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THE CITY OF NEW YORK
OFFICE OF THE COMPTROLLER

1 CENTRE STREET
NEW YORK, N.Y.  10007-2341

-------------
WILLIAM C. THOMPSON, JR.

COMPTROLLER

To the Citizens of the City of New York

Ladies and Gentlemen:

In accordance with the Comptroller’s responsibilities contained in Chapter 5, §93, of the
New York City Charter, my office has examined the compliance of the 12 Bronx
Community Boards with payroll, timekeeping, purchasing, and inventory procedures, as
set forth in the Office of Payroll Administration policies and procedures, the Procurement
Policy Board Rules, and the New York City Comptroller’s Internal Control and
Accountability Directives.

The results of our audit, which are presented in this report, have been discussed with
officials of the Community Boards and the Borough President’s Office, and their
comments have been considered in preparing this report.

Audits such as this provide a means of ensuring that agencies follow City guidelines,
using government dollars appropriately and in the best interest of the public.

I trust that this report contains information that is of interest to you.  If you have any
questions concerning this report, please e-mail my audit bureau at
audit@Comptroller.nyc.gov or telephone my office at 212-669-3747.

Very truly yours,

William C. Thompson, Jr.

WTC/GR

Report: FP03-157A
Filed: December 22, 2003



Office of New York City Comptroller William C. Thompson, Jr.1

The City of New York
Office of the Comptroller
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Audit Report on the
Financial and Operating Practices of the

12 Bronx Community Boards

FP03-157A

AUDIT REPORT IN BRIEF

This audit determined whether the 12 Bronx Community Boards (the Boards) complied
with applicable payroll, timekeeping, purchasing, and inventory procedures, as set forth in the
Mayor’s Office Community Assistance Unit Procedural Guidelines for Community Boards, the
Office of Payroll Administration’s policies and procedures, the Procurement Policy Board (PPB)
Rules, and the New York City Comptroller’s Internal Control and Accountability Directives
(Comptroller’s Directives).  The scope of this audit covered the period July 1, 2001, to June 30,
2002.

Audit Findings and Conclusions

The audit found that the Boards generally adhered to the payroll, timekeeping,
purchasing, and inventory requirements of the Procedural Guidelines for Community Boards, the
Office of Payroll Administration’s policies and procedures, the PPB Rules, and the
Comptroller’s Directives.  Our examination of each Board’s Personal Services and Other Than
Personal Services expenditures disclosed no instances in which money was improperly
expended.

In addition, competitive bids were obtained by the Boards when applicable; sampled
imprest fund purchases were supported by invoices and were for less than $250, in accordance
with Comptroller’s Directive #3; salaries of Board employees were within the allowable salary
ranges for their respective Civil Service titles; employees included in our sample were bona fide;
new employees were properly authorized before being placed on payroll; and, separated
employees were accurately paid.

However, there were instances in which the Boards did not comply with certain
timekeeping, purchasing, and inventory procedures, as summarized in Table I on the following
page.
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Table I
Findings of Noncompliance with

Timekeeping, Purchasing, Payroll, and Inventory Procedures

Audit Finding Noted at

Employees did not always sign in or out
when arriving to and departing from work.

Boards 5, 10, and 11

Work hours recorded on employee
timesheets and the work hours recorded on
the sign-in and sign-out log did not always
match.

Boards 4, 6, 10, and 11

Requests for leave use or earning of
compensatory time did not always contain
evidence of supervisory authorization.

Boards 5 and 10

Certain employees were undercharged and
overcharged sick and annual leave.

Boards 1, 3, 7, and 9

An employee was credited for more
compensatory time than actually earned.

Board 5

One employee exceeded the number of
undocumented sick leave instances allowed
in a six-month period.

Board 8

Invoices were not always stamped
“vouchered”.

Boards 2, 5, 10, and 11

Imprest fund checks did not have the
inscription “void after 90 days” imprinted
on them.

Board 11

No invoice was on file to support $200 in
payments made to an individual for
cleaning services.

Board 8

Boards did not have complete inventory
records.

Boards 2, 3, 4, 5, 6, 9, 10, and 12

Equipment purchased as far back as June
1998 was never used.

Board 1

Poor record keeping and questionable
expenses paid from a fund raising account.

Board 2

Audit Recommendations

We made 15 recommendations addressed to those Boards that had weaknesses found
during the audit.
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INTRODUCTION

Background

There are Community Boards for each of the 59 Community Districts throughout New
York City. Each Community Board (Board) has up to 50 non-salaried members who are
appointed by the five Borough Presidents.  Board members reside, work, or have significant
interests in their districts. Each Board hires a District Manager as its chief executive officer.
Each District Manager’s responsibilities include assisting the Board in the hiring of an
administrative staff, supervising the staff, and managing the daily operations of the district
office.  The Borough Presidents’ Offices provide administrative assistance to the Community
Boards.

The Bronx Boards—Boards 1 through 12—cover the entire borough. Each Bronx Board
has a Chairperson and a District Manager and at least one full-time clerical staff person, with the
exception of Board 11, which has three part-time employees.

Table II, below, lists each Board’s Personal Service and Other than Personal Services
expenditures for Fiscal Year 2002.

Table II
Summary of Expenditures for the 12 Bronx Boards

Fiscal Year 2002

Personal
Services

Other Than
Personal
Services

Total
Expenditures

Board 1 $140,582 $54,273 $194,855
Board 2  158,994 48,269 207,263
Board 3 148,309 48,691 197,000
Board 4 152,227 25,869 178,096
Board 5 120,193 62,346 182,539
Board 6 131,324 22,306 153,630
Board 7 142,276 47,154 189,430
Board 8 148,371 45,929 194,300
Board 9 140,466 60,284 200,750

  Board 10 151,990 59,049 211,039
  Board 11 156,325 51,900 208,225
  Board 12 144,447 28,115 172,562
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Objective

This audit determined whether the 12 Bronx Boards comply with applicable payroll,
timekeeping, purchasing, and inventory procedures, as set forth in the Procedural Guidelines for
Community Boards of the Mayor’s Community Assistance Unit, policies and procedures of the
Office of Payroll Administration, the Procurement Policy Board (PPB) Rules, and Internal
Control and Accountability Directives of the New York City Comptroller.

Scope and Methodology

This audit covered the period July 1, 2001, to June 30, 2002.

To obtain an understanding of the procedures and regulations with which the Boards are
required to comply, we reviewed the Procedural Guidelines for Community Boards,
Comptroller’s Directives, and other applicable City laws, regulations, and policies.  We
interviewed staff members of the Board offices and of the Borough President’s Office to obtain
an understanding of the Boards’ payroll, timekeeping, and purchasing procedures, and to
determine how the Boards safeguard their physical assets.

To assess internal Board controls in relation to our audit objectives, we evaluated the
information obtained in the above-mentioned interviews and supplemented those interviews with
a review of related procedures of the Boards and the Borough President.

To determine whether the Boards used proper procedures when making purchases, we
examined all 122 purchase vouchers issued by the 12 Boards in June 2002.  We examined each
voucher for the requisite approvals, authorizations, and indications that the transactions were for
proper business purposes.  We also reviewed the vendor invoices for each voucher.  We
determined whether each voucher was correctly coded and whether any duplicate vouchers were
processed.

To determine whether the Boards were in compliance with imprest fund procedures
specified in Comptroller’s Directive #3, we examined all canceled checks and check stubs issued
by the Boards for June 2002.  We traced all checks to their bank statements and examined each
check for authorized signatures and amounts. We examined the checks and their amounts for a
specified payee (as opposed to “bearer” or “cash”), for the eligibility of the expenditure, for
appropriate endorsements, and to verify that the inscription “void after 90 days” was stamped on
each check.  We also determined whether the Boards performed monthly bank reconciliations
and whether each imprest fund expenditure was within its allowable amount for a particular
vendor or item.

One Board (Board 2) maintained a bank account to receive deposits of donations received
from local businesses and residents. We obtained and reviewed all available canceled checks and
corresponding invoices for this account covering Fiscal Year 2002 to determine whether all
expenses charged to these funds were reasonable and appropriate. In addition, we attempted to
determine whether all donations received were properly recorded and deposited.
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To verify that all personnel were bona fide employees, we compared the names on the
employee timekeeping records with the names on the payroll registers for the pay periods of July
6, 2001, and June 7, 2002.  In addition, for two pay periods—June 7, 2002, and June 21, 2002—
we reviewed the PMS (Payroll Management System) reports that each employee must sign when
receiving a check to confirm that appropriate signatures were obtained.

To determine the accuracy of employee leave balances, we compared the times charged
on employee time sheets and the sign-in and sign-out books for June 2002, with the data on the
PMS Employee Leave Details Reports.  We also examined the time sheets for completeness and
evidence of supervisory review.  We reviewed compensatory time transactions and annual leave
use for proper approvals and postings.  We determined whether accumulated compensatory time
was used within 120 days after being earned and, if not, whether it was transferred to sick leave
balances, as required by City time and leave regulations.

We examined the PMS Employee Leave Details Reports for July 2001 through June 2002
to determine whether sick leave use by Board employees was documented appropriately and
coded correctly, in accordance with City time and leave regulations.

This audit was conducted in accordance with generally accepted government auditing
standards (GAGAS) and included tests of the records and other auditing procedures considered
necessary.  This audit was performed in accordance with the audit responsibilities of the City
Comptroller, as set forth in Chapter 5, § 93, of the New York City Charter.

Discussion of Audit Results

The matters covered in this report were discussed with officials of the 12 Bronx
Community Boards and the Bronx Borough President’s Office during and at the conclusion of
this audit.  A preliminary draft was sent to officials of the Boards and the Bronx Borough
President’s Office and discussed at an exit conference held on October 7, 2003.  On October 17,
2003, we submitted a draft report to the officials of the Boards and the Bronx Borough
President’s Office, with a request for comments.  We received written comments from the 12
Boards and the Borough President’s Office.

In their responses, the Boards described steps they have taken or will take to implement
the report’s recommendations.  The Borough President’s Office stated that it is in agreement
with the audit findings and will implement the recommendations.   

The full texts of the responses are included as addenda to this report.
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FINDINGS AND RECOMMENDATIONS

The 12 Boards generally adhered to the payroll, timekeeping, purchasing, and inventory
requirements of the Procedural Guidelines for Community Boards, the Office of Payroll
Administration policies and procedures, the PPB Rules, and the Comptroller’s Directives.  Our
examination of the Personal Services and Other Than Personal Services expenditures of each of
the Boards disclosed no instances in which money was improperly expended.

Based on the documentation reviewed, we determined that:

• Competitive bids were obtained by the Boards when applicable;

• Sampled imprest fund purchases were supported by invoices and were for less than
$250, in accordance with Comptroller’s Directive #3 (only Boards 3, 4, 6, and 11 had
imprest fund accounts);

• Salaries of Board employees were within the allowable salary ranges for their
respective Civil Service titles;

• Employees included in our sample were bona fide;

• New employees were properly authorized before being placed on payroll; and

• Separated employees were accurately paid.

However, we found instances in which the Boards did not comply with certain
timekeeping, purchasing, payroll, and inventory procedures, as discussed in the following
sections of this report.

Timekeeping Weaknesses

Our review of the Boards indicated that: employees at three boards did not always sign in
or out when arriving to and departing from work; there were discrepancies in certain time
records at four boards; at two boards requests for leave use or earning of compensatory time
lacked evidence of supervisory approval; employees were undercharged and overcharged for
sick and annual leave used at four boards; an employee was credited for more compensatory time
than actually earned at one board; and one employee exceeded the number of undocumented sick
leave instances allowed in a six-month period at one board.

With regard to Board 1, we noted that one employee was overcharged for five hours of
sick leave use and was not charged for six hours annual leave use.

Board 3 did not charge an employee a total of five hours for sick leave use.
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With regard to Board 4, we noted two instances in which the work hours recorded on
employee timesheets and the work hours recorded on the sign-in and sign-out log did not match.

Board 5 had six instances in which two employees (one employee with one instance and
the other with five instances) did not record their arrival or departure times in the Board’s sign-in
and sign-out book; two instances in which the supervisor did not provide written authorization
for compensatory time earned and used by an employee; and one employee was credited for two
hours of compensatory time that she did not actually earn.

With regard to Board 6, we noted one instance in which the work hours recorded on an
employee’s timesheets and the work hours recorded on the sign-in and sign-out log did not
match.

Board 7 had two instances in which an employee was not charged for one hour of annual
leave used.

 One employee at Board 8 had six instances of undocumented sick leave use within a six-
month period. Article V of City Time and Leave Regulations requires proof of a medical
condition when an employee uses undocumented sick leave more than five times within a six-
month period. However, there was no proof of a medical condition in the Board’s files.

With regard to Board 9, we noted one instance in which an employee was overcharged
six hours of annual leave.

Board 10 had two instances in which an employee did not record her arrival and
departure times in the Board’s sign-in and sign-out book; two instances in which the work hours
recorded on two employees’ timesheets and the work hours recorded on the sign-in and sign-out
log did not match; and two instances in which annual leave use for two employees was not
approved by a supervisor.

Board 11 had one instance in which an employee did not record her arrival and departure
times in the Board’s sign-in and sign-out book. We also noted that the work hours recorded on
one employee’s timesheets did not match the work hours recorded on the sign-in and sign-out
log.

Recommendations

Boards 1, 3, 5, 7, and 9 should ensure that:

1. Timekeeping transactions are carefully reviewed to avoid timekeeping errors.

2. Timekeeping errors found during the audit are corrected.

Board 1 Response: “Please be advised, our board will make every effort to comply as to
the findings of noncompliance with timekeeping and inventory procedures.”
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Board 3 Response: “The board will attempt to maintain its efforts to adequately ensure
that employees are charged sufficiently for personal leave use.”

Board 5 Response: “Supervisor will aggressively monitor sign-in sign-out time log sheet
on daily basis as well as weekly time record to ensure its accuracy. Timekeeping errors
found during the audit were corrected. All Timekeeping errors found during the audit
were corrected and verified by the Bronx Borough President’s Office.”

Board 7 Response: “Please be aware that Community Board 7 of the Bronx, in
conjunction with the Borough President’s Office, have corrected the two instances in
which an employee was not charged for one hour of annual leave used.”

Board 9 Response: “In response to the issue of overcharging of annual leave for Ms.
Joann Cassa, I have spoken to Ms. Barbara Becker of the Bronx Borough President’s
Office and she has assured me that her staff has corrected their records thereby resolving
this.”

Boards 5 and 10 should:

3. Ensure that supervisors provide written authorization for leave use and accruals.

Board 5 Response: “The supervisor will monitor all compensatory time earned and used
by staff and will review time records with the Borough President’s Office to ensure its
accuracy.”

Board 10 Response: “We will make all the necessary adjustments to be in complete
compliance with your regulations.”

Boards 4, 5, 6, 10, and 11 should:

4. Review the work hours recorded on employee timesheets and the sign-in and sign-out
log to ensure that employee work hours are properly documented.

Board 4 Response: “ Initially, I should like to state for the record that although the hours
recorded on the sign-in sheet and the time sheets did not match, there was no discrepancy
on the total hours worked. That specific employee worked a full thirty-five (35) hour
week. However, to insure compliance in recording, I have requested that the District
Manager review each staff person’s sign-in sheet prior to authorizing weekly time
sheets.”

Board 5 Response: “Community Board 5 Supervisor will review all daily and weekly
timesheet to ensure accuracy of hours recorded by staff.”

Board 6 Response: “[The Board] will review the work hours recorded on employee’s
timesheets and on the daily sign-in and sign-out log so as to ensure that employee work
hours are properly documented.”
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Board 10 Response: “We will make all necessary adjustments to be in complete
compliance with your regulations.”

Board 11 Response: “On the first item, although out of the full years worth of sign-in
sheets viewed by your auditors only found one instance where one employee failed to
sign in and out. This has been corrected and I am closely monitoring the sign-in sheets
daily.”

Board 8 should:

5. Adhere to City sick leave regulations concerning medical documentation.

Board 8 Response: “Community Board No. 8 Bronx agrees with the Comptroller’s office
on the findings in the audit report.  In addition, we agree with the Agency’s
Implementation Plan.”

Purchasing Weaknesses

During our review of the 122 sampled vouchers, we noted the following weaknesses:

• Invoices for six vouchers (one at Board 2, two at Board 5, one at Board 10, and two at
Board 11) were not stamped “vouchered,” as required by Comptroller’s Directive
#24;

• Board 8 had no invoice on file to support $200 in payments made to an individual for
cleaning services; and

• Board 11’s imprest fund checks were not stamped or inscribed “void after 90 days,”
as required by Comptroller’s Directive #3.

Recommendations

6. Boards 2, 5, 10, and 11 should ensure that all invoices are stamped “vouchered” after
payment is made.

Board 2 Response: “We will also be extra careful to stamp ‘vouchered’ on all vouchers.”

Board 5 Response: “Community Board 5 will purchase ‘vouchered’ stamp to ensure that
all payments are properly stamped.”

Board 10 Response: “We will make all necessary adjustments to be in complete
compliance with your regulations.”
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Board 11 Response: “In the past the Borough President’s staff used to be the ones to
mark the documents vouchered. This process was changed a short while ago, however,
we now have a vouchered stamp and are complying.”

7. Board 8 should maintain invoices for all its purchases.

Board 8 Response: “Community Board No. 8 Bronx agrees with the Comptroller’s office
on the findings in the audit report.  In addition we agree with the Agency’s
Implementation Plan.”

8. Board 11 should ensure that all imprest fund checks are stamped “void after 90 days.”
When ordering checks, the Board should require the bank to print “void after 90
days” on the new checks.

Board 11 Response: “We have already notified our bank that checks outstanding after 90
days are to be considered void and have typed on all our imprest checks the words ‘void
after 90 days.’”

Inventory Control Weaknesses

Our review disclosed that eight Boards did not maintain complete and accurate inventory
records for their equipment. In addition, six of those eight Boards did not ensure that all
equipment was properly tagged for identification. The specific findings are presented in Table
III, below.

Table III
Summary of Inventory Control Weaknesses

# of items
examined

# of items
listed with no

serial
numbers

# of items
with no

identification
tags

# of items
not recorded

on the
inventory

list
Board 2 13 7 1 1
Board 3 19 19 0 0
Board 4 17 2 2 0
Board 5 16 5 1 0
Board 6 14 5 14 0
Board 9 19 14 12 4
Board 10 13 8 0 1
Board 12 25 1 3 1

Totals 209 61 33 7
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Recommendations

Boards 2, 3, 4, 5, 6, 9, 10, and 12 should ensure that:

9.  Complete and accurate inventory records are maintained for equipment.

10.  All items are affixed with identification tags.

Board 2 Response: “The inventory list has been completed and will be updated on a
monthly basis.”

Board 3 Response: “Community Board Three will continue to ensure that it maintain
accurate inventory records for equipment purchased in that such records will contain a
list of items with appropriate identification tags and serial numbers.”

Board 4 Response: “We currently maintain a complete and updated list of physical assets
and are in compliance as requested.”

Board 5 Response: “The Community Board has revised its inventory list and all items
have identification tags with serial numbers.”

Board 6 Response: “[The Board] will update its equipment inventory list to ensure that
complete and accurate records (including serial numbers) are maintained for all
equipment. It will purchase and affix identification tags to all of its equipment so as to
identify the items as being property of the City of New York, Bronx Community Board
#6.”

Board 9 Response: “This board has contacted the 43rd Pct. to secure their engraving
machine, once we have this equipment we will engrave each of the items. . . . please note
that we will update and correct our inventory list adding the four items, which were
erroneously omitted.”

Board 10 Response: “We will make all necessary adjustments to be in complete
compliance with your regulations.”

Board 12 Response: “Serial Number for the CPU stationed at the Secretary’s desk has
been added to the list. All three items without identification tags have since been
identified and tagged. The one item not recorded on the Inventory List has been added to
same. The staff has been advised that at the end of each fiscal year we will update our
Inventory List and insure that all items have a serial number and an identification tag.”

Unused Equipment

We noted that seven pieces of equipment purchased by Board 1 as far back as June 1998
were never used. These items, costing the City $8,336, were still sealed in their original boxes.
The unused items are as follows:
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• One Lexmark printer costing $2,770, purchased on June 2, 1998;

• Two CSS computers and two Sceptre monitors costing $3,650, purchased on June 12,
1998;

• One Gateway laptop computer costing $1,764, purchased on May 15, 2003; and

• One Smith Corona typewriter costing $152, purchased on March 24, 2003.

The warranties for five of these items had expired before Board 1 even unpacked the
items and verified that they were working.  In addition, for two of these five items, Board 1
purchased extended warranties costing $662, which had expired in 2001.  Board 1’s District
Manager stated that the items were never installed because of electrical problems at the Board’s
office.

Recommendations

Board 1 should:

11. Ensure that it purchases only items that are needed and can be used by the Board.

12. Ensure that all new equipment is properly functioning when it is received.

13. Make arrangements to transfer any unneeded items to other Boards that can use them.

Board 1 Response: “Our board will make every effort to comply as to the findings of
noncompliance with timekeeping and inventory procedures.”

Poor Record Keeping Maintained
For Fund Raising Account

Board 2 maintains a bank account in which it deposits donations received from local
businesses and residents to pay for its Halloween parade and a holiday party.  Bank statements
indicated that Board 2 deposited $12,331 in this account during the audit period. However,
Board 2 did not maintain complete records to support the amount deposited. In fact, the Board 2
lists of contributions received totaled only $8,830—a difference of $3,501. In addition, we could
not determine whether all donations received were actually deposited since the account was not
reconciled and the dates the deposits were received were not included on the contribution lists.
Further, invoices for $9,252 of the $11,496 disbursed were unavailable for review, leading us to
question the propriety of these payments. We question the use of $1,865 by Board 2 to pay
Coach USA for three Atlantic City bus trips. Given the lack of documentation for this account
we could not determine whether any City Conflict of Interest Guidelines were violated.
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Recommendations

Board 2 should:

14. Maintain a cash receipts journal listing all donations received that includes donor’s
name, amount, date received, and date deposited.

15. Ensure that all funds are used for their intended purpose and that the expenditures are
supported by adequate documentation.

Board 2 Response: The Chairperson stated that she took issue “with the phrase
‘questionable expenses paid.’” According to the Chairperson “none of the expenses paid
from our fundraising account were questionable! Since some of the receipts for the
expenses were not available, the worst that could be said is that these expenses were
undocumented, not questionable.”  In any case, the Chairperson stated, “I realize that as
auditors you require proof of contributions and expenses, and we certainly intend to
faithfully follow your very constructive recommendations.”

Auditor Comment: While we are pleased that Board 2 intends to “faithfully follow” our
recommendations, we are concerned that the Chairperson believes that no questionable
payments were made from the fundraising account. As stated in the report, two payments
were made to pay for trips to Atlantic City; these trips are an obviously questionable use
of the fundraising account.  In addition, contrary to the Board’s response, we believe that
it could have obtained proper invoices for the expenses in question.








































