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To the Citizens of the City of New York

Ladies and Gentlemen:

In accordance with the Comptroller’s responsibilities contained in Chapter 5, 893, of the New York
City Charter, my office has audited the compliance of the Queens Community Boards with certain
purchasing and inventory procedures.

There are Community Boards for each of the 59 Community Districts throughout the five boroughs
of New York City. The borough of Queens has 14 Community Boards. Each Community Board is
headed by a Chairperson and employs a District Manager to manage the day-to-day operations of the
Board. We audit agencies such as these to ensure that they comply with City procurement rules and
are accountable for the use of funds.

The results of our audit, which are presented in this report, have been discussed with officials of
Boards as well as the Queens Borough President’s Office, and their comments have been considered
in preparing this report. Their complete written responses are attached to this report.

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

Very truly yours,

i@ Thogea),

William C. Thompson, Jr.
WCT/th

Report: FPO07-093A
Filed: June 13, 2007
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The City of New York
Office of the Comptroller
Bureau of Financial Audit

Audit Report on the
Financial and Operating Practices of the
14 Queens Community Boards

FPO7-093A

AUDIT REPORT IN BRIEF

This audit determined whether the 14 Queens Community Boards (Boards) complied
with certain purchasing and inventory procedures as set forth in the New York City
Comptroller’s Internal Control and Accountability Directives (Comptroller’s Directives) #3, #6,
and #24; applicable Procurement Policy Board (PPB) rules; the Procedural Guidelines for
Community Boards; and the Department of Investigation Standards for Inventory Control and
Management; and if the Boards received funding from non-City sources, whether they accounted
for the receipt and disbursement of those funds.

Audit Findings and Conclusions

The 14 Boards generally adhered to Comptroller’s Directive #3, #6 and #24; applicable
Procurement Policy Board (PPB) rules; the Procedural Guidelines for Community Boards; and
the Department of Investigation Standards for Inventory Control and Management.

In addition imprest fund purchases did not exceed $250; imprest fund checks had the
required authorized signatures, designated specified payees, and bore the inscription “void after
90 days”; imprest fund bank accounts were appropriately reconciled; and all major equipment
items were on hand.

Lastly, except for $642 in expenses related to non-official functions, our examination of
the Boards’ Other Than Personal Service expenditures disclosed no instances in which moneys
were improperly used. However, there were minor instances in which the Boards did not comply
with certain purchasing and inventory procedures, which are summarized in Table I, below:

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




Table |

Findings of Noncompliance with

Purchasing and Inventory Procedures

Audit Finding Noted at
Duplicate payments totaling $254 were made | Board #6
to vendors.
Improper use of miscellaneous vouchers. All Boards except for Board #12

for inappropriate expenditures.

A total of $642 in City funds was used to pay | Board #5 and #13

Imprest fund checks had only one signature. Board #14

Incorrect object code charged.

All Boards except for Boards #3 and #6

Equipment items not on inventory list.

Boards #3 #12 and #13

Inventory list lacked complete information. Board #2 and #13

Audit Recommendations

We make the following seven recommendations to those Boards that had weaknesses

found during the audit.

e Board #6 should obtain a refund of the duplicate payments or receive a credit for

future services, if applicable.

All Boards should ensure that miscellaneous vouchers are used only for purposes that
are allowable by Comptroller’s Directive #24.

Board #5 and #13 should cease making inappropriate payments.

Board #14 should ensure that all checks issued from its imprest fund have two
authorized signatures as required by Comptroller’s Directive #3.

Boards should ensure that all payments are charged to the correct object code.

Boards #2, #3, #12, and #13 should ensure that complete and accurate records are
maintained for equipment.

Boards #2, #3, #12, and #13 should tag equipment as property of the specific
community board.

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




INTRODUCTION

Background

There are Community Boards for each of the 59 Community Districts throughout the five
boroughs of New York City. Each Community Board (Board) has up to 50 non-salaried
members who are appointed by their respective 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.

There are 14 Queens Boards—Boards 1 through 14. Each Board has a District Manager
and at least one full-time clerical staff person.

Table 11, below, lists each Board’s Other Than Personal Service expenditures for Fiscal
Year 2006.

Table 11
Summary of Expenditures for the 14 Queens Boards
Fiscal Year 2006

Other Than

Personal

Services
Board 1 $38,309
Board 2 66,874
Board 3 70,441
Board 4 32,358
Board 5 68,166
Board 6 63,947
Board 7 49,249
Board 8 91,791
Board 9 23,594
Board 10 80,597
Board 11 56,594
Board 12 49,037
Board 13 55,261
Board 14 52,114

Total $798,332
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Objective

The objectives of this audit were to determine whether the 14 Queens Community Boards
(Boards) are complying with certain purchasing and inventory procedures as set forth in the New
York City Comptroller’s Internal Control and Accountability Directives (Comptroller’s
Directives) #3, #6, and #24; applicable Procurement Policy Board (PPB) rules; the Procedural
Guidelines for Community Boards; and the Department of Investigation Standards for Inventory
Control and Management; and if the Boards received funding from non-City sources, whether
they accounted for the receipt and disbursement of those funds.

Scope and Methodology

This audit covered the period July 1, 2005, through June 30, 2006.

To obtain an understanding of the purchasing and inventory procedures and regulations
with which the Boards are required to comply, we reviewed relevant provisions of:
Comptroller’s Directives #3, “Procedures for the Administration of Imprest Funds”; #6, “Travel,
Meals, Lodging and Miscellaneous Agency Expenses”; and #24, “Agency Purchasing
Procedures and Controls”; applicable Procurement Policy Board (PPB) rules; the Procedural
Guidelines for Community Boards; and the Department of Investigation Standards for Inventory
Control and Management. We interviewed staff at the Boards to obtain an understanding of the
purchasing procedures, to determine how physical assets are safeguarded, and to determine the
controls over funding received from non-City sources.

Tests of Compliance with Comptroller’s Directive #3, #6, #24, and PPB Rules

We examined all 283 purchase documents issued by the Boards during our audit period
(25 purchase orders; 22 contracts; 235 micro purchase documents for purchases of $5,000 or
less; and 1 requirement contract release order) and their 965 corresponding vouchers. We also
examined all 155 miscellaneous vouchers and all 22 imprest fund vouchers for the period. Each
purchase document and voucher was examined for the requisite approvals and authorizations; for
evidence that the transactions were for proper business purposes; and for adequate
documentation. It was also determined whether the proper purchase document was used to
initiate the purchase of goods or services. Each of the 1,142 total vouchers was examined to
ascertain whether: it was properly coded; an authorized purchase document was on file; sales
and excise taxes, if applicable, were properly excluded from payments; and bids were obtained
when required by PPB rules. For the 155 miscellaneous vouchers and 22 imprest fund vouchers,
we also determined whether the vouchers were issued for only allowable purposes.

To determine whether the Boards were in compliance with imprest fund procedures
specified in Comptroller’s Directive #3, we selected all bank statements for the imprest funds for
Fiscal Year 2006. All canceled checks listed on the bank statements were examined for the
presence of: two authorized signatures; a specific payee (as opposed to “bearer” or “cash”); an
endorsement; and a “void after 90 days” inscription. We also determined whether appropriate
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bank reconciliations were performed and whether individual imprest fund expenditures were
within the $250 allowable amount specified in Comptroller’s Directive #3.

Test of Records for Funding from Non-City Sources

Based on our interviews with staff at the Boards, we determined that Board #1 received
funds from one fundraising event, a non-City source. To assess the controls over the bank
account for this fund, we obtained and reviewed all available canceled checks and the
corresponding invoices for Fiscal Year 2006. In addition, we attempted to determine whether all
donations and moneys from the fundraiser were properly recorded and deposited.

Tests of Inventory Records

We selected all major equipment items (including computers, monitors, printers,
scanners, laptops, fax machines, and televisions) listed on each Board’s most current inventory
records and determined whether they were on hand at each Board’s office. We also checked
whether all items observed were properly tagged as property of the Board. Finally, we
ascertained whether major equipment items purchased during our audit period were properly
recorded on the Boards’ inventory listings.

This audit was conducted in accordance with generally accepted government auditing
standards (GAGAS) and included tests of the records and other auditing procedures considered
necessary. This audit was performed in accordance with the audit responsibilities of the City
Comptroller as set forth in Chapter 5, 8§93, of the New York City Charter.

Discussion of Audit Results

The matters covered in this report were discussed with officials of the 14 Queens
Community Boards and the Queens Borough President’s Office 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 March 27, 2007. On April
17, 2007, we submitted a draft report to Board officials and the Queens Borough President’s
Office with a request for comments. We received written comments from each of the Boards
and Borough President’s Office.

In their responses, all 14 Boards and the Borough President’s Office described the steps
they have taken or will take to implement the report’s recommendations. The full texts of the
comments are included as addenda to this report.
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FINDINGS AND RECOMMENDATIONS

The 14 Boards generally adhered to Comptroller’s Directives #3, #6, and #24; applicable
Procurement Policy Board (PPB) rules; the Procedural Guidelines for Community Boards; and
the Department of Investigation Standards for Inventory Control and Management. In that
regard:

Imprest fund purchases did not exceed $250;

e Imprest fund checks had the required authorized signatures, designated specified
payees, and bore the inscription “void after 90 days”;

e Imprest fund bank accounts were appropriately reconciled; and
e All major equipment items were on hand.

In addition, except for $642 in expenses related to non-official functions, our examination
of the Boards’ Other Than Personal Service expenditures disclosed no instances in which
moneys were improperly used. However, there were minor instances in which the Boards did not
comply with certain purchasing and inventory procedures, which are discussed in detail in the
following sections of this report.

Duplicate Payment to VVendors

Our review of payment vouchers revealed that vendors were paid twice at Board #6.
Specifically, in 2 of the 76 vouchers issued, vendors were paid a total of $254 for invoices that
had been previously paid. These duplicate payments were to two different vendors. One vendor
provided office cleaning services and the other vendor provided window cleaning services.
Board #6 was billed twice and issued duplicate payments. We informed Board # 6 about the
duplicate payments, of which they were unaware.

Recommendation

1. Board #6 should obtain a refund of the duplicate payments or receive a credit for
future services, if applicable.

Board 6 Response: “Please be advised that we have read the draft report and will obtain
the necessary credits from our vendors.”

Improper Use of Miscellaneous VVouchers

Except Board #12, the Boards used 42 of the 149 miscellaneous vouchers for purposes
that are not allowable according to Comptroller’s Directive #24. These vouchers were issued for
purposes such as postage or rent. Directive #24 states, “Miscellaneous Payment Vouchers
(PVMs) may be used only when estimated or actual future liability is not determinable, or a
contract or a Purchase Document is not required or applicable.” The Directive also states that
miscellaneous vouchers should not be used for payments for postal services. Recurring monthly
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expenditures, such as rent expense, for which the future liability is determinable should not be
paid with miscellaneous vouchers. Improper use of miscellaneous vouchers contributes to the
distortion of the City’s books of account by misstating the City’s outstanding obligations.

Recommendation

2. All Boards should ensure that miscellaneous vouchers are used only for purposes that
are allowable by Comptroller’s Directive #24.

Board 1 Response: “Our office is in receipt of your agency’s report following our audit
and we agree to make the necessary changes as they relate to our office.”

Board 2 Response: The Board’s response did not address this recommendation.
Board 3 Response: The Board’s response did not address this recommendation.

Board 4 Response: “In response to the findings of the Draft Audit Report dated April 17,
2007, Community Board #4Q has read the report and will ensure that the following
changes are implemented: Miscellaneous payment vouchers are used only for purposes
that are allowable by Comptroller’s Directive #24.”

Board 5 Response: “We have read the draft report on the Financial and Operating
Practices for Community Boards, and will make the necessary changes as follows:
Postage payments will not be processed through a Miscellaneous VVoucher.”

Board 6 Response: The Board’s response did not address this recommendation.

Board 7 Response: “We have read the draft report on the Financial and Operating
Practices for Community Boards, and will make the necessary changes as it relates to
postage.”

Board 8 Response: “In the future, Community Board 8 will ensure that miscellaneous
vouchers are used only for purposes that are allowable by Comptroller’s Directive #24.”

Board 9 Response: “We have corrected the inaccurate use of a PVM for postage by
issuing a PD and making payments via PVE’S.”

Board 10 Response: “In response to the findings of the Audit Report on the Financial
and Operating Practices of the Community Boards, we at Queens Community Board 10
will ensure: miscellaneous payment vouchers are used only for purposes that are
allowable by Comptroller’s Directive #24.”

Board 11 Response: “In response to the findings of the Audit Report, Queens
Community Board 11 will not use Miscellaneous Vouchers for purposes that are not
allowable by Comptroller’s Directive #24.”

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




Board 13 Response: “We have read the draft report on the Financial and Operating
Practices for Community Boards, and will make the necessary changes as it relates to
postage and in the future all postage will be processed using a P.O. and PVE, as indicated
in the Comptroller’s Directive #24.”

Board 14 Response: The Board’s response did not address this recommendation.

Borough President’s Response: “Several of the Boards were cited for using
miscellaneous payment vouchers (PVM). The recommendation is that purchase orders
(PO) and payment voucher’s (PVE) be used instead. We must point out that it was not
until the postage was inappropriately purchased on a miscellaneous payment voucher and
the auditors cited that postage should not be on a PVM that the appropriate voucher
document was determined. Only after we contacted John Goddard, Deputy Director,
Office of Contract Administration, was it determined that postage should be purchased
with a purchase order regardless of the amount. The Audit Division was unable to
provide us with the mechanism document—we initiated the decision to use purchase
orders. This information should be shared with all city agencies in order to use the
appropriate document when purchasing postage.

“It should further be noted that our office was instructed by DCAS, DRESS [Division of
Real Estate Services] to use PVMs when paying taxes when we assumed responsibility
for registering lease agreements negotiated by DCAS on behalf of the Boards. Again, we
contacted DRESS after the auditors noted the misuse of P\VMs and DCAS indicated we
should ‘now’ use PVE’s.”

Auditor Comment: All City agencies, including Borough Presidents’ Offices and
Community Boards, are required to follow the Comptroller’s Directives. Comptroller’s
Directive #24, issued April 15, 2004, clearly indicates on page 17 that one of the
inappropriate uses of PVMs is for payments to postal and phone service providers and
that these payments should be made using PVEs. Funds for a PVE purchase have to be
encumbered either by a Purchase Order or a Purchase Document. The Comptroller’s
Bureau of Accountancy has disseminated this information to all City agencies, including
the Borough Presidents’ Offices. Moreover, this information is on the Comptroller’s Web
site.  We believe it is the responsibility of City agencies, including the Borough
Presidents” Offices and Community Boards, to review the Comptroller’s Directives and
to comply with them in their daily operations.

In regard to paying taxes, the Comptroller’s Directives clearly indicate the contact person
in the Bureau of Accountancy who will answer any questions concerning the use of
purchase documents. Again this information was disseminated to all City agencies and is
available on the Comptroller’s Web site.

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




Inappropriate Use of City Funds

Board #13 and Board #5 used a total of $642 in City funds to pay for inappropriate
expenditures. Specifically, Board #13 used four miscellaneous vouchers and one micro purchase
document, and Board #5 used an imprest fund check to pay for flower arrangements sent to
funerals of deceased Board members, a fruit basket, and a plaque. Directive #6 states that
expenses incurred for such functions are considered inappropriate City expenditures.

Recommendation

3. Board #5 and #13 should cease making inappropriate payments.

Board 5 Response: “We have read the draft report on the Financial and Operating
Practices for Community Boards, and will make the necessary changes as follows:
Sympathy Baskets for deceased Board Members will no longer be paid through our
Imprest Fund.”

Board 13 Response: “With regard to the findings specific to our community board as it
relates to directive #6 there will be no more expense incurred that are considered
inappropriate City expenditures.”

Imprest Fund Checks Lacking Proper Signatures

All 11 checks, totaling $967, issued from the Board #14 imprest fund account had only
one signature. According to Comptroller’s Directive #3, “all checks should be signed by two
authorized signatories.”

Recommendation

4. Board #14 should ensure that all checks issued from its imprest fund have two
authorized signatures as required by Comptroller’s Directive #3.

Board 14 Response: “In the future, we agree to get two signatures on all imprest checks.”

Incorrect Object Codes Charged

Except for Boards #3 and #6, the Boards charged the wrong object code for some of the
vouchers issued during our audit period. Of the 1,142 voucher packages we reviewed, 88 were
charged to the wrong object code. Using incorrect object codes renders agencies incapable of
accurately categorizing the type and amount of a particular expense item during the fiscal year.
This can compromise management’s ability to plan future budgets.

Recommendation

5. Boards should ensure that all payments are charged to the correct object code.

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




Board 1 Response: “Our office is in receipt of your agency’s report following our audit
and we agree to make the necessary changes as they relate to our office.”

Board 2 Response: The Board’s response did not address this recommendation.

Board 4 Response: “In response to the findings of the Draft Audit Report dated April 17,
2007, Community Board #4Q has read the report and will ensure that the following
changes are implemented: All payments are charged to the correct object code.”

Board 5 Response: “We have read the draft report on the Financial and Operating
Practices for Community Boards, and will make the necessary changes as follows:
Charges incurred for expenses related to purchasing water for the Office will be applied
to Budget Code 110 beginning FY 2008.”

Board 7 Response: The Board’s response did not address this recommendation.

Board 8 Response: The Board’s response did not address this recommendation.

Board 9 Response: “We no longer use code 400 for water; we use code 110 as advised
by the auditors.”

Board 10 Response: “In response to the findings of the Audit Report on the Financial
and Operating Practices for Community Boards, we at Queens Community Board 10 will
ensure: all payments are charged to the correct object code.”

Board 11 Response: The Board’s response did not address this recommendation.

Board 12 Response: The Board’s response did not address this recommendation.

Board 13 Response: The Board’s response did not address this recommendation.

Board 14 Response: The Board’s response did not address this recommendation.

Inventory Control Weaknesses

Our review of Board inventory controls revealed weaknesses at Boards #3, #12, and #13.
Specifically, a total of nine major equipment items that we observed were not included on the
inventory lists at these Boards.

We also determined that the inventory lists for Boards #2 and #13 did not contain
information that fully identified all the items listed. Specifically, for 56 items, the inventory lists
at these Boards include only the type of item (e.g., computer, monitor, fax machine) and the
number of each item in the office. No identifying information, including serial number was
indicated on the inventory lists. The Department of Investigation Standards for Inventory
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Control and Management states that as part of the minimum requirements for the physical
inventory, records should include: type of equipment, manufacturer, serial number, and location.

Additionally, Boards #2, #3, #12, and #13 had equipment items that were not either

tagged or etched as property of the Community Board.

Recommendations

6. Boards #2, #3, #12, and #13 should ensure that complete and accurate records are
maintained for equipment.

7. Boards #2, #3, #12, and #13 should tag equipment as property of the specific
community board.

Board 2 Response: “It was noted that CB2 did not have complete inventory records.
Please be advised that the inventory was marked and the auditor may not have noticed.
However, the inventory records have been updated and a copy is enclosed. In addition,
the 108™ Precinct etched all of our new equipment with the identification number.”

Board 3 Response: “Your report indicates that a calculator and fax machine were not
tagged. Further, a personal shredder and IBM typewriter were not on our inventory list.
Please kindly note that we were misinformed that the focus of our inventory list should
be electronic/computerized equipment. Kindly further note, however, that when the
untagged items were brought to our attention, we immediately tagged the equipment and
amended our inventory list to include the aforementioned equipment.”

Board 12 Response: “In response to the findings of the Audit Report on the Financial
and Operating Practices of the Community Boards, we at Queens Community Board 12
will ensure: Complete and accurate records are maintained for equipment included in our
inventory lists at the board. Tag all equipment as property of Community Board 12.”

Board 13 Response: “Community Board 13Q will implement procedures to ensure that
complete and accurate records are maintained for equipment and that all equipment is
tagged as property of Community Board 13Q.”

11
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‘Community Board No. 2

43-22 50th Street

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

Joseph Conley

Chairman

Debra Markell-Kleinert
District Manager

April 28, 2007

Mr. John Graham
The City of New York
Office of the Comptroller
Executive Offices
1 Centre Street .
- New York, New York 10007-2341

RE: Audit Report on the Financial and Operating Practices
Of Community Board 2 Queens / FPO7-093A

| Dear Mr. Graham:

Community Board 2 attended thé Exit Conference at Queens Borough Hall to
discuss the preliminary draft report on the noted matter.

It was noted that CB2 did not have comiplete inventory records. Please be

advised that the inventory was marked and the auditor may not have noticed.

However, the inventory records have been updated and a copy is enclosed. In

""Serving the Communities of Long Islend 'City, Sunnyside, Woodside and Maspeth "
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addition, the 108t Precinct etched all of cur new equipment with the identification

number.
Thank you for your attention to this matter.

Sincerely yours,

}
; L
DebBra Markell Kleinert

District Manager

cc: Hon. Helen Marshali, President, Br.)rough of Queens
“Hon. Karen Koslowitz, Deputy Borough President, Borough of Queens
Carol Ricci, Agency Chief Contracting Ofﬁcer, Queens Borough Hall
Suzanne Marchetti, Queens Borough Hall Personnel Department
Christine Ward McKee, Queens Borough Hall Fiscal Office
Joseph Conley, Chairperson, CB2
Diane Ballek, Treasurer, CB2

Audit fy 2007 exit conf.70



ADDENDUMT -~
Paged of 20

1|1H! AR Y/

| Gftice Contents

Area in Front of Mary

1 desk black

1 side arm chair brown
4 magazine racks

1 clock

I'deslk black
| side arm chair blue |

| secretary chair ‘

I Dell monitor Serial # 9259762

1 Dell Hard Drive Produut ID # 09000-QEM-2001G I - (H (REL
1 telephonc |

2 rolodex

[ garbage can
| bulletin board

1 desk black

1 side arm chair blue

| secretary chair

| computer station

I TIP Lascrlet 6L printer )
I Dell Menitor CN QCC388-71618-721)-A004
1 Dell Hard Drive Serial #- 8NZRSC

1 Sanyo memo-scriber

1 telephione
1 parbage can

I work table

| secretary chair-

I 4-drawer file black

| side arm chair blug

1 right arm desk

I Dell monitor CN QDC323-71618-683-AHLT,
! Dell Hard Drive Serial # *JIQRE( |

1 Dell Manitor

1 Dell Hard Drive JHICC-QCEX D14V Q7 2- 7007 F) THA ]
t Lexmark printer

| space heater

I telephone



£ >

Margie

AT&T

ADDENDUM I
Page 5 of 20

I computer statton

I HP LaserJet 1320 Printer SN-CNRCBYR1TO

| Panasonic tape recarder Serial # W4 FABOT274
| Motarcla Codex Mode! 3500 SN-003512942

1 Garbage can

1 bulletin board blue

3 d-drawer file black

1 d-drawer file putty

1 secretary chair

I desk left arm black

| Dell manitor CN-04P 12 1-47804-33 T-CTEN

1 IDell Hard Drive Product ID# BITMG-BAN OV CORG-24307-F200G4

- I telephone

i shovels

I small space heater
| garbage can

I rolodex

I answering machine
2 bookshelves

Printing/Filing Area

8 d-drawer file putty
I d-drawer {ile black
] S-drawer file putty :
I Konica Minolta copy machine Scrial # 311713475
] Pltnf:v towes Postage Machine Model DMS00 Eer t:nl Sertal & 00 '3‘\3”4
I Hunt Boston pencil sharpener
1 recycling bin
2 bulletin boards

Citynet Area/Priscilla

2 desks black

1 metal chair

| 4-drawer file putty

1 Lateral file 5 drawer black

I Dell Monitor CN-OUHR37- 487220 GSM DOMB

2 Secretary Chairs

I Kyocera printer FS-1500A # ABP3372377

| Minolta Model 2200 color printer SN 273071505
1 telephane

i Dell Hard Drive Serial # F493T21

- RCA digntal broadband router



1 Linksys wireless broadband router
| garbage can

] pair of speakers

1 cork board

Conference Room

31 metal chairs

| Brother EM330 typewrtter

| storage closet black

I storage table black

| Hotpeoint 16 ¢u, fi. refrigeratar
1 Zenith 227 television

-1 Samsung VCR

1 relling table for TV/VCR
2 Shelving units

4 coffce pots

1 microwave oven

1 toaster oven

2 Olivetti typewriters

- | Fellowes paper shredder

1 Oasis water dispenser -

I HP LaserJet 2100 printer #USGZ 146332

I portable chalklboard

1 telephone

I premier paper cutter

1 rapid efectronic stapler
2 garbage cans

I (lagpole

I Panasonic tape recorder

Storage Room

4 metal shelving units

2 Dell monitors

I Olivetti typewriter

I Panasonic Electronic Typewriter

2 U Printers SN USGZ146332. SN USGE 16342
1 Tdell Hard drive ‘Pmdu;l 10# 09000-QEM-OOD 1G] 5.0 120
I Muratee fax machine model Fa0 Serialf GO0 1130

‘District Managers Office

1

i

! desk gray

| computer station

|- d-drawer file putty
I secretary chair

2 armchair green

1 bookcasze

ADDENDUM I
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- 1 telephone .

-1 Dell Moniter CN-OUHR37-48220-690-010Y
-1 Dell Hard drive Serial # CIQR2C|

- | 2-drawer file black '

- | credenza gray

- 1 credenza black ‘

- | HP LaserJet 1320 SN-CNRCOBATZS

- 1 desk fan

- 1 garbage can

- 2 bulletin boards

- 1 rolodex

Closet Area
- 1 yarbage can
- coal rack
- 1 step stool



1 :"‘it'ﬁl-‘fj‘ '

Nexff- York |

VASANTRAI M. GANDHI, Chatrperson
GIOVANNA A, REID, District Manager

Grace Lawrence

First Vice Qhairperson
Norma Jimanoz

Secarnd Vice Chalrparson
Arthur Tailer

Treasurar

Darryl O, Hoga

Sacratary

Rlchard A, Cecara
Immadiate Past Chalr

COMMUNITY BOARD #3, Q.

82-11 37th Avenue,

Suite 606

Jackson Heights, N.Y. 11372

Telaphone: (718) 458-2707

Fax: (718) 458-3316
WWW.CB3QN.NYC.GOV

CommunityBoard3@nyec.rr.com
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HELEN MARSHALL, Boraugh Prealdent

KAREN KOSLOWITZ, Daputy Borough Presidant

May 14, 2007

Mr. Lawrence Welgrin

The City of New York

Office of the Comptroller
Executive Offices

1 Centre Street

New York, New York 10007

Dear Mr. Welgrin:

Community Board 3 is in receipt of the preliminary draft report FPQ7-
093A outlining the findings of the audit. Please be advised that our
Board has taken note of the weakness indicated in your report,
namely, inventory control. Your report indicates that a calculator and
fax machine were not tagged. Further, a personal shredder and IBM
typewriter were not 'on our inventory list. Please kindly note that we
weare misinformed that the focus of our inventory list should be
electronic / computerized equipment. Kindly further note, however,
that when the untagged items were brought to our attention, we
immediately tagged the equipment and amended our inventory list to
include the aforementioned equipment. Thank you for bringing these
issues and the results of your report to our attention.

Sincerely,

Giovanna A. Reid '

District Manager
Community Board 3

Community Board 3

Earsianm Tho Moiahbmels oo —F Foamlbomm Ll imle e o ed F"f o b ek o ol il adle o o o o
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COMMUNITY BOARD #4Q
Serving: Corena, Corong Heights, and Elmhurst
104-03 Corona Avenue, 2* Floor -
- Corona, New York 11368.2023
Telephone: 718-760-3141  Fax: 718-760-5971
e-mail: comprunitybdd@nyc.ar.com

Helen Marshall . Louiy Walker
Botough President Chairperson
Karen Koslowitz , Richard Staliano
Deputy Borough President - District Manager
Ditector of Community Boards
May 07, 2007

M. John Graham '
.Deputy Comptroller ‘

Audits, Accountancy & Contracts

NYC Office of the Comptro]ler

1 Centre Street ‘

New York, NY 10007-2341

Re:  Audit Report on the Financial and Operaing Practices of the 14 Queens Comumumnity Boards
FPO7-093A

Dear Mr. Graham,

In tesponse to the findings of the Draft Audit Report dated April 17, 2007, Community Board #4Q has
read the report and will ensure that the following changes are implementad;

1 Miscellaneous payment vouchers a:c used only for purposes that are allowable by
Comptroller’s Directive #24, : C

2 Al payments ar¢ charged to the correct object eode.

Yours trul

Richard Italiano
District Manager

ce:  Hon, Helen H, Marshall, Queens Borough President
Lawrence Welgrin '
Carol Ricei
Christine Ward-McK.ee



Community Board No. 5

Borough of Queens
Ridgewoad, Maspeth, Middle Village and Glendale

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

E-mail: gnscb5@nye¢.rr.eom

Vincent Arcuri, Jr.
Chairpersan

April 26, 2007

Mr. John Graham

Deputy Comptroller

Audits, Accountancy & Contracts
NYC Office of the Comptroller

1 Centre Street
New York, NY 10007-2341
Re: Audit Report

Dear Mr, Graham:

[ am in receipt of your April 17, 2007 letter and copy of the Draft Report on Financial and
Operating Practices for Community Boards.

We have read the draft report on the Financial and Dpergting Practices for Community Boards,

and will make the necessary changes as follows:

- Sympathy Baskets for deceased Board Members will no longer
be paid through our Imprest Fund.

- Charges incurred for expenses related to pﬁrchasing water for the
Office will be applied to Budget Code 110 beginning FY2008.

ours trulv*j

Postagc paymants will not be processed through a Miscellancous Voucher,
l
Vinee {‘}m:uﬂ

Chalrman

S /sz o

Gary Giordano
District Manager

Ce: Hon. Helen Marghall
Lawrence Welgrin, Audit Manager, Office of the Comptroller
Susan Marchetti, Borough Fresident’s Office

ADDENDUM T
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Gary Giordano.
District Manager



Helen M. Marshall
Guaena Darough Presldent

Karen Koslowlz
. Deputy Borough Presldent

Joseph €. Henneasy
Chairmhan

Frank P. Gulluscio
Distriet Manager

Gail M, Gorden
1 Yiee Chalrweman

Steven Geoldbery
2™ Viee Chalrman

Elizaheth Anderson
Vica Chalrwoman - Seerstary

Todd Reisman
Viee Chalrman - Finance

Nerman Tepper, P.E. .
Viee Chalrman - Land Use

i
Lynn C Schulman ‘
Viee Chairmoman - Seoping
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Community Board 6, Queens
73-0§ yeuowdmnelﬂoulemrd & Forest Hills, NV, 11375-4138
Tel.:'(718) 263-9250 ® Fax: (7:8) iﬁ;gazzﬂ

E-mail: chégdnye.rr.com d

TWebsite: ummw.queensché,org pram— P

April 27, 2007

Mr. John Graham

Deputy Comptroller

Audits, Accountancy & Contracts

New York City Office of the Comptroller

1 Centre Street
New York, NY 10007-"341

Dear Mr. Graham
I hope this letter finds you well. I am in receipt of your April 17, 2007

 letter and copy of the DRAFT REPORT on Financial and Operating Practices

for Community Boards. -

Please be advised that we have read the drafi report and will obtain the -
necessary credits from our vendors, James Johnson and Ruby Wmdow Cleaning

totaling $259.

Thank you for your cooperation and attention to this matter,

Sincerely,

Cc: Queens Borough President Helen Marshall
Carol Ricei, Queens Borough President’s Office
Susanne Marchetti, Queens Borough President’s Office
Christine Ward - McKee, Queens Borough President’s Ofﬂce
Mr. Lawrence Welgrin, Andit Manager
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Communit;yo Board 7

Borough ot Queens
Bay Terrace, College Point, Beachhurst, Flushing,
Malba, Queensborough Hill and Whitastone

WEW)ﬁ'k_. 133-32 415" ROAD « 3%° FLOOR « FLUSHING, NY 11355
(718) 359-2800

Fax: (718) 463-3891

3 1
\ hfkb-jﬁ ¥

10

Helen Marshall ‘ : Eugene T. Kalty, Jr.

Borough Fresident Chairperson
) April 24, 2007

Karen Koslowitz : Marilyn Bitterman

Daputy Barough Pragident/Communily Boards C Distriet Manager

Mr. lohn Graham

Deputy Comptroller

Audits, Accountancy & Contracts

New York City office of the Comptroller
Executive Offices

1 Centre Street

New York, N.Y. 10007-2341

RE: Audit Report.

Dear Mr. Graham:

| am in receipt of your April 17, 2007 letter and copy of the Draft Report on Fmanc:al and
Operating Practices for Com munity Boards.,

We have read the draft report on the Financial and Operating Practices for Community Boards,
and will make the necessary changes as it relates to postage

In checking with Ms. Susan Cornwell, (ext.82186), in the future all postage will be processed using
a P.0. and PVE. as indicated in the Comptroller's Directive.

Sincerely,

= T o

< EugeneT. Kelty, Jr., / /
Chairperson

Mot

. \:ﬂ;’}iﬂ,um - ;’ju_:::.,-
Marilyn gitterman
District Manager
c.c. Borough President Helen Marshall
Lawrence Welgrin - Audit Manager
Carol Ricci - BPO
Chris Ward-McKee .
Queens Community Boards
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Barpugh President, Helch Marshall Deputy Boraugh President, Karen Koslowita

The C.’&y ndes:w ‘yatﬁ
Eataus& gfﬂu.uus-

Community Board 8
197-15 Hillside Avenue
Hollis, NY 11423-2126

Tal: (718) 264-78%5 District Manager
Fax: (718} 264-7%10 |

. E-mail: qn08@ch.nyc.gov

Website: www.queensch.org

Chairman, Alvin Warshaviak

April 18,2007
g

Honorable William C. Thompson, Jr.
Comptroller

City of New York

Municipa) Building, 5™ Floor

New York, New York 10007

Dear Hoﬁorable Comptroller Thompson:

This letter is in response to the Draft Audlt Report on the Financial and Operating Practlces of
Commuml.y Board 8, Queens, '

Findings: Improper Use of Mtsce[laneaus Vouchers (Dzrectwe #24)

After reviewing Community Board 8’s list of Miscellaneous Payment Vouchers for Fiscal Year 2006,
there was a PVM made out to the landlord (M. Hartman). This expense was for past taxes due on the
office rental. Please see the email sent to Cornmumty Board 8 dlrectmg us to prepare a Miscellancous

Payment Voucher for this cost.

Please note: Community Board 8 did not create a Miscellaneous Payment Voucher for any postage
purchases for Fiscal Year 2006

Arency Inrplmreumnm: Plan
In the future, Community Board 8 will ensure that mlscellaneous vouchers arc used only for purposes -

that are allowable by Comptrolier’s Directive #24,

If you have any questions or need additional information, please do not hesuate to call Barbara

McKeon.

Alvin Warshaviak

Chairman

Comniunity Board 8, Queens
AW/MDm -

cc: Lawrence Welgtin
John Graham

T Tiynm s A spmd= TTrn T gy B = ampr b = T
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" The sender uf th:s Tneseand has rmuuted )

. ‘_qmoa@cb nyc gov T
oo Karen Knslcwltz, Caml Riee!; Susanne Marc"\etti Hs-r:al
Subject; ‘ RE:'_En umbrances
Attachments: RS

Diane, \ ' - C .
There is over SBDOU in the object code avadable frJr taxes (Prepara a PVM - Mlsr:ellaneous Vuuaher fc:r thns)

[f thesa taxas ara from fy2005 you need to speak to Micky Jesephs and Randy Panetta about Jincreasing the -
rmoney in this code because if you use this year's money for "back” taxes you won't have ‘ehcugh for this years |
taxes and they can't "fix" it if you don't let them know before January, 2006 (through an MN to the City Coundi).

{senta copy of the Ietter from the landlord and emailed Mlcky Josephs about these taxes this year -she never
got back to me. This neads to ba addressed befare you pay the landlord this money. We do not interpret
leases - Corp Cotinsel and OMB tells us what we should pay. The fact that the money lsnt thera (for last figcal
year and this one) spells a problem to ma. Justa suggeshun

Chris Ward-McKee ' :

Queens BP's Office

----- Original Message---—
~ From: QNO8@cb.nyc.gov [mailto: QNOB@Cb nyc gov]
- Sent: Friday, July 08, 2005 5:04 PM

To: Christine Ward-McKae S
Subject; RE' Encumbrances L OUF\_/I.-Z- F "} pD
We also have to pay Hartman $5000 or so for back taxcs.

‘ lDIElﬂE Cohen, Dlstnct Manager
‘ uwwgueegg l;aor

‘ 'httns://wehmai] e ereefaw ot mera AAYROR 25 nlv svvsm mrmt s Fe s e M 0430 mlmiﬂrnnﬁhe-’i Bvv O 7111/2005
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Jity of New York | _
Z&my, COMMUNITY BOARD NO. 9
7 Y Queens Borough Hall (T18) 286-2686

BY . 120-8%5 Queens Boulevard, Room 310.4 Fax (718) 286-2685
¥  Kew Gardens, NY 11424 Mecting Hotiine (718) 286-2689

Apdras Crawlord, Chutrperagn ¥ Mary Ann Cogoy, Distrioy Managar Ehlan Morihall, BorongH Presidont

May 7, 2007

Mz, Jolin Grraham

Deputy Comptroller ,

NYC Office of the Comptroller

1 Centre Strect, Roomn 1100N
New York, NY 10007

Dear Mr. Graham:;

'The following is a progress report in regard to the two minor issues of noncompliance with the
Audit conducted in April 2007

1. Use of PVM incotrectly for Postage- Comptrollet #24 Directive
2. Incotrect object code for water- use 110 instead of 400

We have corracted the inaccurate use of a PVM for postage by issuing a PD and making
payments via PVE’S. In addition, we no Jonger use code 400 for water; we use code 110 as

advised by the auditors,

If there are any questions pleasc contact me at the above telephone number.

incérely,d 0\: apg ’?&e, |

Andrea Crawford
Chairperson

CARoousments and Sottings\Lisa\My Documents\audit aprio7.dec

“BUFFORT A DRUG FEEE COMMUSITY RoARD Ho, o
Waadhavag, Oronc Pask, Rishmond KL, & Yew Garduny
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COMMUNITY BOARD 10

CiTy oF Mrw York # BOROUGH 0F QUERNA
115-01 LEFFERTS BOULEVARD
SouTH OzONE PARK, IN.Y. 11420
TeL: {718) 843-4453

‘ Fax: (718) 738-1184
ELIZABETH BRratoN E-MAIL: cb10gns@nyc.rr.com
Chairperson

KARYN PETERSEN
District Manager

April 24, 2007

Mr. John Graham

Deputy Comptroller

Audits, Accountaney & Contracts
NYC Office of the Comptroller

I Centre Street

New York, NY 10007-2341

Re: Audit Report on the Financial and Operating Practices
of the 14 Queens Community Boards FP07-093A

Dear Deputy Comptroller Graham:

In response to the findings of the Audit Report on the Financial and Operating Practices
of the Community Boards, we at Queens Community Board 10 will ensure:

- all payments are charged to the correct object code

miscellaneous payment vouchers are used only for purposes that are allowable by
Comptroller's Directive #24 -

Very truly yours,

C__UK afnbpx%-m

Karyn Pctersen
District Manager

KP/tmem

ok Lawrence Welgrin, Audit Manager
Helen M. Marshall, Queens Borough President
Carol Ricei, Director of Administration
Christine Ward-McKee, Fiscal Qfficer
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(718) 225-1054
FAX (718} 225-4514

email: QN11@ch.nyc.gov

C?Dmmul’lbﬁ J BDQ’EJ d\b 77 website: ww.vw.chil.o;g

46-21 tht.fe Neck Parkway, Little Neck New York 1 136.2

) : . , . Helen Marshall, President
Steven Newman ‘ : " Borough of Queens
Chair : ’ :
. ' : Karen Koslowitz, Deputy Borvugh President
Bugan Seinfeld . Lo and Director of Community Boards
District Manager ‘

May 7; 2007

Mr. John Graham

Df:puty Cornptroller

Audits, Accountancy & Contracts
NYC Office of the Comptroller
One Centre Street

New York, NY 10007

Re: Draft Audit Report on the Financial Operating Practices
of the 14 Queens Community Boards

Dear Mr. Graham:
The Draft Audit Report was reviewed by this Board. In response to the findings of the

Audit Report, Queens Community Board 11 will #or use Miscellancous Vouchers for
purposes that are not allowable by Comptroller’s Directive #24.

Sincerely,

“ Susan Seinfeld
District Manager

cc: Carol Ricei, Budget Director/Queens Borough President

-:5.2’!(.?[)2:? ommunlbins D)( c?guﬁuww{afs. Eﬂhi&&. .r[:)ouafasiun. c:’[)[ﬂlfﬂi ::5]1[1'.[2’5 .ﬂii‘f&. .-_"'.'A/.;:ﬂg FLD TN i AR o SR S
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Community Board 12
The Tity of New Pork
Borough of Queens

‘ 90-28 161st Street (718) 658-3308
Jamaica, New York 11432-6187 | Fax: (718) 739.6957
: Gloria R. Black, Ph.D
Helen Marshall
'EC?RSUGH PRESIDENT CHAIRPERSON
Koslowitz : Yvonne Reddick
gg;ﬁ'rr!&' Bg);g‘;c}-{ PRESIDENT DISTRICT MANAGER
COMMUNITY BOARDS QUEENS
May 7, 2007
Mr. John Graham

Audits, Accountancy & Contracts
NYC Office of the Comptroller

1 Centre Street ‘

New York, NY 10007-2341

RE: Andit Report on the Financial and Operating Practices of the 14 Queens
- Community Boards FP07-093A |

Dear Deputy Comptroller Graham:

In response to the findings of the Audit Report on the Financial and Operating Practices
of the Community Boards, we at Queens Community Board 12 wil] ensure:

Complete and accurate records are maintained for equipment included in our inventory
lists at the board. ‘ '

Tag all equipment as pmperty-bf Community Board 12.

%M«/o
vorne Reddick |

District Manager
Community Board 12, Q

wincercly,

co: Laurence Welgrin, Audit Manager

~ Helen Marshall, Queens Borough President
Carol Ricei, Dircctor of Administration
Christine Ward-McKee, Fiscal Officer
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Queens Community Board 13
219-41 Jamaica Ave,

Queens Village, NY 11428
Telaphone: (718) 464-8700
Fax: (T18) 2842738
- www.chi3g.og

Richard C. Hallenbrecht

Helan Marshall

Borough President Chairman

Karan Kozlawitz Sally Martino-Fishar
Daputy Borough President Oistrict Manager
May 7, 2007

Mz, Jobn Graham, Deputy Comptroller
New York City office of the Comptroller
Executive Offices

I Centre Street

New York, NY 10007-2341

Re: Audit Report
Dear Mr. Grabam:

We are in receipt of your April 17, 2007 letier and a copy of the Draft Report on Financial and Dpr:ranng
Practices for Community Boards.

We have read the draft report on the Financial and Dperahng Practices for Community Boatds, and will
" make the necessary changes as it relates to postage and in the future all postage will be pror:assed waing a
P.Q. and PVE, as indicated in the Comptrolics's Directive #24.

With regard to the findings specific to our community board as it relates to directive #6 there will be no
more expenses incured that are congidered inappropriate City expenditures, On the issue of inventory
control wealnesses as it refates to the Department of Investigation Standards for Tnventory Control and
Management, Community Board 13Q will implement procedures to engure that complete and accurate
records are maintained for equipment and that afl equipment is tagged as property of Community Board

13Q.

Sincerely,

. * ) (N |
QZJ-W ( s,,j’ i é’ﬂl/ ///[M’i;'M @/))
Richard Hellenbreght - Sally Martino-Fisher
Chaitperdon o District Manager

ca: Borough President Helen Marshall, Lawrence Welgrin, Audit Manager, Carol Ricei, BPQ, Chris
Ward-McKee, Queens Community Boards



COMMUNITY
SOARD & 14

COMMUMNITY BOARD 14
ity of New Tark
Borsugh of Gluesns

DOLDRES ORR

Chairparson

JIMNATHAN L, GASKA
District Manager

1931 Mott Avenue

Far Rockaway, WY 11491
Tel. {718} 471-7300

Fox (718) 36B.2657
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Mav 1, 2007

Mr. John Graham, Deputy Comptroller

Audits, Accountancy & Contracts

Office of the Comptroller of The City of New York
Executive Offices

One Centre Street

New York, NY 10007

Re: Audit Report
Dear Mr. Graham: |

We are in receipt of a copy of the draft report for FY 2007.

In the future, we agree to get two signatures on all imprest checks.

Sincerely,

JGm
ce: Carol Ricei
Chris Ward-McKee
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HELEN M. MARSHALL ¥ {718) 286-3000
PRESIDENT g TOD (718) 286-2688
i TELECORIER (718) 285-2885

CITY OF NEW YORK
GFFICE OF THE

FPRESIDENT QF THE BOROUGH OF QUEENS
120-85 QUEENS BCOULEVARD
KEW GARDENS, NEW YORK 11424.1015

April 28, 2007

Mr. Lawrence Welgrin
Audit Manager

NYC Comptrollars Qffice
Audit Bureau

1 Centre Street

New York, NY 10007

Dear Mr. We.lgrin:

Thank you for providing us with the opportunity to respond to the draft report on the Financial and Operating
Practices of the 14 Queens Community Boards. The findings and conclusions of the audits certainly are

positive and reassuring.

As you know, we are rasponsible for providing some administrative support as well as actually effectuating
some of the administrative responsibilities for the 14 Queens Community Boards. Along with this responsibility
comes a great deal of professional pride in executing our duties. We follow the Comptroller Rules and

Regulations as well as the Mayor's Procurement Policy Board guidelines.
There are two items which we would like to address:

improper Use of Miscellanecus Voughers

Several of the Boards were cited for using miscellaneous payment vouchers (PVM). The
recommendation is that purchase orders (PO) and payment voucher's (PVE) be used instead. We must
point out that it was not until the postage was inappropriately purchased on a miscellaneous payment
voucher and the auditors cited that postage should not be on a PVMthat the appropriate voucher
document was determined. Only after we contacted John Goddard, Deputy Director, Office of Contract
Administration, was it determined that postage should be purchased with a purchase order regardless
of the amount. The Audit Division was unable to provide us with the mechanism document - - we
initiated the decision to use purchase orders. This information should be shared with all city agencies in
order to use the appropriate document when purchasing postage..

It should further be noted that our office was instructed by DCAS, DRESS to use FVMs when paying
taxes when we assumed responsihility for registering lease agreements negotiated by DCAS on behalf
of the Beards. Again, we contacted DRESS after the auditors noted the misuse of PYMs and DCAS ,

indicated we should "now" use PVE's.
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[oventory Gontrol Weaknesses

There wera several Boards with items that did not match the inventary or had iterns that did not haw
tags. Although we have no issue with the inventory contral review, we have issues with what items are
considerad “significant value” and what should or sheuld nat be inventoried. The Comptroller's Office
deferred this decision to DOI. DOl issued a document, Standards for Inventory Control and
Management. We have forwarded corraspondence requesting clarification on what items comprise
gignificant value and are awaiting their ruling.

We have noted the above things to explain that somatimes batter cormmunication between the oversight
agencies and the line agencies would benefit all. Disseminating specific directives, instructions and information
to fiscal and procurement offices could help agencies better follow directives. Overall, the audit findings were
positive and we understand there are no major irregularities. However, we do strive to achieve perfaction and
felt we neaded to bring this issue to your attention.

Flease note that we have included copies of all of the responses we received to the Audit Report from the
Boards for your consideration,

Thank you for your consideration and incorporation of this information in your final report.

Sincerely,
Earhf Linou
CAROL RICCI

ACCO/Director of Management and Budget
Borough Presidents Office of Queens

Ge! Karen Koslowitz
Alexandra Rosa
Dan Andrews
14 Queens Community Boards
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(718} 286-3000
TDD {718) 286-2656

HELEN M. MARSHALL
| TELECOPIER (718) 286-2885

PRECICEMT

DFFICE OF THE

PRESIDENT OF THE BORCUGH OF QUEENS
120-55 QUEENS BOULEVARD
KEW GARDENS, NEW YQRK 11424-1015

April 23, 2007

Vincent E. Green

Asst, Commissioner
Department of Investigation
Administration Division
Procurement, 16™ Floor

B0 Maiden Lane

New York, NY 10038

Dear Mr, Green;

The Office of the Queens Borough President has administrative responsibility for the 14 Queens Community
Boards. These are small independent agencies with a District Manager as the ptimary staff person and
perhaps one ar two clerical staff. The total budget for each Board is $194.895. The Boards are contiguous
with Council Districts throughout the city. The agency head is tha Chaimperson, a non-paid position.

At the current time, both the Boards and our office are being audited by the Comptroller's Office. The audit
includes a physical review of the equipment inventory for each office. The auditors have focused on what they
consider "major items” including computers, monitors, fax machines and other types of office machinery.

We were informed that the inclusion of inventory is based upon the Standards for Inventory Control and
Management released by the Department of Investigation as of July, 1992. On page 15, #28 states an
inventory of durable goods must be maintained by each end-user. The second paragraph further states that, "a
central administrative services office ordinarily responsible for maintaining inventory records ancd establishing
property identification for items of significant vaiue.” We are requesting further clarification of the temn
"significant value.”

In order to clarify significant value, we requested the Comptrolier's Office provide a definition. They have
deferred the definition to DOI. We then contacted your office and were unable to receive a clear definition of
significant value. We have alsa discussed the issue with our attomeys who agreed that under the
circumstances, there is no reasan that the Office of the Queens Borough President could not determine what
the significant value dallar amount was, praviding we had sound reasoning.

In accordance with the PPB Rules and the Comptrolier's Directive # 24, procurement under $5,000.00 does not
require bidding. Therefore, $5,000 and greater appears to signify a procurernent of significant vaiue. The
Office of the Queens Barough President developed a policy for inventory control that an item valued under
$1,500.00 need not be inventoried. This was based upon the PPB rules and the Comptrollers rules. (Please
see attached memorandum te file dated July 1, 2006,

Al the onset of the audit by the Comptraller's Office, wa met with the Audit Manager and discussed the policy.
We were told that although the Comptmlier's Office did not develop the Standards for Inventory Control and
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Management, they wera making the dacision about which items would be audited. The Comptroller's Office
indicated every item was subject to be inventoried if they 50 chose, However, the Comptrolier's office decided

they were focusing on computer equipment and other large items.

In light of this confusion, we would appreciate, in writing, clarification of the term significant value as soon as
possible. If you would like to discuss this, please do not hesitate b contact me at 718 286 2880, or at

cricci€byueensbo.or.

Thank you,
{ / JA 1,,\,!«..“/1"7 ,f AR

Carol Ricel
ACCO/Budget Director
cc: Rose Gill Hearm, Commissioner

Kirk Eng, ACCQ & Fiscal Officer

Jeffrey Goldstein, Budget Officer

Lawrence Welgrin, Audit Manager

Christine Ward McKee

Susanne Marchetti
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; {718) 286-3000
gt s TOD {718} 286-2654
! TELECOFIER {778) 286-2885

CITY OF NEW YORK
OFFICE OF THE

PRESIDENT QOF THE BOROUGH OF QUEENS
120-55 QUEENS BOULEVARD
KEW GARDENS, NEW YORK 11424-1015

MEMORANDUM
TO: File
FROM: Carol Ricci, ACCO
DATE: July 1, 2006

RE: Inventory Policy

Effective immediately, the Office of the Queens Borough President has determined that all items
up ta $1,500.00 are not considered significant value and therefore will not be required to be
maintained on an itemized inventory. This policy will supercede all other policy and procedures
dealing with inventory and items of substantial value,

In an audit conductad by the Office of the Comptroller in 2003/2004 it was pointed out that all
items of significant value shall be maintained in an inventory. Upon further investigation, the
Department of Investigation, which is the agency responsible for Standards for Inventory Controf
and Management, and the Office of the Comptroller, does not have a set dollar amount of
“significant value.” Both agencies responded that it was up 10 the agency to set the value, The
Office of the Queens Borough President spoke to Eileen Moran, Deputy Chief
Accountant/Deputy Bureau Chief in the Comptroller's Office who could not give us an amount.
We also spoke to Susan Comwall from the Comptroller's Office, Kirk Eng, ACCO/Fiscal
services, Director from Bepartment Of Investigation and the Auditor Unit who also could not give

us a dollar amount,

In light of the fact that purchases of under $1,500.00 do not require bids and are considerad
small purchases, the Office of the Queens Borough President determined this would be the

measure for significant value.

We will maintain a separate inventory of computer equipment including CPUs and printers which
will list the serial number and user.

This office will maintain a list of all items owned by the Office of the Queens Borough President.
The items (furniture, equipment) will no longer be tagged. Instead, iterns will be listed in a
central invaentory and once a year a picture will be taken of each location and then compared to
the central inventory listing so that it can be updated on a outine basis.

- This office will maintain a list of all other equipment assigned to specific staff members including

hlackberries, cell phones and beepers.
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