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Re:  Report 2001-F-63 
Dear Mr. Goord: 
 

Pursuant to the State Comptroller’s authority as set forth in Article V, Section 1 of the State 
Constitution; and Article II, Section 8, of the State Finance Law, we have reviewed the actions taken 
by officials of the New York State Department of Correctional Services as of March 20, 2002, to 
implement the recommendations contained in our audit report, Department of Correctional Services, 
Inspector General’s Office (Report 96-S-58).  Our report, which was issued on November 5, 1999, 
reviewed selected financial management practices of the Office’s operations.  
 
Background 
 
 In 1972, the Commissioner of the Department of Correctional Services (Department) created 
an entity known within the Department as the Office of the Inspector General (Office).  This Office 
was established in response to the September 1971 riot at the Attica Correctional Facility.  The 
Department is not specifically authorized by law to have its own Inspector General.  Pursuant to 
Executive Order 39, effective June 1996, the State Inspector General has jurisdiction over the 
Department, and has designated a Deputy Inspector General to oversee related Department activities. 
The State Inspector General is independent of the Department, and, in some instances, may request 
Department assistance on investigations and/or may investigate Department employees and 
operations.  The employee who is known as the Department's Inspector General and is in charge of 
the Office holds the title of Associate Commissioner, reports to the Commissioner, and does not 
report to the State Inspector General.   
 
 The Department has established the following objectives for the Office: 
 

• Investigate allegations of violations of Department rules/regulations and the Penal Law 
by both the staff and inmates and ensure that substantiated incidents result in 
appropriate discipline; 
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• Monitor the inmate population to identify, create, and participate in strategies for 
defusing potential volatile situations; 

 
• Provide information and assistance to other law enforcement agencies in joint efforts to 

promote public safety; and 
 

• Provide information and advice to the Commissioner and other executive staff.   
 
 The Office consists of 86 employees, including the Inspector General, an Operations 
Director, 5 Deputy Inspector Generals, 22 Senior Investigators, 53 Investigators, and 4 
clerical/secretarial staff.  The Department appointed a new Associate Commissioner/Inspector 
General approximately six months ago, following the retirement of the person who previously held 
that position.  During the 2001 fiscal year, the Office spent $4.6 million on personal services, 
including overtime, and another $904,000 on other-than-personal services.   
   
 The Office has five operating units.  The Escape/Absconder Unit (EAU), consisting of 35 
staff, is responsible for apprehending inmates who abscond from work release facilities.  The 
Narcotics Unit (10 staff) investigates allegations involving inmates, visitors, and/or employees 
bringing drugs into the prisons; and also apprehends inmates who abscond from upstate work release 
facilities.  The Internal Affairs Unit (24 staff) investigates allegations involving employee and 
inmate violations of Department rules and regulations, as well as the Penal Law.  The Sex Crimes 
Unit (8 staff) monitors and investigates allegations of sexual activity between inmates and 
Department personnel.  The Central Monitoring Cases Unit (3 staff) tracks the activities of certain 
inmates under special watch at all times.  The Office operates out of quarters in Albany and Long 
Island City in Queens, New York.  
 
Summary Conclusions 
 

In our prior audit, we identified significant weaknesses in the Office’s system of internal 
controls and related management practices.  We also found numerous violations of time and 
attendance and travel rules, as well as the personal use of State equipment and resources. We 
identified questionable management practices regarding the official workstation that enabled Office 
employees to be reimbursed for the cost of travel between their homes and work sites. The Office 
also needed to improve its controls over equipment and inventory, as well as its use of confidential 
funds and mailing services.  
 

In our follow-up review, we found that Department and Office officials have made 
significant progress in implementing the recommendations contained in our prior audit report.  The 
current Inspector General has conducted a comprehensive assessment of all Office operations.  New 
policies and procedures have been issued regarding both time and attendance and travel.  
Supervising staff now monitor time cards, daily activity logs, and travel vouchers to ensure that 
employees are paid only for time worked and for travel that is necessary.  In addition, the Office has 
assigned official workstations to all investigators.  Controls over inventory have increased 
significantly with the issuance of the Inventory Control Directive 2945.  The Escapee/Absconder 
Unit no longer uses confidential funds, while controls are in place at the Narcotics Unit to prevent 
the commingling of State and personal funds.  The postage machine is now locked and all outgoing 
mail is reviewed daily for personal items.  
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Summary of Status of Prior Audit Recommendations 
 

Department officials have implemented the 13 prior audit recommendations. 
 

Follow-up Observations 
 

Recommendation 1 
 

Department and Office management must establish and maintain an integrated internal control 
system, which helps ensure that Office activities are in compliance with applicable laws, rules and 
procedures.  Management needs to establish an appropriate control environment, assess risks, 
implement effective controls activities and monitoring systems, and ensure that pertinent information 
is properly communicated to managers and staff.  
 
Status - Implemented 
 
Agency Action - The Inspector General has established an appropriate control environment.  He 

indicated that, although internal controls, organizational changes, and revisions to existing 
policies and procedures had taken place prior to his appointment, a comprehensive 
assessment of all operations of the Office will continue; and new policies and procedures 
will be implemented, as needed.  Office management holds quarterly meetings to discuss any 
new policies and procedures that have been communicated to the staff.  Our review of these 
new items, as well as reissued directives to date, showed that the Office has established an 
integrated internal control system.   

 
 While the current Inspector General has not completed a formal risk assessment since his 

appointment approximately six months ago, he has been reviewing and assessing the risk of 
all aspects of the Office’s operations. In an attempt to eliminate the potential risks he 
identified regarding time and attendance, official workstations, confidential funds, and 
inventory control, he has issued new policies, procedures, and directives. 

 
For example, the Office has implemented control activities and monitoring systems relating 
to time and attendance and travel.  The postage machine maintained by the Business Office 
is now locked, and the key is retained by one individual who reviews all mail for personal 
items before postmarking.  Controls over inventory have been established with the issuance 
of the Inventory Control Directive 2945, and other recent directives require employees to 
reimburse the Department for lost or stolen equipment. 

 
Controls over the repairs of State vehicles have increased under the new fleet contract, which 
set a $50 limit on driver-authorized repairs.  Either the Department representative or the 
contractor must authorize all other repairs.  The Office also monitors the personal use of 
State vehicles by reviewing vehicle cost records.  Employees are financially responsible for 
repairs to State vehicles if the vehicles are damaged in an accident that occurs when they are 
used on personal time. 
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Recommendation 2 
 
Review the payroll exceptions we have identified and take appropriate action, including recovering 
all overpayments due and, where appropriate, disciplining the responsible employees.   
 
Status - Implemented 
 
Agency Action - The Office reviewed the exceptions identified in our prior audit, and recovered the 

overpayments, where deemed appropriate.  Officials provided us with details of the signed 
agreements made between the officers in question and the Department in which a total of 
436.5 hours were recouped from 9 individuals.   

 
Recommendation 3 

 
Undertake a comprehensive audit of Office time and attendance practices to determine and evaluate 
the full extent of time and attendance abuses. 
 
Status - Implemented 
 
Agency Action - The Inspector General has undertaken a comprehensive audit of time and 

attendance practices to determine the extent of abuses.   The Inspector General informed us 
that further modifications and/or internal controls will be developed, as appropriate.  The 
audit also resulted in the revision of existing policies and procedures regarding overtime, 
timecards, and daily activity logs, as well as the development of new ones. 

 
Recommendation 4 

 
Ensure that appropriate internal controls, policies, procedures and monitoring systems are 
established over Office employee travel, time and attendance.  Provide all Office employees with 
complete operating guidelines and criteria, as well as, formal training to help ensure that employees 
are knowledgeable of Department expectations, that they are reimbursed only for travel that is 
necessary and reasonable, that they are paid only for time worked, and that they comply with 
established travel, time and attendance requirements.  
 
Status - Implemented 
 
Agency Action - The Office has provided employees with a copy of the Inspector General's Office 

Guidelines, which discuss shift changes, the daily deployment roster, Office coverage, 
overtime, and daily activity logs.  Guidelines were also issued to the Internal Affairs and Sex 
Crimes Units, as well as the Narcotics Investigators addressing work hours and travel.  
Meetings and/or training sessions have been held with all staff to review the contents and 
expectations of the guidelines.  The Office has issued a revised procedure regarding the 
submission of time cards, daily activity logs, and travel vouchers.  Under the new procedure, 
the documents are submitted to Supervisors for review and approval to ensure that the 
investigators are paid only for time worked and travel that is necessary.  Supervisors follow 
up on the discrepancies they find during the review.  In the case of travel vouchers, the 
Budget and Finance staff follow up.   
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Recommendation 5 
 
Investigate the circumstances surrounding the questionable vehicle accidents, repairs, personal use, 
gasoline and other purchases we have identified in this report.  Take appropriate action including 
recovering any overpayments.  
 
Status - Implemented 
 
Agency Action - The Office investigated the circumstances surrounding the questionable vehicle 

accidents, repairs, personal use, and the purchase of gasoline and other items that were 
identified in our prior audit.  The Office reviewed accident reports and compared them with 
investigators’ time sheets to determine whether the accidents had occurred on State or 
personal time.  All of the repairs were deemed appropriate; the Office found no instance in 
which an accident had occurred on personal time.  The Office also reviewed gas purchases 
made during August and September of 1996, and found that a total of 4,538 miles had been 
driven and 221.9 gallons of gasoline -- an average of 20.4 miles per gallon -- were used.  In 
addition, Office officials stated that, because the date on the credit card machine used by the 
primary vendor (gas station) was not updated on a daily basis, it was impossible to confirm 
the actual date of the purchases.  The Inspector General decided not to pursue these specific 
concerns, but has reissued directives for addressing similar issues in the future. 

 
Office officials currently do seek recovery regarding the personal use of State vehicles.  We 
were provided with signed statements that the State had received reimbursements of $2,300 
from an investigator for damages to one of its vehicles.  The investigator had also 
reimbursed $2,800 to two other individuals whose vehicles were involved in the same 
accident.  

 
Recommendation 6 

 
Require that employees provide documents that indicate that all vehicle repairs are necessary and 
legitimate, and that proper procedures are followed to obtain necessary quotes and bids for vehicle 
repairs. 
 
Status - Implemented 
 
Agency Action - The Department’s automotive fleet contract lists the procedures to be followed 

regarding vehicle repairs.  For routine/non-emergency repairs or preventative maintenance 
costing up to $50, the assigned driver or Department representative may call the most-
convenient service provider and request an appointment for service.  When the cost is 
estimated to be over $50, the Department representative is to call the contractor to arrange 
for a service provider to perform the work.  For 24-hour emergency and towing service, the 
driver is to call the contractor and provide a description of the problem and the location of 
the vehicle.  The contractor then arranges for the appropriate service as soon as possible, 
including towing, if required.  The contractor must obtain the Department representative’s 
authorization (if required) either before the repair is made, or at the beginning of the next 
business day if the service must be delivered after hours or on a holiday.  If Department 
authorization is not possible, the contractor is expected to make a diligent effort to obtain the 
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driver's written authorization before undertaking the repairs.  Finally, contractor 
authorization is required before any mechanical repairs of $750 or more, or any body repairs 
of $1,000 or more, are undertaken. When vehicle damage costs exceed $200, two repair shop 
estimates must be obtained before authorization can be made.   
 
When any maintenance or repair work is completed and authorization of payment is 
requested, monthly vehicle cost records must be submitted along with a description of the 
work performed and a copy of the receipt or work order.  

 
Recommendation 7 

 
Establish a system to enforce Department directives prohibiting personal use of State resources.  
Department management should: 
 

• Track all vehicle use, accidents, repairs and gas purchases by vehicle; 
 

• Verify that all such activity occurs solely in the performance of official duties; and 
 

• When personal use is identified, seek recovery of all costs incurred, and take appropriate 
disciplinary action as warranted. 

 
Status - Implemented 
 
Agency Action - The Office has established a system for enforcing Department directives that 

prohibit personal use of State resources.  As of July 16, 2001, the Office tracks the use of 
State vehicles through the vehicle cost record, a document that details, by employee, the date 
the vehicle was used, the destination, the odometer reading each time the car’s gas tank was 
filled, the number of miles driven per day, all fuel and oil purchases, and any maintenance 
performed on the vehicle.  A memo issued November 17, 2000, states the Office policy 
regarding the use of State vehicle gas cards, as well as instructions to use commercial gas 
stations in the metropolitan area only in emergency situations.  If such an emergency arises, 
the incident must be documented properly in a memo to the employee's supervisor. 

 
The Office also issued a policy memo dated July 18, 2001, that describes the documentation 
needed when a motor vehicle accident occurs and points out that two repair shop estimates 
must be obtained if a State vehicle sustains more than $200 in damages. 
 
The Department reissued Directive 2932 ("Use of State Owned Vehicles") on June 3, 1998, 
to reiterate that personal use of State vehicles is prohibited.  The Office issued a memo to all 
Escape/Absconder Unit members on July 17, 2001, reminding them that personal use of 
State vehicles is prohibited and that anyone found to be in violation would be subject to 
disciplinary action. 

 
The Office seeks recovery of costs when personal use of State vehicles is identified.  Office 
personnel provided us with documentation showing that an investigator had made payments 
to cover the cost of damage to a State vehicle that had occurred on personal time, as well as 
the cost of damage to other vehicles involved in the accident.  Documentation shows that the 
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investigator paid a total of $2,800 to two individuals for damages to their vehicles, as well as 
another $2,300 for repairs to the State vehicle. 

 
Recommendation 8 

 
Assign official stations, which coincide with assigned employee work locations, according to the 
State Comptroller's Rules and Regulations. 
 
Status - Implemented 
 
Agency Action - The Office has assigned official workstations to field investigators that coincide 

with their work location according to State Comptroller Rules and Regulations.  Officials 
provided us with a listing of the official stations for the Office’s 43 field investigators.  The 
Department also provided us with a memo dated October 16, 2001, from its Director of 
Budget and Finance to the Office showing that the proposed official stations had been 
approved.  The memo recommends that the travel patterns of these employees be reviewed 
every 6-12 months to be sure that any change in responsibilities is reflected by a change in 
official station. 

 
Recommendation 9 

 
Establish an appropriate equipment inventory control system, which complies with Department 
directives.  Determine the circumstances surrounding the missing computer equipment and 
inaccurate inventory records for police radios we identified in the report.  Resolve all discrepancies 
and update inventory records accordingly. 
 
Status - Implemented 
 
Agency Action - The Office established an equipment inventory control system in compliance with 

Department Directive 2945 (Inventory Control) and 2948 (Reporting Loss of Issued Items).  
As detailed in Directive 2945, inventory frequency depends on the area being inventoried.  
In addition, inventory records are no longer maintained by an employee who is also 
responsible for purchasing inventory  Our review of randomly-selected inventory items 
found no discrepancies.  Directive 2948 details the process to be followed when reporting the 
loss, theft, or damage of issued staff items, and when the reimbursement for or replacement 
of such items is being sought.  The Directive also provides a replacement-charge schedule 
that lists the costs of various accessories, uniform items, weapons, and holsters -- all of 
which the employees are responsible for replacing.  Officials provided us with 
documentation showing that two employees who had lost radios in 1999 have since signed 
an agreement to reimburse the Department, as required by Directive 2948. 

 
Office officials resolved the circumstances involving the missing computer equipment and 
inaccurate inventory records for police radios, and updated the inventory records 
accordingly. The missing computer equipment had been left in inventory erroneously; in 
fact, it should have been removed.  Officials stated that the inventory discrepancies found in 
the audit were a result of poor record keeping. 
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Recommendation 10 
 
Establish appropriate controls over weapons, including current and accurate inventory records, 
monitoring all weapons loaned to employees, complying with the Penal Law by sending confiscated 
weapons for destruction at least annually.  
 
Status - Implemented 
 
Agency Action - The Office has established appropriate controls over weapons, including the 

maintenance of current and accurate inventory records.  Officials stated that weapons 
inventory is taken on a monthly basis, with the most-recent one occurring on January 31, 
2002, as per Inventory Control Directive 2945, dated March 6, 2000.  They indicated that the 
practice of loaning weapons to employees and confiscating weapons from 
escapees/absconders no longer exists.  If an escapee/absconder is in possession of a weapon, 
they explained, the weapon is brought to the nearest precinct, where it will be confiscated by 
the New York City Police Department.  The Office confiscates weapons from employees 
only as a result of an internal investigation, upon termination/retirement, or as the result of 
an order by the Inspector General. 

 
We were provided with documentation showing that the Office sent 18 confiscated weapons 
to the State Police on January 6, 2000, for destruction in accordance with Penal Law.  The 
weapons destroyed were the same ones identified in our previous audit.  Currently, six 
confiscated weapons, in the Office’s possession for less than a year, are being held in the 
safe, waiting for transfer to the State Police for destruction.  Of these six, three were obtained 
from terminated employees; two others were taken from retired employees; and one was 
confiscated by an order of the Inspector General. 

 
Recommendation 11 

 
Establish procedures to ensure that payments to informants are properly documented and that 
reimbursements to investigators are made timely. 
 
Status - Implemented 
 
Agency Action - The Office has established policies and procedures intended to ensure that 

payments to informants are documented properly and that reimbursements to investigators 
are made in a timely manner.  Office policy requires that all confidential informants be 
registered and be assigned a confidential informant number for tracking purposes.  The 
investigator submits a request for confidential funds to the Deputy Inspector General, who 
reviews the request and then submits it to the Director of Operations for reimbursement.  
This use of a confidential informant as an investigative tool must be documented in the case 
chronologies. 

 
Recommendation 12 

 
Improve internal controls over confidential funds by: 
 



–9– 
 

• verifying that all expenditures are properly authorized, documented and are made timely; 
and 

 
• prohibiting employees commingling State funds with personal funds. 

 
Status - Implemented 
 
Agency Action - The Office implemented policies and procedures for improving internal controls 

over confidential funds.  An investigator must complete a confidential fund request form, 
which is reviewed and approved by the Deputy Inspector General.  Once approved, the 
investigator is provided the funds requested.  To support the expenditure, the investigator is 
required to provide a receipt to the Deputy Inspector General.  The Deputy Inspector General 
then assigns a transaction number to the receipt and labels the receipt with the case number 
and confidential informant number (if one was used).  All transactions are logged in a book 
maintained by the Deputy Inspector General.  The transactions are then listed on the 
Expenditure Report for confidential funds, which is subject to review and approval by the 
Director of Operations and the Inspector General.  Once the approved report is forwarded to 
the Department's Budget and Finance Office for review and reimbursement, the Director of 
Operations issues a check from the Inspector General's Currency Fund to the Deputy 
Inspector General to replenish the fund balance.  Finally, a voucher is prepared and sent to 
the State Comptroller's Office for final reimbursement to the Department.   

 
We sampled ten receipts from the confidential fund used by the Narcotics Unit in Albany to 
determine whether they matched the Expenditure Report completed by the Deputy Inspector 
General.  Our review found no discrepancies between the ten receipts and the information 
the Deputy Inspector General listed on the Expenditure Report.    

 
The Escape/Absconder Unit no longer uses confidential funds.  Officials stated that they are 
now more likely to rely on enhanced computer technology, surveillance techniques, or 
communication with other law enforcement agencies, as well as communication with 
escape/absconder families. 

 
Recommendation 13 

 
Prohibit employees from using State mailing services and postage for personal business. 
 
Status - Implemented 
 
Agency Action - The Office has implemented policies and procedures for prohibiting employees 

from using State mailing services and postage for personal business.  Office policy states that 
only Business Office personnel are allowed to place postage on outgoing mail.  In addition, 
the policy states that no personal mail is to be placed in the mailroom for the addition of 
postage, regardless of an individual’s willingness to reimburse the agency.  Any personal 
mail found in the mailroom by Business Office staff is to be returned to the person whose 
name appears on the return address. 
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We reviewed the policy regarding postage and mailing service and determined that staff is 
adhering to the policies.  The postage machine is always locked and one Business Office 
staff member maintains the key.   Office personnel indicated that a designated backup person 
assumes postage duties in the absence of the employee who normally performs that task. 

 
Major contributors to this report were Ron Skantze and Jeffrey Dormond. 

 
We thank the management and staff of the Department of Correctional Services for the 

courtesies and cooperation extended to our auditors during this review. 
 
 
      Very truly yours, 
 
 
 
      William P. Challice 
      Audit Director 
 
cc: Deirdre Taylor 


