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Mr. Robert King
Chancellor
State University of New York
State University Plaza
Albany, NY 12246

Re: Report 2000-F-7

Dear Mr. King:

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 State University of New York College at Purchase as of June 12, 2000, to
implement the recommendations contained in our audit report, Selected Financial Management
Practices (Report 97-S-64).  Our report, issued February 16, 1999, examined whether the College
maintained adequate internal controls over its payroll, personnel, and equipment inventory
functions. 

Background

The State University of New York (SUNY) is made up of 29 State-operated universities
and colleges and 5 statutory colleges that are operated under contracts with private universities.
A 16-member Board of Trustees sets SUNY policy, and a central administration unit, known as
System Administration, provides direction and leadership.  Founded in 1969, the State University
College at Purchase (Purchase or the College) offers undergraduate and graduate degrees in both
liberal arts and fine arts.  As of the Fall 1999 semester, the College had approximately 3,950
students.  The College had 815 employees on the January 2000 payroll.  The College’s operating
budget for fiscal year 1999-00 was $36.8 million including $25.8 million for personal services and
$11.0 million for other-than-personal services.

Summary Conclusions 

Our prior audit found that Purchase needed to significantly strengthen controls over
payroll, personnel, and equipment inventory functions.  Among other things, we found that some
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employees had failed to charge the appropriate leave credits for absences and lateness; retroactive
salary increases had been processed improperly using Extra Service Vouchers; and employees
were credited with overtime, but had failed to either sign in or sign out to verify overtime work.
We also observed that payroll checks were held undistributed for as long as three years; new
employees were not required to report to the Personnel Office on their first day of work; duties
involved in the check distribution process had not been separated adequately; written authorization
was not required for the mailing of payroll checks; not all equipment purchases could be located;
and new equipment was not always placed under inventory control as required.  

 In our follow-up review, College officials informed us that they are working on the
development of a procedures manual to provide guidance on payroll and personnel issues.  College
officials also informed us that when the new manual is done, staff will be trained on its provisions.
However, our follow up shows that much still needs to be done to improve payroll and personnel
controls.  For instance, some employees are still signing out before the end of their shifts and
others have not been required to submit any time and attendance records to the Payroll Department
for extended periods of time.  We also found that some employees are not reporting to the
Personnel Office on their first day of employment and that the College has not issued current ID
cards to employees.

College officials have acted to improve the accuracy of their equipment inventory records.
The College hired a Property Control Manager who has inventoried most of the College’s
equipment and has updated the inventory records.  Steps are being taken to determine whether
equipment acquisitions have been reflected in the inventory records.     

Summary of Status of Prior Audit Recommendations

Of the 20 prior audit recommendations, College officials have implemented nine
recommendations, partially implemented two recommendations, and not implemented nine
recommendations.       

Follow-up Observations

Recommendation 1

Ensure that supervisors verify that employees properly charge leave accruals for all absences.

Status - Not Implemented

Agency Action - The Director of Human Resources advised various College managers of the need
to have employees submit time and accrual records in a timely manner to their immediate
supervisors.  The Director of Human Services is working on the development of a payroll
and personnel policy and procedure manual that is to include guidance on this subject.  He
plans to have this manual ready for use by September 2000.  He also told us that the
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College plans to have staff training to coincide with its distribution of the manual to
departments.    However, as of February 11, 2000, certain College employees, primarily
faculty, were not turning in their time sheets on a regular basis.  Certain employees had not
turned in time sheets for years.

Recommendation 2 

Follow up on the under charging of employee leave cited in this report and take any appropriate
corrective action that may be required.

Status - Not Implemented

Agency Action - College officials could not advise us of any actions that have been taken
concerning this recommendation.  A review of available time sheets did not indicate any
deduction of leave credits to offset the previously reported undercharging.         

Recommendation 3

Require that employees correctly record their sign-in and sign-out times whenever their jobs require
such recording.

Status - Not Implemented

Agency Action - The College has prepared sign in/sign out procedures which highlight that “NO
EMPLOYEE MAY SIGN ANOTHER EMPLOYEE IN OR OUT” and that all
department supervisors will inspect the sign in/out book regularly for accuracy.  We were
told that weekly (voluntary) meetings have been held which, among other items, instruct
supervisors to make sure employees’ sign-in and sign-out properly.   However, we
observed that an automotive unit employee signed-out at least one hour prior to the
recorded time of departure and that two custodians signed-out at the start, rather than at the
end of their shift.  We reported these instances to the employees’ supervisors.

Recommendation 4

Process retroactive salary adjustments on the appropriate form along with all necessary supporting
documentation.  Do not use Extra Service Vouchers to process retroactive adjustments.

Status - Not Implemented

Agency Action - According to a recent report from the Office of the State Comptroller’s State
Expenditures Group, the College is still not correctly processing Extra Service charges.
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Recommendation 5

Require new employees to sign in at the Personnel Office on the first day that they report to work.

Status - Not Implemented

Agency Action - College officials told us that newly hired staff are now instructed in their
appointment letters to report on their first day of work to the Human Resources
Department. However, review of this letter shows that it is silent about where a new
employee should report on the first day of work.  It only states that the employee contact
the Benefits Office to schedule an appointment with a Benefits Counselor.  Also, College
officials told us that new employees do not always go to the Human Resources Department
on the first day, but that within their first 30 days of employment, new employees must go
to the Human Resources Department in order to sign their oath, tax, retirement, and health
insurance forms.  However, our inquiries show that Continuing Education Department
employees and certain employees in other departments complete these forms at their job site
without ever visiting the Human Resources Department.   

Recommendation 6

Prepare standardized overtime authorization forms and require departments to submit them along
with the employees’ time sheets, authorizing overtime in advance when applicable.

Status - Not Implemented

Agency Action - The College has not established any procedures for supervisors to authorize
overtime in writing prior to its occurrence.  Although College officials told us that
employees are required to submit an explanation of overtime hours worked with their time
sheets, our review shows that this was not being done.  The overtime justification, if any,
remained in the department where the employee worked.   

Recommendation 7

Ensure that departments return undistributed paychecks promptly to the Payroll Office. Return
payroll checks that are more than 30 days old to the New York State Department of Taxation and
Finance.

Status - Implemented

Agency Action - Human Resources Department officials have sent the undeliverable checks
identified during our prior audit to the New York State Department of Taxation and
Finance.  Officials explain that they notify departments every payroll period to return
undelivered payroll checks to the Payroll Department.  As a result, the College no longer
holds undelivered payroll checks for more than 30 days.
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Recommendation 8

Obtain written authorization from employees to mail their payroll checks or to distribute them to
other individuals.

Status - Partially Implemented

Agency Action - The College has developed a Paycheck Mailing Authorization form to be used
for this purpose and the form has been sent to employees.  However, the form has not yet
been returned by all employees who have their checks mailed.  For instance, the Payroll
Department mails paychecks to 80 Continuing Education Department employees, yet only
20 have completed and returned the authorization form.  Officials indicate that their present
plans are to not mail any checks unless they have a completed Authorization form.
Officials state that employees have been given ample opportunity to complete and return
the form and all employees have been notified that without a completed authorization form
on file they will have to pick up their paychecks.  

   
Recommendation 9

Assign the duties of sorting and distributing payroll checks to employees who are outside the payroll
preparation process.  

Status - Not Implemented

Agency Action - College officials told us that current staffing is not sufficient to segregate these
duties.

Recommendation 10

Ensure that all College employees have current identification cards. 

Status - Not Implemented

Agency Action - College officials told us that funds were set aside for this purpose during the
1998-99 school year, but such funds were needed for other purposes.  Current
identification cards have not been obtained for College employees.

Recommendation 11

Prepare a comprehensive policy and procedures manual for personnel and payroll functions.

Status - Not Implemented
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Agency Action - The Director of Human Resources is in the process of drafting a procedures
manual for the personnel and payroll functions.  He plans to have this manual ready for use
in September 2000.  He also indicates that staff training designed to eliminate weaknesses
in existing campus payroll and personnel controls is to be held to coincide with distribution
of this manual.   

Recommendation 12

Ensure that all purchased equipment meeting threshold values, including items acquired through
Quick Pay, is tagged and recorded into the PCS in a timely manner consistent with the control
objectives of the Manual.

Status -  Implemented

Agency Action - The Property Control Manager (PCM) now reviews all purchase requisitions,
including those processed using the Quick Pay, to identify all equipment purchases.  The
PCM fills out a P-101 form for any equipment to be added to SUNY’s Equipment Control
System (PCS).  The Receiving Department notifies the PCM of all equipment deliveries,
so that, he can place  ID tags on the equipment and can record serial numbers on the P-
101s and property control verification forms.  Property control verification forms are then
delivered to the appropriate department.  A representative of the department signs the
property control verification form to acknowledge that the department is now responsible
for that piece of equipment.  Signed property control verification forms are returned to the
PCM.  The PCM maintains a tickler file to ensure all of these forms are returned and all
equipment purchased is properly recorded in a timely manner.  The PCM also enters all
equipment purchases into the PCS.

Recommendation 13

Ensure that the PCM follows up on P-101s that are not returned in a timely manner.

Status -  Implemented

Agency Action - The PCM tracks all equipment purchases to their locations within departments,
prepares the P-101s forms and enters purchase data into the College’s perpetual inventory
system using the information summarized on the P-101 forms.   

Recommendation 14

To the extent practical, ensure that the delivery of purchased equipment is made to the Central
Receiving Department.

Status -  Implemented
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Agency Action - The PCM told us that all departments have been notified that equipment should
be delivered to the Central Receiving Department.  The PCM reviews requisitions and
sometimes intervenes so that equipment is delivered directly to the Central Receiving
Department.

Recommendation 15

Maintain completed P-101s at least until someone verifies that PCS updates made from the forms
are accurate and complete.

Status - Implemented

Agency Action - The P-101s are no longer destroyed.  These forms, along with copies of the
paperwork related to the purchase and receipt of equipment, are filed for future reference.

Recommendation 16

Assign the sole responsibility for maintaining the inventory of equipment identification tags to the
PCM.

Status - Implemented

Agency Action - College officials have told us that the PCM is now solely responsible for
maintaining the inventory of equipment identification tags.  They also told us of actions
taken at the time of this review to control the use of identification tags.

Recommendation 17

Complete annual physical equipment inventories and document the results. Report any lost or stolen
items noted during the physical inventory to OSC as required.

Status - Partially Implemented

Agency Action - The College has inventoried the equipment of 28 of its 31 departments.  The
College plans to inventory the equipment of the remaining three departments by June 30,
2000.  Once the inventory of all College equipment has been completed, the PCM will be
responsible for periodically verifying the condition of College equipment.  College officials
have also advised us that any equipment lost or stolen since our prior audit has been
properly reported to the Office of the State Comptroller as required.
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Recommendation 18

Follow up on the physical inventory exceptions noted in this report and take necessary corrective
actions.

Status -Implemented

Agency Action - In connection with departmental inventories performed pursuant to
recommendation number 17, equipment not found was removed from the College’s
inventory records.  Also, perpetual inventory records were corrected as appropriate.

Recommendation 19

Design, implement and adhere to an adequate system of control and accountability over computers
which are assembled in-house.

Status -  Implemented

Agency Action - From information provided by the Purchasing Office, the PCM is able to identify
the purchases of computer parts that are used to assemble computers. The Computer
Information Services Department has given the PCM sufficient access to its computer work-
in-process files to permit him to know when the in-house assembly of computers is
completed and where these computers are to be located.  These computers are then
assigned ID numbers.

Recommendation 20

Ensure that department and the PCM coordinate actions concerning the review and disposition or
transfer of unneeded or underutilized equipment.

Status - Implemented

Agency Action - The College hired an Assistant Inventory Control Coordinator in November
1998.  This employee has since actively worked with departments on making sure that the
location of equipment is accurately recorded in the inventory records and that unneeded or
underutilized equipment is either transferred to a department where it can be used or is
properly disposed of.  The College has also established procedures for disposing of obsolete
equipment and has trained staff on these procedures.
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Major contributors to this report were William Nealon, Tony Carbonelli, John Lang, and
Jeffrey Marks.  

We would appreciate your response to this report within 30 days, indicating any actions
planned or taken to address any unresolved matters discussed in this report.  We also thank the
management and staff of the State University of New York College at Purchase for the courtesies
and cooperation extended to our auditors during this review.  

Very truly yours,

Jerry Barber
Audit Director

cc: Charles Conaway


