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LETTER OF TRANSMITTAL 
 
 
          
         June 30, 2014 
 
Hon. Joseph Sawicki, Jr. 
Suffolk County Comptroller 
Suffolk County Department of Audit and Control 
H. Lee Dennison Executive Office Building 
P.O. Box 6100 
100 Veterans Memorial Highway 
Hauppauge, NY 11788-0099 
 
Dear Mr. Sawicki: 
 
 In accordance with the authority vested in the County Comptroller by the Suffolk 
County Charter (Article V), a performance audit was conducted of the Suffolk County 
Department of Consumer Affairs (the “Department”) located at the North County 
Complex, Building 340, Hauppauge, New York 11788.  
  
 The audit objectives were as follows: 
 

• To document, test and evaluate the Department’s internal controls relating 
to the processing and recording of receipts and disbursements for the 
Department’s Restitution Fund and all other revenues and disbursements. 

 
• To determine if the Restitution Fund’s Statement of Receipts, 

Disbursements and Changes in Fund Balance is free of material 
misstatement and reconciles with the Fund Balance indicated by the Office 
of the Suffolk County Treasurer. 

 
• To determine whether the Department has complied with all applicable laws 

and regulations relating to the operation of the Restitution Fund and for all 
other revenues generated by the Department. 

 
 
 An audit includes examining, on a test basis, evidence supporting the transactions 
recorded in accounting and operating records and applying such other auditing procedures 
as we consider necessary in the circumstances.  Our audit consisted primarily of reviewing 
policies and procedures, interviewing personnel and examining records to evaluate internal 
controls and to provide a reasonable assurance that adequate safeguards are in place to 
protect assets.   
 
We believe our audit provides a reasonable basis for the findings and recommendations 
contained herein. 
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 We note that our audit of the Department of Consumer Affairs took place prior to 
the consolidation of the Department of Consumer Affairs and the Department of Labor into 
a newly created Department of Labor, Licensing and Consumer Affairs, pursuant to 
Legislative Resolution No. 962-2012 dated November 20, 2012.  Many of the audit 
findings contained herein have been resolved by the newly created Department as a result 
of this consolidation. 
 
 
 
 
 
        Respectfully, 
 
 
 
        Frank A. Bayer, CPA 
        Executive Director of 
        Auditing Services  
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SUMMARY OF AUDIT FINDINGS 
 
 

INTERNAL CONTROL 
 
• The physical safeguards that exist over assets susceptible to misappropriation, 

specifically cash, (prior audit finding, Report No. 2002-19) (p. 8) were inadequate. 
 
• The Department does not have an Accounting Policies and Procedures Manual (prior 

audit finding, Report No. 2002-19) (p. 8).  
 
• The Department does not maintain a separate listing of mail receipts (prior audit 

finding, Report No. 2002-19) (p. 9.). 
 
• Revenues collected for contractor payments made by credit card were recorded twice 

on the County’s Integrated Financial Management System (IFMS) and disbursed twice 
by the Department to the County Treasurer’s Office (p. 9).  

 
• Deposits of $4,450 reported in the County’s IFMS for the 2009 period were not 

recorded in the Department’s internal records of the Restitution Fund (p. 10). 
 
• Departmental records do not contain sufficient documentation evidencing that a 

settlement offer was approved by a former Commissioner and communicated in writing 
to a contractor (p. 11). 

 
• Testing of 30 disbursements documented in the Department’s Restitution Fund case 

files revealed two instances in which the consumer application forms are missing the 
signature of the Departmental Inspector to whom the case was assigned (p. 11). 

 
• The Department reported disbursements from the Restitution Fund bank account for 

the 2009 period that are $2,300 greater than the disbursements reported by the County 
Treasurer’s Office resulting from the Department’s failure to document and reconcile a 
disbursement cancellation initiated by the Treasurer’s Office (p. 12). 

 
• As a result of multiple errors in the recording of transactions, the Department’s 2009 

and 2010 reported fund balance for the Restitution Fund is overstated by approximately 
$51,000 (p. 12). 
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COMPLIANCE 
 

Our audit procedures revealed the following instances of non-compliance with Suffolk 
County Operating Procedures (“SOPs”) and New York State Weights and Measures 
Laws: 

 
• The Department is not in compliance with Suffolk County SOP No. D-08 requiring the 

submission of monthly bank account reconciliations with SCIN 212 (Departmental 
Financial Account Reporting Form) to the Suffolk County Treasurer’s Office (p. 13). 

 
• The Department is not inspecting pharmacy scales with the frequency required by New 

York State Weights and Measures Law. (p. 14). 
 

• Four fines issued by the Department pursuant to Suffolk County Law, Chapter 313, 
Section 18(A) were levied for an incorrect amount (p. 14). 
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GENERAL INFORMATION 
 

 Pursuant to Legislative Resolution No. 962-2012 dated November 20, 2012, the 

Suffolk County Legislature consolidated the Departmental functions of the Department of 

Labor and the Department of Consumer Affairs within a newly created Department of 

Labor, Licensing and Consumer Affairs.  This Department is managed by a Commissioner 

who is appointed by the County Executive subject to approval of the County Legislature. 

 Three bureaus have been established to accomplish the Department’s mission of 

consumer protection; Consumer Complaints, Licensing and Enforcement, and Weights and 

Measures.  Revenue is generated through licensing fees imposed on all home improvement 

contractors and other contractors (such as electricians, plumbers, etc.) licensed by the 

Department to conduct business in Suffolk County pursuant to the requirements of the 

Suffolk County Code, Chapter 345.  Additional revenue is generated through the 

imposition of fines and penalties upon licensed businesses that are not in compliance with 

County regulations specific to the business’s trade. 

 Local Law No. 2-1999 created a Restitution Fund in order to provide monetary 

restitution up to $5,000 for consumers who are unable to collect judgments obtained 

against licensed home improvement contractors.  The Restitution Fund is supported 

through an initial fee of $100 from all home improvement contractors applying for a 

license and those licensees renewing their license term for the first time after enactment of 

the Local Law.  Qualified consumers may file for restitution after all other avenues to 

collect from the contractor have been exhausted; however the maximum amount that can 

be collected is $5,000. During our audit of the January 1, 2009 through December 31, 2010 

period, the Department recorded approximately $9,456,000 in total revenues. 
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SCOPE AND METHODOLOGY 

To accomplish the objectives as stated in the Letter of Transmittal (p. 1), we 

performed the following work: 

• Interviewed Department personnel responsible for the receipt, processing, 
recording and reconciling of revenues including the timely remittance of 
revenues to the County Treasurer. 

 
• Obtained and analyzed the Budget Review Office’s comments regarding the 

2009 and 2010 Recommended Operating Budget for the Department to 
determine if there are any concerns applicable to the audit. 

 
• Documented the current status of recommendations reflected in a prior audit 

report (Report 2002-19 dated September 2, 2002) with respect to internal control 
and compliance findings.  

 
• Determined and documented the procedures employed by the Department 

regarding the receipt, recording and depositing of revenues and the extent to 
which computer systems are used to record and process this information.  

 
• Applied auditing procedures on a test basis to 50 transactions. Our procedures 

included, but were not limited to: 
 

•• Verifying that fee amounts noted on receipts represented the correct fee for 
the type of transaction being processed. 

   
•• Tracing and agreeing the receipt number, customer name, date and fee amount 

to the receipt contained in the contractor / vendor file maintained by the 
Department. 

 
••  Tracing and agreeing the selected day’s receipts to a validated copy of a bank 

deposit slip and the monthly bank statement. 
 

•• Verifying that the date and amount is shown on the Department’s Deposit 
Register for the appropriate period and agrees to the Department’s semi-
monthly Treasurer’s Report. 

 
••  Confirming that revenue was entered into the County’s IFMS through the 

examination of Crystal reports and cancelled checks to ensure that the 
amount and date agrees with these extracts. 

 
••  Utilizing computer software to detect “gaps” and “voids” in the Department’s 

receipting system and investigate any findings.  
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• Reconciled the actual revenue received for the Restitution Fund per the 
 Department’s Statement of Receipts, Disbursements and Changes in Fund 
 Balance to the revenue reflected on the County’s IFMS for the 2009 and 2010 
 periods. 
 
• Selected 30 transactions for testing to determine if cash disbursements from the 
 Restitution Fund are accurate, properly recorded and in compliance with all 
 applicable laws and regulations.  
 
• Reconciled the reported Restitution Fund balance to the bank statements 
 maintained by the Suffolk County Treasurer’s Office. 
  
• Determined the New York State statutory rates for all fees, fines and penalties 
 and applicable laws governing the frequency of inspections with which the 
 Department must comply, and documented the Department’s compliance with 
 these regulations.  
 
• Determined the Department’s compliance with the Suffolk County Code and 
 applicable provisions governing the Department’s operations. 
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DETAILED RESULTS OF AUDIT 

 

INTERNAL CONTROL 

The physical safeguards that exist over assets susceptible to misappropriation, 

specifically cash, were inadequate.  In response to this prior audit finding (Report No. 

2002-19), the Department indicated that cash and checks are secured in a locked drawer 

during the work day. However, the Department’s current revenue collection procedures do 

not indicate that this particular procedure is followed. We observed that cash received by 

the Bureau of Weights and Measures remains on an Account Clerk’s desk until the cash is 

included with the batches prepared at the close of the business day. 

Recommendation 1 

In order to properly safeguard assets and reduce the risk of defalcation, cash should 

be locked in a drawer during the day until such time as it is needed for the batching 

process.  Cash held overnight should be locked in the Department’s safe. 

____________________ 

 

 The Department does not have an Accounting Policies and Procedures 

Manual.  Although the Department indicated in its response to this prior audit finding that 

a policies and procedures manual exists, is reviewed quarterly and updated as necessary the 

current Acting Commissioner indicated that no such policy and procedures manual exists.  

Recommendation 2 

 The creation of formalized policies and procedures decreases the potential for 

mistakes to occur in the handling, recording and reporting of transactions due to improper 

training and/or inadequate segregation of duties. The Department has indicated that the 
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creation of a Policies and Procedures Manual will be addressed by a recently hired 

Accountant. 

__________________ 
 

The Department does not maintain a separate listing of mail receipts. Our 

documentation of the Department’s current revenue procedures revealed that no separate 

listing of mail receipts is maintained.  The Department has been testing various scanners 

that would capture pertinent check information that can be used as a mail log for 

comparison to receipt records; however the Department has not found an acceptable 

scanning system as of this report. 

 

Recommendation 3 

The Department should continue its efforts to locate and integrate a scanning 

system to capture information for use as a mail log. 

__________________ 
 

Revenues collected for contractor payments made by credit card were 

recorded twice on the County’s Integrated Financial Management System (IFMS) 

and disbursed twice by the Department to the Suffolk County Treasurer’s Office.  

The Department began accepting payments via credit card in August 2010. Based upon an 

examination of the credit card transactions processed during the August through December 

2010 period, revenue of $22,530 was collected although $45,060 was recorded. Our audit 

determined that double recording of revenue resulted from the Department’s posting of a 

daily IFMS cash receipt for the credit card transactions processed during the day, as well as 

an additional posting of this same revenue when bi-weekly revenues were transmitted to 



- 10 - 
 
 

the Treasurer’s Office. The double payment of revenue to the Treasurer’s Office resulted 

from the direct deposit of credit card revenue to the bank account maintained by the 

Treasurer’s Office by a third party vendor which serves as a central processor for the 

various credit card transactions, in addition to the Department’s inclusion of this same 

amount on the bi-weekly check remitted to the Treasurer’s Office for revenue received 

during the prior two-week period. 

Recommendation 4 

The Department should reduce its current book balance by $22,530 to compensate 

for the double recording of credit card revenues.  In addition, the Department should make 

arrangements with the Office of the County Treasurer for reimbursement of $22,530 in 

credit card revenue that was remitted twice to the Treasurer’s Office and for an adjustment 

to the revenue reflected on the County’s IFMS.  Since this condition continued to exist 

during the 2011 year until such time as Audit and Control discovered these errors, the 

Department should quantify this condition for the 2011 year and effect the necessary 

corrections. 

__________________ 

 

 Deposits of $4,450 reported in the County’s IFMS for the 2009 period were not 

recorded in the Department’s internal records of the Restitution Fund.  This 

discrepancy was disclosed as a result of auditing procedures employed to reconcile the 

Department’s internal records for the Restitution Fund to the Treasurer’s Office records of 

receipts and disbursements.  The Department had no explanation for the discrepancy. 
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Recommendation 5 

 We recommend that the Department perform a monthly reconciliation of the 

revenues reported in the County’s IFMS to the revenues recorded in the Department’s 

internal records.  A reconciliation performed on a monthly basis will afford the Department 

the timely detection of discrepancies as well as the ability to reconcile discrepancies and 

remain current with the revenue recorded in the County’s IFMS. 

__________________ 

 

 Departmental records do not contain sufficient documentation evidencing that 

a settlement offer was approved by a former Commissioner and communicated in 

writing to a contractor.  A review of the Department’s records reflects that the violations 

paid by a contractor in July 2009 in settlement of a $3,850 assessed civil penalty totaled 

$1,000.  Although the current Acting Commissioner indicated that a Commissioner does 

have the authority to offer a reduced settlement to a contractor, an explanatory letter should 

be sent to the contractor advising of the settlement and the Department should retain copies 

of this documentation as evidentiary support of the settlement. 

 Recommendation 6 

 The Department should ensure that all documentation in support of a monetary 

settlement relating to the satisfaction of contractor violations is contained in the 

Department’s records. 

__________________ 
 

 Testing of 30 disbursements documented in the Department’s Restitution 

Fund case files revealed two instances in which the  consumer application forms are 

missing the signature of the Departmental Inspector to whom the case was assigned.  
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A consumer’s application for reimbursement from the Restitution Fund requires the 

signature of both the Departmental Investigator assigned to the case and the Commissioner 

of Consumer Affairs. 

 Recommendation 7 

 The Department should ensure that documentation required for the disbursement of 

Restitution funds is received and properly completed.  

____________________ 
 

 The Department reported disbursements from the Restitution Fund bank 

account for the 2009 period that are $2,300 greater than the disbursements reported 

by the County Treasurer’s Office resulting from the Department’s failure to 

document and reconcile a disbursement cancellation initiated by the Treasurer’s 

Office.  Audit procedures applied to Restitution Fund disbursements revealed that the 

Treasurer’s Office cancelled a disbursement for which the Department failed to document 

and reconcile in its records. 

 Recommendation 8 

 The Department should perform monthly reconciliations of Restitution Fund 

disbursements documented in its transaction records to those recorded by the Office of the 

Suffolk County Treasurer to ensure that accurate disbursement balances are maintained 

and carried forward to the following monthly period. 

____________________ 
 

 As a result of multiple errors in the recording of transactions, the 

Department’s 2009 and 2010 reported fund balance for the Restitution Fund is 

overstated by approximately $51,000.  This reported net overstatement is due primarily 
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to the Department’s failure to record two deposit transactions and mathematical formula 

errors used to calculate the Fund’s remaining balance, as well as misinterpreting a 2008 

year end balance sheet adjustment as an increase to revenue.  The 2008 year-end 

adjustments represent automatic balance sheet closing entries that are performed at the end 

of each year for every County Department by Audit and Control in order to bring the prior 

year’s balance forward to the new accounting year.  It appears the Department interpreted 

this entry on the County’s IFMS as an increase to revenue and carried this error through to 

the 2010 period. 

 Recommendation 9 

 On a monthly basis, the Department should reconcile its Restitution Fund balance 

to the Treasurer’s Office Restitution Fund bank statement to ensure completeness and 

accuracy. 

___________________ 
 

COMPLIANCE 

 The Department is not in compliance with Suffolk County SOP No. D-08 

requiring the submission of monthly bank account reconciliations with SCIN 212 

(Departmental Financial Account Reporting Form) to the Suffolk County 

Treasurer’s Office.  Suffolk County SOP No. D-08 requires that a copy of each bank 

account reconciliation, approved by a supervisory employee, be submitted to the County 

Treasurer’s Office.  Our audit revealed that the Department is approximately one year in 

arrears in submitting these bank reconciliations.  In addition, the Department is 

approximately one year in arrears with respect to submitting the Suffolk County SCIN 212 
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to the Treasurer’s Office on a monthly basis, together with a copy of the most recent bank 

statement. 

 Recommendation 10 

 The Department should comply with Suffolk County Standard Operating Procedure 

No. D-08 and perform the required bank account reconciliations within 30 days of 

receiving the account statement from the bank and submit the reconciliation and 

accompanying documentation together with the Suffolk County SCIN 212 form. 

______________________ 
 

 The Department is not inspecting pharmacy scales with the frequency 

required by New York State Weights and Measures Law.  Article 16 of this legislation 

requires an inspection no less than once every two years.  During discussions conducted 

with the Acting Commissioner, it was indicated that the Department is in compliance with 

the inspection frequencies for all devices with the exception of pharmacy scales. 

 Recommendation 11 

 Although projected revenues, exclusive of applicable fines, generated from these 

inspections would total approximately $9,000 (approx. 450 devices @ $20 per inspection), 

the Department should ensure that pharmacy scales are inspected within the required 

frequency mandated by New York State Weights and Measures Law.  

______________________ 
 

 Four fines issued by the Department pursuant to Suffolk County Law, 

Chapter 313, Section 18(A) were levied for an incorrect amount.  A review of the 

Department’s 2010 Annual Report to the NYS Department of Agriculture and Markets 
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revealed that four violations of either $100 or $200 levied against violators should have 

been a minimum of $250 as required by County law. 

 

 Recommendation 12 

 Although the total difference between the amounts levied and the amounts required 

by County law was not considered material, the Department should ensure that all fines are 

levied in accordance with County Law.  We recommend that the Department prepare a 

schedule reflecting the inspection type and associated fines required by County Law to 

ensure compliance with the law and the uniform application of these fines by all 

Inspectors. 

__________________ 
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 We wish to extend our appreciation to the Acting Commissioner and staff of the 

former Suffolk County Department of Consumer Affairs for their cooperation and 

courtesies extended to us during the conduct of this audit. 

____________________ 

 

 This report is intended solely for the information and use of the Suffolk County 

Department of Labor, Licensing and Consumer Affairs and responsible Suffolk County 

officials and is not intended to be used by anyone other than these specified parties. 
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