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COMPTROLLER OF THE CITY OF NEW YORK
1 CENTRE STREET
NEW YORK, NY 10007-2341
(212) 669-3500

WILLIAM C. THOMPSON, JR.
COMPTROLLER

Tothe Citizens of the City of New York

Ladies and Gentlemen:

Pursuant to Chapter 5, Section 93 of the New York City Charter, we have examined the Bronx
County District Attorney’s Office's (DA’s Office) compliance with certain payroll, timekeeping,
purchasing, and inventory procedures, as set forth in the Office of Payroll Administration
policies and procedures, the Procurement Policy Board (PPB) Rules, and the New York City
Comptroller’s Internal Control and Accountability Directives (Comptroller’s Directives). The
results of our audit, which are presented in this report, have been discussed with officials from
the DA’s Office, and their comments have been considered in preparing this report.

Audits such as this provide a means of ensuring that agencies follow City guidelines and that
government dollars are being used appropriately and in the best interest of the public.

| trust that this report contains information that is of interest to you. If you have any questions
concerning this report, please contact my audit bureau at 212-669-8929 or e-mail us at
audit@Comptroller.nyc.gov.

Very truly yours,

Lot @ Thopeo)y

William C. Thompson, Jr.

WCT/GR

Report: FPO3-082A
Filed: May 2, 2003
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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
Bronx County District Attorney’s Office

FP0O3-082A

AUDIT REPORT IN BRIEF

We performed an audit on the compliance of the Bronx County District Attorney’s Office
with certain payroll, timekeeping, purchasing, and inventory procedures, as set forth in the
Office of Payroll Administration policies and procedures, the Procurement Policy Board (PPB)
Rules, and the New York City Comptroller's Internal Control and Accountability Directives
(Comptroller’s Directives). During Fiscal Year 2002, the Persona Service (PS) expenditures for
the Bronx County District Attorney’s Office (DA’s Office) were $41,771,104; the Other Than
Personal Services (OTPS) expenditures were $3,583,401.

Audit Findings and Conclusions

The DA’s Office generally adhered to policies and procedures of the Office of Payroll
Administration, PPB Rules, and Comptroller’s Directives with respect to payroll, timekeeping,
purchasing, and inventory management. Our examination of the DA’s Office Personal Services
and Other Than Personal Services expenditures disclosed no instances in which monies were
improperly used. In addition:

employees annual leave balances did not exceed the two-year accrua limit;

all employees sampled were bona fide;

employees signed the required Form 319s when picking up their paychecks;

all pay increases were accurately calculated and properly authorized;

employees were accurately paid upon separation from City service;

purchased items were necessary for DA’ s Office operations;

vouchers and purchase orders were properly completed and accurately calculated
and paid;

the DA’s Office complied with Comptroller’s Directive #3. In that regard, Imprest
Fund purchases did not exceed $250; invoices to support Imprest Fund payments
were maintained; checks had the required authorized signatures and designated
specified payees; and each check bore the inscription “void after 90 days’;

» the Imprest Fund bank account was accurately reconciled;
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» up-to-date and accurate inventory lists were maintained and identification tags were
affixed to the sampled inventory items.

However, we found that the DA’s Office: did not charge one employee’s leave balance
for 12 hours not worked; permitted employees to carry compensatory time beyond the 120 day
limit; and paid employees in excess of their Career and Salary Plan title salary ranges.
Moreover, our sample of payment vouchers found that some of the purchase requisitions were
either missing or did not contain the required signature of a bureau chief.

Audit Recommendations

To address these issues, we recommend that the DA’ s Office should:

» Ensure that timekeeping transactions are carefully reviewed so that timekeeping
errors are avoided.

» Require employees to use compensatory time within 120 days after it is earned. If an
employee does not adhere to this requirement, the compensatory time should be
converted and incorporated into the employee’ s sick leave balance.

» Ensure that employees obtain the appropriate authorization to carry over
compensatory time if they have not received approval to use compensatory time
within 120 days.

» Transfer employees whose salaries currently exceed their title limits into other titles
that they qualify for and that have salary ranges encompassing their current pay
levels.

» Implement a supervisory purchase review process that ensures that all necessary
documents are on file and that the necessary approvals are obtained.

INTRODUCTION

Background

Under the New Y ork State Constitution, District Attorneys are constitutional officers and
elected every four years. Under New York State County Law, the City’s five District Attorneys
protect the public by investigating and prosecuting criminal conduct in their respective counties.
The District Attorneys enforce the provisions of the penal law and all other statutes. Their
principle activities include preparing information and gathering resources for court hearings, and
presenting trial and appeal casesin court.

During Fiscal Year 2002, the Personal Service (PS) expenditures for the Bronx County
District Attorney’s Office (DA’s Office) were $41,771,104; the Other Than Personal Services
(OTPS) expenditures were $3,583,401.
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Objective

This audit was conducted to determine whether the Bronx County District Attorney’s
Office complies with applicable payroll, timekeeping, purchasing, and inventory procedures, as
set forth in the Office of Payroll Administration policies and procedures, the Procurement Policy
Board (PPB) Rules, and the New York City Comptroller’s Internal Control and Accountability
Directives (Comptroller’s Directives).

Scope and M ethodoloqgy

This audit covered the period July 1, 2001, through June 30, 2002.

To obtain a general understanding of the procedures and regulations with which the DA’s
Office is required to comply, we reviewed the policies and procedures of the Office of Payroll
Administration, PPB Rules, Comptroller's Directives, and other applicable City laws,
regulations, and policies. We interviewed members of the Office staff to obtain an understanding
of the payroll, timekeeping, and purchasing procedures of the DA’s Office and to determine how
the Office safeguards its physical assets.

To determine whether employees' |eave balances were accurate, we reviewed attendance
records of 45 sampled employees—20 Assistant District Attorneys, five managerial, and 20 non-
managerial employees (non-ADA)—for the months of November 2001 and March 2002. We
examined the attendance records for completeness and for evidence of supervisory review. We
compared documents recording employee arrival and departure times to the agency’s attendance
“control sheets’ to ensure that al reportable timekeeping transactions were accurately posted on
the control sheets. The DA’ s Office does not use the City Payroll Management System to record
timekeeping. Instead, it uses a manual attendance control sheet for each employee to record and
track the accrual and use of annual and sick leave and compensatory time. We reviewed
compensatory time transactions and annua leave use for evidence of proper approvals and
posting. We determined whether compensatory time was used within 120 days and, if not,
whether it was transferred to sick leave balances. We determined whether medical
documentation, whenever required by City regulations, appropriately supported sick leave use.
We determined whether the DA’s Office followed City regulations with regard to employees
who have excess annual leave balances (i.e., more than two years of accruals).

To determine whether employees were bona fide, we traced our 45 sampled employees
from the payroll register (for the pay periods ending November 9, 2001 and March 15, 2002) to
the DA’ s Office timekeeping records and personnel files.

To determine whether employees receiving paychecks are signing Form 319s, as required
by Comptroller’s Directive #13, we reviewed the Form 319s for two pay periods—those ending
November 9, 2001, and March 15, 2002.
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To determine whether pay increases were accurately calculated and properly authorized,
we reviewed salary history reports and salary-increase authorization memos for sampled 45
employees.

To determine whether separation pay was accurately calculated, we reviewed the
payments made to 15 individuals who had more than 10 years of City service. We chose these
individuals because they would have larger leave balances and would receive greater separation
pay than others with shorter service. In addition, we determined whether these 15 employees
were appropriately removed from the City’s payroll.

For the DA’s Office non-ADA employees, we determined whether their salaries are
within the salary ranges of their civil service titles. We compared the salaries of these employees
to the minimum and maximum salary amounts of their civil service titles included in the Career
and Salary Plan of the City Collective Bargaining Agreement.

To ensure that the DA’s Office used proper procedures when making purchases, we
selected a judgmental sample of 75 payment vouchers (based on dollar amount and expense
type) issued by the DA’s Office in Fiscal Year 2002. We examined each voucher for the
requisite approvals and authorizations, and for evidence that the transactions were for proper
business purposes. We aso reviewed the supporting documentation (i.e., vendor invoices) for
each voucher. We determined whether each voucher was correctly coded, and whether any
duplicate vouchers were processed.

To determine whether the DA’ s Office was in compliance with Imprest Fund procedures
specified in Comptroller’s Directive #3, we examined check stubs and the related bank
statements for September 2001 and February 2002. We examined all 22 canceled checks that
cleared the bank account during September 2001 and February 2002 for: authorized signatures
and amounts; a specified payee (as opposed to “bearer” or “cash”); the digibility of the
expenditure; an endorsement; and a “void after 90 days’ inscription on each check. We also
determined whether the Office performed monthly bank reconciliations and whether Imprest
Fund expenditures exceeded the allowable amounts for a particular month, vendor, or item.

Finally, to determine whether the DA’s Office maintained a complete inventory list, we
randomly selected 100 out of 2,063 pieces of equipment listed on the agency’s inventory records
and confirmed that the items were on hand at the Office. We also examined each piece of
equipment for an identification tag.

This audit was conducted in accordance with Generally Accepted Government Auditing
Standards (GAGAYS) and included tests of the records and other auditing procedures considered
necessary. This audit was performed in accordance with the City Comptroller’s audit
responsibilities as set forth in Chapter 5, 8 93, of the New Y ork City Charter.
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Discussion of Audit Results

The matters covered in this report were discussed with officials from the DA’s Office
during and at the conclusion of thisaudit. A preliminary draft report was sent to the DA’ s Office
and discussed at an exit conference held on March 20, 2003. On April 4, 2003, we submitted a
draft report to the DA’s Office with arequest for comments.

We received a written response from the DA’s Office on April 15, 2003 in which it
generally agreed with the audit’s recommendations and described the specific steps that it has
taken to address the exceptions noted in the report. The full text of the comments from the DA’s
Office isincluded as an addendum to this report.
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FINDINGS

The DA’s Office generally adhered to policies and procedures of the Office of Payroll
Administration, PPB Rules, and Comptroller’s Directives, with respect to payroll, timekeeping,
purchasing, and inventory management. Our examination of the DA’s Office Personal Services
and Other Than Personal Services expenditures disclosed no instances in which monies were
improperly used. In addition:

employees annual leave balances did not exceed the two-year accrua limit;
all employees sampled were bona fide;

employees signed the required Form 319s when picking up their paychecks;
all pay increases were accurately calculated and properly authorized;
employees were accurately paid upon separation from City service;
purchased items were necessary for DA’s Office operations;

vouchers and purchase orders were properly completed and accurately calculated
and paid;

the DA’s Office complied with Comptroller’s Directive #3. In that regard, Imprest
Fund purchases did not exceed $250; invoices to support Imprest Fund payments
were maintained; checks had the required authorized signatures and designated
specified payees; and each check bore the inscription “void after 90 days’;

the Imprest Fund bank account was accurately reconciled;

up-to-date and accurate inventory lists were maintained and identification tags were
affixed to the sampled inventory items.

However, we found certain instances in which the Office did not comply with certain
provisions of Comptroller’s Directive #24 and City Time and Leave Regulations. Moreover, the
DA’s Office did not ensure that al employees wages were within the salary ranges of their
Career and Salary Plan titles. These issues are discussed in detail in the following sections of
this report.
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Timekeeping Discrepancies

Our review of the timekeeping records for the sampled employees disclosed eight out of
158 instances in which an employee's leave balances was not charged for a total of 12 hours not
worked. After the exit conference, the DA’s Office made the necessary adjustments to the leave
balance of the employee.

Employees Permitted to Carry Compensatory
Time Beyond the 120 Day L imit

The DA’s Office did not ensure that al employees used compensatory time within the
120 days as required by Time and Leave Regulations of the City Collective Bargaining
Agreement. Consequently, as of October 31, 2001, four employees had a combined total of 403
hours of compensatory time not used within 120 days. According to the Time and Leave
Regulations, employees must use compensatory time within four months after it is earned. Any
such time not used should be added to the employees’ sick leave balances, unless the agency
authorizes employees in writing to carry it forward. However, there was no documentation on
file authorizing the four employees to carry their compensatory time beyond the 120 days.

We received a memorandum dated February 4, 2003, from the Administrative Chief of
the DA’s Office permitting employees to maintain their compensatory time balances beyond the
required limit. However, this memorandum did not specify which employees were authorized to
carry their compensatory time beyond the four month limit or how much compensatory time was
allowed to be carried forward. According to the Director of Special Programs at the Department
of Citywide Administrative Services, an agency should have a letter on file for each employee
indicating the number of hours that the employee is alowed to carry forward.

Employees Paid in Excess of
Their Title Salary Ranges

The annual salaries of eight of the Office’'s 431 employees exceeded the maximum pay
rates for their titles in the Career and Salary Plan of the City Collective Bargaining Agreement.
The excess salary amounts ranged from $975 to $7,404. Table | lists the eight employees
current salaries and the maximum pay rates for their titles.
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Tablel

Employees Paid in Excess of the Salary Range of Their Titles

Employee Title Current Salary | Maximum Salary | Difference
1 Community
Coordinator $63,800 $56,396 $7,404
2 Supv. Rackets
I nvestigator $62,640 $58,092 $4,548
3 Supv. Rackets
Investigator $62,382 $58,082 $4,290
4 Senior Rackets
Investigator $59,028 $56,325 $2,703
5 Paralega Aide $43,019 $40,593 $2,426
6 Community
Assistant $30,000 $28,331 $1,669
7 Community
Service Aide $25,183 $23,683 $1,500
8 Community
Coordinator $57,371 $56,396 $975

The City Career and Salary Plan contains minimum and maximum pay rates for each job
titte. According to the Career and Salary Plan, “The purpose . . . is to provide fair and
comparable pay for comparable work.” Thus, the minimum and maximum pay rates are an
integral part of the Career and Salary Plan. If there are no non-managerial titles within the
employees salary ranges, then the employees should be transferred to appropriate managerial
titles with salary ranges encompassing their salaries.

Weaknesses in Purchasing Practices

Our review of our sampled payment vouchers and their supporting purchase
documentation revealed weaknesses in the purchasing practices of the DA’s Office. Specifically,
15 of 60 purchase requisition forms were missing from the Office's purchase files. In addition,
24 of 45 purchase requisitions that were on file were missing the required signature of the
Bureau Chief.
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Recommendations

The DA’s Office should:

1.

Ensure that timekeeping transactions are carefully reviewed so that timekeeping
errors are avoided.

DA’s Office Response: “The Director of Human Resources will randomly review all
timekeeping transactions with special attention to staff working unconventional
schedules. It should be noted that eight of 158 instances involved a single employee
utilizing a flexible schedule to attend school.”

Require employees to use compensatory time within 120 days after it is earned. If an
employee does not adhere to this requirement, the compensatory time should be
converted and incorporated into the employee’ s sick leave balance.

Ensure that employees obtain the appropriate authorization to carry over
compensatory time if they have not received approval to use compensatory time
within 120 days.

DA'’s Office Response: “Adherence to the cited Time & Leave Regulations has been
arduous to comply with considering our mission.... Despite the uniqueness of our
mission, effective May 1, 2003 al compensatory balances will be monitored to
adhere to the 120-day limit. Should employees need to exceed this limit, approval
documentation will be placed on file in Human Resources.”

Transfer employees whose salaries currently exceed their title limits into other titles
that they qualify for and that have salary ranges encompassing their current pay
levels.

DA’s Office Response: “The eight of the Office’s 431 employees represent under
2%. Seven employees exceeding their title’s maximum pay rate were given corrected
titles prior to the audit exit conference. The eighth staff member, after 32 years of
service, participated in the early retirement incentive in September 2002. This staff
member represented the $7,404 overage. Three of the titles represent racket
investigator titles which would not have exceeded the maximum pay rate had the
contract negotiation been as successful as the Office of Labor Relations predicted.”

Implement a supervisory purchase review process that ensures that al necessary
documents are on file and that the necessary approvals are obtained.

DA’s Office Response: “...In the future, these forms will be completed with all
necessary signatures. However, our purchasing policies permit bureau chiefs and
their  designees to  approve such  in-house  requisition  forms.”

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




ADDENDUM
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% OFFICE OF THE DISTRICT ATTORNEY, Bronx County

ROBERT T. JOHNSON 198 East 161st Street (718) 590-2161
District Attorney Bronx, New York 10451

JOANE. PELLETIER
Administrative Chief : April 15, 2003

Mr. Greg Brooks

Deputy Comptroller

Policy, Audits, Accountancy & Contracts
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 the Bronx County District Attorney’s Office
FP03-082A :

Dear Mr. Brooks:

I have received the above cited audit, and what follows is this Office’s response for
inclusion in the final audit report. The response will address each weakness, clarify those
parts of the draft report which do not accurately reflect our practices, and discuss how the
report’s recommendations will be implemented.

Finding One: Timekeeping Discrepancies

Our review of the timekeeping records for the sampled employees disclosed eight out
of 158 instances in which an employee’s leave balance was not charged for a total of 12
hours notworked. After the exit conference, the DA’s Office made the necessary adjustments
to the leaye balance of the employee.
Recommendation:

The DA’s Office should:

1. Ensure that timekeeping transactions are carefully reviewed so that timekeeping
errors are avoided.
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Mr. Greg Brooks -2- April 15,2003

Response:

The Director of Human Resources will randomly review all timekeeping transactions
with special attention to staff working unconventional schedules. - It should be noted that
eight of 158 instances involved a single employee utilizing a flexible schedule to attend
school. :

Finding Two: Employees Permitted to Carry Compensatory Time Beyond the 120
Day Limit

The DA’s Office did not ensure that all employees used compensatory time within
the 120 days as required by Time and Leave Regulations of the City Collective Bargaining
Agreement....

Recommendations:

The DA’s Office should:

2. Require employees to use compensatory time within 120 days after it is earned.
If an employee does not adhere to this requirement, the compensatory time should be
converted and incorporated into the employee’s sick leave balance.

3. Ensure that employees obtain the appropriate authorization to carry over
compensatory time if they have not received approval to use compensatory time
within 120 days.

Response:

Adherence to the cited Time & Leave Regulations has been arduous to comply with
considering our mission. This Office operates twenty-four hours seven days a week.
Assistant district attorneys, detectives. interpreters, stenographers, computer and video
technicians serve on an around the clock basis. Crime does not occur from nine to five.
Despite the uniqueness of our mission, effective May 1,2003 all compensatory balances will
be monitored to adhere to the 120-day limit. Should employees need to exceed this limnit,
approval documentation will be placed on file in Human Resources. ’
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Mr. Greg Brooks - April 15, 2003
Finding Three: Employees Paid in Excess of Their Title Salary Ranges

The annual salaries of eight of the Office’s 431 employees exceeded the maximum
pay rates for their titles in the Career and Salary Plan of the City Collective Bargaining

Agreement. The excess salary amounts ranged from $975 to $7,404....

Recommendation:

The DA’s Office should:

4. Transfer employees whose salaries currently exceed their title limits into other
titles that they qualify for and that have salary ranges encompassing their current pay
levels.

Response:

The eight of the Office’s 431 employees represent under 2%. - Seven employees
exceeding their title’s maximum pay rate were given corrected titles prior to the audit exit
conference. The eighth staff member, after 32 years of service, participated in the early
retirement incentive in September 2002. This staff member represented the $7,404 overage.
Three of the titles represent racket investigator titles which would not have exceeded the
maximum pay rate had the contract negotiation been as successful as the Office of Labor
Relations predicted.

Finding Four:

Our review of our sampled payment vouchers and their supporting purchase
documentation revealed weaknesses in the purchasing practices of the DA’s Office.
Specifically, 15 of 60 purchase requisition forms were missing from the Office’s purchase
files. In addition, 24 of 45 purchase requisitions that were on file were missing the required
signature of the Bureau Chief.

Recommendation:

The DA’s Office should:

5. Implement a supervisory purchase review process that ensures that all necessary
documents are on file and that the necessary approvals are obtained.
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Mr. Greg Brooks : -4- April 15, 2003

Response:

As indicated in the exit conference, this particular finding and recommendation is
overstated. The District Attorney’s Office has an elaborate supervisory review process. The
documentation discussed in this finding, purchase requisition form (attached), is an in-house
documnent developed to centralize all purchasing. This particular document serves as a
vehicle to request routine general office supplies which represent under 1% of this Office’s
total budget. Frequently, these requisition forms represent a bureau or unit’s “wish list” and
no action is taken. Those purchase requisitions that were missing a required signature were
generated by stock handlers replenishing required office supplies. Quarterly inventories are
conducted and a computerized report 1s submitted to the Director of Purchasing and the
Administrative Chief. Some of these in-house requisition forms were included in city
purchasing documents. Although these forms are not necessary, this Office placesa priority
on consistency. In the future, these forms will be completed with all necessary signatures.
However, our purchasing policies permit bureau chiefs and their designees to approve such
in-house requisition forms.

General Comments Regarding the Audit:

Unlike past andits (MJ97-103A) and (FP99-074F), this audit report highlighted
effectiveness and efficiency within our Office. This balanced approach is effective. We
would like to thank Mr. Lawrence Welgrin, Audit Manager, Mr. William Anderson, Audit
Supervisor, Mr. Philip Zimmer, Senior Auditor, and Messrs. Christopher Venute and George
Cheng, Staff Auditors, for the insights they provided concerning our financial and operating
practices during the audit period July 1, 2001 through June 30, 2002. Those of us charged
with assuring internal controls appreciate their efforts and have viewed this audit as a
valuable management tool.

Very truly yours,
v ’\\ )
o~ <. \}MM

< ._x_J_g\)m E. Pelletier
Administrative Chief

.

Enc.
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DISTRICT ATTORNEY - BRONX COUNTY
PURCHASE REQUEST
BUREAU: ATTENTION OF: ROOM
Type o Request
0O Furniﬁxre () Printed Forms (Attach Sample) '( ) Books
Office Equipment () Computer: Hardware () Video
Office Supplies ( ) Computer: Software () Other
‘ Item | Tota]
{Itery Description Oty | Cost | Cost |

poenmm,

[ O oy

|
|
|
|
|

| |
_— ]
| ]
|
Prepm. aprs Title: v . Ext.
App—~geq: _ Date:
- BUREAU CHIEF
Spec 5, Autorization: Q#
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