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INTRODUCTION 
 
Background 

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

 
 The Brooklyn Boards—Boards 1 through 18—cover the entire borough. Each of the 
Brooklyn Boards has a District Manager and at least one full-time clerical staff person. Table I 
lists each Board’s Other Than Personal Service (OTPS) expenditures for Fiscal Year 2011. 
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Table I 

Summary of Other Than Personal Service Expenditures  

for the 18 Brooklyn Community Boards  

Fiscal Year 2011 

 

Board Other Than 
Personal 
Services 

Board 1      $10,878 

Board 2 15,595 

Board 3 39,721 

Board 4 35,714 

Board 5 13,925 

Board 6 38,208 

Board 7 3,510 

Board 8 14,880 

Board 9 29,574 

Board 10 27,898 

 Board 11 46,330 

 Board 12 46,094 

 Board 13 8,606 

 Board 14 12,361 

 Board 15 16,769 

 Board 16 8,885 

 Board 17 22,304 

 Board 18 29,957 

Total $421,209  

 
 
 

 

 



 

 
 
3  Office of New York City Comptroller John C. Liu 
 

Objectives 

 
 The objective of this audit was to determine whether the 18 Brooklyn Community Boards 
comply with certain inventory procedures for major office equipment as set forth in the 
Department of Investigation’s (DOI) Standards for Inventory Control and Management.  
 
 
Scope and Methodology Statement 

  
 We conducted this performance audit in accordance with generally accepted government 
auditing standards. Those standards require that we plan and perform the audit to obtain 
sufficient appropriate evidence to provide a reasonable basis for our findings and conclusions 
based on our audit objectives. We believe that the evidence obtained provides a reasonable basis 
for our findings and conclusions based on our audit objectives. This audit was conducted in 
accordance with the audit responsibilities of the City Comptroller as set forth in Chapter 5, §93 
of the New York City Charter.  

 This audit covered the period July 1, 2011, through April 30, 2012. Please refer to the 
Detailed Scope and Methodology at the end of this report for the specific procedures and tests 
that were conducted. 
 
 
Discussion of Audit Results 

 
The matters covered in this report were discussed with officials of the 18 Brooklyn 

Community Boards during and at the conclusion of this audit.   A preliminary draft report was 
sent to Board officials and the Brooklyn Borough President’s Office and was discussed at an 
exit conference held on June 13, 2012.  On June 19, 2012, we submitted a draft report to Board 
officials with a request for comments.  We received written comments from each of the 18 
Boards. 

 
In their comments, the Boards generally agreed with the report’s findings and 

recommendations and described the steps they have taken or will take to implement the report’s 
recommendations.  

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

Except for Boards #1, #2, #6, #14, #16, and #18, which had relatively few or no 
equipment inventory and inventory list control weaknesses, the Boards did not adhere to certain 
Department of Investigation (DOI) Standards for Inventory Control and Management as 
summarized below:  

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

 Twenty-two major equipment1 items were improperly disposed of and incorrectly 
kept on the inventory lists at two Boards. The Boards did not follow the 
Department of Citywide Administrative Services Relinquishment Guidelines for 
the disposal of surplus equipment. Instead, the items were disposed of by 
reportedly placing the equipment in the trash. (Boards #8 and #13)  

 Sixty-nine items lacked required agency tags at eight Boards.  (Boards #3, #6, #7, 
#8, #9, #11, #12, and #13)   

 Two hundred and thirty-two agency tags lacked control numbers at seven Boards. 
The tags indicated only that the items were the property of the Board.  (Boards #3, 
#4, #5, #8, #9, #13, and #17)  

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

 The Boards’ inventory list at 15 Boards did not include 90 items observed at the 
time of the walk-throughs. (Boards #2, #3, #4, #5, #6, #7, #8, #9, #11, #12, #13, 
#14, #15, #16, and #18.)  

 The inventory lists at 10 Boards lacked agency-tag control numbers for 268 items.  
(Boards #3, #4, #5, #6, # 7, #8, #9, #13, #17, and #18)  

 The inventory lists at 14 Boards lacked serial numbers for 104 items.  (Boards #3, 
#4, #5, #7, #8, #9, #10, #11, #12, #13, #14, #15, #16, and #18) 

 The inventory list at Board #15 listed six items with duplicate control numbers. 
 The inventory lists at 15 Boards had incorrect serial numbers for 54 items. 

(Boards #2, #3, #4, #5, #6,  #8, #9, #10, #11, #12,  #14, #15, #16, #17, and #18.) 
 

We concluded, based on the above test results, that compliance with required inventory 
controls needs improvement and that there is a potential risk of loss, misappropriation, or theft. 
We consider the risks potential because we found 620 of the 642 items that should have been at 
the Boards during our physical observations.  However, Boards #8 and #13 did not maintain 
formal records documenting the reported disposal of the remaining 22 items, and we did identify 
an additional 90 items during our physical observations that were not on the Boards’ inventory 
lists.   

 
 

  

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

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

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

 
Table II

Summary of Weaknesses in Equipment Inventory Control 
Number of Instances 

 
Board # 

Missing 
Agency Tag 

Agency Tag 
Missing Control 

Number 

 Items 
Incorrectly 
Disposed 

of  
 

Total 
3 21 11 0 32 
4 0 67 0 67 
5 0 23 0 23 
6 1 0 0 1 
7 13 0 0 13 
8 2 42 10 54 
9 2 39 0 41 

11 7 0 0 7 
12 1 0 0 1 
13 22 10 12 44 
17 0 40 0 40 

Totals 69 232 22 323 

 

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

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

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

Our examination of all major equipment items, including 12 major items purchased in 
Fiscal Year 20122, found that 15 Boards did not include 90 major equipment items on their 
inventory lists. While all Boards provided us with inventory lists, the inventory lists did not 
include all of the information required by the DOI’s Standards for Inventory Control and 
Management.  

 
 Our physical observations at Board #7 found that eight of its 13 items were not included 

on the inventory list.  Board #7 explained that these items were donated to the Board and, 
therefore, it was not necessary to include them on the inventory list. However, despite the fact 
that those items were donated, they are now property of the Board, which is required to maintain 
accurate records of all inventories. Section 28 of the DOI’s Standards for Inventory Control and 
Management states, “Permanent records are maintained, centrally, to track all non-consumable 
goods issued to each agency unit, including type of equipment, manufacturer, serial number, 
agency control number, condition, location, date issued, and the person(s) responsible for 
maintenance.” 

 
Our physical counts revealed that the inventory lists did not always indicate an agency 

tag control number, had duplicate control numbers, did not include all items, had incorrect serial 
numbers, or had missing serial numbers. Table III summarizes the results of non-compliance 
issues with the Boards’ inventory lists. 

 
  

                                                           
2 The 12 major equipment items were purchased for $15,540.  
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Table III

Findings of Non-Compliance with Inventory Lists 
Number of Instances 

 
 
 

Board 

 
Total 
Items 
Tested 

 
Incorrect 

Serial 
Number 

 
Missing 
Serial 

Number 

Missing 
Agency 
Control 
Number 

 
Items Not 
Included 
on List 

Items with 
Duplicate 
Control 

Numbers 

 
 

Total Number 
of  

Discrepancies
1 39 0 0 0 0 0 0 
2 52 1 0 0 2 0 3 
3 43 5 6 31 12 0 54 
4 71 1 7 58 13 0 79 
5 26 3 3 23 3 0 32 
6 33 2 0 1 3 0 6 
7 13 0 1 5 8 0 14 
8 54 3 3 52 2 0 60 
9 41 1 12 34 7 0 54 

10 56 5 20 0 0 0 25 
11 39 4 4 0 7 0 15 
12 34 3 14 0 3 0 20 
13 44 0 23 23 21 0 67 
14 33 1 1 0 4 0 6 
15 52 15 7 0 2 6 30 
16 30 1 1 0 1 0 3 
17 39 5 0 40 0 0 45 
18 33 4 2 1 2 0 9 

Totals 732 54 104 268 90 6 522 

  
Recommendations 

 The Boards should ensure that: 

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

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

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

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

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

6.   All items on the inventory list are accounted for. 
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Community Board Responses 
 
Board 1 Response: Community Board 1 commended its District Manager “…for 
achieving a perfect Audit with full compliance.” 
 
Board 2 Response:  “Community Board 2 has corrected all deficiencies identified by 
the Comptroller’s Office during its audit of inventory practices.” 
 
Board 3 Response:  The Board’s Chairperson responded that the following corrective 
measures will be taken: 

 According to the Department of Investigation (DOI) Standards for Inventory 
Control and Management Community Board 3 has placed the appropriate tags 
on all items.  

 As a corrective measure, according to DOI Standards Community Board 3 will 
ensure that items have control numbers.  

 To guarantee this does not happen again, inventory will be updated regularly. 
Any new equipment be etched and tagged in a timely manner.  

 Community Board 3 will place new tag numbers on each item and to be more 
vigilant when something is removed to keep the numbers in proper order.  

 Wherever Possible, Community Board 3 will double check the serial numbers to 
make sure they are correct. 

 
Board 4 Response: “In response to each of the recommendations made, we will 
implement the following plan:  

 Ensure that identification tags are affixed to all office equipment items and 
include sequential control numbers.  

 Ensure that agency control numbers are included for each item listed on the 
inventory list.  

 Ensure that each item of equipment has a separately assigned control number” 
 
Board 5 Response: The Board’s District Manager responded that the following 
corrective measures were taken: 

 All items at CB#5 are now listed on the inventory list.  
 All items at CB#5 now have agency tag control numbers.  
 All items at CB#5 now have serial numbers.  
 CB#5 staff checked and corrected all serial numbers. 

 
Board 6 Response: “Please be advised that we have already taken the following 
corrective steps immediately following [the Auditor’s] visit to our district office: 
 

 The 1 item in our office found to be missing an agency tag, as identified in 
Table II of your draft report, has been properly tagged; 

 The 2 incidents of incorrect serial numbers contained on our internal Inventory 
List, as identified in Table III of your draft report, has since been corrected on 



 

 
 
9  Office of New York City Comptroller John C. Liu 
 

our Inventory List. An updated Inventory List reflecting this change was 
emailed to the auditors: 

                                                                                                                   
 The 1 incident of missing agency control number contained on our internal 

Inventory List as identified in Table III of your draft report, has since been 
corrected. An updated Inventory List reflecting this change was emailed to the 
auditors; 

 The 3 incidents of items not included on our internal Inventory List, as 
identified in Table III of your draft report, has since been corrected.  These 
items have been added to our Inventory List. An updated Inventory List 
reflecting this change was emailed to the auditors.” 

 
Board 7 Response: “Community Board 7/Brooklyn acknowledges the deficiencies in 
our inventory practices as described in the Comptroller’s Audit Report. We have 
already taken action to correct these deficiencies by placing tags on all equipment, 
including the items that were donated to the Board, and ensuring that all serial numbers 
have been added to our inventory list.” 
 
Board 8 Response: The Board’s District Manager responded that the following 
corrective measures were taken:  

 All serial numbers were double checked to ensure accuracy.  
 All items were double checked to ensure that serial numbers were placed on the 

inventory list. 
  All items in the office were re-evaluated and all equipment that was not initially 

added to the list, was added. As of present, there should be no more 
inconsistencies with the list. 

  All items were double-checked to ensure that they are tagged as required.  
 To avoid the offense in the future, all other broken or unusable items are being 

stored and prepared for salvage. They will no longer appear on our active 
inventory list. 

  All items on the inventory list were given a sequential control number. All 
newly purchased items will be immediately tagged and given a control number 
as well. 

 
Board 9 Response: “Please be advised that Community Board 9 has complied with the 
Comptroller’s recommendations pertaining to the Board’s inventory practices; and 
contained in the ‘Audit Report on the Inventory Practices Over Major Office 
Equipment at the 18 Brooklyn Community Boards – FM12-116A.’”  
 
Board 10 Response: “In response to your findings, our Agency Implementation Plan 
includes corrections to our inventory report relating to incorrect and missing serial 
numbers on certain equipment. Additionally, I have provided instruction to staff to 
ensure proper identification of serial numbers on equipment on our inventory control 
list. I have attached a copy of Community Boards Ten’s amended Inventory List.” 
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Board 11 Response: “Please be advised that all recommendations have been 
implemented as they relate to the inventory control of Community Board 11.” 
 
Board 12 Response: “We have addressed all recommendations made in the audit draft, 
and have made an “Agency Implementation Plan” to assure that we are in full 
compliance with the Comptroller’s Directives.” 
 
Board 13 Response: “It is noted that the Board ‘improperly disposed of’ items and 
that the office ‘did not maintain formal records documenting the reported disposal’ of 
the items. The office staff was not made aware of the situation i.e. the Board Chairman 
tossed out or disposed of, in other ways, the involved broken and / or unused items. 
The new Chairman, though informed of the proper mechanism for disposal, apparently 
was not aware of the correct methodology. As of now, several other items are awaiting 
disposal, and the Board office has done all of the proper paperwork and is awaiting the 
final word as to the removal of the items e.g. broken conference tables chairs etc. 
There will be a closer look at ‘disposal’ issues as they arise, and the situation, found in 
this report, is not expected to happen again.  
 
The office is aware that there were problems with compliance issues. The Police 
Department had worked with the Board office on the numbering of items, but the job 
was not completed at the time of the retirement of the man who was doing the work. 
Nor did the Board office realize that the C.B. 13 Logo tags should be placed on each 
and every item. Thus, there were missing logos; thus, there were missing numbers. 
(Mislabeled numbers are being checked as to how they occurred). The office will 
attempt to correct all of these problems in the near future. Serial numbers and other 
discrepancies will be corrected. 
  
The office will continue to study the recommendations and will attempt to comply 
with all of them in the immediate future.” 
 
Board 14 Response: “Community Board 14 is gratified to be included among the 
boards ‘which had relatively few, or no equipment inventory and inventory list control 
weaknesses’ and has addressed the few inventory list errors noted in the report.” 
 
Board 15 Response: “Community Board 15 has read the recommendations and we will 
ensure to adhere to the 6 rules and regulations as set forth in the draft.” 
 
Board 16 Response: The Board’s District Manager responded that “1) the correct serial 
number 218011301998 for the Viewsonic CRTVCDTS21683-1M was recorded on the 
inventory list. 2)The missing serial number 224-64 for the Perma Power S-122 Roving 
Rostrum P.A. System was recorded on the inventory list. 3) The control number M033 
for the Radio Shack Indoor TV Antenna was recorded on the inventory list.” 
 
Board 17 Response: The Board’s Chairperson responded that Community Board #17 
has taken the necessary steps to ensure all equipment items in the Board’s office are 
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affixed with identification tags which include sequential internal control numbers.  The 
Chairperson further responded that model and serial numbers have been added to the 
inventory list and that certain changes were made to the inventory list to correctly 
identify two items. 
 
Board 18 Response: “Please be advised that we have taken immediate corrective action 
to come into full compliance with your Agency’s recommendations. Corrections were 
made to the incorrect and missing inventory control and serial numbers, and the 
Harmon Kardon computer speakers and the Fellowes paper shredder were added to the 
Inventory List.” 
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DETAILED SCOPE AND METHODOLOGY 
 

We conducted this performance audit in accordance with generally accepted government 
auditing standards. Those standards require that we plan and perform the audit to obtain sufficient 
appropriate evidence to provide a reasonable basis for our findings and conclusions based on our 
audit objectives. We believe that the evidence obtained provides a reasonable basis for our 
findings and conclusions based on our audit objectives. This audit was conducted in accordance 
with the audit responsibilities of the City Comptroller as set forth in Chapter 5, §93 of the New 
York City Charter. This audit covered the period July 1, 2011, through April 30, 2012. 
 

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

 
We selected all 642 major equipment items (including computers, monitors, printers, 

scanners, laptops, fax machines, and televisions) listed on each Board’s most current inventory 
records and physically determined whether they were present at each Board’s office. We 
interviewed staff members at the Boards to obtain an understanding of the inventory procedures 
in use and to determine how physical assets are safeguarded.  During the inventory walk-
throughs, which were conducted from April 11, 2012, through April 30, 2012, we checked 
whether all items examined (those on the provided lists as well as other major equipment items 
that we noted) were properly tagged as property of the Boards and determined whether the items 
were included on the Boards’ inventory records.  We also verified whether the inventory lists 
included the type of equipment, serial number, agency control number, and location. Finally, we 
ascertained whether major equipment items purchased during the audit period were properly 
recorded on the Boards’ inventory lists.  




























































































