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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 examined the compliance of the 18 Brooklyn Community Boards with certain City
payroll, timekeeping, purchasing, and inventory procedures, as set forth in the New York City
Comptroller’s Internal Control and Accountability Directives; Department of Citywide Administrative
Services personnel rules and leave regulations; applicable Procurement Policy Board rules; and the
Department of Investigation’s Standards for Inventory Control and Management.

The results of our audit, which are presented in this report, have been discussed with officials from the
Community Boards and the Borough President’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 used appropriately and in the best interest of the public.

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

Very truly yours,

William C. Thompson, Jr.

WCT/gr

Report:            FP04-085A
Filed:     June 28, 2004
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AUDIT REPORT IN BRIEF

This audit determined whether the 18 Brooklyn Community Boards (Boards) are
complying with certain payroll, timekeeping, purchasing, and inventory procedures, as set forth
in the New York City Comptroller’s Internal Control and Accountability Directives
(Comptroller’s Directives) 3, 13, 24, and 25; Department of Citywide Administrative Services
(DCAS) personnel rules and leave regulations; Procurement Policy Board (PPB) rules; and the
Department of Investigation’s Standards for Inventory Control and Management.

The audit found that the Boards generally adhered to the requirements of Comptroller’s
Directives 3, 13, 24, and 25, DCAS personnel rules and leave regulations, and applicable PPB
rules.

In addition, our examination of the Boards’ Personal Services and Other Than Personal
Services expenditures disclosed no instances in which moneys were improperly used. However,
there were several minor instances in which the Boards did not follow certain aspects of DCAS
personnel rules and leave regulations and the Department of Investigation’s Standards for
Inventory Control and Management. Specifically, at Board 17, one employee exceeded the
undocumented sick leave allowance; at Board 3, the District Manager’s time reports were not
always signed by the Chairperson and the District Manager was not charged for two days of
leave use; the salaries of three Board employees (two employees at Board 5 and one employee at
Board 6) were less than the minimum pay rates for their civil service titles; at Board 9, one
employee received excess compensation upon separation from City service; at Board 13,
equipment purchased as far back as 2001 was never used; and 16 Boards (Board 2, 3, 4, 5, 6, 7,
9, 10, 11, 12, 13, 14, 15, 16, 17, and 18) lacked complete inventory records.

 The audit made ten recommendations to those Boards that had weaknesses found during
the audit.
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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 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 borough of Brooklyn has 18 Boards—Boards 1 through 18—each of which has a
District Manager and at least one full-time clerical staff person, except for Board 11, which has
three part-time employees.

Table I, below, lists each Board’s Personal Service and Other Than Personal Services
expenditures for Fiscal Year 2003.

Table I
Summary of Expenditures for the 18 Brooklyn Boards

Fiscal Year 2003

Personal
Services

Other Than
Personal
Services

Total
Expenditures

Board 1   $150,177    $62,177    $212,354
Board 2 135,221 64,691 199,912
Board 3 133,963 55,172 189,135
Board 4 143,143 48,429 191,572
Board 5 151,774 18,365 170,139
Board 6 145,933 26,374 172,307
Board 7 148,751 26,142 174,893
Board 8 153,723 58,144 211,867
Board 9 118,118 57,202 175,320

  Board 10 164,476 7,425 171,901
  Board 11 153,423 46,865 200,288
  Board 12 151,434 68,396 219,830
  Board 13 121,568 56,827 178,395
  Board 14 150,472 71,470 221,942
  Board 15 116,624 38,728 155,352
  Board 16 138,763 49,332 188,095
  Board 17 158,781 69,330 228,111
  Board 18 125,914 44,055 169,969
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Objective

This audit was conducted to determine whether the 18 Brooklyn Boards are complying
with certain payroll, timekeeping, purchasing, and inventory procedures, as set forth in the New
York City Comptroller’s Internal Control and Accountability Directives 3, 13, 24, and 25
(Comptroller’s Directives) 1; Department of Citywide Administrative Services (DCAS) personnel
rules and leave regulations; Procurement Policy Board (PPB) rules; and the Department of
Investigation’s Standards for Inventory Control and Management.

Scope and Methodology

This audit covered the period July 1, 2002, through June 30, 2003 (Fiscal Year 2003).

To obtain an understanding of the procedures and regulations with which the Boards are
required to comply, we reviewed relevant provisions of: Comptroller’s Directives 3, 13, 24, and
25; DCAS personnel rules and leave regulations; PPB rules; and the Department of
Investigation’s Standards for Inventory Control and Management.  We interviewed employees of
each Board and of the Borough President’s Office to obtain an understanding of the payroll,
timekeeping, and purchasing procedures in place and to determine how the Boards safeguard
their physical assets.

Tests of Compliance with Comptroller’s Directive 13, Payroll Procedures,
And with DCAS Personnel Rules and Leave Regulations

We reviewed attendance records of all 67 employees—18 managerial and 49 non-
managerial employees—for the four-week period June 7–28, 2003, to determine whether the
Boards maintain reliable and accurate time records. We selected June 2003 for testing to assess
records at fiscal-year end.  We examined the attendance records for completeness and evidence
of supervisory review.  We compared the attendance records to the Payroll Management System
(PMS) Employee Leave Details Report (PEILR721) to determine whether all reportable
timekeeping transactions were accurately posted on PMS.  We reviewed compensatory time
transactions and annual leave use for evidence of proper approvals and posting.  In addition, we
reviewed the employees’ personnel files for completeness and evidence that proper approvals
were obtained when they were hired.

We also reviewed salary history reports and related approval documentation covering
Fiscal Year 2003 for all 67 employees listed on the payroll register for the pay period ending

                                                                
1 Comptroller’s Directive 3, “Procedures for the Administration of Imprest Funds”;
Comptroller’s Directive 13, “Payroll Procedures”;
Comptroller’s Directive 24, “Purchasing Function—Internal Controls”; and
Comptroller’s Directive 25, “Guidelines for the Use and Submission of Miscellaneous Vouchers”
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June 28, 2003, to determine whether pay increases were accurately calculated and properly
authorized.  For the seven non-managerial employees who separated from City service during
Fiscal Year 2003, we determined whether separation payments were properly calculated.  We
also checked whether the employees were appropriately removed from the City payroll.  To
determine whether Board employees were receiving salaries that were within the salary ranges of
their civil service titles, we compared the salaries of all individuals listed as Board employees
(during Fiscal Year 2003) to the minimum and maximum salary amounts of their civil service
titles specified in the City’s Career and Salary Plan.  We reviewed the Paycheck Distribution
Control Report (Form 319) for the periods ending June 6 and June 20, 2003, to ascertain whether
employees signed for their paychecks.

We determined whether compensatory time that was carried beyond the 120-day limit for
its use was transferred to sick leave.  If such compensatory time was not transferred to sick leave,
we determined whether the employee’s personnel file contained documentation authorizing that
the time be carried over.  We also determined whether medical documentation, when required by
DCAS regulations, appropriately supported sick-leave use.  Finally, we determined whether
approved carryover authorizations were present in employees’ personnel files for those
employees who had excess annual leave balances (more than the amount that each employee
earns in a two-year period) to their credit.

 The results of the above tests covering the month of June 2003 cannot be projected to the
entire year, but provided a reasonable basis to assess Board compliance with Comptroller’s
Directive 13, payroll procedures, and with DCAS personnel rules and leave regulations.

Tests of Compliance with Comptroller’s Directives 3, 24, and 25

The Boards issued a total of 1,404 payment vouchers in Fiscal Year 2003 (853 purchase
vouchers, 493 miscellaneous vouchers, and 58 imprest fund vouchers).  Of the 1,404 vouchers,
we selected all 124 vouchers (63 purchase vouchers, 60 miscellaneous vouchers, and 1 imprest
fund voucher) issued by the Boards during June 2003 in order to assess controls at fiscal-year
end. We examined each voucher for the requisite approvals and authorizations, and for evidence
that the transactions were for proper business purposes and were supported by adequate
documentation.  For the 63 purchase vouchers, we also determined whether the voucher was
properly coded, an authorized purchase order was on file, sales and excise taxes were correctly
omitted, and bids were obtained when required by PPB rules.  Finally, to determine whether
there was adequate segregation of duties for the payment process, we examined each voucher for
evidence that different individuals performed the Preparer’s Certification, the Pre-audit
Certification, and the Departmental Certification.  The results of the above tests cannot be
projected to all payment vouchers processed during the fiscal year, but provide a reasonable
basis to assess the Boards’ compliance with Comptroller’s Directive 24.

With regard to the 60 miscellaneous vouchers, we determined whether the vouchers were
issued for only allowable purposes.  The results of this test cannot be projected to all
miscellaneous vouchers issued during the fiscal year, but provide a reasonable basis to assess
Board compliance with Comptroller’s Directive 25.
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To assess the Boards’ controls over imprest funds at fiscal-year end, we reviewed the
imprest fund bank statement of each Board for the month of June 2003. We examined all the
canceled checks listed on each bank statement for June for: authorized signatures and amounts, a
specific payee (as opposed to “bearer” or “cash”), an endorsement; and a “void after 90 days”
inscription on each check. We also determined whether the Boards performed required monthly
bank reconciliations.  The results of the above tests cannot be projected to the entire population
of imprest fund checks for the year, but provide a reasonable basis to assess Board compliance
with Comptroller’s Directive 3.

Tests of Compliance with Department of Investigation’s Standards for
Inventory Control and Management

To determine whether Boards maintained complete and accurate records for equipment
items, we conducted a physical inventory of all major equipment items (such as computers, fax
machines, and copiers) to determine whether they were accurately recorded on inventory lists.
We also reviewed all 53 equipment items purchased during Fiscal Year 2003 to see whether the
items were on hand and properly recorded on the inventory records.  Finally, we determined
whether all items examined were properly tagged as property of the Boards, in accordance with
Department of Investigation’s Standards for Inventory Control and Management.

*    *    *    *

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 18 Brooklyn
Boards and the Brooklyn Borough President’s Office during and at the conclusion of this audit.
A preliminary draft was sent to officials of the Boards and to the Brooklyn Borough President’s
Office and was discussed at an exit conference held on May 11, 2004. On May 14, 2004, we
submitted a draft report to officials of the Boards and to the Brooklyn Borough President’s
Office with a request for comments. We received written comments from 12 of the 18 Boards, all
of which have been included as addenda to this report. The remaining six Boards (Boards 3, 4, 8,
11, 14, and 15), and the Borough President’s Office did not submit a response.

In their responses, 11 of the 12 Boards described the steps they have taken or will take to
implement the report’s recommendations. Three of the 11 Boards indicated that although they
were unaware of the Department of Investigation’s Inventory Control Standards, they will
implement the report’s recommendations to maintain complete and accurate inventory records
and ensure that all items are tagged.

Board 13 did not agree that it bought unneeded equipment since the items were purchased
in anticipation of moving to a new office.
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FINDINGS AND RECOMMENDATIONS

The 18 Boards generally adhered to the requirements of Comptroller’s Directives 3, 13,
24, and 25, payroll procedures, DCAS personnel rules and leave regulations, and applicable PPB
rules. In this regard, we found:

• Annual leave, sick leave, and compensatory time earned and used was authorized
and accurately recorded, with the exception of time recorded for one Board 3
employee;

• Employees’ annual leave balances did not exceed the two-year accrual limit;

• Personnel files were complete, including documentation that approvals were
obtained for personnel actions;

• Employees signed for their paychecks;

• Salaries of Board employees were within the allowable salary ranges for their Civil
Service titles, with the exception of the salaries of two Board 5 employees and one
Board 6 employee;

• Items purchased were necessary for the Boards’ operations;

• Bids were appropriately obtained for purchases;

• Sampled vouchers and corresponding purchase orders were properly approved and
the amounts paid to vendors were accurately calculated, and excluded sales and
excise taxes;

• Appropriate documentation was maintained to support the sampled vouchers;

• Imprest fund purchases did not exceed $250;

• Invoices were maintained to support payments from imprest funds;

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

• Imprest fund bank accounts were appropriately reconciled; and,

• Inventory items purchased during Fiscal Year 2003 were on hand.

 In addition, our examination of the Boards’ Personal Services and Other Than Personal
Services expenditures disclosed no instances in which moneys were improperly used. However,
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there were several minor instances in which the Boards did not follow certain aspects of DCAS
personnel rules and leave regulations and the Department of Investigation’s Standards for
Inventory Control and Management, which are summarized in Table II, below:

Table II
Findings of Noncompliance with

Timekeeping, Payroll, and Inventory Procedures

Audit Finding Noted at

One employee exceeded the number of
undocumented sick leave instances allowed
in a six-month period.

Board 17

District Manager’s time reports (ETRs)
were not always signed by the Chairperson.
In addition, the District Manager was not
charged for two days of leave use.

Board 3

Salaries of three employees were less than
the minimum pay rate for their Career and
Salary Plan titles.

Board 5 and 6

One employee received excess
compensation upon separation

Board 9

Boards lacked complete inventory records. Boards 2, 3, 4, 5, 6, 7, 9, 10, 11, 12, 13, 14,
15, 16, 17, 18.

Equipment purchased as far back as 2001
was never used.

Board 13

These issues are discussed in detail in the following sections of the report.

Timekeeping Weaknesses

Board 17 had one employee with seven instances of undocumented sick leave use within
the six-month period, July - December 2002.  Article V of City Time and Leave Regulations
requires proof of a medical condition when an employee uses sick leave more than five times
within a six-month period.  However, there was no proof of the employee’s medical condition in
the Board’s files.

In addition, we found that three of the four timesheets reviewed for June 2003 for the
Board 3 District Manager were not signed by the Chairperson, as required by DCAS Leave
Regulations for Managerial Employees. The remaining timesheet for the month was missing
from the Borough President’s files. When we questioned the Director of Human Resources at the
Borough President’s Office, she forwarded to us a copy of a letter sent to the District Manager
that stated, “As of week ending April 25, 2003, you have been submitting weekly timesheets
without the signature and/or approval of your Chairperson.”  In addition, we noted that the
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District Manager’s time balances were not charged for the two days of leave he used (one day of
annual leave and one day of sick leave) in June 2003.

Recommendations

1. Board 17 should ensure that employees submit medical documentation, as required by
City leave regulations.

2. The Chairperson of Board 3 should review and approve all of the District Manager’s
timesheets before they are submitted to the Borough President’s Office for
processing.

3. The Borough President’s Office should adjust the District Manager’s time balances
based on the findings in this report.

Board 17 Response: “Community Board #17 has instructed all employees in writing of
the City’s Time and Leave Regulations: that proof of a medical condition must be
provided when an employee uses sick leave of three consecutive days, and uses more
than five days of sick leave within a six-month period.  Community Board 17 considers
this matter closed and no further action is necessary.”

Employee Paid Less Than The Minimum Salary Range

The annual salaries of three Board employees were not within the salary range of their
Career and Salary Plan title, as required by DCAS personnel rules.  The annual salary of the
Community Associate of Board 5 was less than the minimum pay rate for her Career and Salary
Plan title by $28. This employee’s salary is $29,574, but the minimum salary for her particular
title is $29,602.  Also, at Board 5 the annual salary of the Community Coordinator was less than
the minimum pay rate for her Career and Salary Plan title by $343. This employee’s salary is
$41,437, but the minimum salary for her particular title is $41,780. Finally, at Board 6 the annual
salary of the Community Associate was less than the minimum pay rate for his Career and Salary
Plan title by $272. This employee’s salary is $29,330, but the minimum salary for his particular
title is $29,602.

The City Career and Salary Plan contains minimum and maximum pay rates for each
title. According to the Plan, “the purpose of this resolution 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.
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Recommendation

Board 5 and Board 6 should:

4. Adjust the salaries of the three employees based on the minimum amounts specified
for their Career and Salary Plan titles.

Board 5 Response: “The Community Associate and Community Coordinator have been
adjusted to their Career and Salary Plan title.”

Board 6 Response: “All Brooklyn Community Board 6 employee actions are reviewed
by the Office of the Brooklyn Borough President and the Mayor’s Office of Management
and Budget, both of whom review and assist in the processing of any planned employee
actions; the Community Board lacks the capacity and access to independently process
such actions. The fact that one employee of our Board was inadvertently making $272
less than the minimum pay rate for their Career and Salary Plan title, as required by
DCAS personnel rules, has been brought to our attention by the Office of the Brooklyn
Borough President. Our operating budget and employee’s salary have been adjusted to
conform to the Career and Salary Plan accordingly. Recommendation # 4 has been
implemented completely.”

Excess Separation Pay

One employee at Board 9 received excess compensation when she separated from City
service.  She was paid for 52 hours and 24 minutes of unused annual leave when she was only
entitled to payment for 43 hours and 39 minutes.  This resulted in a $112 overpayment.

Recommendation

5. The Borough President’s Office should review all employee separation payments for
accuracy.

Inventory Control Weaknesses

Twelve Boards did not maintain complete and accurate inventory records for their
equipment.  While all the items reviewed were present at the Boards, 14 items were not included
on their inventory lists, and 171 items were listed without serial numbers. In addition, 16 Boards
did not ensure that all equipment was properly tagged for identification. The specific findings are
presented in Table III, following.
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Table III
Summary of Inventory Control Weaknesses

# of items
examined

# of items
listed without

serial
numbers

# of items
without

identification
tags

# of items not
recorded on

the  inventory
list

Board 2 20 0 19 0
Board 3 16 16 15 0
Board 4 7 0 7 0
Board 5 9 0 9 1
Board 6 28 28 26 1
Board 7 17 0 17 3
Board 9 36 36 9 1
Board 10 10 2 10 0
Board 11 18 18 18 1
Board 12 25 1 25 0
Board 13 26 19 19 0
Board 14 23 23 23 0
Board 15 22 4 16 5
Board 16 18 0 18 0
Board 17 24 24 24 2
Board 18 11 0 11 0

Totals 310 171 267 14

At the exit conference, Board Officials stated that they were unaware of the Department
of Investigation’s Standards for Inventory Control and Management.

Recommendations

Boards 2, 3, 4, 5, 6, 7, 9, 10, 11, 12, 13, 14, 15, 16, 17, and 18 should ensure that:

6. Complete and accurate inventory records are maintained for equipment

7. All items are affixed with identification tags.

Board 2 Response: “Community Board 2 accepts the finding by the Comptroller’s Office
that the board did not maintain complete and accurate records for its equipment.
However, please note in the final report that the board sublets its district office furnished
and that almost all of the furnishings are the property of the New York City Law
Department.

“For the property it does own, Community Board 2 will create and maintain an inventory
of durable goods in accordance with Standard 28 of the Department of Investigation’s
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Standards for Inventory Control and Management. I have attached a copy of Community
Board 2’s concurrent letter to . . . the Law Department, advising him of the finding by the
Comptroller’s Office and requesting that the Law Department comply with Standard 28
for its property.”

Board 5 Response: “Inventory: We have a complete and accurate inventory record and
all items are affixed with identification tags.”

Board 6 Response: “Our District Manager has already begun implementing
recommendation # 6 and anticipates its imminent completion. Given the fact that we are
currently at the end of a fiscal cycle, and do not have the resources available to purchase
the identification tags recommended in the draft report, please be advised that we will
implement recommendation  # 7 after July 1, as soon as our budgetary situation allows
for it.”

Board 7 Response: “ These three items have been added to an amended inventory list.
We believe this satisfies the recommendation in the report. We have put tags on each of
the items listed and we believe that this, too, should satisfy the recommendation.”

Board 9 Response: “Community Board 9 will ensure that our inventory records are
complete and accurate and that all items are affixed with inventory tags as required by the
Department of Investigation’s Standards for Inventory Control and Management.”

Board 10 Response: “Our Agency Implementation Plan is to complete accurate
inventory records and affix identification tags to our inventory as specified in the
Department of Investigation’s Standards for Inventory Control and Management.”

Board 12 Response: “Item 6 - Community Board 12 completed an accurate inventory
record for all equipment in the Community Board 12 Office. As new equipment is
purchased, the record of said equipment will be added to this list so that it is accurate and
complete at all times. The inventory list includes the serial numbers on equipment which
has numbers.

“Item 7 - Community Board 12 has purchased and affixed identification tags on all
equipment in the Community Board Office. Identification tags will be affixed to all new
equipment purchased by our Office as soon as they are delivered.”

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

Board 16 Response: “Now that we are aware of the requirements for inventory control,
we have begun to implement them.”

Board 17 Response: “Community Board #17 currently has complete and accurate
inventory records of all equipment of record and all equipment approved for
salvage/relinquishment.
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“Community Board 17 is in the process of acquiring metallic sequentially numbered
adhesive tags that will be attached to all Fixed Assets/equipment and be listed on the
complete inventory records. This initiative should be completed by the date 7/31/04.”

Board 18 Response: “As recommended, we have implemented the identification tagging
of our equipment.”

Unused Equipment

We noted that two pieces of equipment purchased by Board 13 were never used. These
items, which cost $1,380, were still in their original boxes.  The unused items included an IBM
Central Processing Unit that cost $980 and was purchased on June 5, 2001; and a Photo Smart
Color Printer that cost $400 and was purchased on June 20, 2002.   We note that the warranties
for this equipment had expired before Board 13 even unpacked the items and verified that they
were working. Board 13 should determine whether this equipment can be used for its operations
or whether it should be disposed of.  If Board 13 determines that it can not use this equipment the
Board should dispose of it in accordance with Department of Citywide Administrative Services
(DCAS) guidelines.

Recommendations

Board 13 should:

8. Ensure that it purchases only items that are needed for its operations.

9. Verify that all new equipment is properly functioning when it is received.

10. Determine whether to use the equipment or dispose of it in accordance with DCAS
guidelines.

Board 13 Response: In his response, Board 13’s District Manager stated that there are
now three unopened items of equipment in Board 13’s office. The District Manager
stated that these items were purchased in anticipation of moving to a new office, which is
“now almost one-year behind schedule in its construction.”

Auditor Comment: The unexpected delays in Board 13’s move should convince the
District Manager that he should purchase only those items that are currently needed for
Board’s operations, as recommended in this report.










































































