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EXECUTIVE SUMMARY 
 

STATE UNIVERSITY OF NEW YORK 
SUNY ADMINISTRATION-SELECTED FINANCIAL 
MANAGEMENT PRACTICES 

 
SCOPE OF AUDIT 

 
he State University of New York (SUNY) comprises 4 university centers, 28 
colleges and 2 health science centers.  SUNY enrolls over 197,000 full-time 

and part-time students and employs over 35,000 full-time equivalent faculty. 
SUNY’s central administrative operations (SUNY Administration), which oversees 
SUNY operations, employs over 600 staff and is located in Albany.  SUNY 
Administrations’ Office of Finance and Business is responsible for SUNY’s 
financial affairs, including internal controls, accounting and financial 
management, human resources and business services.   
 
For the period July 1, 2001 through January 31, 2003, our audit addressed the 
following question about SUNY Administration’s controls over inventories, 
personnel hirings, travel and business expense accounts: 

 
• Are SUNY Administration controls adequate to ensure that State funds are 

used properly and in compliance with appropriate laws, regulations and 
SUNY policies? 

 

AUDIT OBSERVATIONS AND CONCLUSIONS 
 

UNY Administration management needs to correct weaknesses in controls 
over equipment inventories to protect State assets from waste, theft or 

unauthorized use.  In addition, management should improve its conformance to 
OSC Standards and guidelines, as well as SUNY Administration guidelines, to 
justify and document hiring and promotion decisions, to support the legitimacy of 
travel and business expenses, and to verify the propriety of payments from 
expenditure accounts.  
 
OSC Standards and guidelines direct agencies to safeguard and account for 
assets by establishing certain minimum inventory controls, such as:  assigning a 
property manager responsibility for inventories; maintaining a perpetual 
inventory; establishing formal control procedures; and doing regular physical 
inventory counts. However, SUNY Administration has not assigned any manager 
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specific responsibility for equipment inventories. Further, SUNY Administration 
does not routinely update its equipment inventory records or do regular physical 
inventory counts. A January 2003 inventory count (the first done in five years) 
revealed the impact of these weak controls:  SUNY Administration could not 
locate 482 items with a combined original purchase cost of at least $723,000.  
These 482 items were part of the 2,210 items listed on the January 2003 
inventory listing; thus, 22 percent of the items on SUNY Administration’s 
equipment inventory records were unaccounted for.  To provide adequate 
accountability for valuable State assets, we recommend that SUNY 
Administration officials commit the necessary resources to establishing an 
adequate system of internal control over equipment inventories.  (See pp.  5-8) 
     
We also found that SUNY Administration does not consistently follow its own 
guidelines for hiring and promoting professional staff, resulting in noncompliance 
with recordkeeping requirements and unsupported decisions to award 
promotions or raises. For example, nine SUNY Administration professional staff 
who received annual raises totaling $120,296 during our audit period did not 
have required performance assessments in their personnel files during our audit 
period.  We recommend SUNY Administration officials document and maintain 
search and hiring data, and use annual performance assessment results in 
making promotion decisions.   (See pp.  8-11) 
 
Further, SUNY Administration may have paid for unnecessary or inappropriate 
expenses for employees’ travel and business expenses, including costs for 
lodging that exceeds the allowable rate and meals at meetings and outside 
business hours. We also found that, because of control weaknesses, SUNY 
Administration does not effectively ensure that payments from expenditure 
accounts are authorized and appropriate. To help ensure it pays for only 
appropriate employee expenses, SUNY Administration officials should revise its 
travel guidelines to reflect Manual rules, ensure employees understand 
reimbursement requirements and verify expense documentation. Officials should 
also strengthen controls over payments from expenditure accounts. (See pp. 11-
17) 

 

COMMENTS OF SUNY OFFICIALS 
 

UNY officials agreed that improved inventory controls are needed, and they 
are taking steps to implement them.  Officials also indicated that SUNY has 

established adequate controls over the other functions addressed by our audit. 
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INTRODUCTION 
 

Background 
he State University of New York (SUNY), the largest public 
university system in the nation, offers a complete range of 

academic, professional and vocational programs.  The system 
includes four university centers, 13 arts and sciences colleges, 
eight technical colleges, two specialized colleges, five statutory 
colleges, and two health science centers. SUNY enrolls over 
197,000 full-time and part-time students and employs over 
35,000 full-time equivalent faculty. 
 
SUNY System Administration (SUNY Administration) oversees 
SUNY operations. SUNY Administration employs over 600 staff 
and is located at the SUNY Plaza in downtown Albany.  SUNY 
Administration’s Office of Finance and Business (Office) is 
responsible for SUNY’s financial affairs, and manages various 
functions, including Internal Controls, Human Resources, 
Business Services and the University Endowment Fund. 
 
The Office of the State Comptroller (OSC) has established 
Standards for Internal Control in New York State Government 
(Standards) to provide guidance for effective management and 
control of a wide range of agency operations, including 
accounting for inventory, controlling travel and business 
expense and ensuring authorized expenditures from agency 
accounts. SUNY has also established guidelines that address 
management issues specific to SUNY.  For example, to 
accurately account for equipment and vehicles, SUNY 
Administration policy requires that staff record individual items 
costing $1,500 or more on an automated Property Control 
System (PCS).  In another example, SUNY Administration’s 
Guide to Recruiting the Most Talented Workforce summarizes 
the steps that should be followed in filling professional 
vacancies. 
 

Audit Scope, Objective and Methodology 
 

e audited selected SUNY Administration financial 
management practices related to controls over inventory, 

as well as controls over personnel practices, travel and 
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business expenses and certain administrative expenditure 
accounts for the period July 1, 2001 through January 31, 2003.  
The objective of our financial-related audit was to determine if 
controls and procedures at SUNY Administration are adequate 
to ensure that State funds are used properly and in compliance 
with appropriate laws, rules and regulations. To accomplish our 
objective, we interviewed SUNY Administration staff and 
officials; reviewed relevant policies, procedures, rules and 
regulations; and examined appropriate records. 
 
We conducted our audit in accordance with generally accepted 
government auditing standards.  Such standards require that we 
plan and perform our audit to adequately assess those SUNY 
Administration operations that are included within our audit 
scope.  Further, these standards require that we understand 
SUNY Administration’s internal control structure and compliance 
with those laws, rules and regulations that are relevant to the 
operations, which are included in our audit scope.  An audit 
includes examining, on a test basis, evidence supporting 
transactions recorded in the accounting and operating records 
and applying such other auditing procedures, as we consider 
necessary in the circumstances.  An audit also includes 
assessing the estimates, judgments, and decisions made by 
management.  We believe our audit provides a reasonable 
basis for our findings, conclusions and recommendations. 
 
We use a risk-based approach to select activities for audit.  We 
therefore focus our audit efforts on those activities identified 
through a preliminary survey as having the greatest probability 
for needing improvement.  Consequently, by design, we use 
finite audit resources to identify where and how improvements 
can be made.  We devote little audit effort to reviewing 
operations that may be relatively efficient or effective.  As a 
result, we prepare our audit reports on an exception basis.  This 
report, therefore, highlights those areas needing improvement 
and does not address activities that may be functioning 
properly. 
 

Internal Control and Compliance Summary 
 

ur evaluation of SUNY Administration’s internal control 
structure identified weaknesses in the management and 

control of equipment inventories.  As a result of these 
weaknesses, there is an increased risk that SUNY 
Administration assets could be subject to loss, waste or misuse.  

O
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Response of SUNY Officials to Audit 
 

e provided draft copies of this report to SUNY officials for 
their review and formal comment.  Their comments were 

considered in preparing this report and are included as 
Appendix B.  SUNY officials did not respond directly to the 
recommendations contained in our report.  However, we have 
summarized SUNY’s comments, as appropriate, within the text 
of the report.  In addition, our rejoinders to SUNY’s response 
are presented in Appendix C, State Comptroller’s Notes. 
 
Within 90 days after final release of this report, as required by 
Section 170 of the Executive Law, the Chancellor of the State 
University of New York shall report to the Governor, the State 
Comptroller, and the leaders of the Legislature and fiscal 
committees, advising what steps were taken to implement the 
recommendations contained in this report, and where 
recommendations were not implemented, the reasons why.  
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SELECTED FINANCIAL MANAGEMENT 
PRACTICES 

 
ur audit disclosed that SUNY Administration needs to 
improve its inventory controls over equipment.  We 

conclude this because a recent SUNY Administration equipment 
inventory found that 22 percent of the items on SUNY 
Administration’s inventory records were unaccounted for. 
 
We also found that, because SUNY Administration does not 
maintain personnel records in conformance with its recruitment 
guidelines and SUNY policies, SUNY Administration 
management has less assurance it has complied with relevant 
requirements in hiring and promoting professional staff.  In 
addition, since SUNY Administration did not consistently follow 
OSC standards and SUNY guidelines when paying for 
employees’ travel and business expenses, SUNY Administration 
staff may have used State funds to pay for unnecessary or 
inappropriate expenses.  
 

Inventory Management 
 

ffective inventory management policies comprise control 
practices and procedures that are formally established and 

endorsed by management, understood by all employees and 
monitored regularly to make sure they operate properly to 
protect inventories.  Our audit concluded that SUNY 
Administration is not properly accounting for its equipment 
inventories because it has not recognized the need for, and 
importance of, the elementary inventory controls that form the 
basis of effective inventory management.  The impact of these 
poor controls was revealed when a January 2003 inventory 
count could not account for significant amounts of equipment. 
Even if SUNY Administration does eventually locate some of 
these missing inventory items, management will not improve its 
accountability for inventories until it improves its controls.  
 
OSC Standards for Internal Control in New York State 
Government (Standards) and OSC disbursement guidelines 
outline policies and practices agencies should follow to properly 

O

E



 

 6 

account for inventory assets and to protect them from loss or 
misappropriation.  For example, the Standards and guidelines 
require that agencies:   
 

• appoint a qualified property control manager to maintain 
the central equipment control records, and supervise the 
inventory system to ensure the central records accurately 
reflect the physical inventories at the department level;  

• assign a supervisor within each department the 
responsibility for department equipment; 

• maintain a perpetual inventory record to timely reflect 
changes to inventory levels; 

• document and comply with formal control procedures; 
and 

• make the property control manager (or a designee) 
responsible for doing an annual inventory of all 
equipment assigned to each department, reconcile 
counts with the prior inventory and document the 
resolution of all material differences. 

 
Based on our interviews of SUNY Administration officials, and 
our review of inventory records and the results of a recent 
SUNY Administration Internal Control Review (ICR), we 
concluded that SUNY Administration management does not 
properly account for its equipment inventories because it has 
not complied with the above control requirements. Specifically, 
SUNY Administration has not appointed a property control 
manager to account for inventories.  Instead, an employee from 
the Office of Special Events is performing certain aspects of this 
function, including updating the PCS, along with other job 
responsibilities unrelated to inventory. However, no one has 
been appointed to supervise inventory management at the 
department level.  Thus, no specific employee is responsible for 
implementing and coordinating the controls that make 
accountability possible. 
 
Further, SUNY Administration does not maintain reliable 
perpetual inventory records. The PCS has the capability of 
maintaining these records, and SUNY Administration’s policy is 
to enter transaction data on PCS for individual items that cost 
$1,500 or more.  However, as noted in the ICR, the PCS is not 
routinely updated for the purchase, transfer or retirement of 
equipment.  Therefore, PCS inventory information is of limited 
usefulness in accounting for SUNY Administration’s equipment.  
We found that SUNY Administration has no formal procedures 
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that document control policies, explain how control processes 
should function or state who is responsible for various inventory 
control responsibilities.  Without formal procedures, SUNY 
Administration employees may not be aware of their control 
responsibilities, or know how to carry them out. 
 
Further, SUNY Administration has not performed regular 
inventory counts to verify the existence of its equipment assets. 
The ICR that covered the period January – June 2002 indicated 
that SUNY Administration had not conducted a physical 
inventory in five years.  When SUNY Administration did conduct 
an inventory in January 2003, the reported results showed that 
482 items, including various kinds of portable computer 
equipment, could not be found.  Applying a conservative 
valuation to these missing items, we estimate that the minimum 
combined original purchase price for these items was  $723,000 
(482 x $1,500). These 482 items were part of the 2,210 items 
listed on the January 2003 inventory listing; thus the 
unaccounted for items represent 22 percent of the items on 
SUNY’s PCS.  These discrepancies were still unresolved as of 
May 2003, when we completed our audit fieldwork. 
 
Given the unreliability of PCS data for equipment inventories, 
and the lack of regular inventory counts to confirm the existence 
of recorded assets, we compared vehicle inventory records on 
the PCS to records maintained by Special Events personnel, 
who have custody of the twenty-seven vehicles assigned to 
SUNY Administration.  We found that nine out of the twenty-
seven vehicles, with a total book value of more than $85,000, 
were listed on the Special Events vehicle inventory, but not on 
the PCS; conversely, three vehicles appeared on the PCS, but 
not on the Special Events inventory list. SUNY Administration 
officials provided explanations for the three vehicles missing 
from the Special Events inventory (unrecorded transfer and 
surplus transactions and a record-keeping error). However, 
officials could not explain the status of the nine vehicles shown 
on the Special Events inventory, but not on the PCS, because 
no one consistently enters inventory transactions on the PCS. 
 
The Office’s Director of Business Affairs told us that some of the 
control weaknesses reported by the ICR, and corroborated by 
our audit tests, result from the January 2001 reassignment of 
inventory personnel to other divisions, leaving no staff to do 
inventory counts or data entry on the PCS.  Examples of the 
control weaknesses contained in the ICR, and reported to the 
University Controller in September 2002, were the lack of an 
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assigned property control manager; the failure to timely update 
the PCS; insufficient formal inventory control procedures; and 
the lack of physical inventory counts.  As of May 2003, SUNY 
Administration managers had not addressed the first three 
control weaknesses, or accounted for the January 2003 
inventory discrepancies. SUNY Administration officials told us 
they are taking steps to formalize the inventory control manual. 
In our opinion, it is crucial that SUNY Administration 
immediately correct all the control weaknesses identified in the 
ICR and in this report to provide adequate accountability for its 
State-owned assets, and to safeguard its equipment and vehicle 
inventories from loss, theft or unauthorized use.  
 
(In response to our draft audit report, SUNY officials indicate 
that more than two-thirds of the items cited in the report have 
since been located and reconciled to formal inventory records, 
and that most of the remaining items were either declared 
surplus or have been disposed of. To address this issue on an 
ongoing basis, SUNY officials indicate that System 
Administration has assigned responsibility for this function to the 
Office of Business Affairs, under the specific oversight of the 
Assistant Director of Business Affairs. In addition, the officials 
indicate that inventory coordinators will be designated in each 
office to assist in inventory activities, a new inventory control 
manual has been completed, and training on the responsibilities 
of all employees involved in the equipment inventory will also be 
provided.) 
 

Recruitment and Performance Assessment 
 

ccording to SUNY Administration’s recruitment guidelines, 
(in effect during the period of our audit) SUNY 

Administration management must fill professional vacancies by 
following a process that includes, among other features, 
appointing a search team, developing a criteria sheet and 
reviewing interview questions. The criteria sheet measures the 
applicant's skills against objective standards and documents 
SUNY Administration's attempts to ensure non-discriminatory 
treatment during the hiring process.  The search team reviews 
the interview questions to ensure the questions are acceptable 
and legal.  According to the guidelines, Federal regulations 
require that all materials related to the search, including criteria 
sheets and interview questions, must be retained for audit 
purposes for three years.   
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To assess SUNY Administration’s compliance with these 
guidelines, we reviewed a sample of 10 of SUNY 
Administration’s 58 professional vacancy search files.  We 
selected these ten files judgmentally to obtain a sample with a 
variety of positions and salary offerings. Of the eight files that 
should have contained all the documents required by the 
guidelines (one file related to a Board-appointed position, and 
another file was incomplete because the position was still 
vacant), only one file contained all the required documents; six 
files had no criteria sheets or interview questions, and the 
remaining file contained criteria and interview questions that 
were not specific to the vacancy.  Without proper 
documentation, SUNY Administration officials cannot 
demonstrate that they followed non-discriminatory search and 
hiring practices, and that they hired qualified staff.   
 
In response to this finding, SUNY Administration's Director of 
Human Resource Development indicated that they are in the 
process of revising their guidelines, and that the new guidelines 
will no longer require that criteria sheets and interview questions 
be documented.  However, we believe it would be shortsighted 
to omit these documentation requirements, given the 
compliance purposes they serve.  Maintaining this information 
also conforms to Federal recordkeeping requirements.  
 
(In response to our draft audit report, SUNY officials point out 
that its updated guidelines for workforce recruitment state that 
the qualifications appearing in the advertisement are the criteria 
to be used in the selection process. The officials further state 
that the absence of a criteria sheet does not imply that SUNY 
Administration officials cannot demonstrate that they followed 
non-discriminatory search and hiring practices and that they 
hired qualified staff; it only indicates that there were no criteria 
beyond the qualifications stated in the advertisement. The 
officials state that similarly, the lack of written interview 
questions does not compromise SUNY System Administration’s 
ability to follow non-discriminatory search and hiring practices, 
as well as hire qualified staff. The officials note that neither 
Federal nor State regulations require the establishment of 
criteria sheets or written interview questions.) 
 
Auditors’ Comments: In our audit report we used as our criteria 
SUNY Administration’s recruitment guidelines that were in effect 
at the time of the audit, which required the development of a 
criteria sheet and interview questions. We did not state that lack 
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of such documentation compromises SUNY System 
Administration’s ability to follow non-discriminatory search and 
hiring practices, as well as hire qualified staff, but rather that 
SUNY cannot provide evidence that they did so. Also, we did 
not state in our audit report that Federal or State regulations 
require the establishment of criteria sheets or written interview 
questions.   
 
We also reviewed the extent to which SUNY Administration 
complies with SUNY’s policies regarding performance 
assessment, and the use of performance assessments in 
making promotion decisions for professional employees (which 
includes positions such as assistant counsel, program 
coordinator, director and staff associate) and academic 
employees (which includes positions such as program analyst, 
secretary, cleaner and keyboard specialist).  A SUNY Board of 
Trustees Policy requires that each professional employee be 
evaluated by an immediate supervisor, in writing, once a year. 
This policy also states that the chief administrative officer must 
review such evaluations before making a promotion decision, or 
recommending a promotion for a professional employee.  SUNY 
policy also requires that academic employees be evaluated 
annually. These evaluations may be considered by college chief 
administrative officers in deciding whether to continue 
appointments, make promotions or make discretionary 
adjustments to basic annual salaries. 
 
To test for compliance with these policies, we obtained a listing 
of 558 employees who received a pay increase between July 1, 
2001 and December 31, 2002.  From the 558 employees, we 
selected a 25-person sample that comprised 13 professional 
employees judgmentally selected based on the staff who 
received the highest raises.  To complete our sample, we 
randomly selected an additional 12 employees (11 academic 
employees and 1 professional employee).  Our review of 
personnel files for these 25 staff found all 11 academic 
employees had a performance assessment conducted to 
support their promotions. However, our review of the files of the 
14 professionals in our sample found that none of the thirteen 
employees (one employee no longer worked at SUNY 
Administration) had a performance assessment.  Four of the 13 
professional employees pay increases, ranging from $2,445 to  
$3,095 and totaling $10,772, were contractually set, however, 
these employees should have had an annual performance 
assessment as required by SUNY Board of Trustees Policy. The 
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other nine professional employees received promotions ranging 
from $10,019 to $17,086 and totaling $120,296 without written 
evaluations for management to assess. SUNY Administration’s 
decision to promote or give raises to employees without 
consulting required evaluations of the employees’ performance 
could decrease confidence in the relevance of the performance 
review. 
 
According to SUNY Administration’s Director of Human 
Resources, SUNY Administration currently has a performance 
assessment program for professional employees, but 
assessments were not done for administrative staff in 2001-
2002. The Director said a performance management program 
for professional administrative employees should be 
implemented by June 30, 2003. 
 
(In response to our draft audit report, SUNY officials noted that, 
in order to strengthen its performance evaluation program, a 
revised Performance Management Program was implemented 
during the July 1, 2002 – June 30, 2003 evaluation period, prior 
to the commencement of our audit.) 
 
Auditors’ Comments:  While the revised Performance 
Management Program covered the July 1, 2002 – June 30, 2003 
evaluation period, we note that compliance with the program 
was not evident during the period of our audit. We are pleased 
to note that SUNY officials have taken action to develop such a 
program. 
 

Travel and Business Expenses 
 

he travel rules and regulations contained in the Manual are 
intended to help State agency officials ensure that State 

resources are used efficiently and economically to pay for 
legitimate business costs. SUNY Travel Guidelines (Travel 
Guidelines) also indicate the processes SUNY Administration 
employees should follow to obtain reimbursement for their 
business expenses. We examined three expense areas to 
determine whether SUNY Administration complies with the 
Manual and Travel Guidelines in paying for travel and business 
expenses: lodging expense that exceeds the maximum 
allowable rate; meal expenses during meetings; and meal 
allowances outside normal working hours. We concluded SUNY 
Administration paid for some expenses that did not comply with 
the relevant guidelines.  To help ensure it pays for only 
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appropriate expenses, SUNY Administration should revise the 
Travel Guidelines to reflect Manual requirements; make sure 
employees understand their responsibilities for reimbursement; 
and verify expense documentation.  
 
Lodging 
 
Both the Manual and Travel Guidelines state that the traveler is 
allowed a reimbursement for lodging expenses up to a 
maximum rate, which is established by the Federal government 
and based on geographic area. Because lodging expenses may 
sometimes reasonably exceed the maximum rate (e.g., an 
overnight stay at a conference site that does not accept the 
State lodging rate), the Manual states that agencies have 
authority to grant waivers allowing exceptions to the maximum 
rate, but also reserves OSC’s right to review the agency’s 
written documentation that supports the need for the exceptions. 
According to the Office’s Director of Business Affairs, SUNY 
Administration’s policy requires travelers to obtain prior approval 
via memo, telephone or e-mail, before exceeding the maximum 
lodging rate.  
 
To test SUNY Administration’s compliance with the requirement 
that employees obtain prior approval for excess lodging 
expense, we reviewed all the centrally-billed travel costs for 
SUNY Administration officials.  These costs consisted of 116 
lodging charges, totaling $22,114, made on ten American 
Express travel cards during the period July 1, 2001 through 
December 31, 2002.  We found that 47 of the 116 charges (41 
percent), totaling $10,749, exceeded the maximum lodging rate. 
For example, 4 SUNY Administration employees each paid 
$210 per night for lodging in Cooperstown, New York, where the 
maximum rate was $55 per night. Of the 47 charges in excess 
of the maximum rate, only 2 received proper prior approval. 
Fourteen of the remaining 45 charges had no evidence of 
approval, and 31 had approvals that were undated or dated 
after the travel took place. In 32 or the 47 instances, there was 
no indication of why the traveler had to obtain lodging that 
exceeded the maximum rate.  
 
SUNY Administration officials should receive written justification 
from the traveler of the need to exceed the maximum lodging 
rate prior to the travel event.  Approvals after the travel has 
occurred are of little use as a control measure because the 
costs have already been incurred.  
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SUNY Administration employees might not seek prior approval 
for excess lodging expense because the need for prior approval 
is not formally documented in the Travel Guidelines. Therefore, 
employees may not be aware of this requirement.  Further, we 
found no evidence that SUNY Administration had notified 
employees who had not met this requirement that prior approval 
would be expected in the future. The Office indicated it is 
developing a form for travelers to use when they will exceed the 
maximum lodging rate, and will eventually include this form in 
the Travel Guidelines. 
 
(In response to our audit report, SUNY officials indicated that 
SUNY’s travel guidelines have always included instructions for 
the receipt of approval for over the maximum allowances. In 
2002, the travel guidelines, including the required form to be 
used by employees, was added to the SUNY System 
Administration Employee Services website.) 
 
Auditors’ Comments:  We point out that there is a distinction 
between receipt of approval and acquiring prior approval for 
over the maximum allowances. While SUNY’s Travel Guidelines 
may have always required travelers to get approval for their 
over the maximum expenses, our point is that travelers need 
prior approval for such expenses. Furthermore, our audit report 
states that SUNY’s Office of Business Affairs Director informed 
us, in response to our findings, that the Office was developing a 
form for travelers to use when they will exceed the maximum 
lodging rate and will eventually include this form in the travel 
guidelines. We conclude that SUNY officials’ comments above 
serve to confirm that these events have in fact taken place. 
 
Meal Expenses and Allowances 
 
Employees may incur expenses for meals during the course of 
State business before, during, and after normal working hours.  
OSC guidelines require that justification for the meal expense 
be submitted with a payment voucher, and that the agency fiscal 
administrator approve the justification. The guidelines further 
state that agencies should develop written policies and 
procedures for determining whether these expenses are 
appropriate, including requiring that justifications contain the 
following information, at a minimum:   



 

 14 

• the meeting’s location and the cost of the meal;  
• the meeting’s purpose, and the reason it could not be 

held during normal working hours;  
• the specific nature of State business being conducted; 

and  
• the number and identify of the participants, and their 

relationship to the business conducted.  
 
SUNY Administration officials indicated that their own policy 
requires that employees submit a meeting agenda and a list of 
participants with the voucher.  SUNY Administration officials 
stated that the Office generally approves meeting meal 
expenses if at least one attendee is from outside SUNY 
Administration; if all attendees are SUNY Administration staff, 
meal expenses are not reimbursed.  
 
To test SUNY Administration’s compliance OSC guidelines, we 
reviewed all the breakfast, lunch or dinner meeting expenses 
that were charged during our audit scope period by the ten 
SUNY Administration officials with travel cards. In all, we 
reviewed 77 transactions totaling $6,817, and any available 
justifications.  Our review found: 
 

• None of the meetings had documented prior approval 
from SUNY Administration’s fiscal administrator; 

• 73 meetings showed no explanation why the meeting 
was outside normal work time; 

• 24 meetings had inadequate documentation of the State 
business conducted;  

• 5 meetings provided no list of attendees, with names, 
titles, or their relationship to the business being 
conducted;  

• 67 meetings had no meeting agendas submitted with the 
vouchers; and 

• 10 meetings were attended by only SUNY Administration 
employees. 
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(In their response to our draft audit report, SUNY officials stated 
that the comment in the report that none of the meetings had 
documented approval for SUNY System Administration’s fiscal 
administrator is inaccurate. The officials note that all vouchers 
and quick pay payments are certified by the Director of 
Business Affairs or the Assistant Director of Business Affairs. 
Therefore, all American Express payments made related to the 
central bill were approved for payment by a fiscal administrator.) 
 
Auditors’ Comments:  As stated in the audit report, it is SUNY’s 
policy that employees requesting meeting meal expenses 
submit a meeting agenda and a list of participants with a 
voucher. The Office of Finance and Business generally 
approves meeting meal expenses if at least one attendee is 
from outside SUNY. These documented approvals, indicating 
that this criteria was met, were missing from the transactions we 
reviewed. 
 
Because SUNY Administration practices for reimbursing meals 
during meetings do not effectively ensure that these expenses 
are necessary and justifiable, SUNY Administration could be 
paying for meals that have no relation to State business. The 
main reason for this lack of assurance is that SUNY 
Administration’s policy regarding required justification does not 
meet the minimum standards established by OSC guidelines. 
Furthermore, SUNY Administration has not documented this 
policy or provided it to employees, so they may not be aware of 
its requirements. In addition, SUNY Administration does not 
review the travel card statements thoroughly, and verify related 
justification, to make sure meal charges should be reimbursed. 
SUNY Administration officials should revise their meal 
reimbursement policies to meet or exceed OSC minimum 
requirements, ensure employees understand the policies, and 
review travel card statements to enforce compliance. 
 
(In their response to our draft audit report, SUNY officials 
indicate that SUNY’s guidelines relating to meeting expenses 
currently include all the minimum requirements established by 
OSC and require that an agenda be submitted. This policy has 
been reiterated to all System Administration Department heads. 
Finally, a new form has been developed for employees to use in 
requesting reimbursement for such meeting expenses.) 
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We also found that SUNY Administration’s policy for 
reimbursing meal allowances for breakfasts and dinners before 
and after normal work hours does not conform to OSC 
guidelines in the Manual. The Manual states that employees are 
authorized a meal allowance for breakfast if they leave their 
home at least one hour before their regular starting time, and for 
dinner if they return home at least two hours later than their 
regular ending time. However, the Travel Guidelines allow for a 
meal allowance if employees leave home before 7:00 a.m. or 
return after 7:00 p.m.  We reviewed a judgmental sample of 50 
travel vouchers from a population of 4,409 in-state travel 
vouchers and 349 out-of-state travel vouchers. Our sample was 
chosen by selecting five out-of-state vouchers from those SUNY 
Administration employees with a high volume of out-of-state 
travel, and 45 in-state travel vouchers from those SUNY 
Administration employees with a high volume of travel, out-of-
state resident addresses and assigned a SUNY Administration 
vehicle.  We found that 23 vouchers of our selected sample 
contained a meal allowance.  SUNY Administration was unable 
to provide any documentation, such as employee work 
schedules, to justify that the meal allowances were paid in 
accordance with either the Manual or the Travel Guidelines. 
Without documented employee work schedules, SUNY 
Administration does not have the ability to verify that meal 
allowances are being paid appropriately. 
 
(In response to our draft audit report, SUNY officials state that 
there is a practical need to document the time an employee 
leaves home for a trip, and the time the employee returns home 
from the trip. This is necessary to ensure compliance with 
System Administration’s policy which states that employees 
leaving before 7:00 a.m. are entitled to breakfast and 
employees returning after 7:00 pm are entitled to dinner. The 
officials further note that OSC did not find any exceptions to this 
policy.) 
 
Auditors’ Comments:  SUNY officials’ comments do not directly 
address the issue stated in our audit report. Our finding is that 
SUNY Administration’s policy for reimbursing meal allowances 
for breakfast and dinner does not conform to OSC Guidelines in 
the Manual. The Manual states the employees are authorized a 
meal allowance for breakfast if they leave their home at least 
one hour before their regular starting time and for dinner if they 
return home at least two hours later than their regular ending 
time. Thus, the time when an employee leaves and returns 
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home is relevant under OSC’s guidelines.  For example, if an 
employee’s regular starting time is 8:00 and s/he leaves home 
at 7:30 for a trip, according to OSC guidelines the employee 
would not be entitled to a breakfast reimbursement, because the 
employee did not leave home at least one hour before their 
regular starting time. 
 

Administrative Expenditure Accounts 
 

ccording to Standards, an agency’s internal controls should 
separate key tasks and responsibilities and include written 

procedures that provide for documented approval and 
management authorization of transactions.  SUNY 
Administration has over three hundred accounts, and has 
developed a signature authority listing for each of these 
accounts.  We reviewed payments from two of the largest 
categories of SUNY Administration expenditure accounts: 
Department accounts, which include SUNY Administration 
expenditures (e.g., for petty cash/travel advances, automotive 
services and central printing) funded by State Support; and the 
Special Revenue Fund accounts, which include expenditures 
(e.g., for facilities rental, New York City student recruitment and 
parking garage expenses) related to self-supported programs. 
 
To test the consistent use of SUNY Administration’s signature 
authority, and its effectiveness in ensuring the propriety of 
expenditures, we reviewed selected expenditures from SUNY 
Administration’s Departments and Special Revenue Fund 
accounts for fiscal years 2001-2002 and 2002-2003.  Using 
sampling software, we selected 60 expenditures (comprising 4 
random samples of 15 expenditures from each year and each 
account type) totaling $35,927 from total expenditures of about 
$1.2 million. This expenditure review determined that one 
voucher ($980) was signed by the wrong person, and three 
vouchers ($352 in total) were signed by and paid to the same 
person. Given the results of this limited test, we expanded our 
sample to include all additional vouchers in our scope period for 
which the payee was also the authorizer of the transaction.  This 
subsequent review identified 9 vouchers, totaling $1,509, that 
were authorized by the payee to pay for business meetings and 
supplies. SUNY Administration has no assurance these 
vouchers should have been authorized, and were paid for 
legitimate expenditures. SUNY Administration should review 
expenditure vouchers thoroughly to make sure that authorized 
employees, as provided by SUNY Administration, have 

A
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endorsed the voucher, and that payees have not authorized 
their own expenditures. 
 
(In their response to the draft audit report, SUNY officials 
indicated that, prior to our audit, the Office of Business Affairs 
had contacted the office of the individual who approved 
payments to himself to ensure that the reimbursements were 
appropriate and to reiterate the proper process to follow in the 
future.  They also stated that the $980 voucher was properly 
approved by the Assistant Director of Business Affairs.) 
 
Auditors’ Comments:  Despite any actions SUNY officials may 
have taken prior to our audit with regard to the activities of the 
individual cited in our audit report, our audits tests showed that 
no corrective action ensued, and the individual continued to 
approve his own vouchers during our scope period.  Further, the 
Assistant Director of Business Affairs was not on the listing of 
authorized signatures.  Thus, the list provided to us was in error 
and incomplete. 
 

Recommendations 
 
1. To safeguard equipment assets and provide 

accountability for their use, establish a comprehensive 
system of internal control over these inventories by 
conforming to OSC Standards and guidelines, including 
taking the following specific actions: 

 
● continue to formalize inventory control procedures, 

 including the identification of property control officers; 
● perform annual inventories and follow up on identified 

 discrepancies in a timely manner; 
● adjust the PCS for discrepancies noted in the recent 

 equipment inventory and for discrepancies found in 
 vehicle inventories; document the resolution for each 
 item; and 

● update the PCS for all transactions involving additions 
 to or changes in equipment inventories. 
 
2. Document and maintain criteria and interview questions 

the search files of professional staff for a period of three 
years. 
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Recommendations (Cont’d) 
 
3. Implement an annual performance assessment program 

for professional staff, as required by SUNY’s Board of 
Trustees, and use the assessments to support 
promotional decisions and pay increases.  

 
4. Revise SUNY Administration’s Travel Guidelines to meet 

at least the minimum requirements stated in the OSC 
Manual, with particular attention to the following issues: 

 
● require prior approval and justification for lodging 

 expense that exceeds the maximum rate;  
● notify employees who do not follow the Guidelines 

 that compliance will be required for reimbursement of 
 future lodging or meal expenses; and 

● require travelers to document their normal work hours 
 on vouchers for meal allowances. 

 
5. Formalize and document SUNY Administration's 

guidelines on meeting expenses and conform them to 
OSC Disbursement Guidelines.  

 
6. Distribute SUNY Administration’s revised Travel 

Guidelines and revised guidelines on meeting expenses 
to all SUNY Administration employees. 

 
7. Review travel card statements thoroughly to ensure all 

lodging and meal expense reimbursement requirements 
have been met.  

 
8. Review payments from expenditure accounts to make 

sure they are authorized, and to verify that payees do not 
authorize their own payments. 
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*See State Comptroller's Note, page 28 

 

* 
Note 
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State Comptroller’s Note: 
 
Certain matters addressed in the draft report were revised 
or deleted in the final report.  Therefore, certain 
comments of SUNY officials included in Appendix B may 
relate to matters no longer contained in this report. 

*State Comptroller’s Note: 
 
Certain matters addressed in the draft report were revised or deleted in the
final report.  Therefore, certain comments of SUNY officials included in
Appendix B may relate to matters no longer contained in this report. 

 
 




