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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 I 

Summary of Other Than Personal Service Expenditures  

for the 14 Queens Community Boards  

Fiscal Year 2011 

 

Board 

Other Than 
Personal 
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, §93 
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.1 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.  

 
  

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

 
Table II

Summary of Weaknesses in Equipment Inventory Control 
Number of Instances 

 
Board # 

Missing 
Agency Tag 

Agency Tag 
Missing Control 

Number 

 Items Incorrectly 
Disposed of or Not 

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 III summarizes the results of non-compliance 
issues with the Boards’ inventory lists. 

 
 

Table III

Findings of Non-Compliance with Inventory Lists 
Number of Instances 

 
 
 

Board 

 
Total 
Items 
Tested 

 
Incorrect 

Serial 
Number 

 
Missing 
Serial 

Number 

Missing 
Agency 
Control 
Number

 
Items Not 

Included on 
List

Items with 
Duplicate Control 

Numbers 

 
 

Total Number of  
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. Identification tags are affixed to all office equipment items and include sequential 
internal control numbers. 

3. Complete and accurate records of all equipment are maintained. 

4.   Agency control numbers are included for each item listed on the inventory list. 

5.   Each item of equipment should be assigned a separate control number.   

6.   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. 
 

 Page 4 
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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 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 I 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. 
 



 

11  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 III 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 
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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.  
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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, §93 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.  






















































































