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THE CITY OF NEW YORK

OFFICE OF THE COMPTROLLER
1 CENTRE STREET
NEW YORK. N.Y. 10007-2341

John C. Liu

COMPTROLLER

June 17, 2010

To the Residents of the City of New York:

My office has audited the imprest fund of the Department of Consumer Affairs (DCA) to
determine whether DCA complied with Comptroller’s Directives, Procurement Policy Board
rules, and other City guidelines governing the administration of imprest funds. We audit entities
such as DCA as a means of ensuring that they comply with established policies and procedures.

DCA did not properly administer imprest funds in accordance with the guidelines governing
imprest fund administration. Specifically, miscellaneous funds were improperly deposited in the
imprest fund account; payments were made that were ineligible as imprest fund expenses;
duplicate payments were processed for reimbursement: required monthly reconciliations were
not conducted; there was inadequate documentation to substantiate payments; sales tax was
improperly paid: and one check exceeded the threshold amount for imprest fund payments.

The audit recommends that DCA should ensure that all deposits from sources other than imprest
fund reimbursements are deposited in the general fund; monthly reimbursement vouchers are
processed for imprest fund expenses; imprest fund expenditures are not used for proscribed
expenses; all processed payments and supporting documentation are properly stamped: monthly
petty cash counts and bank reconciliations are performed; Comptroller’s Directive requirements
are complied with for listing, aging, and following up outstanding checks; and all documentation
to substantiate payments is contained in Department files.

The results of the audit have been discussed with DCA officials, and their comments have been
considered in preparing this report. Their complete written response is attached to this report.

If you have any questions concerning this report, please e-mail my audit bureau at
audit@Comptroller.nve.gov.

Sincerely,

John C. Liu
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The City of New York
Office of the Comptroller
Bureau of Financial Audit

Audit Report on the Administration of the
Department of Consumer Affairs Imprest Fund

FR10-105A

AUDIT REPORT IN BRIEF

We performed an audit on the Department of Consumer Affairs’ (Department)
compliance with Comptroller’s Directives, Procurement Policy Board rules, and other City
guidelines governing the administration of imprest funds.  Imprest funds are agency-controlled
checking accounts that can be used for small purchases and petty cash transactions. In Fiscal
Year 2009, the Department made 537 imprest fund payments totaling $40,569.20. Additionally,
in Fiscal Year 2009, the Department replenished the imprest fund account by $27,249.44 for 346
reimbursements processed.

Audit Findings and Conclusions

The Department did not properly administer imprest funds in accordance with the
guidelines governing imprest fund administration. Specifically, miscellaneous funds were
improperly deposited in the imprest fund account; payments were made that were ineligible as
imprest fund expenses; duplicate payments were processed for reimbursement; required monthly
reconciliations of petty cash counts and bank accounts were not conducted; there was inadequate
documentation to substantiate payments; sales tax was improperly paid; and one check exceeded
the threshold amount for imprest fund payments.

Audit Recommendations

This report makes a total of 12 recommendations. The major recommendations are that
the Department should ensure that:

e All deposits from sources other than imprest fund reimbursements are deposited in
the general fund and not in the imprest fund.

e Monthly reimbursement vouchers are processed for imprest fund expenses.
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Imprest fund expenditures are not used for personal service costs, consultant fees,
monthly expenditures, and other proscribed expenses.

All processed payments and supporting documentation are stamped showing amount
paid, check number and check date.

Monthly petty cash counts and bank reconciliations are performed.

Comptroller’s Directive requirements are complied with for maintaining a list of
checks and for aging and following up outstanding checks.

All documentation to substantiate payments is contained in Department files.
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INTRODUCTION

Background

The Department of Consumer Affairs (Department), created in 1968, is responsible for
protecting consumer rights; mediating and resolving consumer complaints; issuing licenses for 57
industries; enforcing the City’s consumer protection law and other related city and state laws;
educating New Yorkers about their rights as consumers and responsibilities as businesses; and
litigating against rule-breaking businesses.

Imprest funds are agency-controlled checking accounts that can be used for small purchases
and petty cash transactions. Agency requests to establish new imprest funds are made to the
Comptroller’s Office and, if approved, subsequently funded by the Department of Finance for
amounts ranging from $4,000 to $50,000. City agencies must administer their imprest funds in
accordance with procedures in Comptroller’s Directives #3, #6, and #11, and Procurement Policy
Board rules. In Fiscal Year 2009, the Department made 537 imprest fund payments totaling
$40,569.20. Additionally, in Fiscal Year 2009, the Department replenished the imprest fund
account by $27,249.44 for 346 reimbursements processed.

Objective(s)

Our objective was to determine whether the Department of Consumer Affairs complied
with Comptroller’s Directives, Procurement Policy Board rules, and other City guidelines
governing the administration of imprest funds.

Scope and Methodology

We conducted this performance audit in accordance with generally accepted government
auditing standards. Those standards require that we plan and perform the audit to obtain
sufficient, appropriate evidence to provide a reasonable basis for our findings and conclusions
based on our audit objectives. We believe that the evidence obtained provides a reasonable basis
for our findings and conclusions based on our audit objectives. This audit was conducted in
accordance with the audit responsibilities of the City Comptroller as set forth in Chapter 5, §93,
of the New York City Charter.

The scope of this audit was Fiscal Year 2009.

To understand imprest fund transactions, we reviewed Comptroller’s Directive #3
(“Procedures for the Administration of Imprest Funds”), #6 (“Travel, Meals, Lodging and
Miscellaneous Agency Expenses”), #11 (“Cash Accountability and Control”), the Procurement
Policy Board rules, and the Department’s Imprest Fund Policies and Procedures Manual. In
addition, we interviewed agency officials, including the Director of Finance and the imprest fund
custodian who are responsible for administering the imprest fund account. We assessed and
documented in a memorandum the Department’s internal controls over the imprest fund by
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evaluating the information obtained during our interviews and walkthroughs. We ascertained
whether the existing segregation of duties pertaining to the imprest fund account was adequate
for requesting reimbursements and processing reimbursement payments, and whether there were
adequate supervisory approvals and bank reconciliations.

To determine the total payments made by the Department during Fiscal Year 2009 for
imprest fund transactions, we reconciled the list of transactions provided by Department officials
with a list obtained from the City’s Financial Management System (FMS).

To determine whether the Department complied with Comptroller’s Directives and other
City guidelines governing imprest funds, we analyzed imprest fund transactions processed under
four Payment Reimbursement Vouchers (PVRs). We randomly selected 108 payments totaling
$9,083.67 and judgmentally selected 26 payments totaling $2,452 that represented certain types
of procurement. Our total sample consisted of 134 payments totaling $11,536.44, or 42 percent
of the total amount of reimbursements processed in Fiscal Year 2009 ($27,249.44), which
included payments to employees and vendors. In addition, we reviewed all 55 petty cash
transactions totaling $2,308.05. We examined the sampled payments to determine whether they
were substantiated by appropriate invoices or receipts and had required approvals. For the
review of petty cash transactions, we reconciled the total amount of the transactions from the
petty cash ledger to the amounts recorded in the Department’s journal for reimbursements using
the Microsoft Money Management System.

We examined the relevant documentation to ascertain whether use of the imprest fund
was warranted and whether expenses were charged to correct object codes and did not exceed the
maximum $250 threshold for imprest fund disbursements. Additionally, we determined whether
the vouchers contained duplicate reimbursements or duplicate requests for reimbursements and
whether the requests processed and paid were hand-stamped and recorded the paid amount,
check number and check date.

In order to ensure that petty cash was properly safeguarded, we reviewed the
Department’s procedures for maintaining petty cash. We inspected the location of the petty cash
to determine whether it was kept in a safe or other locked and secure receptacle. We conducted
an unannounced check of the petty cash and checked whether all 55 transactions had supporting
documentation and did not exceed the $250 threshold amount.

We examined the Department’s imprest fund bank account and checkbooks to determine
whether the checkbook was safeguarded and that access was limited to authorized personnel.
We ascertained whether canceled checks had authorized signatures, were payable to specified
payees (not to “bearer” or “cash”), and were inscribed “void after 90 days.” We also determined
whether all voided checks were accounted for and recorded in the bank reconciliation.

! The Department uses Microsoft’s Money Management system for recording transactions and processing
reimbursements.
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Discussion of Audit Results

The matters covered in this report were discussed with Department officials during the
course of this audit. A preliminary draft report was sent to Department officials on March 29,
2010, and discussed at an exit conference held on April 15, 2010. We incorporated certain
information provided by the Department officials at the exit conference by revising our
preliminary draft report. Those revisions were reflected in our draft report, which was submitted
to the Department on May 6, 2010, with a request for comments. We received written comments
from the Department on May 20, 2010.

In its response, the Department stated, “Overall, we generally agree with most of your
recommendations and have already taken appropriate action on implementation.” Department
officials agreed with eight recommendations, partially agreed with three recommendations, and
disagreed with one recommendation. We note that while the Department may have agreed with
with many of our recommendations, we cannot confirm the accuracy of the Department’s
statement that it has “taken appropriate action on implementation.”

The Department’s response is included as an addendum to this report.
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FINDINGS AND RECOMMENDATIONS

The Department did not properly administer imprest funds in accordance with the
guidelines governing imprest fund administration. Specifically, miscellaneous funds were
improperly deposited in the imprest fund account; payments were made that were ineligible as
imprest fund expenses; duplicate payments were processed for reimbursement; required monthly
reconciliations of petty cash counts and bank accounts were not conducted; there was inadequate
documentation to substantiate payments; sales tax was improperly paid; and one check exceeded
the threshold amount for imprest fund payments.  Finally, many of the internal control
deficiencies discussed in this report were associated with the Department’s use of Microsoft’s
Money Management software—a computerized personal finance system that the Department
uses to record transactions and process reimbursements.

These matters are discussed in the following sections of this report.

Funds Improperly Deposited

The Department improperly deposited in the imprest fund eight deposits totaling
$11,323.84. As the funds were obtained from miscellaneous sources (e.g., Mayors Fund), the
Department should have deposited them in the general fund as required by 85.1.7 of
Comptroller’s Directive #3 and by the Department’s Policies and Procedures Manual.?
Consequently, the amount of available funds in the imprest account was distorted, and payments
were charged against inappropriate deposits.  Although the Department advised the
Comptroller’s Office Bureau of Accountancy of this problem on July 30, 2009, the Department
did not take remedial steps until January 2010—after we brought the matter to the attention of
Department officials.

By making deposits to the imprest fund from ineligible sources, the amount of available
funds was inflated, thereby improperly relieving the Department of the requirement to replenish
the funds monthly. The Department’s Policies and Procedures Manual states that “the imprest
fund is replenished once per month for the money expended during the previous month if
necessary. If a replenishment covers more than one calendar month, a separate PVR must be
created for each separate month.”

Comptroller’s Directive #3 sets forth the salient reason that City agencies must comply
with all regulations governing imprest funds. According to the Directive, “although imprest
fund expenditures are minor in nature, Agency Heads must be alert to the fact that imprest funds,

2The Department’s Policies and Procedures Manual that was provided to us on December 15, 2009 did not
have an “effective implementation date.” Department officials told us that it implemented the Manual in
Fiscal Year 2010.

® The Department advised us that it promulgated a new procedure to deposit all future miscellaneous funds
in the general fund under budget code 2601, revenue code 44061.
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and their petty cash components, have significant potential for abuse and misappropriation.”
Accordingly, the Department must ensure that it adheres to all requirements for administering
imprest funds, including those that pertain to the deposit of account funds.

Recommendations
The Department should ensure that:

1. All deposits from sources other than imprest fund reimbursements are deposited in
the general fund and not in the imprest fund as required by Comptroller’s Directive
#3.

Department Response: “DCA agrees with this recommendation; however, the audit
report misstates the actions taken by the Department to correct the matter. In this finding
the audit report states, ‘the Department did not take remedial steps until January 2010—
after we brought the matter to the attention of Department officials.” This is not the case.
During the course of the audit, and at the exit conference, DCA staff explained and
provided e-mails showing the Department had been corresponding with the New York
City Comptroller’s Office Bureau of Accountancy to rectify the situation since July 30,
2009. (Footnote 1: See correspondence in Attachment A). Moreover, on October 27,
2009, DCA was notified by the NYC Comptroller’s Bureau of Accountancy that they
‘still need to discuss the matter further’ and would get back to DCA; no follow up has
been received to date.”

Auditor Comment: In its July 30, 2009 letter to the Comptroller’s Office (Attachment
A), the Department advised, “A process is being developed by which these checks (i.e.,
the $11,323.84 in improper fund deposits) will be put into our programmatic budget to
reimburse the use of city funds. Once this revenue source code is in place, the checks
will be processed into the correct account.” But the Department did not implement this
process until January 2010. Undertaking remedial steps and promulgating the new
process was the Department’s responsibility, notwithstanding any correspondence it
carried out with the Comptroller’s Office.

2. Monthly reimbursement vouchers are processed for imprest fund expenses as required
by Comptroller’s Directive #3.

Department Response: “DCA agrees with this recommendation and prior to the close of
the audit, implemented procedures to ensure the appropriate processing of reimbursement
vouchers.”
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Payments for Ineligible Expenses

The Department processed 32 payments of which $3,010.63 were ineligible as imprest
fund expenses." Comptroller’s Directive #3, §6.0, states that “under no circumstances may
imprest funds be used for any improper expenditure, including but not limited to . . .
honorariums, personal service costs, consultant fees . . . [or] continuing monthly expenditures.”
The ineligible expenses were for security services, consulting services, annual inspection fees,
laundry services, donations, light bulbs, paint, head phones, phone and Web services, and other
miscellaneous charges. These services and purchases were not permitted by Comptroller’s
Directive #3 and should have been procured by other means such as those discussed in
Comptroller’s Directive #24 or by requirement contracts of the Department of Citywide
Administrative Services (see Appendix).

Recommendation

3. The Department should ensure that imprest fund expenditures are not used for
personal service costs, consultant fees, monthly expenditures, and other expenses that
are proscribed by Comptroller’s Directive #3. In that regard, prohibited expenditures
should be procured by other permitted means, as discussed in Comptroller’s Directive
#24, or by requirement contracts.

Department Response: “DCA agrees with this recommendation and prior to the close of
the audit implemented procedures to ensure proper expenditures are made from the
imprest fund.”

Duplicate Reimbursements

Twenty-six duplicate checks for payments totaling $1,822.76 were processed for
reimbursements on two different vouchers (PVR No. 00000556476 dated May 12, 2009, and
PVR No. 00000548860 dated March 20, 2009). Although we confirmed the Department’s
assertion that none of the actual payments to individuals were replicated, the processing of
duplicate reimbursements inflated the reimbursement amount and overstated the Department’s
expenses by $1,822.76 for Fiscal Year 20009.

We attribute this problem to the Department’s failure to comply with 85.4.9 of
Comptroller’s Directive #3, which states, “for purposes of providing an audit trail and preventing
duplicate payments, all invoices, receipts, supporting documentation must be hand stamped as
follows: PAID $ CHECK # DATE . However, the 134 sampled transactions
either lacked the required stamps or had incomplete documentation. Had the Department
complied with this important internal control, the likelihood of processing duplicate
reimbursements would have been minimized.

4 Of the 32 payments, four were partially ineligible.

8 Office of New York City Comptroller John C. Liu




Recommendation

4. The Department should ensure that all processed payments and supporting
documentation are stamped showing amount paid, check number, and check date as
required by Comptroller’s Directive #3.

Department Response: “While DCA believes the operational impact of uniquely hand
stamping each document associated with every payment may outweigh its potential
benefit, procedures were implemented prior to the close of the audit to ensure that all
processed payments and supporting documentation are stamped showing amount paid,
check number and check date. The Department will however evaluate the effectiveness
of this process to determine if alternative options, providing the same control, need to be
explored.”

Auditor Comment: Any alternative options that the Department may consider for

providing an audit trail and preventing duplicate payments must adhere to the provisions
of Comptroller Directive #3.

Problems with Account Reconciliation

The Department did not carry out required monthly reconciliations of petty cash counts
and bank accounts. Comptroller’s Directive #3, 85.3.4, states that “petty cash count
reconciliations must be performed monthly and the results confirmed in writing by the individual
making the petty cash count.” In addition, Comptroller’s Directive #3, 85.1.10, states, “Bank
accounts must be reconciled promptly each month. Voided checks must be noted on the bank
reconciliation. Outstanding checks must be aged showing the date issued and the amount.”

Despite these stipulations, the petty cash account was reconciled on only four occasions
in Fiscal Year 2009.° Monthly reconciliations for the imprest fund bank account were not
performed at all in Fiscal Year 2009. As a consequence of not reconciling the bank account, the
Department could not account for two checks (#5480 and #5494) that it claimed were processed
for payment in May 2009. Moreover, by neglecting to include the two checks in a sequential
listing, the Department contravened Comptroller’s Directive #3, 85.1.8, which requires that “an
Imprest Fund Disbursement Journal listing all checks in sequential order including those voided,
must be maintained on a daily basis.” We note that it was only after we brought this matter to
the Department’s attention on February 16, 2010 that the Department corrected its records and
voided the checks on February 19, 2010—almost eight months after the end of Fiscal Year 2009.

Furthermore, as the missing checks had not been declared “void” and were outstanding
more than 60 days, the Department violated Comptroller’s Directive # 3, 85.1.13, which requires
that “when checks, regardless of dollar amount, remain outstanding more than sixty days,

> According to Department officials, reconciliations took place when the imprest fund was replenished.
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agencies must commence a follow up.” Clearly, the necessity of following-up the status of the
missing checks would have been apparent had the Department done the required bank
reconciliations and aged the outstanding checks.

Our reconciliation of the petty cash journal and our review of cash advances to
employees showed that cash advances totaling $66.30 lacked supporting documentation.
Furthermore, in three cases, petty cash amounts were not properly recorded in the petty cash
journal. Finally, improper sales taxes of $11.99 were paid for petty cash purchases. Had the
Department performed the required monthly reconciliations, it would have uncovered the
recording errors and identified the cash advances that lacked supporting documentation.
Comptroller’s Directive #3, 85.3.8, states that “cash advances to employees should be noted in
the Petty Cash Journal, and be monitored for the receipt of an employee accounting and the
collection of balances due, if any, from the employee.”

Recommendations
The Department should:

5. Perform monthly petty cash count and bank account reconciliations in accordance
with Comptroller’s Directive #3.

Department Response: “DCA agrees with this recommendation and prior to the close of
the audit implemented procedures to ensure that petty cash and bank account
reconciliations are performed in an appropriate manner.”

6. Comply with Comptroller’s Directive requirements for maintaining a list of checks
and for aging and following up outstanding checks.

Department Response: “DCA agrees with this recommendation and prior to the close of
the audit implemented procedures to ensure compliance with applicable requirements. It
should be noted that the Department has always taken an affirmative measure by ensuring
that all imprest fund checks are preprinted with ‘not valid after 60 days.””

Auditor Comment: The assertion that checks are no longer valid after 60 days—an
important control—does not relieve the Department of its obligation to maintain, follow
up, and age outstanding checks as required by the Directive.

7. Ensure that the finance director reviews all petty cash expenditures as required by
Comptroller’s Directive #3. In that regard, the Department should ensure that the
cash advances totaling $66.30 are properly substantiated and that all cash advances
and refunds are accurately reported in the petty cash journal.

Department Response: “DCA has reviewed Directive #3 and cannot locate any
provision that mandates the director of finance to review all petty cash expenditures. As
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explained throughout the audit each petty cash request is approved by the requesting
employee’s direct supervisor and additionally reviewed by DCA’s imprest fund
custodian. The petty cash expenditures are reviewed monthly by the petty cash
reconciler.

“The cash advances totaling $66.30 have been reviewed and properly substantiated.”

Auditor Comment: The Department’s Policies and Procedures Manual states that “the
Finance Director reviews all petty cash expenditures since the previous replenishment.”
Section 5.3.4 of Directive #3 states that “petty cash count reconciliations must be
performed at least monthly and the results confirmed in writing by the individual
making the petty cash count.” (Emphasis added.) Clearly, in this instance, the Finance
Director is the designated individual who reviews and reconciles petty cash counts.

There was no documentation to substantiate the Department’s contention that the cash
advances totaling $66.30 were reviewed and substantiated.

Other Internal Control Problems

fund.

We identified other problems with the Department’s internal controls over the imprest

e The Department did not maintain adequate documentation to substantiate 13 instances
of reimbursements totaling $1,018.67, as required by Comptroller’s Directive #3,
85.5, which states that “the maintenance of complete and accurate supporting
documentation is important in an imprest fund environment. Agencies must ensure
that adequate files exist in full support of each imprest fund transaction. All
documentation related to the individual transaction, including adding machine tapes,
must be maintained to substantiate the expenditure.”  The unsubstantiated
expenditures consisted of two payments that lacked sufficient documentation to
substantiate the total amount of the payments; seven payments that lacked required
supporting invoice or receipts; four payments that lacked required supervisory
approval; and one payment that lacked required signatures. (See Appendix.)

e The amount of check #5166 (processed on October 14, 2008) for $291.25 violated the
provision of §2.0 of Comptroller’s Directive #3, which states that “individual
purchase or disbursements must not exceed $250.” (See Appendix.)

e The Department improperly paid sales taxes totaling $54.77 in 7 cases, thereby
contravening the Department’s Policies and Procedures Manual, which states that “no
sales tax should be included” in reimbursement request forms.® (See Appendix.)

® After we issued the preliminary audit report on March 29, 2010, the Department applied to the New York
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Recommendations
The Department should ensure that:

8. All documentation to substantiate payments is contained in Department files as
required by Comptroller’s Directive #3.

Department Response: “DCA agrees with this recommendation and prior to the close of
the audit implemented procedures to ensure appropriate documentation is obtained and
maintained.”

9. Imprest fund disbursements do not exceed $250, as required by Comptroller’s
Directive #3.

Department Response: “DCA agrees with this recommendation and, well before the
start of this audit, had all imprest fund checks marked with the following statement —
‘amounts over $250.00 void’. The Department has reminded staff of its policy on this
and increased oversight of the process.”

10. Imprest fund reimbursements do not include sales tax.

Department Response: “DCA partially agrees with this recommendation and prior to the
close of the audit implemented procedures to prevent sales tax from being included in
imprest fund reimbursements in most cases. In unique situations, such as undercover
Enforcement operations, where the Department deems it appropriate to reimburse for
sales tax, procedures were implemented to recoup the sales tax from the State of New
York.”

11. Required documentation is obtained for the cases noted in this audit. Furthermore,
the Department should recoup any payments for those cases that cannot be fully
substantiated.

Department Response: “DCA partially agrees with this recommendation. The audit
cites thirteen instances of reimbursement without adequate documentation. DCA
reviewed the spreadsheet accompanying the audit report and determined the four expense
forms listed as ‘not approved’ by a supervisor were in fact approved. Documentation
showing this was supplied during the course of the audit and at the exit conference.
(Footnote 2: See correspondence in Attachment B). As for the nine cases cited for not
containing sufficient documentation, the Department will review and handle them
appropriately.”

State Department of Taxation and Finance for a $54.77 credit or refund.
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Auditor Response: We found various problems with the documentation provided by the
Department to substantiate the four disputed expense forms. These problems included a
lack of supervisory approval and date on all the expense form sheets and the dubious use
of an apparent signature stamp. Given the significant potential for abuse and
misappropriation of imprest funds, the Department must ensure that controls over imprest
fund reimbursement comply fully with Comptroller’s Directive #3, which requires that
“Agencies must ensure that adequate files exist in full support of each imprest fund
transaction.”

Problems with the Department’s Use of the Computerized System

Many of the internal control deficiencies discussed in this report were associated with the
Department’s use of Microsoft’s Money Management software—a computerized personal
finance system that the Department uses to record transactions and process reimbursements. Our
review found that the system was not adapted to the specific requirements of administering an
agency imprest fund.

Thus, the system lacked a feature to reconcile checks processed for payments and checks
submitted to the City’s Financial Management System for reimbursement. Furthermore, the
system was not designed to reconcile and age outstanding checks and to reject any payment
exceeding $250, as required by Comptroller’s Directive #3.

Consequently, the Department must ensure that the computerized system can adequately
record and reconcile imprest fund transactions and process reimbursements in accordance with
Comptroller’s Directives.

Recommendation

12. The Department should ensure that the computerized system for administering
imprest fund deposits and transactions:

e reconciles checks processed for payments and checks submitted to FMS for
reimbursement;

e reconciles and ages outstanding checks;

e rejects any payment exceeding $250.

Department Response: “DCA partially agrees with this recommendation. The
Department agrees imprest fund checks processed for payment and submitted to FMS for
reimbursement should be reconciled, outstanding imprest fund checks should be aged and
reconciled, and imprest fund checks should not exceed $250.00; however, it does not
agree such activity is mandated to take place in a computerized system. As noted in the
audit report, DCA currently uses Microsoft Money management system to administer the
imprest fund. This system does not have the capability to automatically perform the tasks
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previously noted, but it does allow the user to run reports providing all the necessary
information. Nevertheless, DCA will research other software options to see if there are
any that automate these tasks, meet the Department’s needs and are within budgetary
constraints.”

Auditor Comment: We did not assert that recommended activities for the computerized
system are “mandated to take place.”  Nevertheless, given the Department’s
acknowledgment that the computerized system can generate reports providing all
necessary information, the Department should consider converting this information to a
format that can be used to perform required reconciliations and check aging.

14
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Analysis of Imprest Fund Reimbursements

Appendix
(Page 1 of 3)

Check Improper Use
Amount of Imprest
Does Not | Not Stamped Fund-
Agree With | "Paid, Check Expenditure
No Invoice,| Invoice, Amount # & Not
Expense | Receiptor | Receipt or | Date" On Any Allowable As | Check
Form Not [Documents| Expense of the Per Amount
Voucher Approved by | to Support Form Supporting Sales |Comptroller's | Exceede
Processed| Check # | Check Date | Amount Description Supervisor Payment Amount |Documentation | Tax Paid | Directive #3 | d $250
9/16/08 5017| 7/22/2008 250.00|Refill Imprest Petty Cash X
9/16/08 5018| 7/23/2008 16.00{Mass Transit X
9/16/08 5024| 7/28/2008 68.88|Auto Mileage X
9/16/08 5025| 7/28/2008 92.00|Mass Transit X
9/16/08 5029| 8/28/2008 58.00|Mass Transit X
9/16/08 5036| 8/28/2008 54.00|Mass Transit X
9/16/08 5037| 8/28/2008 58.00{Mass Transit X
9/16/08 5039| 8/28/2008 68.00|Mass Transit X X
9/16/08 5040( 8/28/2008 82.45|Personal Car Usage, X X
9/16/08 5041| 8/28/2008 159.60|Personal Car Usage X
9/16/08 5050| 8/28/2008 20.00|Mass Transit X X
9/16/08 5052| 8/28/2008 24.00|Mass Transit X
9/16/08 5060| 8/28/2008 8.00[{Mass Transit X
9/16/08 5065| 8/28/2008 84.00|Mass Transit X
9/16/08 5068| 8/28/2008 44.00|Mass Transit X
9/16/08 5069( 8/28/2008 32.00|Mass Transit X
9/16/08 5073| 8/28/2008 187.00|Mass Transit X
9/16/08 5074| 8/28/2008 12.48|Reimb for Certified X
9/16/08 5076| 8/28/2008 47.00|Mass Transit X
9/16/08 5082| 8/28/2008 31.49|Survey Testing X $0.89
9/16/08 5084 9/3/2008 201.36|Personal Car Usage and X X
9/16/08 5085| 9/3/2008 122.60|Auto Mileage plus Toll X X
9/16/08 5086| 9/3/2008 168.87|Quarter 8/1/08 to X $13.05 X
9/16/08 5087| 9/3/2008 200.00|Individual Session with X X
9/16/08 5090 9/3/2008 48.65|Cards A.G. Everyday/8x10 X $3.76 X
9/16/08 5091 9/3/2008 26.60|Taxi service from home X
9/16/08 5092| 9/3/2008 8.40|Personal Car Usage X
9/16/08 5095| 9/11/2008 30.00|Classified Ad for X X
9/16/08 5107| 9/11/2008 126.00|Reimbursement for X
9/16/08 5108| 9/11/2008 42.00|{Personal Car Usage - X
9/16/08 5109 9/11/2008 109.20|Personal Car Usage X
9/16/08 5115| 9/11/2008 10.00{Mass Transit X
9/16/08 5116| 9/11/2008 121.40|Personal Car Usage X
9/16/08 5021 7/23/2008 51.50|Personal Car Usage & X X
9/16/08 5023| 7/28/2008 30.70{Mass Transit, Car Wash, X X
9/16/08 5046| 8/28/2008 21.00|Mass Transit to/from X X X
9/16/08 5083| 9/3/2008 12.24{Power Steering Fluid & X $ 025 X
9/16/08 5089| 9/3/2008 200.00|Truck Scale Weights X X
9/16/08 5098 9/11/2008 21.00|Mass Transit & Laundry X X X
9/16/08 5099| 9/11/2008 31.00|Mass Transit, Gloves, X X
1/9/09 5129| 9/23/2008 250.00|{Cancellation Charge - X X
1/9/09 5130| 9/23/2008 193.78|Billing for verizon X $ 14.98 X
1/9/09 5135| 9/23/2008 151.20|AUGUST REIMB X
1/9/09 5141| 9/23/2008 250.00|REFILL IMPREST PETTY X
1/9/09 5142| 9/23/2008 110.00|GLASS FOR CHEVY X
1/9/09 5143| 9/29/2008 126.00|Reimbursement to X
1/9/09 5150(10/14/2008 19.00|REIMB OCT TAXI - Seema X
1/9/09 5151(10/14/2008 40.00|REIMB SEPT TRANSIT X
1/9/09 5154)10/14/2008 69.94|REIMB SEPT X
1/9/09 5156)10/14/2008 38.64|SEPT 26, 30 REIMB X

Office of New York City Comptroller John C. Liu
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Check Improper Use
Amount of Imprest
Does Not | Not Stamped Fund-
Agree With | "Paid, Check Expenditure
No Invoice, Invoice, Amount # & Not
Expense Receipt or | Receipt or | Date" On Any Allowable As | Check
Form Not |Documents| Expense of the Per Amount
Voucher Approved by | to Support Form Supporting Sales |Comptroller's | Exceede
Processed| Check # | Check Date | Amount Description Supervisor Payment Amount |Documentation| Tax Paid | Directive #3 d $250
1/9/09 5161(10/14/2008 142.80|REIMB SEPT X
1/9/09 5168)10/21/2008 166.60|REIMB SEPTEMBER X
1/9/09 5171(10/21/2008 127.88|REIMB AUG & SEPT X
1/9/09 5172)10/21/2008 168.87|Quarterly Billing for ADT X $13.05 X
1/9/09 5174)10/22/2008 146.31|INV #25504 X
1/9/09 5176| 11/5/2008 134.96|REIMB SEPTEMBER X
1/9/09 5177| 11/5/2008 13.99{REIMB. DUNKIN FOR X
1/9/09 5181 11/5/2008 200.00|Payment for Invoice for X X
1/9/09 5183]11/10/2008 50.10]QWL CEREMONY GIFTS X X
1/9/09 5184)11/10/2008 44.00{REIMB TRANSIT 9/11 - X
1/9/09 5187(11/12/2008 31.12|Charges for Phone/Web X
1/9/09 5192(11/14/2008 159.60|REIMB OCTOBER X
1/9/09 5194)11/14/2008 8.00{REIMB OCTOBER X
1/9/09 5199(11/14/2008 67.95|REIMB OCTOBER X
1/9/09 5206(11/14/2008 100.80|REIMB OCTOBER X
1/9/09 5207)11/14/2008 88.70|REIMB OCTOBER X
1/9/09 5208(11/17/2008 84.00|]OCTOBER REIMB AUTO X
1/9/09 5209)11/17/2008 24.00|OCTOBER REIMB TRANSIT X
1/9/09 5210)11/18/2008 162.68|REIMB SEPTEMBER X
1/9/09 5213(11/24/2008 52.40|REIMB SEPTEMBER X
1/9/09 5163)10/14/2008 151.20|REIMB SEPTEMBER X
1/9/09 5173[10/22/2008 100.00|Prcess Server - Legal X
1/9/09 5203[11/14/2008 176.40|OCTOBER REIMB TRANSIT X
1/9/09 5215)11/24/2008 141.20|REIMB October X
1/9/09 5217)11/24/2008 34.00|REIMB October Transit X
1/9/09 5131| 9/23/2008 113.79|Service Billing for X $ 8.79 X
1/9/09 5132| 9/23/2008 128.09|Supplies purchase from X X
1/9/09 5146(10/10/2008 59.79|Crain's New York X X
1/9/09 5152(10/14/2008 18.94|Leather Pouch Case for X X
1/9/09 5162)10/14/2008 78.73|September Auto X X
1/9/09 5166(10/14/2008 291.25|August and September X X
1/9/09 5174(10/22/2008 145.31|Supplies purchase from X X
1/9/09 5175/ 10/23/2008 81.00fCollection Notice X X
1/9/09 5189(11/14/2008 102.20|Round Beveled Crystal X X
3/20/09 5224[12/15/2008 170.00|Food for Agency Winter X
3/20/09 5228)12/15/2008 16.80|Personal Auto Mileage X
3/20/09 5230(12/15/2008 68.32|IPersonal Auto Mileage X
3/20/09 5231)12/15/2008 144.00|Travel from home to X X X
3/20/09 5239(12/19/2008 28.00|Mass Transit-Intern X
3/20/09 5240(12/19/2008 88.06|Mass Transit & Meter X
3/20/09 5241)12/19/2008 24.00|Mass Transit X
3/20/09 5245)12/19/2008 143.08|Mass Transit & Personal X
3/20/09 5246(12/19/2008 117.60|Personal Auto Mileage X
3/20/09 5247|12/19/2008 74.30[Mass Transit & Personal X
3/20/09 5249)12/19/2008 76.40|Mass Transit X
3/20/09 5250(12/19/2008 120.71|Mass Transit, Personal X
3/20/09 5254| 1/2/2009 52.00{Mass Transit X
3/20/09 5258| 1/2/2009 130.92|Mass Transit & Personal X
3/20/09 5260 1/2/2009 32.75|NY Times, Daily News, X
3/20/09 5265| 1/2/2009 18.57|Duane Reade Winter X X
3/20/09 5266| 1/2/2009 208.73|Taxi to Airport & Meals X
3/20/09 5269 1/6/2009 39.95|Crain's NY Business X
3/20/09 5270| 1/7/2009 19.95|Subscription-Computer X X

Office of New York City Comptroller John C. Liu
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Check Improper Use
Amount of Imprest
Does Not | Not Stamped Fund-
Agree With | "Paid, Check Expenditure
No Invoice, Invoice, Amount # & Not
Expense Receipt or | Receipt or | Date" On Any Allowable As | Check
Form Not |Documents| Expense of the Per Amount
Voucher Approved by | to Support Form Supporting Sales |Comptroller's | Exceede
Processed| Check # [ Check Date | Amount Description Supervisor | Payment Amount |Documentation | Tax Paid | Directive #3 | d $250
3/20/09 5284| 1/7/2009 84.00|Cab and bus to/from X
3/20/09 5286| 1/7/2009 14.00{Mass Transit & Personal X
3/20/09 5289| 1/7/2009 160.96|Mass Transit & Personal X X
3/20/09 5293| 1/20/2009 51.52|Personal Auto Mileage X
3/20/09 5295| 1/20/2009 163.50|Personal Auto Mileage X
3/20/09 5296| 1/20/2009 7.00{Mass Transit & Tel. calls X
3/20/09 5297| 1/20/2009 109.20|Personal Auto Mileage X
3/20/09 5299| 1/20/2009 52.00|Mass Transit X
3/20/09 5300f 1/20/2009 11.80fTaxi Travel X
3/20/09 5302| 1/20/2009 30.00|Magazine Subscription X X
3/20/09 5303| 1/20/2009 99.04|Hardware supplies X X
3/20/09 5222 02/12/09 14.41{Phone & Web X X
3/20/09 5301 1/2/2009 114.00|Award Plaque, Desk Set X X
3/20/09 5304| 1/20/2009 164.39|Quarterly billing foran X X
3/20/09 5310] 1/30/2009 118.78|AC Adapter, 65 Watt for X X
3/20/09 5264| 1/2/2009 51.85|Light Hdphone w/VC, X X
5/12/09 5287| 1/7/2009 115.60] August & December X X
5/12/09 5292| 1/16/2009 83.08|INV # S-06483 - Delivery X
5/12/09 5296| 1/20/2009 7.00|REIMB DECEMBER FOR X
5/12/09 5297| 1/20/2009 109.20|REIMB JULY & DECEMBER X
5/12/09 5310] 1/30/2009 118.78| AC ADAPTAPTER 65 WATT X X
5/12/09 5312| 2/5/2009 32.50|Jan reimbursement for X
5/12/09 5313 2/5/2009 16.97|REIMB (01/08/09- X
5/12/09 5322| 2/6/2009 98.40|Jan Transit X
5/12/09 5323| 2/6/2009 12.00f Mass Transit X
5/12/09 5324 2/6/2009 118.00] Mass Transit X
5/12/09 5325| 2/6/2009 33.60| Personal Car Mileage X
5/12/09 5326] 2/6/2009 84.00| Personal Car Mileage X
5/12/09 5328| 2/9/2009 18.08] Phone/Web Conferencin X
5/12/09 5332| 2/13/2009 38.00f Mass Transit X
5/12/09 5334| 2/13/2009 6.00] Mass Transit X
Count 134 4 7 2 134 7 32 1
Total Amount 11,536.44 371.81 531.26 259.60 11,536.44 54.77 3,010.63| 291.25

(1) Total amount for Incomplete Missing Documentation =

Total instances for Incomplete Missing Documentation = 13(4+7+2)
Note 1: Total of payments=5$1,162.67 [$371.81+$531.26+5259.60], however since Check #5231 for $144 has two findings, we deducted the amount of $144 from $1,162.67,
resulting in a net amount of $1,018.67.

1,162.67 (371.81+531.26+259.60)

Office of New York City Comptroller John C. Liu
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Department of
Consumer Affairs

(4;0 years
. v

of ensuring a fair and
vibranl marketplace

Jonathan Minlz
Commissioner

42 Broadway
8th Floor
Naw York, NY 10004

+1 212 487 4401 1!
+1 212 487 4197 [ax

nyc.goviconsumers

May 20, 2010

Tina Kim, Deputy Cornptroller of Audils
NYC Office of the Compltroller

One Cenilre Streel, 5" Floor

New York, NY 10007

Dear Ms. Kim,

The Department of Consumer Affairs (DCA) appreciales the opportunity to respond to
the May 6, 2010, Draft Audit Report on the Administration of the Department of
Consumer Affairs Imprest Fund - FR10-105A.

Al DCA we constantly strive to ensure our internal procedures are performed in an
eflicienl angd accountable manner. While payments from our imprest fund totaled undes
341,000 in FY 2008, less than 1% of the Department's operating budge!, we greatly
appreciale the time and energy your office spent conducting this audil. We are also
pleased ra! tne auditors reporfed no evidence of fraud, no duplicate payments made to
employees or vendors, and the secure storage of the Depanment's petty cash ang
impres! fung checks.

Overal), we generally agree with most of your recommendations and have already taken
appropriate  action on (mplementation More delailed comments on ihe
recommendations made in the report are attached.

Finally. we appreciate the courtesy and professionalism of your staff in the performance
of this audit. If you have zny questions or need further information, please contact
Stephanie Heriz Kane, Director of Audt, at (212) 487-5678

Sincerely7 777

\.

LS
Jenathan Mintz
Commissioner

cC: George Davis lll, MOO
Stephanie Herz Kane, DCA
Christophec McGowan, DCA
George Pape. DCA
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Response to Draft Audit on the Administration of the Department of Consumers
: Imprest Fund
FR10-105A
May 20, 2010

Recommendation #1: The New York City Comptroller's Office (Comptroller's Office)
recommends that, “The Department should ensure that all deposits from sources other
than imprest fund reimbursements are deposited in the general fund and not in Lhe
imprest fund as required by Compilroller’s Directive #3.”

DCA Response: DCA agrees with this recommendation; however, the audit report
misstates the actions taken by the Department to correct the matter. in this finding the
audit report states, "the Department did not take remedial steps until January 2010 —
after we brought the malter to the attention of Department officials”. This is not the case.
During the course of the audit, and at the exit conference, DCA staff explained and
provided e-mails showing the Department had been ceorresponding with the New York
City Comptroller's Office Bureau of Accountancy to rectify the situation since July 30,
2009. " Moreover, on October 27, 2009, DCA was notified by the NYC Comptroller's
Bureau of Accountancy that they “still need {o discuss the matter further” and would get
back to DCA; no follow up has been received to date.

Recommendation #2: The Comptroller's Office recommends thal, “The Department
should ensure that monthly reimbursement vouchers are processed for imprest fund
expenses as required by Comptroller's Directive #3.”

DCA Response: DCA agrees with this recommendation and prior to the close of the

audit, implemented procedures to ensure the appropriate processing of reimbursement
vouchers.

Recommendation #3: The Comptroller's Office recommends that, “The Department
should ensure imprest fund expenditures are not used for personal service costs,
consultant fees, monthly expenditures, and other expenses that are proscribed by
Comptrotler's Directive #3. In that regard, prohibited expendifures should be procured by
other permitted means, as discussed in Comptroller's Directive #24, or by requirement
contracts.”

DCA Response: DCA agrees with this recommendation and prior to the close of the
audit implemented procedures to ensure proper expendilures are made from the imprest
fund.

Recommendation #4: The Comptroller's Office recommends that, “The Department
should ensure that all processed payments and supporting documentation are stamped
showing amount paid, check number and check date as required by Comptroller's
Directive #3.

DCA Response: While DCA believes the operational impact of uniquely hand stamping
each document associated with every payment may outweigh its potential benefit,
procedures were implemented prior to the close of the audit to ensure that all processed

' See correspondence in Attachment A



ADDENDUM
Page3 of 17

paymenis’ and supporting documentation are stamped showing amount paid, check
number and check date. The Department will however evaluate the effectiveness of this

process to determine if alternative options, providing the same control, need to be
explored.

Recommendation #5: The Comptroller's Office recommends that, “The Department
should perform monthly petly cash and bank account reconciliations in accordance with
Directive #3.”

DCA Response: DCA agrees with this recommendation and prior to the close of the
audit implemented procedures to ensure that petty cash and bank account
reconciliations are performed in an appropriate manner.

Recommendation #5: The Comptroller's Office recommends that, “The Department
should comply with Comptrolier's Directive requirements for maintaining a list of checks
and for aging and following up outstanding checks.”

DCA Response: DCA agrees with this recommendation and prior to the close of the
audit implemented procedures to ensure compliance with applicable requirements. It
should be noted that the Department has always taken an affirmative measure by
ensuring that all imprest fund checks are preprinted with “not valid after 60 days”.

Recommendation #7: The Comptroller's Office recommends that, “The Department
should ensure that the finance director reviews all petty cash expenditures as required
by Comptrollers Directive #3. In that regard, the Department should ensure that the
cash advances totaling $66.30 are properly substantiated and that all cash advances
and refunds are accurately reported in the petty cash journal.”

DCA Response: DCA has reviewed Directive #3 and cannot locate any provision that
mandates the director of finance to review all petty cash expenditures. As explained
throughout the audit each petty cash request is approved by the requesting employee’s
direct supervisor and additionally reviewed by DCA’s imprest fund custodian. The petty
cash expenditures are reviewed monthly by the petty cash reconciler.

The cash advances totaling $66.30 have been reviewed and properly subsiantiated.

Recommendation #8: The Comptroller's Office recommends thaf, “The Department
should ensure that all documentation to substantiate payments is contained in
Department files as required by Comptrollers Directive #3."

DCA Response: DCA agrees with this recommendation and prior to the close of the
audit implemented procedures to ensure appropriate documentation is obtained and
maintained.

Recommendation #9. The Complroller's Office recommends that, "The Depariment
should ensure that Imprest Fund disbursements do not exceed $250, as required by
Complroller's Directive #3."

DCA Response: DCA agrees with this recommendation and, well before the start of this
audit, had all imprest fund checks marked with the following statement — “amounts over
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$250.00 void". The Department has reminded staff of its policy on this and increased
oversight of the process.

Recommendation #10: The Comptroller's Office recommends that, "The Department
should ensure that Imprest Fund reimbursements do not include sales tax.”

DCA Response: DCA partially agrees with this recommendation and prior to the close
of the audit implemented procedures {o prevent sales tax from being included in imprest
fund reimbursements in most cases. In unique situations, such as undercover
Enforcement operations, where the Department deems it appropriate to reimburse for
sales tax, procedures were implemented to recoup the sales tax from the State of New
York.

Recommendation #11: The Comptroller's Office recommends that, “The Department
should ensure that required documentation is obtained for cases noted in this audit.
Furthermore, the Department should recoup any payments for those cases that cannot
be fully substantiated.”

DCA Response: DCA partially agrees with this recommendation. The audit cites
thirteen instances of reimbursement without adequate documentation. DCA reviewed the
spreadsheet accompanying the audit report and determined the four expense forms
listed as “not approved” by a supervisor were in facl approved. Documentation showing
this was supplied during the course of the audit and at the exit conference.” As for the
nine cases cited for not containing sufficient documentation, the Department will review
and handle them appropriately.

Recommendation #12: The Comptroller's Office recommends that, “The Department
should ensure that the computerized system for administering imprest fund deposits and
transactions:
= Reconciles checks processed for payments and checks submitted to FMS for
reimbursement,
* Reconciles and ages outstanding checks;
= Rejects any payment exceeding $250.”

DCA Response: DCA partially agrees with this recommendation. The Department
agrees imprest fund checks processed for payment and submitted to FMS for
reimbursement should be reconciled, outstanding imprest fund checks should be aged
and reconciled, and imprest fund checks should not exceed $250.00; however, it does
not agree such activity is mandated to take place in a computerized system. As noted in
the audit report, DCA currently uses Microsoft Money managemeant system to administer
the imprest fund. This system does not have the capability to automatically perform the
tasks previousty noted, but it does allow the user to run reports providing all the
necessary information. Nevertheless, DCA will research other software options to see if
there are any that automate these tasks, meet the Department’s needs and are within
budgetary constraints.

? See expense forms with the supervisor's signature in Alfachment B
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Alacnment A

July 30, 2009

NYC Comgplrofler’s Office
Bureau of Accountancy

| Canlre Slreat,

New York, N.Y. 10007

To Whom It May Concamn

This leller is zccompanying the Imprest Accourtability slalement that the Department ¢f
Consumers Aflairs 1s submitting for Fiscal Year 2009. We processed nuscetlaneous
depaosits in the amaount of $11,322 84 int the Imptest Account The depasids are
reimbussements from vanous organizalions for expenses incumed by the Agency A
process is being developed by which lhese checks will be put inlo our prograrmmatic
budget to revnburse the uss of ¢ity funds  Once this revenue source code is in place.
inhe checks wijl be processed into the correct account. In the meantime we have
deposited said checks nlo imprest account We were not able Lo lransler he funds out
o! the Imprest account before June 30, 2008.

) you have any gquestions. ! can be reached at 2124874383,

Einance Ditector
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Allechment A™ 2

From: (RSN

Sont:  Thursday, Apnl 08. 2010 11:34 AM
To:
ce oINS

Subject: FW: FY-03 ACCOUN TAITY

From: (A
Sent: Tuesday, October 27, 2009 4:40 PM
To: ’

Subject: RE: FY-09 ACCOUNTABILITY

Ok thanks gecod luck with Ihe year end.

From, [maitto" My @comptraller.nyc.gov)
Sent: Tuesday, October 27, 2009 4:33 PM
To:

Subject: RE: FY-09 ACCOUNTABILITY

I'm sorry i didn't get back ta you. [ discussed the issue with Yvoane, however we sall need to discuss
the matter &.=her. I'm currently away from the office work'nig on the CAFR, so [ wili get back to you

after the year end financia:s nave been completed.

From: il IR ©dca.nyc.gov]
Sent: Tuesday, October 27, 2009 4:10 PM
To: i

Cc
Subject; FW: FY-09 ACCOUNT ASILITY

Hi, + am just checking to see It your agency came o 2 resolution {o the matter discussed below

From:
Sent: Monday, Ocicrer (9, 2009 §0:16 AM

To: @comgtlar.nyc.qov'
Cc:

Subject: FW: FY-05 ACCOUNTABJLITY

Hi <, '» r=gards o our canversation | Dave aitached the letter that was previously sent wilh the
FY-09 accourlability, which explained the reasan ot the miscellaneous depasits. Also a revised
attachment-A FY-0§ accountability showing the amount of whal line A-Q would be minus \( the
miscellaneous deposits of $11.323.84 wele nol made. Thank you for taking the ime {o review lhis

matler
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Altachmen .
cme ﬁ’?ngc 2012

/

from:
Sent: Monday, Odober 19, 2009 5:30 AM
To: omptroller.nyc.gov'

Subject: IY-09 ACCOUNTABILITY

Good Moming, This is gl {1om The Depactment of Consumer Affairs could you please gove me 4 call al 212-487-
all; | woLc "ke lo speak wilh you regarding the fiscal year 2009 impres! accountabilily.

Trar< you,

Oepl. of Consumers Affars
Accounts Payable
212-487 phone
212-487-4221 [ax

e ——— -

St fongiie Nov York City OFici: of the Gomnpoil ¢ This i ami any (e nansimliad wah bt Ar 2onfi., dhal 2nd inlendnd salaty sar R osS af ke meradusil 6i 2nit'y
G winarm ey dre adaisssed This soligic 4150 conims IMal g e nessage Nas bres swapt 101 the pisseate of cainpuia vitusey

P Le Conrgnt Ihe 2nvironmignl e 'sre paniing g amad T
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gnawres. The

ce has been provided a set of documents with the s

fh

ork Ciry Comptroller’s 6]

The New Y

Allachmerit B

acted for the public copy 10 protect DCA's employees.

d

signaturces have beenre

PERSONAL EXPENSE REIMBURSEMENT REQUEST > 497" appendn

LT~ acency/oerT: Enforedment

-~

HOME >oonmmm...._”

. . )@m.ZD‘“ Department of Consumer Affairs

WORK LOCATTON: ?SJK»\(&\?

A PARTICULARS . - s | Mass .; . ’ 1
Date | Include Vendor Name | Tin# | Tax) -| Teain. | Auta | Transit | Tall.|.Meals | Hovel | Tel | Misc | Totol
1O HAYS Oeerie re vo $997 ok Bhassy . _Poma | . N | 2.cC
15 |etl ol Sona Streek o 1Ol avd O _ Ploog | 2L

%)% 295 mese: e mVE b Godeain . L bloog A A TN\ 2 G¢
oY ) Eﬁgﬁgm . PR oo &/ | o . C

Tar] 92 ; _ s P &S Yal i - A0
)oYl YK mescoliar o Bl BYS .00 7 - : X oy
X | ALD Aus 813 st [ybam Tollol 37 sk - F&.00 \ N—| / % co
jujex| 594 _1yme v =412 a0 pyR_| | s2cof\ UA U A1 {2

R A A R T N T e p.ai _ g0 1\ (V) INAVY _lda
:_,QJ | 219y Pl Ssheef _ .M! | A g2 00 4\ 4 A3

Vs | 295 meseeni AVS 159 ArmpiBodh B AESSED |, paco 4 N L7 a0
v fox) (ol Sakn Nhre t @01 A n BL :%:Wurl\llllln P2 00 gl PEES)

21 3495 Mescole e +o R StreiH : f2 o0 A . 2

T.E__m. YO Q0 avE g ST719 (§PUE _ 1200 A {2

~ |ToTALs B 1 i IW-
LESS ADVANCES (Day/Date): | o
_?,Cznm oUE EmPLIYEE YOR DUE AGENCY (Qrele One) _ r _
1 hereby certify that thix~esoeenfing Is an ocarate slotement of iy actual ditbursemerts, that the

C.vﬁ-n;v_.ﬁ were necestary in the perfaoermance of my of liaal <it:
d\rtic3, That Mo part thereaf har Bien paid 1o me, on fmy behalf except ca slated hereon, and that the balance shown (s o true statement of the amount due,

Employee Signature: % Oate: __"| _ruvd ﬁow\

Date: _N\\

\ \ Reviend 1 1/2002)25

Supervisor Signature:

s
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Attachment B

PERSONAL EXPENSE REIMBURSEMENT REQUEST

Apoendix
EMPLOYEE: | AGENCY/OEPT: (A WDHQP\;@MF
HOME ADDRESS @l AGENCY:  Departiment of Consimer Affairs
WORK LOCATION: ‘mubuuurfb\.)
| | v)p.ﬂncipm [ Air/ | tass -
Date Include Vendar Name: Tird# | Taxi | Traln | Auto | Transit | Toll | Meals | Hotel | Tel | Misc Total
LjoXt 57019 1% pUE o 31N ¢ Doreldiie A" _ 2co
1:53 244 sl Ay o 4473 Ave J 4 1. ooV o
Akl 2933 AVE T I¥) orighon ek ME | 2-a~A 2o
F&% Ll Sohe Mreed to 9 A Gotir beacs il | PYH.- 12-0d A B 1203
VR " quLuD.uEHPm,K%\w BE tn G2 @i~ dnad]. . 490 A . , A<
J \Zt A4S Meyen (e AU 4o rm%r N\.Bn—r:. . EP 16 2008 %/8;\ Yo
E\ of | 248 _rusenle AVE, DEA A= oA - ;4 : o0
Maglex) [T K, Strpek 4w 930 .mw heef— hlccmmwﬁc. M.GU\\ - ) 20
Tfagfasla D0 FC Strecd o 2897 Y4 Free L S .___,m.?,\\ S |z oo
uwﬁﬁ 2307 %y Chept to 2225 Ca I BT 2 .gor . 2 e
1asjord d45 peserole AUE b0 1924 S g L s trenF . ) _ 2 A
\w:s. 232N M Naneid AUE . 2031 mba,..m__ Zeload AT _laeod g _ 2 LS
Yty |od| Berq Casey Tined mye +o Irlon Cindy Tead gz | &GO : e
D_ Sﬂ_: A nb\/frr.H _ Telosd aE bo 1one ~an)| 405 ARy L I Aoy
TOTALS _ . d Coanry .
~ LESS ADVANCES 6233&. : . _ f .
Q | saLanG ouE OVEE DR DUE AGENCY (Grcle One). . : N ST
I herzby cerify dhet Thix Vnnﬂ._ﬂ\..d s an ocasate statement of. ‘my octual disbursementdy, .rﬂ the oxvh...n_.ﬁ__d« were ._QG:_J In \he vnlo..ae..nn of :..« ol Tl enl

dumies. that no pam .7«2._1 Das been vn_.n re mk, on :4 T_K: C.nn_u a1 stated hereon, and that the balanée shown is o tTuc stortamart of The amom! due

Date: :wf\wuw

Date: __

Empioyee Signature:

Supervisor Signature:

Rewizedh _..___Noou_:
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_ PERSONAL EXPENSE REIMBURSEMENT REQUEST

Appendix -
EMPLOYEE: AGENCY /DEPT.: Lm\gug%
(b
HOME ADDRESS! o T % 2 AGENCY:  Department of Consumer Affalrs
WORK LOCATION: ?ﬁ.&w\?
{
/ A PARTICULARS 1 air/ 1 Mass _ g ﬂ
Date Include Vendor Name Tin# | Tax( {Train | Auto | Transit | Toll | Medls | Hate} | Tel | Mise | Total
E)&\ 1009 Emmsnt pe INSD Brinhhoh Beacid, 2470 Qo L 2.0
Fﬁo f Qg A0 en Aeed x2S o Mw‘ Aada ] 2. \_\rv 2.00_
N OW C S r zn& / ] T — M/g\ 2. 20
sl ] 215 Mescwle 40 [LbS MO PInasd ME Vi 12.00{ - 2o
s lon TedPraston Prach 4T bo YD fomaslealy, I L. | 2 ot S 00
N e Tsm )
— \ ﬂum. nﬂlh#:ﬁ,
S L) |
B . - :
. |TOTALS : Aoy
[ LESS ADVANCES (Day/Date): _ 1
_ QALANCE gﬁﬁm OR DUE AGENCY (Grrle One) . - , _ k
1 ereby certity that Thisccowrding i1 an ocamate statement of Aty ocTual dishursemants, that The expenditures

were necessary In the pecfarmance of my official city
duties, Thot no part thereof has been paid ho me, on .._._N..w.mrn.:._..&nﬁ at stated hereon, and thet the balance shown 13 a true statement of rhe dmourr due

. Employee Signatura:

Qate: E.qu{,)rw\

Su vﬁ.s sor Sighature!

Date:

Rewr1ed] 1/2002 a1
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245 eserole AUE.

__AC_F.m)Ca__,w__m_OZ

~ -

S Ofmc.\/
Ny@cuﬂf
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1<34316 9 Aye. R =1~ 1 -3¢
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bhwf.u m?ﬂmr\.9< Yo @Oo_ E Dcn b ol 153 - 1 ]
11<slsL meBonakd - T3V A ROCESSEI ; -\J35¢
HmQT@ob 13 Ave: - B A —

294

11445133 G Bve

/" 1154].

©& Johni¥. +ollod %@,:...

|
142 uoww r_Q_w»,f. , L L l L\ P
43f7_ 1§ Ave i _ /\IIT\ ’ . Ty
1796 GG St et —1 ; s
e lesional cmr,oru m.xnmpwn.__ :_ﬂma =R MOJ
LA AT NICES NAYMATT: Oulzm G 1600 \f - 3
L ’=>r>znm_Ernizogrro:sc_;;zg.n_.,__.o,;_.. 4 |0.00 — - 535

Yy ey Ml i »omaualiay _.. An aduNiE ::»a\.____ ol- :.q actin! shibranents, Ul 1he a_!_u...-:u mie peoatary _., Ne pofammac ol vy olnefal Cliy dutles, 111 no paa thermdf s {
?.r.r»v-..v.?_._un..-_.::n faal 88 _:.?.::_: of v 5.:!.: .:.r =

v by Il oeepl anutd Vn..dn... m

GarlOYVLE SIGNATURE

e OCHIEY m_ny_:.\?.

) -~ . . .
\ ¢ et bt drenEY fr~nio

Orinber 12. 1994

o>._|n%4~-0,ﬂ

- -

WCA Jaid b
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TRAVEL AND MISCELLANEOULS AGENCY EXPENSES
Cirecipez & Travel and Muscellaanowd Ageney Evpenses - .

corcovee: A o e 5%
v _ L€ 3 AGENCY:  DEPARTMENT OF CONSUNER \Ff o x

PLRPOSE OF TRAVEL: Pertoned Veh cle wie for el
S%JHM | frage %f-r:_,m& drex

' 1
e STAAT POMTY EMD PO T —
I dalis ] SFAATING S2OmMETER AEAJNG Mo STEA Aeang [ T J i1 Lage r’-lﬁh_:lﬂ.n:.q;u
T L
7.0 ——
: : 214 Bath Ave 162, 134 .l 17 r*‘i“‘ X

2 al JPoY eHer 162.237 | O
SrF 1345 alE 'lﬂn'r'ﬁr"r.-mrfali"mll f.4yo -
- emtle 5 1y Ik i5 & | 15
{1 < lave M63.333 | 1G
1-[fPo¥ oje It Moo yot .
1 29| 3d5 mcl 43, ypo- |
-3 oF i F
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e

I .f
—t II - |I
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for ﬁrmo__r

...r.q;f...r.__.u._.arr n}w\ﬂzu_u x"Hng”mm;mZ-ﬂ. pmﬂcmm..ﬂ. g e | .fO..U.C _m‘__.u__u....:n__

m;?o{mml AGENCY/DEPT: I Y o v -

T

' Lome avpress AN ..

" worK LocATION: Bt redtan e QT ez b Sha

Department of Consumer Affairs

f PARTICULARS e/ | Mass 1 E.1 . =
_Ilﬂn Include Vendor Name Tin# | Taxi | Train | Auto | Transit | Toll | Meals | Hotel | Tel | Misc L Ted -
Frr i G Do, (et e Sve @ 1o el (50) X4 | -
| R R PR e Tl RIS TR CL T L .
RERPRARg e 5 TR R4 e - 5 YR
: R T ..Iﬂ..ﬂ...r L Pk T A Mo \. _, f.,_ _“
e L O R ik ool |
i _.|~....H.._." .I,_Immm..rﬁ s ({n .ﬂ:a_ F T et TN .
Ut I o Wl O | L0 CAFLY 4o bpmd o 20Hd 20077 L . |
A [Tgneel Tnown bl Sohe 3 SUL fore | Qo1 / £ s
793 [Thnee frem $9 4 Lep HG Sy 181433} [ 2o |1 7N \ 1 /
2. R o M5 o (oa Sae3fe | Ind 2wt AN s
HVLlu_,r _h_- i 1&.&.’?%.‘#.-#.1 -—r—\ ﬂh..._ SO NEL\_‘M\ o 1
_
J i ! =
TOTALS ﬁ Mzrf F L .
LESS ADVANCES (Day/bate): ; _ -
!Izﬂﬂﬁmﬁ@&m AGENCY (Circle Oma) R : ._ _ L -

1 __...3_3. n_n_..__:. that ThirTcEsanting |y an accurate statement of my actucl disbursementa, that the expenditures were necessary in the perfermance of my official ent
" dutles, thet ne part therecf has been paid to me, on my behalf except ar stated hereon, end that the belonce shown Is o true statement of the amount due.

m.an,ou.nn Signature:

-Date: m.. s L ..Af
\;

Date: 5/ & f &% s ;
. Rewinned!1/2002)02

gpuaidy

m..c_un:ino.. Signature:
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Alachment B

TRAVEL AND MISCELLANEQUS AGENCY EXPENSES

Directive &

—

- Travel and Miscellanecus Agency Expenses - Gatober 23, 1996

EMPLOYEE: o TITLE: Tenlne EmEP'!!
UNIT: @ 72 _wcﬂ ASENCY:  Department of Cansumer. Affairs
" PURPOSE OF TRAVEL: Wa( e
. ﬁ -~ Start Point/. . ~ End Point/ o _Mildage | Reimbursable
L pate Starting Odameter Reading- |- Ending Point Odameter Reading-, | Total Miles | ° Rate | Amount
Clablef i Y Ave M. (209931 200 Bhflye (1 701 €~ 1 ag¢ ™ [“dyp
I AETA R miﬁ fa%ﬁ lagyfye P g(420 6 axk;  LIKNO
2] , Bay mﬁmﬁ\. m~ “mﬁﬁm;z,ﬁwtkutnw?iurn_nhﬂ /‘L_ NMN__V anl o
0 (2247 41 hapy {2715 R NAYL 990
LAY R ?FBE& 2105 Bvle 2 [Tn913d =3 2%k ﬂ.wmw& v
MUy VY1 Ale f4 (27229 MR BoGN : RIARL:
s VI bve A 2926 L ] HABay  fA _
\=lefnd Vot pex 7 " (29235 9417 sy (] 38 :.
20 et L 07 Aoy o (27425192 BaaaY (b
e e 225 T UE Bual):
U1 elod Bos 3 Mosaund -G8 937 | U7 King .
LK [08| Y72 gt Hhokund 075 357) 11700 € K ty U.R 590
luhg 1 r0kedh 1 Iﬁéu& EEN @E?
W\%& & wﬁ _ mwi 2A_ - | 28| PR 9L
1531; HTghwar(2785) 520 ppptune < i Lo @9e [F40
I.Hereby certify i._uw tHe 43..6_ 5&4_%9 " s

ted was o :mnrum.o?\ and valld ‘busine&s expense. : T i

m\o._\om

Employee Signature:

Darte:

Supervisor Signature:

Date:

Revlzedl 1 /2002 cy
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TRAVEL AND MISCELLANEQUS AGENCY EXPENSES

Directive 6 - Travel and Miscelianeous Agency Expenses - October 23, 1996
eneLoves: S . | wre  _Semipr ) (Spechnd
UNIT: @xy/gﬂ . AGENCY: Qepartment of no:wcann. “»jma:.u
PURPOSE OF TRAVEL: _ oY%
© Start Point/ ﬁ - End Point/ . ~ Mileage. | Reimbursable
Starting Odometep Reading Ending Point Odgmeter Reading | Total Miles Rate. - Amount
sy (dsnod ) | :E Lo dxe 132 o
| . ta Bund LR ls L L g | agy | R0
- Hapd s pest (aazs)” 110~ Bosewigh 3 QAU __,m. 238 | TRup
g 4 [ PVR ) total F1%53¢
- | | 1 1] | |
o | ST | |
A il lPpaEsee= | -
- . ﬂ . LAY L W7 (ﬁd - N
= :
ok |
‘ h T
) — | S— P
N - I — ) 5|
= 1 — n |
L | | | I N
I.herehy certify i_ﬂ. the travel indicated yas a necessary and valid ‘business expense, o .

‘Employce Signature:

Supervisor Signature:

RNevised) V /2008 ¢



