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THE CITY OF NEW YORK 

DEPARTMENT OF THE 
COMPTROLLER 

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

───────────── 
WILLIAM C. THOMPSON, JR. 

COMPTROLLER 
 

 

To the Citizens of the City of New York 
 
Ladies and Gentlemen: 
 
In accordance with the Comptroller’s responsibilities contained in Chapter 5, §93, of the New York 
City Charter, my office has 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. 
 
I trust that this report contains information that is of interest to you.  If you have any questions 
concerning this report, please e-mail my audit bureau at audit@Comptroller.nyc.gov or 
telephone my office at 212-669-3747. 
 
 
Very truly yours, 
 

 
William C. Thompson, Jr. 
 
WCT/fh 
 
Report: FP07-093A 
Filed:  June 13, 2007 
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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: 
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Table I 
Findings of Noncompliance with  

Purchasing and Inventory Procedures 
 

Audit Finding Noted at 
Duplicate payments totaling $254 were made 
to vendors. 
 

Board #6 

Improper use of miscellaneous vouchers. 
  

All Boards except for  Board #12 

A total of $642 in City funds was used to pay 
for inappropriate expenditures. 
 

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.  

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

 
Table II 

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, §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; 
 

• 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.   
 

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 Vendors 
 
 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 Vouchers 
 
 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 Voucher.” 
 
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.” 
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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 PVMs 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.  
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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. 
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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 108th 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.” 




















































