to assess its payroll activities, permitting process and the adequacy 
of the Scale House’s internal controls and operations. That audit resulted in the following two 

findings: (1) the scale house lacks physical safeguards and (2) cash and checks were not properly 
secured at the time of the audit. According to a follow-up audit, both findings were addressed. 

Objectives 

The purpose of this audit was to evaluate the effectiveness, efficiency and reliability of the Scale 

House’s billing and collection processes, procedures, and the accuracy of accounts. To conduct the 

audit, the OAC observed the current billing and collection processes and procedures and compared 

customers’ 2023 transaction totals to scale house 2023 transaction totals per customer report. The 

audit objectives are as follows:  

1. Review strategy, governance, and management – Understand the Landfill’s overall billing and 

collections processes and procedures; review the roles and responsibilities of those who handle 

billing and collections; and review all software and software frameworks to manage billing and 

collections. 

2. Assess risk and compliance management – Analyze billing and collections policies and standard 

practices to determine if there are checks and controls and are they being implemented. 

3. Verify the accuracy of accounts – Ensure all financial transactions are recorded correctly and the 

information presented to the City and customers is reliable and free from errors or 

misstatements. 

 

 

Methodology 

The OAC completed the City of Albany Landfill audit using a multi-method assessment design, 

including a walkthrough, interviews, questionnaires, document reviews, and data analysis. These 

methods are further clarified in the sections below. 

Walkthrough 

The OAC completed an unannounced walkthrough of the City’s landfill. During the walkthrough 

the OAC observed daily operations of the landfill and the Scale House’s billing and collections 

practices. 

Interviews  

Interviews were conducted with City employees who play a role with the Scale House billing and 

collections processes and interact with the digital platform software. Interviewees include landfill 

customers and employees from the landfill, Scale House, Treasurer’s office, and Information 

Technology department. 
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Questionnaires 

Questions were sent via email as a follow-up to the walkthrough and interviews.  

 
Document Review 

OAC reviewed documents related to the priority areas identified in the audit’s objectives. Past 

audit reports were conferred to help OAC gauge where the City stands in comparison. 

Quantitative and Qualitative Data 

OAC requested and received the Scale House’s 2023 financial activity report. This report listed all 

of the tickets created in 2023 including dates, operator, customer name, reference number, vehicle 
number, transaction type and amount. OAC also selected a sample group of eleven of the landfill’s 

seventy-nine customers in 2023 and requested their trash deposit transaction history for that year. 
Data was requested to include date, amount, and transaction type. OAC received five responses.   

Findings 

 Finding 1.0: The Scale House operator, a city employee, accepts and fills out blank checks 

on behalf of customers. This practice creates opportunties for check fraud. 

 Finding 2.0: There are limited controls in place to ensure daily revenue is being recorded 

accurately. 

 Finding 3.0: At the time of the walkthrough, there were no controls in place for secondary 

access to the landfill’s safe. 

 Finding 4.0: There is a breakdown in communication between Landfill employees and the 

administration. 

 Finding 5.0: There are inconsistencies in how Scale House operators identify, register, and 

process new vehicles. 

 Finding 6.0: Discrepancies were found between the financial reports provided by Scale 

House customers and City records. 
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Findings and Recommendations 
 

 

Finding 1.0: The Scale House operator, a city employee, accepts and fills out blank checks 

on behalf of customers. This practice creates opportunity for check fraud. Under no 

circumstances should City employees fill out blank checks on behalf of customers. This practice 

presents the risk for check fraud. Some customers who frequent the landfill several times a day 

submit signed blank checks for payment. At the end of the day, the Scale House operator totals 

the customers’ tickets and fills in the amount owed to the City on the check. According to the 

Scale House operator, the customer’s information is filled out in front of the customer after they 

submit the blank check. However, we were unable to verify this practice. 

Recommendation 1.1: Customers who prefer check payments should be required to 

mail or drop off completed checks to the City Treasurer’s Office  

To prevent the risk of check fraud the City should only accept completed checks. 
Customers who prefer check payments should be required to mail or drop off completed 
checks to the City Treasurer’s Office. Consistent with current practices, invoices are sent 

to customers with their total amount owed. Customers have 30 days to make payments 
before late fees are incurred.  

 

Finding 2.0: There are limited controls in place to ensure daily revenue is being recorded 

accurately. Tickets generated by the Scale House operator document accrued revenue for each 

waste deposit. Ticket creation is solely dependent on the Scale House operator and is initiated 

after the operator enters information into the system (Waste Works) and is created after the 

operator clicks “Finish.” If the operator does not click “Finish,” a ticket will not be created. In 

the event an operator decides not to generate a ticket or forgets to generate a ticket the City loses 

revenue.  

 

Recommendation 2.1: Install a traffic counter device 

We recommend the City install a traffic counter device. This device would be used to 

verify the number of vehicles entering the Scale House to be compared against the 
amount of transactions recorded. A daily traffic count report should be submitted to the 

Treasurer’s office for reconciliation. This would ensure accurate revenue bookkeeping 
practices for all trash deposits.  
 

Finding 3.0: At the time of the walkthrough, there were no controls in place for secondary 

access to the landfill’s safe. The landfill’s safe stores customer check payments, which are 

deposited on a weekly basis. At the time of the audit, only the scale operator had the safe 

combination. This practice prevents safe access when the operator is absent. This became 

evident when the operator fell ill, leaving the City with no access to the safe. The combination 

has since been changed, and access has been shared with three employees on-site: the scale 

operator, site supervisor, and senior environmental engineering technician. The scale operator 

was also trained on proper access procedures. 
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Recommendation 3.1: Update standard operating procedures to include safe access 

policies and procedures 

Develop and implement a formal written procedure outlining which personnel should 
have safe access and under which circumstances the combination should be changed. 
We advise changing the safe combination atleast every 6 months and after personnel 

changes to further reduce the risk of unauthorized access. At all times, atleast two 
designated staff members should have access to the safe combination.  

 

Finding 4.0: There is a breakdown in communication between Landfill staff and the 

administration. According to landfill staff, the City upgraded the landfill’s computer 

operating systems (Waste Works and Maintenance Pro) used for daily operations without 

informing or training the operators. As a result, the operators expressed that they lacked the 

ability to use the new system efficiently and correctly.  

Recommendation 4.1: Conduct employee orientation and ongoing trainings  

All Scale House employees should receive an orientation and ongoing trainging on all 

landfill computer operating and processing systems. 

Recommendation 4.2: Conduct routine joint meetings with Landfill Staff and 

employees who manage Scale House collections 

Routine meetings should be held with all scale house operators, supervisors, and 
employees who manage scale house collections to discuss delinquent accounts, updates 

to processes, policies and procedures and concerns. 

 

 

Finding 5.0: There are inconsistencies in how Scale House operators identify, register, 

and process new vehicles. While the OAC was on-site, an unmarked vehicle approached 

the Scale House to be weighed-in. When the vehicle approached the window, the operator 

was unsure of the unmarked vehicle’s origins. The supervisor on-site, identified the driver 

as an Albany Water Department (AWD) employee, prompting the operator to register the 

vehicle under AWD’s account. Upon witnessing this, we later queried the process for 

identifying, registering and processing City vehicles. The process for identifying vehicles, 

explained, was different from what the OAC observed during the site visit. According to the 

operator, identifying, registering, and processing City vehicles should follow the steps 

outlined in Figure 2 below. The process involves communication between departments and 

the landfill prior to registering vehicles to ensure accurate identification of City vehicles. Not 

following the correct process could result in incorrectly identifying and registering vehicles 

under City accounts. This creates the risk of misappropriating City funds, as trash deposits 

would be recorded as a City expense. 
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Figure 2: Registration of City Vehicles  

Recommendation 5.1: Create a written policy for identifying and adding vehicles to 

City accounts. 

Create a written policy outlining the steps to identify and add City vehicles. We 

recommend including as part of the steps, the completion of a form requiring designated 
department staff sign off. 

Finding 6.0: Discrepancies were found between the financial reports provided by Scale 

House customers and City records. The OAC requested data from eleven of the seventy-

nine landfill customers in 2023 and received five responses. Of the five customers that 

responded, one had financial activity consistent with City records. The remaining four 

customers’ financial activities did not correspond with City records. There were 

inconsistencies with recorded financial transactions for both customers and the City. 

 

Recommendation 6.1: Develop a process for sending out monthly or quarterly 

statements to customers. 

Develop and implement a standard operating procedure for issuing routine financial 

statements to landfill customers on a monthly or quarterly basis. We recommend the 

statements include customer activity, charges, and payments.  

 

 

 

 

Vehicle is purchased 

Department contacts 
landfill supervisor before 

sending vehicle to be 
entered into the system & 

prepped for the road

Vehicle is sent to landfill 

Vehicle is prepped by the 
landfill mechanics with 

proper equipment 
installed 

Mechanic transports 
vehicle to scale house 

Vehicle is weighted and 
entered into the system 

under respective the 
departments’ account.
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Appendix A: 

Department of General Services Response
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Appendix A: 

Office of the Treasurer’s Response
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Appendix A: 

Office of Audit & Control Response
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      Dr. Dorcey L. Applyrs 

      Chief City Auditor 

      Office of Audit and Control 

      City of Albany, New York  
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CONTACT

 

Office of Audit and Control  

City of Albany 

24 Eagle Street, Room 111, Albany, NY 12207 

Tel: (518) 434-5023  

www.albanyny.gov 

  

 

 

Like us on Facebook at https://www.facebook.com/AlbanyChiefCityAuditorDorceyApplyrs    

Follow us on https://twitter.com/ALBChiefAuditor  

http://www.albanyny.gov/318/Office-of-Audit-Control
https://www.facebook.com/AlbanyChiefCityAuditorDorceyApplyrs
https://twitter.com/ALBChiefAuditor
https://www.facebook.com/AlbanyChiefCityAuditorDorceyApplyrs
https://twitter.com/ALBChiefAuditor

