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THE CITY OF NEW YORK 
OFFICE OF THE COMPTROLLER 

FINANCIAL AUDIT 
 

Audit Report on the Civil Service Commission's 
Financial and Operating Practices  

FK17-070A   
 

EXECUTIVE SUMMARY 

The Civil Service Commission (CSC) is an administrative body that hears and renders decisions 
on candidates’ appeals of disqualification from an eligible civil service employment list and City 
employees’ appeals of City disciplinary decisions.  In deciding such appeals, the CSC reviews 
relevant documentation and may conduct evidentiary hearings.  The CSC may also conduct 
reviews, studies, or analyses of the administration of City personnel. 

The New York City Charter, Chapter 35, Section 813(a) provides that the CSC shall consist of five 
members appointed by the Mayor who are paid on a per diem basis for attendance at regularly 
scheduled meetings and hearings.  During Fiscal Year 2016, the CSC Chair was paid up to $449 
per day, and the other two Commissioners who held office throughout that year were paid up to 
$412 per day.1  

In the Comptroller's Comprehensive Annual Financial Report for Fiscal Year 2016, the CSC 
reported expenditures totaling $780,992.  Of that amount, $722,259 (92.5 percent) was for 
personal services and $58,733 (7.5 percent) was for other than personal services. 

We conducted this audit to determine whether the CSC maintains reliable and effective internal 
control systems over cash receipts, expenditures, and inventory as required by New York City 
Comptroller's Directives and other applicable City rules and policies.   

Audit Findings and Conclusions 
We found that the CSC did not maintain accurate and complete inventory records because it did 
not consistently update its inventory records to account for newly-acquired office equipment and 
tag it, and conduct periodic inventory counts.  Specifically, the CSC did not include 34 pieces of 
office equipment including computer monitors, telephone headsets, and microphones on its 
inventory list, and it did not tag 33 of the 34 pieces of equipment.   

In addition, we found that the CSC did not segregate the duties for purchasing goods and services 
and maintaining inventory records among its staff.  It also charged purchases to incorrect object 

1 Two of the five Commissioner positions were vacant for the bulk of Fiscal Year 2016; they were filled in June 2016, the final month 
of the fiscal year.  
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codes, and did not document policies and procedures in writing and effectively communicate them 
to staff.   

Audit Recommendations 
To address these issues, we make seven recommendations to the CSC including that the CSC 
should: 

• Tag and inventory all office equipment with a useful life of more than one year as required 
by the Department of Investigation’s (DOI’s) Standards for Inventory Control and 
Management. 

• Conduct periodic inventory counts, document results of counts, and update inventory 
records, as needed. 

• Segregate the duties for ordering, approving, and certifying receipt of goods and services; 
maintaining inventory records; and approving payments. 

• Charge purchases to the correct object code in accordance with Comptroller’s Directive 
#24, Agency Purchasing Procedures and Controls. 

• Document policies and procedures in writing and communicate them to staff including, but 
not limited to, policies and procedures for timekeeping and payroll, inventory, and 
procurement. 

Auditee Response 
In its response, the CSC generally agreed with the report’s recommendations.  The CSC stated, 
“[w]e have made every effort to comply with your recommendations” and described actions taken 
to address six of the report’s seven recommendations.  The CSC did not address the report’s 
remaining recommendation to carefully review its prior and current Comptroller’s Directive #1 
Agency Evaluation of Internal Controls submitted to the Office of the Comptroller and the Mayor’s 
Office to ensure their accuracy in all respects. 
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AUDIT REPORT 

Background 
The CSC is an independent, non-mayoral agency that hears and renders decisions on appeals 
by candidates who were disqualified and removed from an eligible civil service employment list 
and appeals by City employees on disciplinary matters.  Most appeals can be classified within 
one of two categories: 

• Appeals by applicants or appointees who were disqualified for a civil service appointment 
based on character, medical, psychological, or other reasons; or  

• Appeals by City employees who were disciplined for misconduct or incompetence. 

When rendering decisions, the CSC reviews relevant documentation and may conduct evidentiary 
hearings.  The CSC may also conduct reviews, studies, or analyses of the administration of City 
personnel. 

The New York City Charter, Chapter 35, Section 813(a) provides that the CSC shall consist of five 
members who are appointed by the Mayor and serve for overlapping terms of six years.  The 
Charter also provides that the Mayor shall designate a Chair and Vice Chair and that  
Commissioners shall be paid on a per diem basis for attendance at regularly scheduled meetings 
and hearings.  During Fiscal Year 2016,the CSC Chair was paid up to $449 per day, and the other 
Commissioners were paid up to $412 per day.  

In the Comptroller's Comprehensive Annual Financial Report for Fiscal Year 2016, the CSC 
reported expenditures totaling $780,992.  Of that amount, $722,259 (92.5 percent) was for 
personal services and $58,733 (7.5 percent) was for other than personal services.  

Objectives  
To determine whether the CSC: 

• Maintains reliable and effective internal control systems over cash receipts, expenditures, 
and inventory as required by the New York City Comptroller's Internal Control and 
Accountability Directive (Comptroller's Directive) #1, specifically, the Principles of Internal 
Control and Financial Integrity Statement Checklist, and DOI’s Standards for Inventory 
Control and Management; and  

• Complies with Comptroller's Directive #6 for Travel, Meals, Lodging and Miscellaneous 
Agency Expenses; Comptroller's Directive #11 for Cash Accountability and Control; 
Comptroller's Directive #13 for Payroll Procedures; and Comptroller's Directive #24 for 
Agency Purchasing Procedures and Controls; and Procurement Policy Board Rules. 

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 
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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. 

The scope of this audit covers Fiscal Year 2016 (July 1, 2015 – June 30, 2016).  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 CSC officials during and at the conclusion 
of this audit.  A preliminary draft report was sent to the CSC on May 3, 2017 and discussed at an 
exit conference held on May 22, 2017.  On June 12, 2017 we submitted a draft report to the CSC 
with a request for written comments.  On June 19, 2017, we received written comments from the 
CSC. 

In its response, the CSC generally agreed with the report’s recommendations.  The CSC stated 
“[w]e have made every effort to comply with your recommendations” and described actions taken 
to address six of the report’s seven recommendations.  The CSC did not address the report’s 
remaining recommendation to carefully review its prior and current Comptroller’s Directive #1 
Agency Evaluation of Internal Controls submitted to the Office of the Comptroller and the Mayor’s 
Office to ensure their accuracy in all respects. 
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FINDINGS AND RECOMMENDATIONS 

We found that the CSC did not maintain accurate and complete inventory records.  Based on our 
review and comparison of the CSC’s purchasing records and inventory records, the CSC did not 
tag or record seven pieces of office equipment it acquired in Fiscal Year 2016 with a total value 
of $1,162.  Further, based on our physical observations of the CSC’s office equipment, the CSC 
did not record an additional 27 items that were purchased during prior fiscal years.  In addition, 
26 of those 27 items were not tagged.  The CSC did not account for these items because it did 
not update its inventory list as items were purchased and did not conduct periodic inventory 
counts.   

Further, we found that the CSC did not segregate among its staff the duties of purchasing goods 
and services and maintaining inventory records.  It also charged some purchases to incorrect 
object codes, and did not develop written policies and procedures in writing and communicate 
them to its staff.   

These findings are discussed in the following sections of this report. 

The CSC Did Not Maintain Accurate and Complete Inventory 
Records 

CSC did not tag and include all office equipment on its inventory of assets.  DOI’s Standards for 
Inventory Control and Management require that,  

[p]ermanent 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 . . . .  Readable, sturdy property identification tags 
(reading ‘Property of the City of New York’) with a sequential internal control 
number are [to be] assigned and affixed to valuable items.2   

However, based on our review of the CSC’s purchasing records and inventory records, which 
were last updated on February 19, 2015—nearly two years before our review—the CSC did not 
tag and record in its inventory list seven telephone headsets which in total cost $1,162.  Further, 
based on our physical observations of the CSC’s inventory, the CSC did not tag and record an 
additional 27 items that were purchased during prior fiscal years, including computer monitors 
and microphones.   

We found that two the primary reasons the CSC did not account for the above-referenced items 
were (1) that it did not update its inventory list as items were purchased, and (2) it did not conduct 
periodic inventory counts.  DOI’s Standards for Inventory Control and Management state that “[a] 
count of all stored goods is conducted at least once a year to ensure the accuracy of the perpetual 
inventory records.”  By not tagging equipment and maintaining accurate inventory lists, an agency 
incurs a risk that such items could be misplaced, lost, or stolen without detection.  

In response to our finding, the CSC updated its inventory list and provided us a copy of its updated 
inventory list in May 2017. 

2 According to DOI’s Standards for Inventory Control and Management, a commodity is considered non-consumable if it has a life 
expectancy of more than a year. 
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Recommendations 

The CSC should: 

1. Tag and inventory all office equipment with a useful life of more than one year 
as required by DOI’s Standards for Inventory Control and Management. 
CSC Response: “CSC has tagged and inventoried all office equipment with a 
useful life of more than one year as required by DOI’s Standards for Inventory 
Control and Management.” 

2. Conduct periodic inventory counts, document results of counts, and update 
inventory records, as needed. 
CSC Response: “[w]e have conducted a thorough inventory count, 
documented that count, updated inventory records, and will continue to do so 
every six months beginning December 2017.” 

The CSC Did Not Segregate Duties Among Staff for 
Purchasing and Inventory  

Comptroller’s Directive #1, Principles of Internal Control and Financial Integrity Statement states 
that,  

Key duties and responsibilities need to be divided or segregated among different 
staff members to reduce the risk of error or fraud.  This should include separating 
the responsibilities for authorizing transactions, processing and recording them, 
reviewing the transactions, and handling any related assets.  No one individual 
should control all key aspects of a transaction or event.   

However, based on our review, a single CSC employee (the CSC Director of Administration) was 
generally responsible for ordering, approving, and certifying receipt of goods and services; 
maintaining inventory records, and approving payments.  Having all of these responsibilities 
handled by a single person reduces opportunities for oversight and checks for accuracy.  The 
chance that errors and fraud can occur and go undetected is increased as a result.  Segregation 
of duties is a key tool for identifying errors and potential misappropriation.  Notwithstanding the 
fact of ordering, receiving, invoice processing and voucher preparation all rested with a single 
individual, in its 2015 Agency Evaluation of Internal Controls required by Comptroller’s Directive 
#1, the CSC reported that these functions were performed by different individuals.   

While the CSC had only three Commissioners and nine staff members serving during our audit 
period, it could increase the degree to which the duties of ordering, approving, and certifying 
receipt of goods and services; maintaining inventory records; and approving payments are 
segregated among the staff.  Alternatively, if the CSC cannot segregate those responsibilities, it 
should implement compensating controls to reduce the risk that an error or fraud could occur and 
go undetected.  Compensating controls include regular supervisory review of work performed by 
individuals who have custody of assets and who also approve or record transactions affecting 
those assets. 
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Recommendations 

The CSC should: 

3. Segregate the duties for ordering, approving, and certifying receipt of goods 
and services; maintaining inventory records; and approving payments. 

4. Implement compensating controls if the CSC cannot fully segregate the 
responsibilities for ordering, approving, and certifying receipt of goods and 
services; maintaining inventory records; and approving payments. 
CSC Response: “The Commission has divided the responsibility for 
authorizing transactions, processing and recording them, reviewing 
transactions, receipt of goods and services and handling of assets.  Purchases 
over $250.00 require the approval of both the Chair and Vice-Chair of the 
Commission, and receipt of such goods must be verified by a Commissioner, 
as well as administrative staff.  Smaller purchases have comparable 
procedures in place.” 

5. Carefully review its prior and current Comptroller’s Directive #1 Agency 
Evaluation of Internal Controls submitted to the Office of the Comptroller and 
the Mayor’s Office to ensure their accuracy in all respects. 
Auditor Comment: The CSC did not address this recommendation. 

The CSC Charged Purchases to Incorrect Object Codes 
Comptroller’s Directive #24, Agency Purchasing Procedures and Controls, §6.0 states:  

Payment Voucher approvers must ensure that. . . . [t]he appropriate accounting 
and budget codes are being charged.  This includes charging the correct unit of 
appropriation and correct object code within that unit of appropriation. 

However, based on our review of purchases totaling $45,966 made during Fiscal Year 2016, the 
CSC charged purchases totaling at least $3,293 to incorrect object codes.  They included 
purchases of “office equipment” (code 3150), “office furniture” (code 3140), and “data processing 
equipment” (code 3320) that were charged to “supplies and materials – general” (code 1000).  
Charging purchases to incorrect object codes prevents City agencies, oversight authorities, and 
the public from seeing how City agencies spend their money.  It may also hinder management’s 
ability to plan for future spending.      

In response to our finding, the CSC stated that the Department of Citywide Administrative 
Services (DCAS) processes CSC’s purchases in the City’s Financial Management System on its 
behalf and that DCAS advises the CSC on which object codes should be used.  However, during 
the course of our audit, DCAS informed us that it merely processes purchases using information, 
including object codes, provided by the CSC.  DCAS stated that it does not oversee the CSC.  
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Recommendation 

The CSC should: 

6. Charge purchases to the correct object code in accordance with Comptroller’s 
Directive #24, Agency Purchasing Procedures and Controls. 
CSC Response: “The Comptroller’s recommendation concerning appropriate 
accounting and budget codes has been implemented.  In particular, our 
payment voucher approver has requested accurate object codes from our 
budget liaisons at DCAS.  Verification of these codes will be updated every six 
months beginning December 2017 to ensure that we are using the correct 
information when charging purchases.” 

The CSC Did Not Document Policies and Procedures in 
Writing and Did Not Communicate Them to Staff   

Comptroller’s Directive # 1 states:  

Internal control activities help ensure that management's directives are carried out.  
They are, basically, the policies, procedures, techniques, and mechanisms used 
to enforce management's direction.  They must be an integral part of an agency's 
planning, implementing, review and accountability for stewardship of its resources 
and are vital to its achieving the desired results. 

As previously mentioned, during our audit period, the CSC was operating with three appointed 
Commissioners and nine staff.  Additionally, DCAS personnel performed various functions on 
CSC’s behalf, including budgeting and procurement.  However, the CSC did not implement written 
policies and procedures to document its employees’ roles and responsibilities or the work 
processes to be followed to comply with applicable laws and regulations, carry out management 
directives and meet agency goals.  In the absence of written policies and procedures that have 
been effectively communicated to staff, employees may not perform their jobs and administrative 
tasks correctly, which may have contributed to the inventory and procurement issues cited in this 
report.  

In response to our finding, the CSC implemented written policies and procedures for timekeeping, 
purchasing, and revenue collection and provided them to us in May 2017.  However, based on 
our review, those policies and procedures would be more effective if they provided additional 
detail as to employees’ roles, responsibilities and the work processes that must be followed.   

Recommendation 

The CSC should: 

7. Document policies and procedures in writing and communicate them to staff 
including, but not limited to, policies and procedures for timekeeping and 
payroll, inventory, and procurement. 
CSC Response: “[t]he Commission has codified its procedures in the attached 
document entitled, Civil Service Commission Administrative Procedures 
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(Updated 6/17/17).  This document includes procedures regarding recording 
and approving employee time; purchasing procedures, including requesting 
and ordering goods and services and receipt of goods and services; and, the 
deposit of revenue.” 
Auditor Comment: The Civil Service Commission Administrative Procedures 
(Updated 6/17/17) provided by the CSC address many of the issues raised by 
this audit.  However, they do not include the policies and procedures related to 
inventory.  The CSC should document the policies and procedures for inventory 
in writing and communicate them to staff. 
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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. 

The issues with the CSC are fully disclosed in the Findings and Recommendations section of this 
report.  The scope of this audit covers Fiscal Year 2016.   

To gain an understanding of the rules and regulations with which the CSC is required to comply, 
we obtained and reviewed relevant sections of New York City Comptroller's Internal Control and 
Accountability Directive (Comptroller's Directive) #1, Principles of Internal Control; Comptroller's 
Directive #6, Travel, Meals, Lodging and Miscellaneous Agency Expenses; Comptroller's 
Directive #11, Cash Accountability and Control; Comptroller's Directive #13, Payroll Procedures; 
Comptroller’s Directive #18,  Guidelines for the Management, Protection and Control of Agency 
Information and Information Processing Systems; Comptroller's Directive #24, Agency 
Purchasing Procedures and Controls; Comptroller's Memorandum #14-1: Updates to 
Comptroller's Memorandum #01-1 Guidelines for use of Procurement/Purchasing Cards; 
Procurement Policy Board Rules; and DOI’s Standards for Inventory Control and Management.  
We requested and reviewed all available CSC internal policies and procedures, and interviewed 
the appropriate CSC personnel to gain an understanding of the CSC’s policies and procedures 
relating to its cash receipts, timekeeping, procurement, and inventory functions.  We also 
reviewed the prior New York City Comptroller’s Audit Report on the Financial and Operating 
Practices of the City Civil Service Commission (MG08-099A) issued June 10, 2008. 

To determine whether the CSC recorded and deposited all revenue collected for copies of appeal 
decisions and hearings, we obtained and reviewed the CSC’s receipt book and deposit receipts  
for Fiscal Year 2016.  We traced all transactions recorded in the receipt book for Fiscal Year 2016 
to the CSC’s Check/Cash Receipts Deposited to DOF log and other support documentation to 
verify the funds were properly deposited. 

To determine whether payments made to the CSC Commissioners were appropriate and 
adequately supported, we obtained Commissioner appointment letters, and we obtained and 
compared City Human Resource Management System (CHRMS) Pay Details Reports and CSC 
weekly “Commissioner Time Reports” for June 2016.  We judgmentally selected June 2016 
because it was the most recent month within our audit scope period and therefore most reflective 
of CSC’s current practices.  We checked whether per diem rates paid to Commissioners were the 
same as the rates approved by the City Council.  We also checked that the CSC weekly 
“Commissioner Time Reports” were approved and that the CSC Commissioners were paid only 
for days reported as worked on their weekly reports.   

For those days on which Commissioners reported that they had worked at hearings, we checked 
whether a hearing was held by reviewing Court Smart records.  

For non-managerial employees, we obtained and reviewed a CityTime Time Entry Detail Report 
report for June 2016 to determine the manner in which employees signed in and out each day 
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(add punch, manual, web clock, or hand scanner entry).  We quantified the number of instances 
that employees manually entered their time or added punches.  

To determine whether the CSC’s purchases were reasonable, appropriate, adequately supported 
and properly authorized, we obtained a report of Fiscal Year 2016 purchases from the City of New 
York Financial Management System (FMS).  We then reviewed the CSC procurement 
documentation and checked whether purchases were made from City contracts or complied with 
City purchasing rules.  We also checked whether purchases were charged to the correct object 
code, properly approved, certified as received and supported by invoices. 

To identify office equipment that was purchased by the CSC, we obtained and reviewed 
purchasing records and supporting documentation for all purchases made by the CSC during 
Fiscal Years 2015 and 2016, and compiled a listing of office equipment items that were purchased 
by the CSC during Fiscal Years 2015 and 2016.  We obtained the CSC’s most recent inventory 
records dated February 19, 2015, and compared our list to the CSC’s inventory records to 
determine whether the CSC recorded all purchased equipment.  We also determined whether the 
CSC’s inventory records included required information such as type of equipment, serial number, 
agency control number and location.   

We conducted physical observations of the CSC’s inventory on January 25, 2017 and April 11, 
2017, to determine whether office equipment items listed on the CSC’s most recent inventory 
records, which were updated February 19, 2015, were located in the CSC’s main office.  During 
our observations, we also determined whether all items of office equipment that we observed on 
site were listed on the CSC’s inventory records. 

While the results of our timekeeping tests are not projectable, they do provide sufficient and 
appropriate evidence to support our findings and conclusions. 

 

 

 

 
 

Office of New York City Comptroller Scott M. Stringer FK17-070A 11 
 



ADDENDUM 
Page 1 of 8



ADDENDUM 
Page 2 of 8



ADDENDUM 
Page 3 of 8



ADDENDUM 
Page 4 of 8



ADDENDUM 
Page 5 of 8



ADDENDUM 
Page 6 of 8



ADDENDUM 
Page 7 of 8



ADDENDUM 
Page 8 of 8


	TABLE OF CONTENTS
	THE CITY OF NEW YORK
	OFFICE OF THE COMPTROLLER
	FINANCIAL AUDIT
	Audit Report on the Civil Service Commission's Financial and Operating Practices
	EXECUTIVE SUMMARY
	Audit Findings and Conclusions
	Audit Recommendations
	Auditee Response
	AUDIT REPORT
	Background
	Objectives
	Scope and Methodology Statement
	Discussion of Audit Results
	FINDINGS AND RECOMMENDATIONS
	The CSC Did Not Maintain Accurate and Complete Inventory Records
	Recommendations

	The CSC Did Not Segregate Duties Among Staff for Purchasing and Inventory
	Recommendations

	The CSC Charged Purchases to Incorrect Object Codes
	Recommendation

	The CSC Did Not Document Policies and Procedures in Writing and Did Not Communicate Them to Staff
	Recommendation

	DETAILED SCOPE AND METHODOLOGY




