CITY OF NEW YORK

OFFICE OF THE COMPTROLLER

John C. Liu
COMPTROLLER

FINANCIAL AUDIT
Tina Kim
Deputy Comptroller for Audit

Audit Report on the Inventory Practices Over
Major Office Equipment at the 14 Queens
Community Boards

FM12-115A

July 27, 2012

http://comptroller.nyc.gov




THE CITY OF NEW YORK

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

John C. Liu

COMPTROLLER

July 27,2012

To the Residents of the City of New York:

My office has audited the inventory practices over major office equipment at the 14 Queens
Community Boards (Boards). We audit City agencies such as the Queens Community Boards as
a means of ensuring they operate efficiently and are accountable for resources and revenues in
their charge.

There are Community Boards for each of the 59 Community Districts throughout the five
boroughs. Each Board has a Chairperson and hires a District Manager as its chief executive
officer. The District Manager’s responsibilities include assisting the Board in hiring the
administrative staff, supervising the staff, and managing the daily operations of the district
office.

The audit found that except for Boards #7 and #11, which had relatively few equipment
inventory and inventory list control weaknesses, the Boards did not adhere to certain Department
of Investigation (DOI) Standards for Inventory Control and Management. Our examination of all
major equipment items, including 24 items purchased in Fiscal Year 2012, found that some
Boards did not maintain complete and accurate inventory lists of all their major equipment.

The results of the audit have been discussed with Board 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.nye.gov.

Sincerely,

John C. Liu
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Major Office Equipment at the
14 Queens Community Boards

FM12-115A

INTRODUCTION

Background

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

The Queens Boards—Boards 1 through 14—cover the entire borough. Each of the
Queens Boards has a District Manager and at least one full-time clerical staff person. Table I lists
each Board’s Other Than Personal Service (OTPS) expenditures for Fiscal Year 2011.
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Table |

Summary of Other Than Personal Service Expenditures

for the 14 Queens Community Boards

Fiscal Year 2011

Other Than

Board Persqnal
Services

Board 1 $42,642
Board 2 $19,144
Board 3 $25,261
Board 4 $16,265
Board 5 $28,147
Board 6 $32,336
Board 7 $20,808
Board 8 $35,260
Board 9 $17,486
Board 10 $21,998
Board 11 $21,035
Board 12 $15,067
Board 13 $32,304
Board 14 $17,508
Total $345,261

Objectives

The objective of this audit was to determine whether the 14 Queens Community Boards
comply with certain inventory procedures for major office equipment as set forth in the
Department of Investigation’s (DOI) Standards for Inventory Control and Management.

Scope and Methodology Statement

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
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accordance with the audit responsibilities of the City Comptroller as set forth in Chapter 5, 893
of the New York City Charter.

This audit covered the period July 1, 2011, through May 16, 2012. Please refer to the
Detailed Scope and Methodology at the end of this report for the specific procedures and tests
that were conducted.

Discussion of Audit Results

The matters covered in this report were discussed with officials of the 14 Queens
Community Boards during and at the conclusion of this audit. A preliminary draft report was
sent to Board officials and the Queens Borough President’s Office and was discussed at an exit
conference held on June 12, 2012. On June 15, 2012, we submitted a draft report to Board
officials with a request for comments. We received written comments from each of the Boards.

In their responses, the Boards generally agreed with the report’s findings and
recommendations and described the steps they have taken or will take to implement the report’s
recommendations.

However, many of the Boards objected to the report’s conclusion “that compliance with
required inventory controls needs improvement and that there is a potential risk of loss,
misappropriation, or theft.”

Internal controls, such as agency tags and sequential control numbers, help minimize the
potential risk of loss and misappropriation, and aid in the retrieval of stolen items. Therefore,
based on our findings, we find it necessary to suggest that the Boards enhance their inventory
controls in order to reduce the potential risk of loss, misappropriation, or theft of equipment.

The full texts of the responses are included in an addendum to this report.
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FINDINGS AND RECOMMENDATIONS

Except for Boards #7 and #11, which had relatively few equipment inventory and
inventory list control weaknesses, the Boards did not adhere to certain Department of
Investigation (DOI) Standards for Inventory Control and Management as summarized below:

The following issues were found regarding the physical inventory of major equipment:

One major equipment item was not available for inspection because a laptop was
not on site at the time of our inspection. (Board #6)

Three major equipment items were improperly disposed of and incorrectly kept
on the inventory lists at three Boards." The Boards did not follow the Department
of Citywide Administrative Services Relinquishment Guidelines for the disposal
of surplus equipment. (Boards #4, #5, and #14)

One hundred and eight items lacked required agency tags at 12 Boards. (Boards
#1, #2, #3, #4, #5, #6, #7, #8, #9, #12, #13, and #14)

One hundred and fifty eight agency tags lacked control numbers at four Boards.
The tags indicated only that the items were the property of the Board. (Boards #5,
#8, #10, and #14)

The following issues were found regarding the inventory lists of major equipment:

The inventory lists at 13 Boards did not include 61 items observed at the time of
the walk-throughs. (Boards #1, #2, #3, #4, #5, #6, #7, #8, #9, #11, #12, #13, and
#14)

The inventory lists at five Boards lacked agency-tag control numbers for 129
items. (Boards #2, #4, #5, #8, and #12)

The inventory lists at 10 Boards lacked serial numbers for 63 items. (Boards #1,
#2, #4, #5, #7, #8, #10, #11, #13, and #14)

The inventory lists at three Boards listed 23 items with duplicate control numbers.
(Boards #1, #4, and #14)

The inventory lists at 12 Boards had incorrect serial numbers for 66 items.
(Boards #2, #3, #4, #5, #6, #7, #8, #9, #11, #12, #13, and #14)

We concluded, based on the above test results, that compliance with required inventory
controls needs improvement and that there is a potential risk of loss, misappropriation, or theft.
We consider the risks potential because we found 531 of the 535 items that should have been at
the Boards during our physical observations. However, Boards #4, #5, and #14 did not maintain
formal records documenting the record disposal of three items, and we did identify an additional
61 items during our physical observations that were not on the Boards’ inventory lists.

! Major equipment items included computers, monitors, printers, scanners, laptops, fax machines, and televisions.
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Weaknesses in Equipment Inventory Control

During our physical inventory counts, we found that some Boards had improperly
disposed of items and those items were incorrectly kept on the inventory lists. In addition, some
Boards’ equipment either did not have an agency tag attached or the tag was missing a control
number.

Table 1l lists the details of non-compliance found at each Board.

Table 11
Summary of Weaknesses in Equipment Inventory Control
Number of Instances
Agency Tag Items Incorrectly
Missing Missing Control Disposed of or Not
Board # Agency Tag Number Available for Inspection Total
1 8 0 0 8
2 53 0 0 53
3 6 0 0 6
4 5 0 1 6
5 2 38 1 41
6 1 0 1 2
7 1 0 0 1
8 9 33 0 42
9 10 0 0 10
10 0 48 0 48
12 5 0 0 5
13 4 0 0 4
14 4 39 1 44
Totals 108 158 4 270

The Department of Citywide Administrative Services Agency Office of Surplus Services
(OSA) User Guidelines for Relinquishment and Disposition of Surplus Property requires that
“Once an item is determined to be surplus, it is the responsibility of the agency to relinquish such
item to OSA.” Since August 2011, OSA has directed Community Boards to dispose of electronic
equipment having no reuse or sale value by using a third-party vendor knowledgeable in local,
state, and federal laws for the environmentally acceptable disposal of such materials.

Section 9 of the DOI Standards for Inventory Control and Management states,
“Relinquished items are deleted from the inventory log...” In addition, Comptroller’s Directive
#1 states that “inventory items require strong controls to ensure accurate recordkeeping and good
security.”

Section 28 of the DOI’s Standards for Inventory Control and Management requires that,
“Readable, sturdy property identification tags (reading ‘Property of the City of New York’) with
a sequential internal control number are assigned and affixed to valuable items. An inventory log
containing the internal control number assignments ... is maintained.”
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Incomplete Inventory Records

Our examination of all major equipment items, including 24 major items purchased in
Fiscal Year 2012, found that 13 Boards did not include 61 major equipment items on their
inventory list. While all Boards provided us with inventory lists, the inventory lists did not
include all of the information required by the DOI’s Standards for Inventory Control and
Management.

Section 28 of the DOI’s Standards for Inventory Control and Management states,
“Permanent records are maintained, centrally, to track all non-consumable goods issued to each
agency unit, including type of equipment, manufacturer, serial number, agency control number,
condition, location, date issued, and the person(s) responsible for maintenance.”

Our physical counts revealed that the inventory lists did not always indicate an agency
tag control number, had duplicate control numbers, did not include all items, had incorrect serial
numbers, or had missing serial numbers. Table 11l summarizes the results of non-compliance
issues with the Boards’ inventory lists.

Table 111

Findings of Non-Compliance with Inventory Lists

Number of Instances

Missing Items with
Total | Incorrect | Missing | Agency Items Not Duplicate Control
Items Serial Serial | Control | Included on Numbers Total Number of
Board | Tested | Number | Number | Number List Discrepancies
1 31 0 23 0 8 17 48
2 59 10 10 51 8 0 79
3 38 9 0 0 7 0 16
4 45 2 8 1 4 2 17
5 41 2 1 39 2 0 44
6 40 3 0 0 1 0 4
7 41 4 1 0 1 0 6
8 42 3 1 37 5 0 46
9 36 3 0 0 15 0 18
10 61 0 1 0 0 0 1
11 39 8 6 0 1 0 15
12 23 7 0 1 4 0 12
13 56 9 2 0 4 0 15
14 44 6 10 0 1 4 21
Totals | 596 66 63 129 61 23 342
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Recommendations

The Boards should ensure that:

1. They adhere to the relinquishment procedures as required by the Department of
Citywide Administrative Services’, Agency Office of Surplus Activities when
disposing of surplus property.

2. ldentification tags are affixed to all office equipment items and include sequential
internal control numbers.

Complete and accurate records of all equipment are maintained.
Agency control numbers are included for each item listed on the inventory list.
Each item of equipment should be assigned a separate control number.

o o A~ w

All items on the inventory list are accounted for.

Community Board Responses

Board 1 Response: “Please find enclosed an up-dated inventory list, with serial numbers
and the location of each item of equipment. In addition, you will find a copy of our
Inventory Policy memo.”

Board 2 Response: “Attached please find a revised copy of Community Board 2’s Office
Content Report and Inventory Policy Memo. We are now in full compliance with the
NYC Office of the Comptroller.”

Board 3 Response: “We have taken note of your findings and have made the necessary
corrections.”

Board 4 Response: “Community Board 4 is satisfied with the report with the exception
of the following two items. If any of the below referenced issues are a misunderstanding
on our part, please feel free to clarify.

e Page4

The inventory lists at 3 Boards listed 23 items with duplicate control numbers.
(Boards #1, #4, and #14) The item in question (Control # 121) is in fact a system
(exact description is ‘SAMSON Wireless Stage 55 True Diversity Wireless
System’) which contains numerous items in one box. Numbering each item in this
box would entail individualizing replacement antennae, a power supply, a
microphone and a receiver.

Note: A second similar system is also owned by this office (Control # 120- Fender
15 Educ Passport p150 PA system) This system was however not cited.
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e Bottom of page 4

However Boards #4, #5, and #14 did not maintain formal records documenting
the disposal of three items — The corresponding table on page 5 does in fact have
a column for Items Incorrectly Disposed of or Not Available for Inspection. We
would like this clarified in the statement as well. The item was not improperly
disposed of.

Our relinquishment folder containing a thorough list of disposed of items was not
requested, but was voluntarily provided for inspection. It was never looked at.”

Auditor Comment: In regard to the items with duplicate control numbers, each
equipment item should have a separate identifiable control number. In this instance,
Board 4 was cited for duplicate control numbers for the system because it contained a
microphone and receiver, which are frequently taken to meetings and events and can
easily be subject to loss or theft. By having each item recorded separately on the
inventory list with separate identifiable control numbers, it will help reduce the risk of
loss and aid in the retrieval should the item be stolen.

In regard to the disposed item at Board 4, the audit team was provided with the most
current inventory list which indicated that this item was in inventory. There was no
notation on the inventory list that this item was ever relinquished or discarded. In
addition, the audit team was not provided with any documentation that would indicate
how the item was disposed of. The staff at the Community Board did not know exactly
what occurred with this item, but offered an explanation that it was old, not in use, and
might have been thrown out. Therefore, we categorized it as being improperly disposed
of. Nevertheless, adequate inventory control would ensure that when an item is properly
disposed of, it should be removed from the inventory list.

Board 5 Response: “Your Draft Audit Report did not reflect our comments on your
preliminary Audit Report nor reflect comments made at the meeting at Boro Hall on May
22, 2012.

Our comments are:

1) We have not placed any relinquished equipment in the trash, as stated. In the past,
old, relinquished major equipment such as photo copy machines, were picked up
by DOS for recycling.

2) The opening statements on page 4 of the report are misleading with regard to
Community Board 5, Queens. The ‘Summary of Weaknesses’, on page 5, shows
that we are missing only two tags. The item not available for inspection was a
Linksys 8-Part Workgroup Switch, which was purchased for $37.05. This non-
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major equipment item was broken and our IT consultant discarded it after he
determined it was not fixable (see attached letter).

3) The reference to ‘Agency Tag Missing Control Number’ should be counted as a
single weakness, not 38 separate items.

We thank you and your staff for pointing out such weaknesses, as indicated, and | assure
you that this agency will make every effort to become fully compliant by:

1) Adhering to procedures set forth in the DMS OSA Agency User Guide.

2) Ensuring that tags affixed to all office equipment will include sequential internal
control numbers.

3) Continue to maintain complete and accurate records of all equipment, including
separate Agency Control Numbers for each item listed on the inventory
documents and that all items on the inventory list are accounted for.”

Auditor Comment: In regards to the item improperly disposed of, Section 9 of the DOI’s
Standards for Inventory Control and Management states, “Relinquished items are deleted
from the inventory log...” Therefore, this item should not have been kept on the Board’s
current inventory list. Since August 2011, OSA has directed Community Boards to
dispose of electronic equipment having no reuse or sale value by using a third-party
vendor knowledgeable in local, state, and federal laws for the environmentally acceptable
disposal of such materials.

In regards to the “Agency Tag Missing Control Number,” each item must be assigned its
own individual control number. As such, each occurrence of not having a control number
is counted as its own discrepancy.

Board 6 Response: “With respect to the issues that were found with physical inventory;
the one (1) item that was missing an agency tag, has now been corrected by placing an
agency tag and control number on it. The inventory list has been updated to include all
locations of all items. In addition, the list has been updated to reflect the correct serial #
for the three (3) items that were incorrect on the day of inspection.

At the time of the Audit, the District Manager’s laptop computer was not on-site
for inspection. The laptop is used to conduct Community Board business outside the
office. Unfortunately, the laptop was left at the District Manager’s vacation home in
error. Upon his return to his vacation home, the week of July 2, 2012, he will photograph
the laptop and serial # for your review. The laptop will be returned to the office the week
of July 23, 2012.
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Moving forward, all items that are removed from the office for Community Board

business purposes will be signed out of a log.”

Board 7 Response: Board 7 Chairperson stated that: “I have reviewed the information as
it pertains to Community Board #7, and based upon the items that your agency addressed,
we have made the necessary corrections.”

Board 8 Response: Board 8 Chairperson stated that here is a list of steps that have been
taken to address the issues raised by the report:

When the District Manager was appointed five years ago, any item that was
purchased would be added to the running inventory list from the previous
administration. Upon receipt of your report, we did a walk through and re-
examined all items in the office. Sequential numbers have been assigned to each
item (see attached spreadsheets 1 & 2).

Under the new guidelines, anyone receiving an item to be inventoried will log it
on the Items for Inventory FY__ form (see attachment #3). In addition, another
employee must witness that the item was indeed tagged with the Agency name
and sequential number. As a preventative measure, a form has been created for
checking out items such as cameras for site visits, and laptop for out of the office
use. (see attachment #4).

Lastly, in the second week of July and the second week of January, the District
Manager will conduct a walk through to ensure that the inventory list is accurate.

Board 9 Response: “The following is a progress report in regard to the issues of
noncompliance with the Audit conducted in May 2012:

Ten items were missing Agency Tag and we have tagged said items and will
ensure they are added to our inventory list.

Three Incorrect Serial numbers were noted and they will be corrected on our
inventory list. In addition we were sited for not listing 15 items. Six of these items
were under $300 and therefore are not listed on our inventory list. We have since
learned that all items must be maintained on an inventory list and we will ensure
that these and all future items be maintained on our inventory list.”

Board 10 Response: “All of the items on our inventory list are clearly marked with
agency tags. We were cited in the Draft Audit Report for 48 agency tags lacking control
numbers. That issue has been addressed.

10

Office of New York City Comptroller John C. Liu




We were also cited for 1 item (a refrigerator) not having its serial number listed. That,
too, has been addressed.”

Board 11 Response: “CB 11 was cited in Table Il for having incorrect or missing serial
numbers on a few items, one missing or incorrect location and one item missing from the
list. We want to note that the missing item was marked with a control number but was
missing from the list and immediately added to the list. We were also missing six serial
numbers that we could not locate on equipment. We have added these numbers to the
inventory list and appreciate the assistance of the auditors in finding the correct numbers.

With regard to the incorrect serial numbers on our Dell computer items, we added
the service tag number from the Dell Products to our inventory list, since these are
considered the serial number for these products. We previously did not realize that the
service tag numbers are considered the serial number and in error included serial numbers
for the internal Microsoft components.

We appreciate your bringing to our attention the necessary corrections to the
Inventory Control list and will continue to maintain an up-to-date list.”

Board 12 Response: “Community Board 12 Queens is implementing all
recommendations.”

Board 13 Response: “The District Manager will be ordering a review of how equipment
is logged in upon delivery to avoid confusion with serial numbers.”

Board 14 Response: “While we generally agree with your findings and will follow DOI
standards in the future, we would like to strongly dispute one item in your report.

The item is under the ‘agency tag missing control number’ column. When we met at
Queens Borough Hall before the audit, we were told by your staff that using an indelible
marker and writing the words ‘Community Board and board number’ on it would be
acceptable as a method of ‘Tagging’ our equipment. We were also told that ‘Whatever
we did for the last audit would be ok’ as well which is what we did.”

Auditor Comment: Although the Board took effort to mark the equipment as “Property
of the Community Board #14,” the Board did not include a separate identifiable control
number for each individual item. Section 28 of the DOI’s Standards for Inventory
Control and Management requires that, “Readable, sturdy property identification tags
(reading ‘Property of the City of New York’) with a sequential internal control number
are assigned and affixed to valuable items. An inventory log containing the internal

11
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control number assignments ... is maintained.” Therefore, Board 14 should have assigned
each item a sequential control number on its inventory list to help reduce the risk of loss
and aid in the retrieval should the item be stolen.

Regardless of whether Board 14 was, in fact, told “to do whatever they did for the last
audit,” Board 14 has a responsibility to adhere to the DOI’s Standards for Inventory
Control and Management. Had it followed those standards, it would not have been cited
for non-compliance.

12
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DETAILED 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, 893 of the New
York City Charter.

This audit covered the period July 1, 2011, through May 16, 2012.

To obtain an understanding of the inventory procedures and regulations with which the
Boards are required to comply, we reviewed relevant provisions of the DOI’s Standards for
Inventory Control and Management.

We selected all 535 major equipment items (including computers, monitors, printers,
scanners, laptops, fax machines, and televisions) listed on each Board’s most current inventory
records and physically determined whether they were present at each Board’s office. We
interviewed staff members at the Boards to obtain an understanding of the inventory procedures
in use and to determine how physical assets are safeguarded. During the inventory walk-
throughs, which were conducted from May 1, 2012, through May 16, 2012, we checked whether
all items examined (those on the provided lists as well as other major equipment items that we
noted) were properly tagged as property of the Boards and determined whether the items were
included on the Boards’ inventory records. We also verified whether the inventory lists included
the type of equipment, serial number, agency control number, and location. Finally, we
ascertained whether major equipment items purchased during the audit period were properly
recorded on the Boards’ inventory lists.
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City of New York

Community Board #1, Qucens
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45-02 Ditinars Boulevard, LL, Suitc 1025
Astoria, N.Y. 1110S
Tel: 718-626-1021, Fax: 718-626-1072
E-mail: gnG1@cb.nyc.gov

June 8, 2012

Ms H. Tina Kim

Deputy Comptroller
Office of the Comptroller
Bureau of Audit

One Centre St., Rm. 1100
New York, NY 10007

Dear Ms Kim:

RE: 2012 Audit of the Financial &
Practices of Community Board 1, Q.

We are responding to the 2012 Audit of the Financial and
Operating Practices of our Board

Please find enclased an up-dated inventory list, with serial
numbers and the location of each item of equipment. In
addition, you will find a copy of our Inventory Policy memo.

Please do not hesitate to contact our office should you have
any questions.

Thank you.
Sincerely,
Vinicio Donalo
Encls.

cc: Ms Irene Lam, Office of the
Comptroller
Ms Susanne Marchetti, BPO
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MEMORANDUM

TO: The File
FROM: Vincio Donato
RE: Inventory Policy

DATE: January 11, 2012

Community Board 1’s Inventory Policy is that all items
of value, purchased with City funds, and maintained
within the office of witl be listed on a regularly updated
inventory list and apgropriately labeled where necessary
as the property of the\City of New York

Vmcxo Donalo
Chairperson

ADDENDUM
Page 2 of 41

licten Marshall,
President, Quecns

f3arry Orodenchik,
Deputy Borough Iresident

Vinicio Donato,
Chulrperson

Lucille T. Hartmoenn,
District Manager

BOARD MEMBERS (cont-)

Rose Annc Alafoginnnis
George Alextou

Qus Antonopoulos
Juanita Brathwaite
Ann Bruno

Qerald Celicndo
Joanna D'Elia
Dolores DeCrescenzo
Mary Demakos
Demetrios K. Demgtrios
Antonella DiSaverio
Dean O. Ferstovic
Selvatore Geglirdo
Anthony Giganticlio
Evie Henizopoulos
Paulinc Jannclli

John C.V. Katsanos
Jerry Kii)

Vincent G. Mzrsanico
Frances Lubmann-McDonald
Bradbir Milra

Kevin Mullutkey
Stella Nicolaou

Gus Prentzas

Thomas Ryan
Michacl Sereo
Rudoflp Sarchese
Maric Tomleli

Judy Trilivas

Mannic Wilson

Ben Wood

John P. Zicdonis

Reoundarles: Nonh: [Fect River, Bowery Ray ~ 1Zast- 82 Si., Araoklyn-Queens Expressway — South. Queens Plnza No . Narthern Blvd . LIRR Tracks ~ West- East River



%

28
31

32.
34.
35.
37.
36.
38.
36.

49.

59.

ADDENDUM
Page 3 of 41

Up- d@ol

’ Community Board 1, Queens Electronics Information /{/‘/Q/t

. 18BM Wheel Writers 5 S/N 13569000626680- Conference
. Leased
Leased
Fax Machine- s/n/ DA738490014 D04- Conference
2 Scanners- 1-D.M.'s: S/N 081874
- 2-C.A's: S/N 183173
1 HP jet 4205tn printer- C.A's $/N JPRFH15007
Dell Optiplex -D.M's JRrQ5j1
Monitor-S/N CNOUtt374822064D0602
Keyboard & Mouse
Oell Monitor- Vacant Desk- S/N JBFMIQ1
Cpu Dell optiplex 780 (listed 760 ) chairperson's S/N S2DFKM1
w/ Dell Monitor CN OFH8 MW74445039A5FL
Server- Dell Monitor S/N mxoym223466344475g4feu
My Book external hard drive S/N wu2u10097196
Dell Power Surge UPS1000WS/N P/N K788N
Linksys Router(Time Warner) Model WRT543V8 S/N CDFF1G378364
SML Switchboard- Model 1016DT S/N T111800404
Dell Printer s100CN S/N CNON66867197154DB068
RCA Digitsl Broadban Model DCM425 S/N 00730033307046
S/N00730913403171----Server in Storage Closet
Microphones- Shure PG 58- S/N 1015070825-02, PG 58- S/N 1LC2910882-01

Mic Receivers- Shure PG X4 S/N 1LC2910887-02, S/N ILC2910882-02, Confere ren

B Shald
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Community Board 1, Queens Inventory List 2012

1. 1 Black Sofa/ three seat

2. 2 Black Sofas/ two seat ea.

3. 1 Black presswood table 30"x 30"

4. 1 Doublesided cabinet (presswood ) 6' 9"x 36"

5. 1Singlesided cabinet {presswood) 6'9" x 47.5"

6. 1 Shelf Unit (presswood) 35" x 35"

7. 1 Tall Shelf Unit (presswood) 81" x 24"

8. 5 Hiback Desk Chairs

9. 2 Side Chairs (armed)

10. 2--30"x 60"x 29" h single Pedestal Desk w/ left flush returns 20"x 42"x 29" h
11. 2 Finch Armless Stacking/ Nesting Chair - 2 x 11 Chairs(22pc)
12. 1 Desk with lateral file top and tackboard 30" x 66" x 29" h
13. 1 Flush bridge 20 "x 48" x 29" h (desk pc.)

14. 1--2 Draw locking lateral file left side

15. 1 Open Hutch Closed back 72" x 15" x 36" h {fits desk # 12)
16. 130" x 60" x 29" single pedestal desk

17.1 20" x 42" x 29" h flush return {desk pc.)

18. 1 Glass pannel top accessory for reception desk

19. 7 Black File Cabinets 67" hx 42" wx 18" d

20. 2 Five shelf metal cabinets 67" x 36" x 13"

21. 4 Metal Storage Cabinets 28" x 36" x18"

22. 2 Tops for storage cabinets 95" x 18" (formica)

23. 3 Wall Cabinets 16" x 46" x 15" {formica)

24. 2 Folding tables (formica) 30" x 70" x 29" h

25. 1 Stationary Table 30" x 70" {formica)

26. 1 Coat Rack (blk. metal)

27. 1 Film Screen

28. 1 Easle

29. 1 Type writter

30. 1 Type writter stand (blk. metal})

31. 1 Pitney Bowes Stamp Machine DM400c

32. 1 Xerox Copier Workcenter 5150

33. Nortel Phone System w/ 6 telephones

~34. 1 Afax/ Muratech F-525 Fax Machine

C3S. 2 Fujitsu Scan Snap $1500 Scanners
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Inventory List 12-May
2 -2

36. 3 Dell Computers-Optiplex 760 w/ key board, screen, & mouse

37.1 HP Laser jet 4250 Printer

38. 1 Dell Computer- Core i5 w/ keyboard, screen, & mouse

39. 1 Dell 5210tn Printer

40. 2 Dell Computer- Laptops

41. 1 HP Laser jet P4015tn Printer

42. 1 Step Stool

43. 1 Swingline heavy duty stapler

44. 1 3 Hole puncher

45. 1 Swingline dial a blade { Paper Cutter)

46. 1 Electric pencil sharpener

47. 1 GBC Shread Master paper shreader

49. 1 Server- Back up drive & Screen

50. 2 Storage Shelves (press wood)- 4 shelf

51. 1 Storage Shelf (press wood) 2/3 shelf

52. 1 Metal Storage rack- 4 shelf

53. 1 rolling utility shelf (press wood)

54. 1 XSmall Metal Single chair work desk

55. 1 Storage cabinet 69"x40"x18"

56. 1 Folding table (press wood) 69"x 30"

57. 1 Metal 2 Door rolling storage cabinet

58. 1 Desk Lamp

59. 2 Hand held Microphone set ups

60. TV-(gift*)-TCL Television Chairpersons area S/N K3767204790
Model L32HDF11TA (* Gifted By Building Management)

CB1,Quoans
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Community Board No. 2

43-22 50th Street, 2nd Floor

Woodside, New York 11377
(718) 533-8773
FFax (718) 533-8777

. Email QN02@ CB.NYC.GOV . . A
J(M'("ph COI)/E_}’ Websites www.QueensCB.org - www.CB2Qucens.org Debra Mf'”ke” Kleiner
Chalpmay District Manager
June ,.6, 2012

Ms. HL Tina Kim

Deputy Comptroller

NYC OfTice of the Comptroller
John C. Liu

I3urean ol Audit

Municipal Building

One Centre Street. Room 1100
New York, NY 10007

RE: 2012 Audit of the Financial and Operating, Practices ol
Queens Community Bouard 2

Dear Mg, Kim:

This is in response (o the 2012 Audit of the Financial and Operating Practices of Queens Community
Bowd 2 as per the vecent audit ol our office

Attached please lind a revised copy of Commuanity Board 27 Offiec Content Repart and Tnventory Poliey
Memo. We are now in il complianee with the NYC Office of (he Compiroller,

Please feel free o contaet my office atif you have any questions or i vou would hke to setap an
appointmentregarding a review,

Thank vou lor your assistance 10 this malter.
Sil\CL‘!’d'\ .

DJ&,%ZWD 5

loseph Conley
Charman, Community Board 2

JCmag
Attachment
cc: 0 lrene Lan, Offtce of the Compiroller
Susanne Marchetti, Queens Borough President Oilice

At lplenientatiom Plag

"Serving the Communities of Long Island City, Sunnyside, Woodside and Maspeth ™
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Community Board No 2
43-22 501h Steeet, 2nd Floor
Wandside, M York $1377
(718) 733 8773
Fax (718) 533.R777

s Email QNO2@w CRNYC.GON
_/U.\t'/J/)( ()“,(f’ Websitex wuw, QueensCliorg - wwnw,CB2Queens. 1¢
Chairom

Debra Mavkell Kivin i
Dixtrict Abasuaper

MEMOKANDUM

To: File

‘

/ .
FROM: Debrn Markell )Qeinert, Distriet Nanager, Community o rd 2(?\‘”,

DAYE: January 1, 2012

RIL: Inventory Policy

Effective immediately, Community Board 2 (432) in conj nction with the
Office of (he Queens Borough President determined that Al ifems up to
S1.500.00 are not considered significant value and theref -¢ will not be
reguired (o be maintained on an ifemized inventory. Thi . policy will
supersede all other policy and procedures dealing with ity entory and items of
substantial value.

In light of the fact that purchases of under $£500.00 do v 1 require bids and
are considered small purchases, the Ofice of the Queens Sorough President
determined this would be the measnre ror significant vali e Tor the
Community Board 2 Office as well.

CB 2 will maintain a separate inventory of compnter equ prentancluding
CPUs and printers which will list the serial nomber and s

This office will maintain a list of all items owned by Com tunity Board 2. the
iems (furpiture, equipment) will no fonger be tagged. In read, items will be
listed in a central inventory and once a vear a pictore wil e faken of each
location and then compared to the centrat inventory listit | o that it can be
updated on a routine hasis.

Ly eadory Cotiey 20002

“Serving the Communitios ol Fong Iskund i Sunnyside, Wooe cid'e and Maspeth”
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May 31. 2012
COMMUNITY BOARD 2
43-22 50" STREET, ROOM 213
WOODSIDE, NEW YORK
718-533-8773

O1- RECEPTION STETING ARIEA

Ol-1 | desk

- 01-2 1 chaw
O1-3 1 arn chior

- U014 1 pimphier rack
O1-5 T wall clock
O1-6 Anagazine racks
O1-7 1 bookshell with handouts

02- FRON'T DISK
02-5 1 Dell monitor CN-DCCINS-TTOIR-T00D-ANCN
029 L HE Pronter HP Laser Jer PXOIS S N ONBITTOMT 21
O2-10 1 Telephone

03- DESK Leh

O Dl monttor 8N CON-OCO3SN-TTa18=720-A D0
OX12 1 D laud dynve S N SNZRSCT Optiplex 743
O3-13 ] elephane
O3-1-E L TP Laser Jet 1320 Printer S N CONTFRY 06093747
O3-15 1 VSC ranseripiion machine S8 N AW A00227.)
D3-16 1 fool pedal for transcriber
O-17 1 Fggstsu-Seanner 8 N SS00#0307 14
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08- DESK 6 (opposite chairman’s desk)
OX-50 1 typewriter Brother BEM-330 8 N ATS3 22411
O8-51 1 Dell mnitor S N CN-0GSSHF-64180-85[)-28911
O8-52 1 Dell hard drive S'™N SBNPBD) Optiplex 745

09: CONIERENCE ROOM
- 0953 1 Hotpointrefvigerator S N MD730892 Model CTA T3CLR WIH
00-54 1 Zenth television § N U2T-373[DR2N
00-55 1 Samsung VOR madel VRS60O SN 6VRBIBO2OINT NAA
0U-50 2 collee mikers
OV-57 1 G omicrowave aven S N 3513585800
OV-58 1 Proctor Silex taster oven S N B4560 B\

DY Y
-1
(-7

TP Pemter 2015 dn 8§ N CONRI 31074
Dell montter S N 200 16] 103 00020
*anusonic |EI|'IL‘ Recorder S N AWNOL ANODTOOGGR

DU-59 1 Olivett typewriter F'E 23008 N 210506
HO-60 1 Tellowes paper shredder model SBROCT S N CRC 3228
- 00-61 1T water dispenser (Nestle Water)
09-62 1 1elephone
DO-62 | electronic stapler
U9-04 1 Fujitsu scanner STON N {0220
09-65 | wall clock
OU-66 1 Dell Monitor S N CN-OANTI6-4760034G-BOAS
0U-67 1 Dell hard dove S NCINOEST Oppley 900
OV-6N 1 penctl sharpener
I
I
!



ADDENDUM
Puge 10 of 41

12- DISTRICT MANAGER'S OFFICE

12-80 |
12-81 |
[2-82
[2-83 1
[2-84 1
12-85 1
12-56 |
12-87 |
12-881
12-80 §
12-90 |

§2-01 1
12-92 ]

lelephone

Dell monitor S N CN-OUHS3I7--I18220-696-01 1V
HP Laser Jet P201Sdin S-N CNBJIS97893

Dell hard Optiples 755 SN B27NQG

lan

heater

sony tape recorder

Sony-EC microphone S'N 3-259-889-1 |
[Fupsisu seansnap <1300 SN 081870

Cordless headset telephone SUN 017229115507
smart pen SN AN E-APD-ONQ-T()
Radtoshack tape recorder S N 03AT0

Cinan Powershut Ciunera SN 4723301700

13- GENLERAL OIFIC] JTIEMS
13-93 24 file cabinets
1 3-94 32 sicel chairs

13-93 9 olfice chairs
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212-525-6987 05'16:28 p.m. QG- 29 2012 213

86/29/2612 16:58 17184583316 COMMUNITY BOARD 3 PAGE  B2/04

COMMUNITY BOARD No. 3, Q.

82-11 37 Avenue, Suite 606
Jackson Heights, New York 11372
Telephone: (718) 458-2707

Fax: (718) 458-3316
www.CBIQN.NYC.GOV
COMMUNITYEOARDI@NYC,RR.COM

Marta £. Lobroton, Chalrppreon HELEN MARSHALL, Barough Proafdant
GIOVANNA A. REID, Dig\rict Managar BARRY GRODENCHIK, Deputy Borough Prasldant and
Communlty Board Diraclor

Stephan Kuthanek

Flrst Vice-Chalrparsan

{182 Mosulom

Sscond Vice-Chairperson
Ann Brown

Treaaurmr

gdmund Rosenbaumn Secretry
Grace V., Lawrence

Post Chuir

Ms. Tina Koy,

Deputy Comptroller for Audit

City of New York

Office of the Comptroller John C. Liu
1 Center Street

New York, New York 10007

June 29, 2012
Ro: Audit Report on Inventory Pructices- FMI2-115A
Dear Ms. Kim,

Coramunity Board 3 is in receipt the preliminary draft of your recent avdit conducted op
May 16, 201 | for major items thet were purchascd in {iscal year 2012,

The report reflects that CBH3, Queens had the [ollowing weaknesses; 6 Missing Agency
Taps, 7 Incorrect Serial Numbers and 9 Itemns Not Included on T.ist

To rceap, at the tinse of the audit CB#3 had purchased only four equipment items in fiscal
year 2012. The items purchased were a shedder, recorder, seourity camera und external
hard drive. All picces were labeted, serial and contro) nunbers recorded on the inventory
Mst.

The other itemg that were reviewed arc pucchases from previous years and or on the
snivage list. As reported, there were four computer monitors that that did not have labels,
These items were purchased in 1997 which are slated for salvage; the labcls may have
come off due lo wear and tear. . The remaining items that were not {abeled nor iicluded
in the inventory report are donations. In regard to the items that had incorrect sertal
numbers, the information has been corrected. 1t is imperant to note that all of the
equipmeont that cur office has purchased is accowned {0Or«
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212-525-6987 05 16:51 p.m 06-79-2012

86/29/2012 16:59 17184583316 COMMUNITY BOARD 3 PAGE 083/84

We have taken notc of your findings and have made the necessary corrections. We
however are very concemcd about the conclusiops that were drewn from the nudit,
suggesting that a missing label equates 1o “potential loss, misappropriation or thefi”. We
respectfully esk that your office reconsider the language that is used Jo describing your
findings; anyone making a cursory review of the report may artive at an incorrect
conclusion. Thank you in advance {or your cooperation.

Sincerely,
Vb o
Marta Lebreton

Chairperson
Communijty Board#3

Rk
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COMMUNITY BOARD # 4Q

Scrving: Corona, Corona Heights, Elmburst and Newtown

46-11 104" Street

Corona, New York 11368-2882
Telephonc: 718-760-3141 Fax: 718-760-5971
Emai}: cbdq@nyc.rr.com

Helen Marshall Louls Walker
Borough President Chairperson
Barry Grodenchik

Deputy Borough President
Director of Community Boards

June 20™, 2012

Ms. H Tina Kim-Deputy Compiroller
Municipal Building

One Centre Street, Room 1100

New York, NY 10007-2341

Re: Audit Report on the Inventory Practices
Over Major Office Equipment at the 14
Quecns Community Boards
FMI12-115A

Pear Ms. Kim:
We are writing you o request a few clarifications on (he Dralt of the Financial Audit daied May 31, 2012.

Communily Board 4 is satisfied with the report with the exception of the folfowing two jtents. [ any of the belosw referenced
issues arc a misunderstanding on our parl, please feel fiee 10 clarify.

s Pagcd
The inventory lists at 3 Boards listed 23 items with duplicate control numbers. (Boards #1, 4, and #14)
The ftem in question (Conurol 8 121) is in fact a sysiem fexact deseription is “SANSON Wivelvss Stuge 33 Trae
Diversity Wireless Systent ™) swhiich contains numerous itews in one hox. Ninbering eacli item in this box xvanld eniail
individualizing replacement wrennac. u poseer supply., a4 microphone and a receiver.
Note: A second similar systemt is also ovwned by this office (Control 8 120- Fender 15 Educ Passport pl 30 P systeny
This systen was hoveever not cited.

¢ Bottom ol page 4
However Boards #4. #5. and #14 did not maimain formal records documenting the disposal of thiee items -
The corvesponding table on page 3 docs In juct have a cohomy for ltems Incorrectly Disposed of o Now
Available for Inspection. We would like this clasified in the stutement as well. The item was not improperly
disposed of.
Over velinguishment folder containing a thorough list of disposed of items was not requested, but veas volmyarily
provided for inspection. 1was never looked at.

We would be grateful if these changes would be implemented in the final reporl. =

l.ouis Walker
Chairperson
Queens Community Board 4

Cc: Suzanne Marchetti QBPO
trene Lam. NYC Compiroller's Office
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Community Board No. 5

Borough of Queens
Ridgewood, Maspeth, Middle Village and Glendale

61-23 Myrtle Avenue ¢ Glendale, NY 11385
(718) 366-1834

Fax (718) 417-5799
E€-mall: gnscb5@nye.rr.com

Vincent Arcuri, Jr. GalryﬂGiNc,)rdano
District
Chalrpe»rschun9 27,2012 strict Managor
Tina Kim

The City of New York

Office of the Compilroller

Bureau of Audil Municipal Building
One Cenlre Street, Room 1100
New York, New York 10007-2341

Re: Drafl Audit Report on {he invenlory
Praclices Over Major Office Equipment al the 14

Queens Communily Boards, FM12-115A
Dear Ms. Kim;

Below is our response 1o Ihe Audil Report on the Invenlory Practices over Major Office Equipment at the 14
Queens Communily Boards. Your Orafl Audit Report did nol reflecl our comments on your preliminary Audit
Report nor reflect commenis made al ithe meeting at Boro Hall on May 22, 2012.

Our comments are:

1) We bave nol placed any relinquished equipment in the trash, as stated. In the past, old. relinquished
major equipmeni such as photo copy machines, were picked up by DOS for recycling

2) The opening slalements on page 4 of the report are misleading wilh regarg to Community Board 5,
Queens. The "Summarty of Weaknesses", on page 5, shows thal we are missing only two lags. The
item nol available for inspeclion was a Linksys B-Parl Workgroup Switch, which was purchased for
$37.05. This non-major equipment siem was broken and our T consullant discarded il after he
delermined it was nol fixable (see attached leiter).

3) The reference to "Agency Tag Missing Control Number” should be counted as a single weakness, not
38 separale items.

We thank you and your staff for pointing oul such weaknesses, as indicated, and | assure you {hat this agency
wiii niake every efiun to become iuily comoliant by:

1) Adhering to procedures set forth in in the DMS OSA Agency User Guide.
2) Ensunng that tags affixed to all office equipment will include sequential inlernal control numbers.
3) Continue to mainiain complete and accurate records of all equipment, inctuding separate Agency
Control Numbers for each item lisied on the inventory documents and that all items on the inventory
i '\Rsl arg.accoupled for.
| A
Sihcerely;| |

enl Arcuri, Jr.
Chairman
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DESKTORP FRIENDLY

39-37 27 Swreer LLCONY V0]
Tel (TI8) 472-32533 / Faa: (718) 482-7881

Community Board 5, Queens
61-28 Myrtle Ave.

Glendale, NY 11385

Vendor Code: 0001609520

June 8, 2012
Subject: Broken Linkys 8 port switch
Dear Laura:

Our log records show:

1) That the Linksys 8 port switch was purchased 6/6/2008.

2) In December 2012 one of the Board Members donated a 16 port switch that
replaced the suspected broken Linkys 8 port switch.

3) On March 23, 2012 we confirmed that the Linksys 4 port router was also broken
and needed to be replaced.

4) We also took the Linksys 8 port switch back to our office for further diagnosis
and discovered that several of the ports were not working properly and therefore
the unit was discarded.

Sincercly,

John Whyms



Helen M. Marshall
Quérens Bercught President

Jeseph C. Heanessy
Chairman

Frank I. Gulluscic
Districl Managcr

Goil M. Gerden
1" Vice Chalrw¢man

Steven Geldbery
7 \ice Chalrinon

Filzabelth Anderscn
Vice Chalrctman - Seeretany

Tledd Reivman
Viee thalmpan Tinanee

Nenmnan lepper, P.C.
Viee Chalvutan land (v

{ann C Sehdman
View Chairwe man Aecpiny

104-01 Metropolitan Avenue
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Community Board 6, Queens

@ Forest Hills, NY. 11375-4136
Tel.: (718) 263-9250 @ Fox: (718) 269-221t
£ mail: cb6ganyer.com

www.queensehé.ory
June 12,2012

Ms. Tina Kim

Deputy Comptrotler

Bureau of Audit - New York City Office of the Comptroller
| Centre Strect — Room | 100

New York, NY 10007-234 1

Dear Ms. Kim:

I hope this letter finds you well. 1 am in receipt of your May 31, 2012 lettes and
copy of the DRAFT REPORT on [nventory Practices Over Major Office Equipment for
Comununity Boards.

Please be advised that the Communily Board is a small agency with a staff of no
more than 4 individuals. The office is only about 1200 square feet, which is divided into
three (3) sections, the main office, 1he conference room and the District Manager’s office.
The entrance to the office is controlled by a secure buzzer system and all parts of the
office are visible from all arcas.

With respect to the issues that were found with physical inventory: the one (1)
item that was missing an agency tag, has now becen corrected by placing an agency tag
and control number on it. The inventory list has been updated to include all locations off
all stems. In addition, the list has been updated to reflect the correct senial # for the three
(3) items that were incorrect on the day of the inspection.

At the time of the Audii. the District Manager's laptop computer was not on-site
{or inspection. The laptop is used to conduct Community Board business outside the
office. Unfortunately. the laptop was lefl at the District Manager’s vacation home in
error. Upon his return to his vacation home, the week of July 2, 2012, he will photograph
the laptop and serial # for your review. The laptop will be returned to the office the week
of July 23.2012.

Moving forward, all items that are remaved from the office for Community
Board business purposes will be signed out of a log. 1 will review this log an a regular
basis,

Please see attached our cureent inventory list with all neecssary corrections.

Thank you for your cooperation and attention to this matier.

Sincerely,

Chair

Cer Queens Borough President Helen Marshall
Barry Grodench i K, Director of Community Boards
Carol Ricci. Queens Borough President’s Office
Susanne Marchetii, Quecens Borough President’s Office
Christine Ward - McKee, Queens Borough President’s OfTice
Mr. Lawrence Welgrin, Audit Manager

Whitepet .\'u'lltM_ ;65]
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ueens Community Board 6 - Electronic Equipment Inventory (Pg.3) — Revised June 1, 2012

060 Oscillating fan 84005553
061-066 Radlos ~ C.E.R.T. Vertex Standard

061 Modal VK-824-G7-5 - Serlal 7€270938-retalned by CERT member

062 Model VX-824-G7-5 - Sertal 7E270939-retalned by CERT member

063 Model VX-824-G7-5 - Serlal 7E27094D

064 Model VX-824-G7-5 - Sarlal 51040361

065 Model VX-824-G7-5 - Sertal 51040162

066 Model VX-824-G7-5 - Sexial SLO4D365-ratalned by CERT member
071 {Pad DMPHN24DDNQR

Conference Room

031 NEC Phone 8H05897686
040 White refrigerator BOOO64AP Avanti 060200955
041 Avantl Microwave 070806490
042 Capresso Coffee Maker E60211398E
059 Oscillating fan 84008414
Basement

021 Gateway Monhitor MES5880C03763
022 Gateway Keyboard SHD5105027B
023 Gateway E Series Tower 0036038447
051 AT&T Cordiess phone HF502021725
052 Letter folding machine SNA40567

053 Sharp Video Camcorder 711514921

057 Speaker system SP691 CSPK100174
067 Memorex Radio 075300701303

¥**As of June 1, 2012 the next available Internal # for electronic items {s 072***
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Queens Community Board 6 - Electronic Equipment Inventory (Pg.2) ~ ﬁ%“sgod June 1, 2012

015 Dell Tower Optiptex IXYNIG1

025 Swintec 7000 Typewriter 6730096

030 NEC Phone BH05897645
033 Electric pencll sharpener M#KP110 8298

048 Cisco Adapter JVLOOL304418
063 Western Digital External Drive WXEO8PM2343

Main Office/Supply Closets

037 3M Office air cleaner D0100195

039 Dirt Devil vacuum 3173837

058 Osclllating fan 3186416

054 Sony Voice Recorder 501-6029004-7
055 Cordless PA system Apollo #PAS000 97060722

068 Epson Screen Projector PYWF1Y(0551L
070 IPad DMPHNIXEDNQR

District Manager’s Office

017 Dell Monitor CN-0DW711-71623-9CF-0692
018 Dell Keyboard CN-ON242F-73571-071-0301-A01
019 Dell Tower Optiplex 6B48PL1

020 Dell Printer CNOM9228487345BEFULL
032 NEC Phone BH05837646

034 fellowes paper shredder MEPS-79Ci  CR(C32279

038 3M Office air cleaner E0500145

043 Lenovo ThinkPad Lap Top 8744C8U

044 Linksys Router 10B10C17115935

049 Sharp TV/VCR 27" 317421

050 Sony Cybershot Camera 537637

056 PA system in a case Model 007HT {Cannot locate serlal #)



Desk 1
001

002
003
004
027

045

Desk 2
005

006
007
008
024
028
026
035

046

Desk 3
009

010
011
012
029
036

047

Desk 4
013

014
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Community Board 6 - Electronic Inventory — Revised June 1, 2013

Dell Monitor

Dell Keyboard

Dell Tower Optlplex
Dell Printer

NEC Phone

Cisco Adapter

Dell Monitor
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Community Board 7

Borough of Queens
Bay Torrace, College Point, Beechhurst, Flushing,
Malba, Queensborough Hill, Whitestone and Willets Point

el
by
: 0{‘}/_ 5
ew 0]'](‘ 133-32 415t ROAD + 3rd FLOOR * FLUSHING, NY 11355
(718) 359-2800

Fax: (718) 463-3891

Hel:n Marshall email: gn07@cb.nyc.gov Eugene T. Keity. Ji.
{vyaiigh Prosidont Chairperson

Burry Grodenchik

3 Marilyn Bitterman
Deptsty Dorough Prasident:Conmuty Boards

June 22, 2012 Ojstrict Manage

Mr. Larry Welgrin

Audit Manager

New York City Comptroller's Office
One Centre Street - Room 1100
New York, N.Y. 10007

RE: Draft Report - Audit on Inventory Practices

Dear Mr. Welgrin:

Our office is in receipt of the Audit on Inventory Practices, as well as the
implementation plan.

I have reviewed the information as it pertains to Community Board #7, and based

upon the items that your agency addressed, we have made the necessary
corrections.

However, even though all of the boards strongly objected, on page 4, last
paragraph, | am still not happy to see the wording, "there is a potential risk of
loss, misappropriation, or theft”, We are a small office, with a small staff, not a
Capital agency. Again, | must reiterate, that wording needs to be deleted.

Sincerely,

= A
& = )
e S ')/
5 f

’ Eugene T. Kelty, .‘JrA,
Chairperson

c.c. Comptroller John Liu
Susanne Marchetti - office of the Borough President
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Commanity Board 8
10708 Hilkade \vaiie
Hollie NY 11232100

Fav: (718) Mt o b
Famatl qnits o e ive win
W ebsite: waww ieenschy ore

June 20, 2012

Lina Kiny. Deputs Compnllee

OMee ol thie Compiratier Borcan o4 Ay
\funicipal Hudhding

One Center Ntreet. Room 1w

New York, NY Lopa7

Deiu N~ Kiny

Tl e response o the draft repart recetved ot Tane 19 20T Weivere Civa o misong
ageney [agstnd lack o seguentiad numbers

Hlere 1o st o steps ihar have beert fadaen Goaddeess G sasmes cdsaed b e cepot
1 ! {

o Wlien District Manager Marte Adam-Ovade was appointed Dive ceors agooany temy
e way purelised would be added b sonping inventors st oo e previous
adminiztranon, Uponveceiptof v ea repoit se did o walk thiough and re-exaained
all e i e oflice, Seqguvntnl anbers noave been assiped o cach dems
Aerched \/'l'('(l-/\hr‘(‘l\ fa Ty,

e Barhara Vekeon wis the ondy preeson e duinged of g
appuars that when items soe deliverad mher absenee o W)
A Adam: Oode o sioned nes gindelmes bo cimare aoctees U odes tie new
aiidehines, ans ode rewetving ancsent e be aemtoried will fog oo the “ftems for
foventory ¥Y T tora cwc attecimens 5 Inowddinnon anetlier cnpdos ce e
wilnesy that gie gem s adecd treeed watloihe veeney e and seguential
manber  \supresventine madstiie o ferm hues feer deated for chiecking ent ey

Aueh s Canteras Lok s visits, o

b e upon et It

e ot Gagrped

Lo b vt o e olies e s oflaniancin

41

oo Lasal e second week of Bty and e seermb el o T the Distiet
Mmayer b conduct ok thnmg oo etisue that thie isventors s i carate

Depoty Borongh Fressdent, Hares Grodenchil
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Adter Grkiny the above sieps, T vestain s the © oty Bomdwlladiean Iy in

canpliance widi the directives

Sineerely.

i e 4 oV
Q/[v/-)\_ el /J/i,d Lia A

Alvin Warshaviak, Clioir
AW :mao
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cuy ofNew York age 60

COMMUNITY BOARD NO.9

Queens Borough Hall {718) 286-2686

120-55 Queens Boulevard, Room 310-A Fax (718) 286-2685

Kew Gardens, NY 11424 Meeting Hotline (718) 286-2689
Email commuanitybd9@nyc.rr.com
Website www.nyc.gov/queensch9

Andrea Crawford, Chairperson * Mary Ann Carcy, District Magager * Helen Marshall, Borough Presldent

June 18, 2012 _

Mrs. H. Tina Kim

Deputy Comptroller

NYC Comptrollers Office
Bureau of Audit

1 Centre Street, Rm. 1100
New York, NY 10007

RE: Audit Report on the Inventory Practices Over Major Office Equipment
at the 14 Queens Community Boards FM12-115A.

Dear Mrs. Kim:

The following is a progress report in regard to the issues of noncompliance with the
Audit conducted in May 2012:

= Ten items were missing Agency Tag and we have tagged said items and will
ensure they are added to our inventory list.

= Three Incorrect Serial numbers were noted and they will be carrected on our
inventory list, In addition we were sited for not listing 15 items. Six of these
items were under $300 and therefore are not listed on our inventory list. We
have since learned that all items must be maintained on an inventory list and we
will ensure that these and all future items be maintained on our inventory list.

Sincerely,

dhoa (h ng)&(

Andrea Crawford
Chairperson

C:\lisadocs|Audit Report 2012.doc

“SUPPORT A DRUG FREE COMMUNITY BOARD NO. 9°
Woodhaven, Ozono Park, Richmond Hill, & Kew Gardens
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COMMUNITY BOARD 10
Ciry or Niw York ¢ Bowouai o) QuLens
115-01 Lereerts BOULEVARD
SoutH OzoNE PARK, N.Y. 11420
Tuies (718) 843-4488
Fax: (718) 738-1184
E11ZABETH BRATON E-man: ¢b10qns@nyc.r.com KARYN PETERSEN
Chairperson District Manayes

Junc 21, 2012

Hon. 11. Tina Kim, Deputy Compiroller
Burcau of Audit
City of New York
Office of the Comptroller
One Centre Street, Room 1100
New York, N.Y. 10007-2341
Re: Preliminary Draft - Audit Repont FMi2-115A

Dear Deputy Comptroller Kim:

In contrast to many other agencies that have large staffs and numerous offices often in different locations
from one another. Community Board 10 is a small agency comprised of 4 staff membeis occupying a single
office space. ‘I'he Chairperson (the agency head) is a volunteer performing pro bono service (o the city as
arc all Community Board agency heads. Also in contrast to many other agencies, Community Boards do
not have stall whose lunction is limited to invenlory control and related 1asks. Our slaffs arc engaged daity
in a myriad of tasks all related to the service delivery, budget, and land use issues of concern (o the
residents we serve.

Our office space is essentially a conference room, an open plan desk area/public area, and an alcove used
for storape and where 4 refrigerator/cofTec station is located. In contrast to large agencics, our imvenlories
arc relatively small and mosi items arc clearly visible and casily located from wherever one is in the office
space.

All of the items on our inventory list arc clearly marked with agency tags. We were cited in the Draft Audi
Report for 48 agency tags lacking contral numbers. ‘That issuc has been addressed.

We were also ciled for | item (a refrigerator) not having its serial number listed. T'hat, too, has been
addressced.

While we (ully agree that there must be standards for proper mventary control and management we helieve
the 1wo lapses we were cited for do not justify, within the context of the size and Lype of agency wc are as
described above, a conclusiot, that there is a “potential risk of loss. misappropriation, or theft” due to how
we maintain our inventory records and safcguard Uie city's property in our ofTice.

Very (ruly yours,

'
\ ~l 7
y p, . £ v -

Elizabéth Braton
Chairperson
EB:mal

¢ Hon.tlelen M. Marshall, Queens Borough President
Carol Ricei, Direclor of Administration, QRPO
Susanne Marchetti, QI3PO

Christine Ward-McKee, Fiscal Officer, QBPQ
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The City of New York
Queens Community Board 11

Serving the Communities of Auburndale, Bayside, Douglaston, Hollis Hills
Little Neck and Oakland Gardens

Jerry lannece Chairperson / Susan Seinfeld District Manager

June 20, 2012

Tina Kim

Deputy Comptroller for Audit
Office of the Comptroller
One Centre Street

New York, NY 10007

RE: Audit Report on the Inventory Practices over Major Office Equipment at the 14
Queens Community Boards

Dear Ms. Kim:

We are responding to the Draft Report on Inventory Practices on behalfl of
Community Board 1. We appreciatc that CB 11 was cited in the Findings and
Recommendations as being one of two Boards with relatively few ecquipment inventory
list control weaknesses. The staff shows their organizational skills and diligence, on a
continuous basis, to ensure that our inventory list is up to date.

CB 11 was cited in Table 111 for having incorrect or missing serial numbers on a
few items, one missing or incorrect location and one item missing {rom the list. We want
to note that the missing item was marked with a control number but was missing from the
list and immediately added to the list. We were also missing six serial numbers that we
could not locate on cquipment. We have added these numbers to the inventory list and
appreciate the assistance of the auditors in finding the correct numbers.

With regard to the incorrect serial numbers on our Dell computer items, we added
the service tag number from the Dell Products to our inventory list, since these are
considered the serial number for these products. We previously did not realize that the
service tag numbers are considered the serial number and in error included serial numbers
for the internal Microsoft components.

We appreciate your bringing 1o our atiention the necessary corrections to the
Inventory Control list and will continue 1o maintain an up-to-date list.

Smccrc]y‘

,,
' edc
/ halr

46-21 Little Neck Parkway, Littte Neck, NY 11362 Tel (718) 225-1054 Fax (718) 225-451
QN11@cb.nyc.gov  www.nyc.gov/queenscb11

District Manager
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Communihy Lo 12

o Lk Che Cihy of Newr Uork
B o {F #Harouah of Queens
e O0-28 1615t Street (718) 658-31 308
Jamaica, New York 11423-6187 Fax: (718) 7396997
“L‘:n n ?\i.l'[«!u.ll! |.|.\<_|1|1_|<:I':- !f-- Y
Y nne i Il

Barey Grodenchik

June 29, 2012

Ms H. Tina Kim

Deputy Comptroller

City of New York

Office of the Comptroller
Municipal Building

Once Centre Street, Room 1100
New York, NY 10007-2341

RE: Audit Report on the Inventory Practices Over Major Office Equipment

Dear Ms. Kim:

Community Board 12 Queens is implementing all recommendations.

Sincerely,
\.«I-'\ Copealese g ~ e
Jacqueline Boyce |

Chairperson
Community Board 12, Q

cc: Lawrence Walgreen
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From: bryanf.chthiteandiverzo.ncl
To: Dilen, Rubede

Subject: CB 13 Response (o Audit Report
Date: Friday, June 29, 2012 3:09:32 PM
Hi Roberto:

As per our telephone conversation, I am responding to the Audit Report by your office. This Board has a
problem with the wording of your findings that gives the impression that we are subject to theft or lost
of property and that we are falling to properly maintaln city equipment, which is not the case. The
District Manager will be ordering a review of how equipment is logged in upon delivery to avoid
confusion with serial numbers.

Sent from my Verizon Wireless BlackBerry
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June 27,2012
Tina Kim, Deputy Comptroller for Audit
City of New York Office of the Comptroller
One Centre Street Room 1100
New York, New York 10007-2341
Dear Ms. Kim;
COMMUNITY BOARD #14
City of New York
Borough of Queerss We write to you in response to June 15, 2012 Draft Report
regarding the audit of elcctronic equipment in our office  While
OLORES ORR we generally agree with your findings and will follow DO
Chairperson standards in the future, we would like to strongly dispute one item
N your report.
JONATHAN GASKA The item 1s under the “agency tag missing control number”
District Manager column. When we met at Queens Borough Hall before the audit,

we were told by your staff that using an indelible marker and
writing the words “Community Board and board number™ on it
would be acceptable as a method of “Tagging™ our equipment. We
werc also told that “Whatever we did for the last audit would be
ok™ as well which 1s what we did.

Given our objection and guidance from your agency. we rcquest
that the one identified item be removed from the report.

It you wish to discuss this matter further. we are certainly available
to do so.

Thank you,

Dolores Orr
Chairperson

1931 Mott Avenue, Room 311

Far Rockaway, NY 11691 JGrdis
Tel.: (718) 471-7300

Fax: (718) 868-2657





