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AUDIT OBJECTIVE

Our objective was to determine whether the
Roosevelt Island Operating Corporation
(Corporation) has established adequate
controls over equipment and vehicles.

AUDIT RESULTS - SUMMARY

We determined the Corporation has not
established an adequate control environment
over equipment and vehicles. According to
its financial statements, the Corporation
owned equipment and vehicles whose total
historical cost was $4.9 million as of March
31, 2007. We selected a judgmental sample
of invoices that included the purchase of 126
equipment items costing about $2.6 million.
We were able to locate all 126 items on the
Corporation’s premises. We also selected a
sample of 52 computer items from the
inventory records and, for the most part, were
able to locate these items. However, we
found the Corporation’s oversight was
insufficient to control other equipment items
adequately, as follows.

We determined the Corporation’s equipment
inventory records were outdated and
incomplete. The Corporation’s general list of
equipment contained more than 200 items
totaling $1.1 million categorized as “not in
use.” The list should not have included these
items because they reportedly had been
disposed of. The equipment list also included
items that were neither equipment nor
vehicles, including a $1.2-million house
renovation. In addition, this equipment list
did not include the serial numbers for 58 of
220 items reportedly in use, thereby making it
difficult to match the recorded items with the
actual equipment on hand. We also identified
several equipment items on the Corporation’s
premises that were not recorded on the
inventory records.

Corporation officials have not placed a high-
enough priority on equipment controls. They
have not taken periodic physical inventories
to account for their equipment and to update
their records. We also found that Corporation
policies did not provide sufficient guidance to
staff on how to maintain proper controls and
records for equipment.

According to New York State Department of
Motor Vehicle records, the Corporation
owned 27 licensed vehicles as of November
30, 2006. While Corporation officials told us
they no longer owned two of these vehicles,
we found inadequate proof of their ultimate
disposition. We found the Corporation had
established written policies governing the use
of public safety vehicles. These policies
prohibit passengers who are not on official
business and require drivers to record the
details of their vehicle use, including time of
departure and return as well as destination.
However, it was not until our audit that the
Corporation established similar policies for its
maintenance and administrative services
vehicles - some of which have no Corporation
logos on the exterior and are therefore more
susceptible to personal use. In addition, the
Corporation has its own facility for fueling its
vehicles. However, the Corporation does not
collect adequate data to monitor fuel
consumption, and was not adequately tracking
the use of fuel.

As our audit progressed, Corporation officials
were proactive in addressing many of our
concerns.  They said they agree that a
physical inventory count is essential to
maintaining accurate equipment records, and
said they plan to perform periodic equipment
counts. They also stated that they are putting
in place a new asset-tracking system in which
bar code labels will be attached to each
equipment item and a handheld scanner will
be used to record asset movement.
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Our report contains seven recommendations
to improve controls over equipment and
vehicles. Corporation officials generally agree
with our recommendations and are taking
steps to implement changes.

This report, dated May 22, 2008, is available
on our website at:

http://www.osc.state.ny.us  Add or update
your mailing list address by contacting us at:
(518) 474-3271 or

Office of the State Comptroller

Division of State Government Accountability

110 State Street, 11" Floor

Albany, NY 12236

BACKGROUND

The Roosevelt Island Operating Corporation
(Corporation) was created by the New York
State Legislature in 1984 as a public benefit
corporation charged with  maintaining,
operating, and developing Roosevelt Island.
This 147-acre island is in the East River
between Manhattan and Queens in New York
City. Roosevelt Island is home to more than
12,000 residents. The State of New York
holds a 99-year lease on this land, which will
expire in 2068, after which ownership will
revert to the City of New York.

The Corporation provides security services,
performs snow removal, repairs the streets
and sidewalks, and maintains the common
grounds on Roosevelt Island. It also operates
a fleet of buses that provide local
transportation for a nominal fee. The
Corporation has a staff of approximately 100
employees. The  Corporation  receives
revenues from such sources as commercial
space leases, parking fees, bus and aerial
tramway fares, as well as fees from housing
companies that operate both rental and
cooperative apartments on Roosevelt Island.
According to the Corporation’s financial
statements for the fiscal year ended March 31,

2007, revenues exceeded expenses by $3.4
million.

The Corporation owns various types of office
and maintenance equipment, and maintains a
fleet of wvehicles wused for security,
maintenance, and administrative purposes.
According to its financial statements, the
Corporation owned equipment and vehicles
whose total historical cost was $4.9 million as
of March 31, 2007.

AUDIT FINDINGS AND
RECOMMENDATIONS

Equipment Records

The Public Authorities Law (Law) requires
that public benefit corporations establish and
maintain an internal control system and a
program of internal control review. An
internal control system should safeguard
agency assets, ensure the accuracy and
reliability of financial reporting, and promote
the effectiveness and efficiency of operations.
The Law refers specifically to personal
property valued at more than $5,000. In
addition, the Law requires public benefit
corporations to prepare complete and detailed
reports of their assets and liabilities.

Accurate, up-to-date inventory records are
fundamental to a good system of internal
control over equipment. Such records should
include, among other things, an adequate
description of the equipment, an identifying
number, a location, and the name of the
employee assigned the equipment. In
addition, an agency should have adequate
policies and procedures for maintaining its
inventory records and for safeguarding its
assets.

Corporation officials told us that their practice
is to place equipment items valued at $1,000
or more under inventory control.  The

Report 2007-S-13

Page 3 of 24


http://www.osc.state.ny.us/

Corporation has an equipment inventory
consisting of hundreds of items with a value
of less than $5,000. Some of these are
susceptible to theft (such as computers and
other valuable types of equipment).
Therefore, it is a prudent practice to maintain
inventory control over such types of
equipment, even though they may be under
the $5,000 threshold specified by Law.

The Corporation’s inventory records consist
of a 17-page general list of office and
maintenance equipment as well as vehicles.
This list contains more than 500 items. In
addition, separate inventory lists are kept for
information technology (IT) equipment.

We reviewed the general list as of January 16,
2007, and identified the following exceptions:

e The list contained more than 200
items, totaling $1.1 million, that were
recorded as "not in use.” The list
should not have included these items
because they reportedly had been
disposed of. The list also included
other items that were designated as
being both "in use" and "not in use,"”
as well as other items with neither
status designated. The equipment list
also included items that were neither
equipment nor vehicles, including a
$1.2-million house renovation.

e The list did not provide sufficient,
identifying information for many
equipment items. For example, serial
numbers were not reported for 58
items that were reportedly still in use.
These items include a snow plow
purchased in January 2002 for $2,990,
radios purchased in September 2004
for $11,138, and a snow blower
purchased in January 2006 for $1,900.
Without serial numbers, it is difficult

to match the items on the list with the
actual equipment on hand.

e The list included 25 items that were
reportedly in use, while other
Corporation records indicate these
items had been disposed of prior to
December 2004.

e The list did not indicate the names of
the various employees who had
custody of the equipment items.

We also reviewed the Corporation’s inventory
lists of IT equipment. One list contained 114
items, such as desktops, laptops, and
monitors. We selected a judgmental sample
of 43 items, but could not locate 2 desktops.
Another IT list contained 18 printers. We
selected a judgmental sample of nine printers
and located each item, although two of the
printers were at locations different from the
ones indicated on the list.

To determine whether recent equipment
purchases were included on the Corporation’s
inventory records, we selected a judgmental
sample of 30 invoices during the period April
1, 2005, through February 28, 2007, which,
based on the vendor’s name, appeared to be
equipment  purchases. These invoices
included 126 equipment items costing about
$2.6 million. They were selected from a
population of vendor payments totaling $22.5
million. In April 2007, we observed all 126
items on the Corporation’s premises.
However, seven items, each costing more
than $1,000, were not recorded on any
equipment listing. One such item was a work
platform purchased for $5,975 in May 2006.

To determine if equipment items on the
Corporation’s premises were recorded on the
inventory lists, we selected at random a
sample of 49 items that we observed on April
13, 2007, and April 17, 2007. We found that
five items were not recorded on any list.
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These items included  gum-removing
equipment that had been purchased in June
2006 for $7,100, a refrigerator, two
computers, and a leaf blower.

We conclude the Corporation needs to place a
higher priority on equipment controls. For
example, Corporation officials informed us
that they have not taken periodic physical
inventories. They indicated that they only
began taking physical counts in August 2006,
and could not provide us with the results of
the counts reportedly taken.

In addition, the Corporation did not have
adequate policies and procedures for
maintaining control over equipment. The
Corporation’s  written equipment policy
consisted of a copy of the requirements
contained in the Law. However, there were no
written procedures defining the specific
control techniques employees are to use to
comply with that policy. For example, the
Corporation’s policy calls for complete
records of all acquisitions and disposals.
However, there is no corresponding written
procedure to describe the specific information
that should be recorded, such as equipment
serial numbers; who should record this
information; or where the information should
be recorded. There also is no formal policy to
cover items valued at $5,000 or less. Of the
220 items reportedly in use on the general list,
113 are recorded as having cost less than
$5,000. Furthermore, the majority of
computer and printer purchases are recorded
as having cost less than $5,000. In response
to our findings, Corporation officials
indicated that equipment control procedures
will be extended to all valued assets.

Prior audits by the Office of the State
Comptroller issued in 1998 and 2003
identified similar weaknesses in equipment
controls. In addition, on May 5, 2006, the
Corporation’s certified public accounting firm

reported to the Corporation’s Board of
Directors that management was not
maintaining updated property and equipment
records.

Corporation officials responded that, as a
result of our findings, they have put into place
a new asset-tracking system. Bar code labels
will be attached to each equipment item and a
hand-held scanner will be used to record asset
movement. They demonstrated certain
preliminary aspects of the system to us in
November 2007. Furthermore, they agreed
that a physical inventory count is essential to
maintaining accurate equipment records and
said they plan to perform periodic equipment
counts.

The lack of accurate equipment records may
have  contributed to the following
circumstances relating to the reporting of
equipment and vehicles on the Corporation’s
financial statements:

e During the year ended March 31,
2007, the Corporation removed from
its financial statements equipment and
vehicle assets that had cost $2.4
million.  We found this amount
included 137 equipment and vehicle
items, totaling about $415,000, that
had been disposed of prior to
December 31, 2004. Therefore, the
Corporation’s financial statements for
the years ended March 31, 2005, and
March 31, 2006, were not accurate.

e The March 31, 2006, financial
statements  also  indicated that
machinery and equipment assets had
increased by $3 million during the
previous year. When we requested
supporting schedules for that number,
Corporation officials provided a
schedule supporting an increase of just
$2.5 million. Corporation officials
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explained that the  $0.5-million
difference was due to an error on a
prior period’s statement.

It is important for public benefit corporations
to report their financial activity accurately, as
required by Law, since such information may
be used by public officials and other
interested parties.

Recommendations

1. Ensure that equipment inventory records
are accurate, complete, and up-to-date.

(Corporation officials responded that, to
comply with this recommendation, they
have purchased and begun utilizing asset
tracking software. They report that, as of
April 29, 2008, barcode labels have been
affixed to 2,506 equipment items.)

2. Perform periodic equipment counts, and
document the results.

(Corporation officials responded that their
policy is to do physical counts quarterly.
A computer-generated report will be
prepared showing the date and time the
asset was counted.)

3. Establish equipment control policies and
procedures that are consistent with both
the Law and the practices the Corporation
is committed to follow, and monitor
adherence to those policies and
procedures.

(Corporation officials responded that they
are committed to following and
monitoring adherence to both the Public
Authorities Law and the Corporation’s
policies and procedures.)

Report 2007-S-13

E = E =

4. Ensure that the Corporation’s financial
statements reflect financial activities
accurately.

(Corporation officials responded that their
financial statements accurately reflect
RIOC’s financial position, adding that, for
the fiscal year 2006-07, RIOC’s external
auditors stated that their financial report
conforms with accounting principles
generally accepted in the United States of
America.)

Auditor’s Comment: The inaccuracies we
reported on relate to the Corporation’s
financial statements from a prior period.

Corporation Vehicles

According to New York State Department of
Motor  Vehicle (DMV) records, the
Corporation owned 27 licensed vehicles as of
November 30, 2006. These included
passenger automobiles, busses that provide
local transportation for Roosevelt Island
residents, and maintenance vehicles.

While Corporation officials told us they no
longer own two of the vehicles, we found
inadequate proof of their ultimate disposition.

e Officials stated that a 1996 Ford was
destroyed in a fire on July 22, 2005.
They provided us with a Roosevelt
Island Public Safety Department
incident report for a car fire to show
the disposition of this wvehicle.
However, because the report did not
include the wvehicle’s license plate
number, vehicle identification number,
or year, we cannot conclude with
certainty that the report refers to the
Corporation’s 1996 Ford. After we
questioned officials about this vehicle,
the license plates assigned to it were
returned to DMV in June 2007.
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e Corporation officials state that a 2000
Ford was scrapped prior to 2005. They
did not provide any documentation
relating to this disposal. The license
plates for this vehicle are still
outstanding.

We reviewed the controls in place over the
use of Corporation vehicles. We found that
written policies exist for vehicles used by the
public safety officers. These policies require,
among other things, that the drivers make log
entries indicating the condition of the vehicle,
time of departure, destination, and time of
return. In addition, these vehicles may not
leave Roosevelt Island without approval; and
no passengers are allowed except for official
business. However, until May 2007, after our
audit had begun, the Corporation had not
established a written policy covering the
vehicles used for maintenance and
administrative services. Some of these
vehicles have no Corporation logos on the
exterior or other identifying information and
are, therefore, more susceptible to personal
use.

In addition, Roosevelt Island has a fueling
facility for use by Corporation vehicles. To
activate a fuel pump, an authorized employee
is required to insert the vehicle’s fuel usage
key and enter an employee code. The
vehicle’s odometer reading can also be
entered into the pump, but it is not required
for purposes of activating the pump.

We found the Corporation does not collect
adequate data to monitor fuel consumption,
and was not adequately tracking the use of
fuel. We requested the vehicle fuel usage
report for December 2006, which lists, by
vehicle, the date and amount of fuel pumped
as well as any odometer readings entered.
This fuel report is incomplete and not useful
as a monitoring tool. For example, odometer
readings were frequently not indicated.

E = e =
About 4,200 gallons of Corporation fuel were
pumped during December. We found
odometer readings were recorded for just 99
of the 213 times the pumps were used during
that month. In addition, the Corporation owns
two jeeps, but just one is assigned a fuel
usage key; as a result, the other jeep’s fuel
usage was not listed on the report and cannot
be tracked. The lack of information on vehicle
mileage makes it difficult to determine
whether the amount of fuel pumped is
consistent with a vehicle’s use.

Although  the  Corporation  purchased
surveillance cameras in July 2006 for the area
outside the fueling facility, we found that the
cameras monitoring the pumps were not
installed until May 2007, after our audit had
begun.

Recommendations

5. Maintain adequate records of vehicle
dispositions.

(Corporation officials responded that they
have established policies and procedures
for maintaining records of vehicle
dispositions.)

6. Ensure that license plates are returned to
the New York State Department of Motor
Vehicles for all vehicles no longer in use.

Corporation officials responded that they
have adopted policies and procedures for
the removal and return of license plates to
the New York State Department of Motor
Vehicles.)

7. Establish adequate controls over fuel use
by all Corporation vehicles.

(Corporation officials responded that, as
of April 1, 2008, they have software in
place to monitor fuel usage for
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Corporation vehicles. Their response
included a test version of a fuel usage
report.)

AUDIT SCOPE AND METHODOLOGY

We conducted our performance audit in
accordance  with  generally  accepted
government auditing standards. We audited
the Corporation’s controls over equipment
and vehicles for the period April 1, 2005,
through May 31, 2007. To accomplish our
objective, we reviewed the Corporation’s
written policies and procedures. We also
examined equipment listings, purchase orders,
invoices, and vehicle logs. We also physically
observed equipment and vehicles and
interviewed Corporation officials.

In addition to being the State Auditor, the
Comptroller ~ performs  certain  other
constitutionally and statutorily mandated
duties as the chief fiscal officer of New York
State. These include operating the State’s
accounting system; preparing the State’s
financial statements; and approving State
contracts, refunds, and other payments. In
addition, the Comptroller appoints members
to certain boards, commissions, and public
authorities, some of whom have minority
voting rights. These duties may be considered
management functions for purposes of
evaluating organizational independence under
generally accepted government auditing
standards. In our opinion, these functions do
not affect our ability to conduct independent
audits of program performance.

AUTHORITY

This audit was performed pursuant to the
State Comptroller’s authority as set forth in
Article X, Section 5, of the State Constitution.

REPORTING REQUIREMENTS

Draft copies of this report were provided to
Corporation officials for their review and
comment. We considered their comments in
preparing this report. A copy of the
Corporation’s  response is included as
Appendix A.

Within 90 days of the final release of this
report, as required by Section 170 of the
Executive Law, the Chairman of the
Roosevelt Island Operating Corporation shall
report to the Governor, the State Comptroller,
and the leaders of the Legislature and its
fiscal committees, advising what steps were
taken to implement the recommendations
contained herein, and where
recommendations were not implemented, the
reasons therefor.

CONTRIBUTORS TO THE REPORT

Major contributors to this report include
Frank Houston, Cindi Frieder, Gene
Brenenson, Alina Mattie, Dino Jean-Pierre,
Mary McManus, Feifei Pei, and Paul
Bachman.
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APPENDIX A - AUDITEE RESPONSE

ROOSEVELT ISLAND
OPERATING CORR
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Roosevelt Island
Operating Corparation
of the State of New York
591 Mam Street

Rooscvelt Island, NY 10044

{212) 8324540
WWW,Ti0C.com

David A. Paterson
Governor

Stephen H. Shane
President
Chigf Executive Officer

Kenneth A, Leitner
Vice President
General Counsel

Fernande Martinez
Vice President
Cperations

Steven Chironis
Vice President
Chief Financial Officer

Rosina Abramson
Vice President
Planning and Inter-
Governmental Affairs

Board of Directors
Deborah VanAmerongen
Chatrperson

Alberteen Anderson
Laura L. Anglin

David Kraut

Charlee Miller

Mark Penton

Michael Shinozaki

H. Patrick Stewart

April 29, 2008
VIA EXPRESS MAIL

Ms. Cindi Frieder

Audit Manager

Office of the State Comptroller

Division of State Government Accountability
123 William Street - 21% Floor

New York, N.Y. 10038

Re: Response to Draft Audit Report (2007-8-13)
Dear Ms. Frieder,

Thank you for your letter to Mr. Stephen H. Shane dated April 2, 2008 and
the above-referenced draft audit report outlining Roosevelt Island Operating
Corporation (“RIOC™) controls over equipment and vehicles.

Firstly, I would like to bring to your attention that since the issuance of the
Preliminary Report, and in order to address the recommendations within the audit
report, we have established and have implemented a number of control measures
over the Corporation’s equipment and vehicles, which includes implementing the
WIN-ATS asset tracking system. Please find attached those measures taken, along
with exhibits of policies, procedures, history, and audit reports produced from those
measures.

Since the implementation of the WIN-ATS asset tracking system, and to
date, RIOC is now successfully tracking 2,506 assets, which include all vehicles

and equipment.

On behalf of the Roosevelt Island Operating Corporation staff, we wish to
thank the comptroller management and staff for their professionalism and
cooperation with respect to this audit.

If may be of further assistance, please feel free to contact me at (212} 832-
4540, ext.350.

Very truly yours,

Steven Chironis
Vice President, CFO

ce:  Stephen Shane, President/Chief Executive Officer
Kenneth Leitner, Vice President/General Counsel
David Kraut, Audit Committee Chair
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ROOSEVELT ISLAND
OFERATING CORR

Is

The Roosevelt Island Operating Corporation
Of the State of New York

Office of State Comptroller Audit:
Roosevelt Island Operating Corporation
Controls Over Equipment and Vehicles

Preliminary Audit Findings
Management Response
April 29, 2008

Recommendations:

1. Ensure that equipment inventory records are accurate, complete and up-to-
date

Management Response:
To accomplish OSC recommendations, RIOC has purchased and implemented

WIN-ATS asset tracking system. As of April 1, 2008, all RIOC equipment must
be entered into the WIN-ATS asset tracking system. Required equipment
information is entered as a part of each individual equipment record and includes,
but is not limited to:

o description of the asset,
the receive date of the asset,
the location of the asset,
serial and/ or model number of the asset
the original value, and

o the funding source of the asset
All RIOC equipment must have a barcode label, which WIN-ATS will track. To-
date, RIOC has affixed 2,506 barcode labels that are now being tracked by WIN-
ATS to ensure that inventory records are current, WIN-ATS will also track
equipment usage with check in/out function. (Refer to Bar-Coding Policy &
Procedure: Exhibit 1)

o o 0O

2. Perform periodic equipment counts and documents the results.

Management Response:

RIOC’s policy is to perform a physical inventory of fixed assets quarterly. We
agrec that a physical inventory of fixed assets is essential to maintaining accurate
records. Equipment purchases will be physically audited quarterly, together with
other assets at the listed location nsing WIN-ATS hand held scanner. Once the
item has a barcode and is audited (scanned), this action will be part of the asset
history and recorded in WIN-ATS. (Refer to WIN-ATS Asset History Report:
Exhibit 2, Audit Report: Exhibit 3)

Report 2007-S-13 Page 10 of 24



3. Establish equipment control policies and procedures that are consistent with
both the Law and the practices the Corporation is committed to follow and
monitor adherence to those policies and procedures.

Management Response:

RIOC is committed to follow and monitor adherence to both the Public
Authorities Law and the Corporation’s policies and procedures. RIOC’s policy is
for the WIN-ATS asset tracking system to be used as a controlled environment to
track the Corporation’s equipment and assets. The process, in addition to
established procedures, is for the Warehouse Supervisor to be the owner of WIN-
ATS. The Warehouse Supervisor is responsible for entering asset and new asset
data into the WIN-ATS module, printing, and affixing the barcode labels to the
assets (other than IT assets). The Information Technology Supervisor is
responsible for entering all IT assets into the WIN-ATS asset tracking system
along with printing and affixing the barcode Jabels onto the assets. It is RIOC’s
policy that the Purchasing Department verifies entry of previous month’s newly
arrived items on the first Monday of each month. The Compliance Officer, to
ensure compliance of entry and movement of assets into the WIN-ATS asset
tracking system, will conduct quarterly inventory audit tests.

4. Ensure that the Corporation’s financial statements reflect financial activities
accurately.

Management Response:

RIOC believes the Corporation financial statements accurately reflect its financial
position. For fiscal year 2006-2007, RIOC external auditors, Toski Schaefer &
Co. PC, stated that RIOC financial report conform with accounting principles
generally accepted in the United States of America.

a. Toski Schaefer stated that no footnote was required in connection with the
$7.9 million change in equipment owned from one fiscal year since this was
merely a reclassification. (Refer to Excel worksheet detailing the change:
Exhibit 4)

b. The $500,000 difference on the increase in machinery and equipment is due to
a transposing error carry forward from FY 2003-2004 financials. The FY
2003-2004 Capital Assets should be $10,898,726 (refer to Excel Fixed Asset
worksheet: Exhibit 5) instead of $10,384,537 as listed on page 22 of the
auditor’s report (Exhibit 6). This error was found and an adjustment made to
the equipment ending balance of March 31, 2006.

¢. There are a number of assets which are fully depreciated and have not yet
been disposed of (removed from inventory) because they are being used for
daily operational needs or are being harvested for spare parts. In addition, all
fixed asset disposals will be recorded timely to ensure that they are properly
reflected on the Corporation’s financial statements.
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5. Maintain adequate records of vehicle dispositions.

Management Response:

RIOC has established policies and procedures for maintaining records of vehicle
dispositions. The WIN-ATS asset tracking system will identify vehicles tagged
for disposal. Once the vehicle is tagged for disposal, the Corporation will follow
the disposition of property procedure with the final action being removing the
item from the capital asset schedule (Refer to Asset Disposal and Transfer Form:
Exhibit 7).

6. Ensure that license plates are returned to the New York Department of
Motor Vehieles for all vehicles no longer in use.

Management Response:

RIOC has adopted policies and procedures for the removal and return of license
plates to the New York Department of Motor Vehicles. Once the disposition of
property procedure has been followed, and the vehicle has been disposed of, the
license plates will be returned within five (5) business-days to the New York
Department of Motor Vehicles.

7. Establish adequate controls over fuel use by all Corporation vehicles.

Management Response:

As of April 1, 2008, complete fue] usage reports are maintained by the Gasboy
fleet management system. Personnel authorized to fuel vehicles are assigned
individual access codes to which are tracked within the Gasboy system. Each
vehicle is assigned an identifying number (its WIN-ATS barcode number) in the
Gasboy system. In order to activate the fuel pump, the employee access code,
vehicle number, and odometer reading must be entered into the Gasboy system. A
fuel usage history is kept and a monthly report is submitted to the Purchasing
Department (Refer to Gasboy Fuel History Report: Exhibit 8).
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WOOSEVELT I5L
OPERATING €

%’@ The Roosevelt Island Operating Corporation

o>

Of the State of New York
Barcoding Policy and Procedure Date Issued: March 7, 2008
Responsible Department: FINANCE Policy & Procedure No. FIN 10

GENERAL

WIN-ATS, made by Process & Technology Solutions, Inc, (“PTS™), is an inventory and
asset-tracking module meant to simplify tracking and reporting of RIOC’s inventory and
finances. The purpose of this is to simplify the tracking of such information as the
location of tools, vehicle mileage, and tracking when maintenance or re-ordering of a
product is required. Every item is assigned a barcode that can be scanned into the system
using a wireless barcode reader that is connected live to the metwork so that every
authorized member of RIOC may see the information being tracked. In addition, each
RIOC employee will receive a barcode sticker to affix to his or her employee ID.

POLICY & PROCEDURE
Policy

The policy of RIOC is to maintain an inventory of all fixed assets. It is also the policy of
RIOC to ensure that assets can be accounted for at any given time.

RIOC’s fixed asset management system requires that as assets are received, they are
documented and bar-coded into the WIN-ATS asset-tracking system by those individuals
in their departments responsible for this function.

RIOC’s internal control, over fixed assets, requires that an independent audit test be
conducted and compared to the physical fixed assets in the WIN-ATS system. This audit
is to be done quarterly.

RIOC requires that when a fixed asset is moved from its original location, an authorized
employee checks it out and an authorized employee must check it back in.

RIOC requires that assets that no longer serve the purpose originally purchased for,
through either obsolescence, age, condition, or usefulness, be disposed of. A disposal
must be initiated by the manager of the asset and authorized by the comptroller.

EXHIBIT 1
1of4
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How Are the Items Organized?

Every non-consumable item is in inventory: large items individually, and small items by
“hin*. This means that the contents of “bins” filled with a certain item have been counted.
The bin will have an assigned barcode that will say the number of items inside.

Barcode-numbering of the locations will be based off Facility location. So for example, a
location within the Warehouse will receive a barcode number “WHXXXX". The letters
preceding the numbers will represent the following:

AD-Administration GR-Grounds SP- Sportspark
AV-AVAC MO-Motorpool TR-Tramway
BU-Bus Operations PS-Public Safety WH-Warehouse

Barcode-numbering of assets will automatically be assigned a barcode number by the
WIN-ATS asset tracking system.

‘The software inputting window will appear similar to the following:

LY . J.. = T ;' - N T -
Find Asget i Awset Infermation 1 Agset History
e - . Pt . | '
Owertoncfioie s e lll Lah[{ p..‘u:.! ?l.J
WIS Hodel Fore ;
= o ) d o Ds‘pmdth[
Desriipdon: ritié © Sufal Numbor: [FHVUSBRKAZIZE i @
‘. o vewses ] o |
Facility: m“m e i s e Account: e Peepmpinr
R ? | 4 'sgjnnlm]
Recolved Dase: % | | Hatet el Rempmty
In Senvice I].m:l ) s @ |
Condhion: [Gand ~| image; VAEARCODE PROJECTEARCODNGWERC | | P zgg
o Ve RCODGIE oo |
Binned tem: I~ : s B
License Plate: [LE3810 : = YHANE
Last Sorvice Dane: BOA006. .. Check Out
Originsl Value: § 539 v e[ o @5““1
Curvent Valus: § 2190096 l"?l““‘i 1 :
: . s of: 1212008 View e ! & it
Deprectatien p._n«f fym: |iﬁ”_ Date Due: ]“"‘_ ! ; g i I
A Stralglt Line Depreciafion Type | Status T i
?.fﬁaﬂyLLiﬁ@EﬂLﬂ!m_wﬂ Fibctn Gl | = i
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The following information is to be entered, for each new item being bar-coded:

o Classification — The general classification of the item (i.e. furniture) found in the drop-
down menu.

o Type — Detailed classification in drop-down menu

Description — Brand, Manufacturer, and/or Vendor name

Facility — Where item is located (Administration, AVAC, Bus Operations, Grounds,

Maintenance, Motorpool, Public Safety, Sportspark, Tramway, Warchouse}

Location - Room or area within facility

Receive Date — Date item was received

In Service Date — Date item was put into service

Condition — Condition of item

Binned Item — Check if item is binned

License Plate — For vehicles

Last Service Date — (If applicable)

Original Value — value of item when purchased

Current Value -

Depreciation Period - Period item will be fully depreciated

Model — Model type/number of item

Funding Source — department responsible for item/equipment

Serial Number - Serial number of product

Notes — Any pertinent information required that is not listed

(ol ]

Oo0oo00CO0OO0O0Q0 000000

What is the procedure for tagging new items?

The initial tagging will be a joint effort by the Finance and Warehouse departments. After
the system is implemented, the Warehouse Manager is responsible for entering data and
tagging new items. Jtems will each be tagged with individually printed, weatherproof
labels.

When an item arrives at the Warehouse, the Warehouse Manager is responsible for
entering the new data into the WIN-ATS module, printing, and affixing the barcode.

If an item arrives for the IT department, its information will be entered into the WIN-
ATS system and the item labeled by a member of the I'T Department.

On the first Monday of each month, a representative from the Purchasing department will
validate all the items that arrived that month to make sure they have all been bar-coded
properly by comparing it to the purchase order in Financial Edge.

In addition, the software has a “floor plan” function that will enable the user to see where
in a facility the item in question is located. This will appear in a picture in the description
page of an item, and must also be entered along with the barcode information.

How are bar-coded items used, and what is the purpose of tracking assets in this way?

Jof4
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RIOC requires that when a fixed asset is moved from its original location, an authorized
employee must “check out” that ifem before use, and “check in” the item upon return by
first scanning the employee’s barcode affixed to his/her ID and then scanning the barcode
on the item. Failure to “check in” and “check out” items will result in disciplinary action.

Tn addition to the information that is entered manually into the software, the barcoding
system tracks the date, time, and duration for which an item was used. This enables RIOC
1o track its efficiency. The WIN-ATS software enables the Finance and Island Operations
departments to generate inventory reports based off data collected. These reports will be
reviewed on the first Monday of each month fo determine item usage and employees’
usage of the barcoding system.

Who does what tasks in regard to barcoding, and when?

The following individuals are granted access to the module to enter dafa, generate
reports, and authorize users: Chief Financial Officer, Chief Operating Officer,
Comptroller, Compliance Officer, Purchasing Department, Director of Operations,
Warehouse Manager, and the Information Technology department.

o Warehouse Manager:
= enter applicable data into WIN-ATS system as soon as they arrive
»  jssue barcode to new item
»  affix barcode to new item
o IT Department:
= enter data on new IT items as soon as they arrive
= issue employee barcode
o Director of Island Operations:
= generate and analyze reports on item usage
o Purchasing Department (Finance):
* verify entry of previous month’s newly-arrived items on first Monday of
each month
o Compliance Officer:
» conduct quarterly audits of inventory
o CFO, Comptroller, COO:
x analyze inventory and audit reports

These Policies and Procedures are subject to annual review and revision.

40f4
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Audit Report
| Type | Audit Loc/Emp Asset Scan Date | Expected Loc/EmpiQty
|Audit | File Room - AD1021 | R01345 - HP Monitor 2/6/2008 File Room - AD1021
02:37:35 PM
{Audit| File Room - AD1021 | R01343 - HP Design Jet 800 PS 2/6/2008 File Room - AD1021
l Engineering Printer 02:37:52 PM
[Audit | File Room - AD1021 | R01344 - HP Design Jet 820 MFP 2/6/2008 File Room - AD1021
Cutter 02:37:54 PM
[Audit | File Room - AD1021 | R01384 - Toshiba 10 Buttons Phone | 2/6/2008 File Room - AD1021
02:38.08 PM
[Audit | File Room - AD1021 | R01386 - Letter cutting board- 27612008 File Room - AD1021
IMGENTO GT 02:38:23 PM
Audit | Common Area- i R0O1391 - 4 draws file cabinet 2/6/2008 Common Area- Lower Level -
Lower Level - 02:47:.04 PM | AD1038
AD1038
Audit | Common Area- R01392 - 4 draws file cabinet 2/6/2008 Common Area- Lower Level -
Lower Level - 02:47.08 PM | AD1038
AD1038
Audit | Common Area- RD1395 - Garbage can- Rubber maid | 2/6/2008 Common Area- Lower Level -
Lower Level - 02:47:25 PM | AD1038
I AD1038
Audit | Common Area- R01152 - Heavy duty paper 3 hole | 2/6/2008 Common Area- Lower Leve! -
1 Lower Level - puncher GBC Bates 02:47:40 PM | AD1038
AD1038
Audit | Common Area- R01389 - HP 8150N 2/6/2008 Common Area- Lower Level -
I Lower Level - 02:48:04 PM | AD1038
{ AD1038 :
Audit | Common Area- RO1387 - Round Table 2/6/2008 Common Area- Lower Level -
Lower Level - 02:48:35 PM | AD1038
AD1038
Audit | Common Area- R01380 - Table- Brown Folding 216/2008 Common Area- Lower Level -
Lower Level - 02:50:30 PM | AD1038
AD1038
Audit | Common Area- R01396 - Tram Model 2/6/2008 Common Area- Lower Level -
Lower Level - 02:52:33 PM | AD1038
AD1038
Audit | Common Area- R01387 - Whiteboard 2/6/2008 Common Area- Lower Level -
Lower Level - 02:53:08 PM | AD1038
AD1038
Audit | Cubicle 9 - AD1012 | R01175 - Toshiba 14 Button Phone | 2/6/2008 Cubicle 9 - AD1012
03:02:35 PM
Audit | Cubicle 9 - AD1012 | RD1184 - HP 1955 2/6/2008 Cubicle 9 - AD1012
03:02:48 PM
Audit | Cubicle 9-AD1012 | R01183 - HP 1855 2/6/2008 Cubicle & - AD1012
- 03:02:52 PM
Audit | Cubicle 8 - AD1012 | R01156 - 3 draws pedestal cabinet | 2/6/2008 Cubicle 9 - AD1012
03:03:05 PM
Audit | Cubicle 9 - AD1012 | R01164 - Desk shelving with light 2/6/2008 Cubicle 9 - AD1012
03:03:15 PM
Audit |Cubicle & - AD1012 | R01172 - Desk Chair 2/6/2008 Cubicle 9 - AD1012
| 03:03:36 PM
Audit | Cubicle 9 - AD1012 | R01159 - L shape worksurface desk | 2/6/2008 Cubicle 9 - AD1012
03:04:23 PM
Audit | Cubicle 9 - AD1012 | RO1162 - 2 draws base storage 21612008 Cubicle 8 - AD1012
cabinat 03:05:11 PM
Audit | Cubicle 9 -AD1012 | R01190 ~ HP desktop computer 2/6/2008 Cubicle 9 - AD1012
Date Printed: 2/7/2008 03:05:18 PM Pama1atad
EXHIBIT 3
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Ex Ardr7 4
lsland Operati porati
Reclassification capﬁalAsssls Madlhe'ry and Equipment
For FY 2006 and FY 2007
Amount
FY 2008
Equipment 2,053,545.00
Vehicies 3,747,940.00
Buliding 171,745.00
Landmarks 4,000,000.00.
Infrastnscture 3,725,343.00
Total Machinery and Equipment - FY 2008 13,698,573.00
FY 2007
Equipment 2,080,477.00
Vehicles 3,747,840.00
Total Equipment and Vehicles - FY 2007 T 5828417.00
Changs 7, 156.00
Change:
-= Reslorafion (Blackwell House) 32,136.00
- Roof (AVAC) 139,609.00
- Good Shepard Water Cooler (To Equipment) __(2693200)  144,813.00
Landmark
- Tram Machinery 4,000,000.00
Infrastructure
- Bus Shefler A.240.00°
- o 2§5W iy
- Chain Link (Tramiéay) -89,257.00
- Goncipls B8 famiva 66,893.00
- AVAC Syslem”™ 3,067,000.00
- AVAC System for Southtown 514,183.00
- Road Guard Barrlers (Warehouse) 3,825.00 3,725,343.00
7,870,156.00
EXHIBIT 4
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£ xéf' cg /7 f:
THR ROOSEVELT ISLAND OPERATING CORPORATION
(A Component Unit of the State of New York)
Notes to Financial Statements, Cohtinued
{4) Capital Assets
Capital assets for the year ended March 31, 2005 was as follows:
Balance
Balance March 3
April1,2004  Ingreasé  Decrease 2005
Governmental activities:
Capital assets, not being depreciated -
. oenstructnn in‘progress $ . 9,104,763 - - . 5104763
Seaiwall 3,500,000 - - 3,500,000
Buildings 35,767,970 - - 35,767,970
Maghinery and equipment 10,384,537 329,773 - 10,714,310
Lend iripprovements 3,163,036 - - 3,163,036
Infrastructure 2,751,724 - - 2,751,724
Total capital assets being ' : B
depreciated 55,567,267 329,773 - 55,897,040
Seawall @450 @9y - (27399)
Machinery and equipment (7,608,300)  (373,589) - (7,981,889)
Land improvements (2679043)  (151618) - (2,830,661)
Tnfrastructire (106,446) (78,179 - {184;621)
Totzl accunmilated depreciation (35,009,863) _(1,495,020) - (36,504,883)
Total capital assets, being ' .
depreciated, net 20,557,404 (1,165,247) - 19,392,157
Total governmental activities :
capital assets, net $ 29662167 (1,165247) - 28,496,920
1n
EXHIBIT 6
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ROOSEVELT ISLAND

OPERATING Cﬂll’_.
The Roosevelt Island Operating Corporation

RloC
Of the State of New York

ASSET DISPOSAL AND TRANSFER FORM

Section 1 — Request (To be completed by Department Head) For Item Transfer or Disposal

Dept. Date Requested

Asset ID No.: Serial, ID, VIN, or Model No.: Plate No:

Asset Description

Reason for Disposal: ~ Obsolete L) Cannot be Repaired O] Transfer [J To be Replaced U
Condition Rating: Good [ Fair 0 Poor I  Book Value of Asset:

If Transfer Checked: (Internal Transfer between Departments andfor RIOC Locations)

Original Location:
Proposed (Move to) Location:

Department Head Authorization: _Date:

Section 2 — Asset Disposal (to be completed by Contract Manager)
1. Asset transfer is appropriate or practical. Yes No

2. Disposal method

Contract Manager Authorization: Date:

Section 3 — Approvals (Completed by Contracting Officer)
1. Depreciation remaining if asset purchased with Government (State) funds: §

2. Contracting Officer Authorization: ~ Date:
Signature

Section 4 — Disposal (Completed by Contract Manager)

Sold To: Name: Phone Number:

Address:

Amount: Payment terms:

Traded [J Donation (] Transferred O Scrapped U
If Donation is checked make sure the item cennot be reutilized within RIOC, cannot be sold and has no parts
that have value to a RIOC depariment.

Explanation:

Date of Disposal: Approval by Contract Manager
Send Original to the Contract Manager and a Copy to the Comptroller

EXHIBIT 7
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