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CASRedesgn and FMSIntegration Payroll Training

s the Office of the State

Comptroller determines the
direction in which to take the next
generation Central Accounting System
(CAYS), state agencies will continue to
play akey rolein guiding us.

In fiscal year 1999-2000, OSC
partnered with the Center for
Technology in Government (CTG) to
conduct a CAS Stakeholder’s Needs
Analysis. We met with representatives
from 41 state agenciesin 13 workshops
toidentify high-level accounting system
needs for New York State. In general,

the report issued by CTG as aresult of
the analysis concludes that there is a
need for:

e Greater integration of financial
management systems (FMS) in the
State;

e Improved automated workflow
among control and operating agencies
and across financial functions; and

e Improved information and
information accessfor all CASusers.

The insights agencies shared with us
during the needs analysis helped
Continued on page 7

The CAS Project Team: (from the |eft) Trisha Gannon, Heather
Lawson, Pam Stewart, Jay Walsh, Debbie Hilson

Strengthens
Customer
Service

(7 tate agency payroll staff members
D have responded with enthusiasm to
two customer service programsrecently
initiated by the Bureau of State Payroll
Services. Each program is a way for
agency and OSC staff to strengthen their
business relationship while working
towards improving payroll processing.

The monthly Agency Coach Training
brings 10 agency payroll officers to
Albany for two and one-half days of
training and consulting about payroll
processes. The coaches are then asked
to return to their agencies as resources
to their colleagues. Coaches train new
agency staff and answer common
questions where possible. This allows
OSC staff more time to address more
complex and difficult issues.

One of themost popular and productive
segments of the program is the time

spent with OSC auditors and salary
Continued on page 5

Electronic Records Management
Payroll System Upgrade

Employee Raises Processed Efficiently  »

Thislssue

x |nternal Controls =
*» Thank You State Agencies  *

Paper Management  *

Fall Training Conference

OSC Appointments
Federal FirstGov Website

Solutions

June 2001



Audit News B

Electronic Recor ds M anagement Reviews

M anagement Audit’s Technical
l ServicesUnit (TSU) hasrecently
completed a series of Electronic
Records Management Reviews at
various State agencies. The primary
objective of the reviews is to provide
each agency with an independent
assessment of theadequacy of itsoverall
paper and electronic records
management capabilities aswell asthe
adequacy of its capabilities to
authenticate, secure, store, retrieve and
dispose of specific electronic records.
Another objectiveisto complement the
guidance of the State Archives and
Records Administration Unit and the
regulatory initiativesthat the New York
State Officefor Technology ispursuing
for the Electronic Signatures and
Records Act (ESRA).

In addition to ESRA, traditional
transaction-based computer

applications as well as more
technologically advanced systems for
document imaging, e-mail, electronic
benefits transfer, electronic funds
transfer, e-commerce and Internet-
based customer services continue to
proliferate. These systemseither create
new, official records in electronic
format or they replace existing paper
records with digital versions, which
raise new considerations regarding
records retention.

TSU staff completed a total of 18
records management reviews. The
most common deficiencies identified
from these reviews concerned agency-
wide records management policiesand
procedures: four agencies do not have
written policies and procedures and 14
agencies need to update their policies
and proceduresto includeitems specific
to electronic records. Another

What werethey thinking when...?

M any of the problems the Bureau
of State Expendituresfindsinits
audit of transactions are of the garden-
variety type — not major theft or
cheating, rather it'sthe stuff that’s hard
to believe. Why would someone
jeopardize his or her career and
reputation by stealing $3,500 or less?
Yet many of the problems we find fall
into this range.

The good news isthat agency staff can
either stop or quickly find the problems
we uncover if you put in place basic
internal controls as defined in the State
Comptroller’s, Standardsfor Internal
Control In New York State
Government (http://
www.osc.state.ny.us/audits/audits/
control§/standards.htm#stands).

Our staff recently indentified a
purchasing agent who bought office
supplies from a company this same
person owns. While thisisan obvious
conflict of interest, the agent also failed
to deliver the goods ordered. So for
$3,500, this person faces prosecution,
loss of employment and a damaged
reputation. This was discovered on a
match of payroll and vendor files. But
the agency could have detected it if the
purchasing function and the receiving
function were properly segregated. The
finance office should not allow a
transaction to be handled by only one
person.

Duplicate payments plague some
agencies. In one extreme case, we
identified a $14 million duplicate

significant deficiency is that six
agencies do not have written
responsibilities and duties for their
Records Management Officers. In
general, deficiencies were most often
found in respect to overall records
management issues, while capabilities
that apply to specific electronic records
were less prevalent. However, TSU
staff did identify a variety of
improvements that could be made in
regard to specific electronic records,
and alerted agency management of
these opportunities.

If you are interested in obtaining more
information about the electronic
reviews you can contact our TSU
manager, Brian Reilly, at (518) 474-
3271 or e-mail at
breilly@osc.state.ny.us.

payment;
others are
in the
$100,000
range.
The basic
control that prevents duplicate
payments is to assure all of the
supporting documentation is available
before a payment is processed.
Matching a purchase order with the
invoice and receiving report is a basic
control. When the paper work is not
available, staff ought to investigate
further before processing a payment.

We found that one employee used an
American Express travel card to
purchase $8,500 in cigarettes from

Continued on page 6
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Help! I’m drowning in paper !!

@ ften, we hear agency managers
complainthey simply do not have
enough staff to respond to all of the
competing demands placed on the
finance office. We have encouraged
managers to use an assessment process

cartsin the check-out line. A cashier and
two people are bagging the groceries.
After the groceries are totaled up, the
young lady presents a Quick Pay
Voucher to the cashier. The cashier
looks at it and obviously doesn’'t know

Audit News g

simply accept it. The cashier shows it
to the young men bagging groceries.
They shrug their shoulders and go look
for amanager.

Now the Director is a busy guy, as are

to identify, evaluate and
determine how to managerisk
and allocate limited
resources.

Small Dollar Purchases

» 78% of the State'svouchersare under $500.

* 52% are under $100.

* 26% areunder $25.

* There are literally thousands of vouchers
processed each year that are under $1.

* Believeit or not, therewer e 3,321 checkswritten
for payments of lessthan $1.

» American Expressdid a study that estimatesit
costs $67.20 to process an invoice for payment
under the traditional purchasing process, while
it costs $10.53 with a purchasing card.

We have been studying the
purchasing patterns of State
agencies and have concluded
there are great opportunities
to reduce work in most
finance offices and offer staff
amuch easier way to purchase
needed items so they can
carry out the mission of their
organization.

Here's atrue story. The State
Comptroller’s Director of
Audits & State Expenditures
isin abusy grocery store at 7:00 pm.  anything about this piece of paper. The
He gets in the checkout line where a young lady tries to explain it is a
young lady isunloading several grocery  standard practice and the cashier should

Recent Appointmentsat OSC

S tate Comptroller H. Carl McCall has named Diana Jones Ritter as Deputy Comptroller
Dfor Administration. Prior to this appointment, Ms. Ritter had been Assistant Deputy
Comptroller for Management Audit since 1995. Lynn Canton succeeds Ms. Ritter as
Assistant Deputy Comptroller for Management Audit.

Beforejoining the Comptroller’s Office, Ms. Ritter served as Executive Deputy Director of
Public Health in the Department of Health, Associate Commissioner for Administration at
the Office of Mental Retardation and Developmental Disabilities, andin the Division of the
Budget.

Ms. Canton has experiencein the Federal government, as Executive Director of the Federal
Emergency Management Agency (FEMA). Her previouswork in New York Stateincludes
terms as Executive Director of the Division of Minority and Women's Business Development,
as amember of the New York State Board of Parole, and as Deputy Director for Program
Services at the Division for Youth, as well as positions in the Executive Chamber and the
Division of the Budget.

the other people waiting in
line. Nothing is moving! The
young lady is frustrated.
Finally, the manager comes
over and accepts the Quick
Pay Voucher after the young
lady signs a receipt. It took
about 10 minutes for this
event to transpire! Theyoung
lady was a State employee
buying groceries for a group
home.

If we gave her a State-
purchasing card, she could
have made the purchase as
easy as any other person in
linethat night. In addition, we
would get better financial

information from the credit card
company that would enable usto better

Continued on page 8

Lynn Canton
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Payroll Upgrade Project
Proactively Manages Risk

@ ften, as public and private
organizations engage in large-
scale information technology (IT)
projects, risks are not identified early
or addressed adequately. Asthesizeand
complexity of IT projectsincreases, so
does the potential for project failure.

To help mitigate the amount of risk
involved and to ensure early detection
of any problems, some State agencies
have included quality assurance or
independent verification and validation
rolesinto their major projects. In these
roles, an independent consultant
reviews and monitors the primary
contractor’s performance and ensures
that project plans remain on target. A
key requirement istheindependence of
the quality assurance firm from project
implementation responsibilities.

OSC' sPayroll System Upgrade Project
is an example of a project that will
incorporate both of these concepts. This
Project, which will move payroll
processing to a Web-based
environment, is a major undertaking.
Like other large-scale IT projects, it
carries substantial business, technical,
budget, project, and procurement risks.
Quality assurance and independent
verification and validation activities
will make certain that the Project
delivers what is expected, without
disrupting critical business processes.

The Project Team hasissued a Request
for Proposals for a Quality Assurance
(QA) contractor to addressthe primary
issues and risks faced in the upgrade.
Although the Project staff maintains
principal responsibility for these
outcomes, the addition of a QA
contractor will offer enhanced expertise
and an independent perspective.

For the Payroll Upgrade, the QA

consultant will be selected through a
competitive procurement process and
will provide an independent, objective
assessment of the work of the primary
consultant (Integrator/Developer) and
the OSC Project Team. Reporting to
Project Director Daniel Berry and the
Project’s Executive  Steering
Committee, the QA consultant contract
isscheduled to beginintimeto provide
input into the Integrator/Developer
contract and to participate in the
development of Project Team and
Integrator/Developer QA plans and
programs.

“No system has yet offered fail-safe
protection from the many pitfalls
inherent in managing and implementing
large scale IT system initiatives,” said
Berry. “However, with theintroduction
of aqualified, independent third party,
a superior level of confidence and
vigilance is built into all aspects of
project work. The addition of a QA
consultant to the Upgrade Project is a
wise investment for proactively
managing risk and aiding in the
achievement of Project objectives.”

Budget
Adoption
BDE S

When New York’s State budget,

due by April 1, has been adopted

by the Legislature:
2001 - ?
2000- May5
1999 - August 2
1998 - April 14
1997 - August 4
1996 - July 13
1995 - June7
1994 - June 8
1993 - April 5
1992 - April 2
1991 - June4
1990 - May 19
1989 - April 19
1988 - April 20
1987 - April 11
1986 - April 5
1985 - April 5
1984 - March 31*
1983 - March 28*
1982 - May 4
1981 - May 12

* On-time Budget

thanks to your cooperation.

Thank You State Agencies

The Bureau of Accounting Operations would like to thank state agencies
that promptly responded to our request for comments on theimplementation
of the Federal Financial Assistance Management Improvement Act of 1999
(Public Law 106-107). Your assistance was necessary to provide a
comprehensive response on issues affecting New York State. We appreciate
your efforts to submit observations and recommendations to assist Federal
agencieswith streamlining the application, administration and reporting of
Federal financial assistance programs.
transmitted to the Federal Government on March 19, 2001, as required,

New York’s comments were
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Federal Government Web Site Promises Easy Accessto Gover nment
FirstGov.gov is the world wide web information portal for the United States Federal Government.
FirstGov.gov isintended to be your first resource to find any government information on the internet.

Featured Subjects

* FirstGov.gov has a Featured Subjects area where the FirstGov.gov team will highlight interesting and
timely information.

» FirstGov.gov provides extensive information on each of the three branches of the United States Federal
Government: the Executive, the Legislative, and the Judicia branches.

Doing Business with Gover nment
* FirstGov.gov offerslinksto information for citizens, businesses, and governments who transact business
with the Federal government. |
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Payroll Training Strengthens
Customer Service

Continued from page 1

determination staff. Agency coaches get a valuable first-hand look
at their payroll transactions asthey movethrough the audit and review
process. They gain insight into how their accuracy and timeliness
affect payroll results, and they develop a greater appreciation of the
need for collaboration and communication between OSC and
agencies.

The agency Ste Misit program, also amonthly activity, arranges for
staff from OSC and an agency to tour each other’s locations and to
meet about i ssues of common concern. Wherethe coach training has
amore generic procedural focus, the site visitskey in on the specific
characteristics and challenges of the guest agency. OSC auditors
responsible for the agency’s payroll spend time discussing specific
suggestions for improving payroll processing.

Mamie Maxwell, OSC Payroll auditor (far right),
speaks with agency payroll coaches (left to right)
Maureen Rock (Division of the Budget), Elizabeth
Kane (Unified Court System) and Linda Fraim
(Racing and Wagering Board).

“Asaresult of these exchanges, our auditors and agency staff have

devel oped amutual respect and greater appreciation for each other’s
day-to-day stresses and challenges,” said Robin Rabii, Director of
Payroll Services. “Taken together, these two programs are expanding both the breadth and depth of our relationships with
agency payroll offices,” said Rabii. “ They are important new toolsin our efforts to strengthen our customer service.”
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Employee RaisesAre
Processed Efficiently

Successfully using its PeopleSoft-based payroll system,
OSC hasautomatically processed | ncrement, Performance
Advance and Longevity increases for approximately
51,000 eligible employees and Salary increases for
180,000 employees in CSEA, PEF, Management
Confidential and DC-37. All paymentswere programmed
and loaded into the system directly by OSC with minimal
or no work required by the agencies. Longevity Lump
Sum Payments were also paid to approximately 19,500
PEF employees. All of theseraiseswere processed ontime
during the first payroll of employee dligibility.

What were they thinking
when...?

Continued from page 2

convenience stores in a one-month period. Now you' re not
going to stop this transaction, but if you are reviewing the
monthly American Express hills, this abuse will be readily
apparent and detected timely. But skipping the monthly
monitoring can be costly and embarrassing.

If your organization would like more information on good
internal control practices, please call the State Comptroller’s
Office at (518) 402-4104. We can provide you with quality
speakers who will bring the theory and practice of internal
control to life.

OSC Fall Training Conference

September 25 & 26

Roaring Brook
Conference Facilities
Lake George, NY

Cost for Attendees:
$114 per day for
Overnight
Accommodations
Meals

**k*

$38 per day for Day
Attendees

For moreinformation or to register: Call Deb Cardellaat (518) 486-3017 or emall

at dcardella@osc.state.ny.us.
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CASRedesign and FM SiIntegration

Continued from page 1
broaden our perspective from the Central Accounting System to integrated financial management systems for New York
State.

Following up on the CTG report, OSC established a CAS Redesign and FM S Integration Project Team. In April 2001, the
Team completed a draft report of New York State Financial Management Requirements. The draft report identifies twelve
financial functions (included in theillustration bel ow) performed by the State and lists detail ed business requirements within
each function. These requirements will help:

« |ldentify opportunities to improve the State's business processes;

« Determine which financial functions are sufficiently common among state agencies that they may warrant a central
solution rather than separate agency systems; and

 Support the identification, evaluation and selection of technical options that meet central system needs and promote
financial systems integration statewide.

The draft report was distributed to agencies and our strategic partners in the State Legislature, Division of the Budget and
Office for Technology in mid-April for review and comment by May 31. The final report should be available on the
Comptroller’s website, www.osc.state.ny.us, by July 31, 2001.

The detailed requirements documented in the 85 page draft report are areflection of the hard work and expertise of the 103
individuals from control and operating agencies who helped develop it. OSC will continue to invite their participation, and
develop aconstructive relationship with our strategic partners aswework together to integrate financial management systems
in New York State.

STATE OF NEW YORK
FINANCIAL MANAGEMENT FUNCTIONS

VII. Project IX. Receipt
Procur ement V. Inventory Accounting Management
: M anagement .
L [RUETEEITE I11. Accounts " Billing
Il. Contract ' V1. Capital Assets VIII. Grant * Accounts
Payable :
Management e Manage- Receivable
IV. Travel )
ment * Cash receipts

Payment

X. BUDGET MANAGEMENT

v v 5 v

X|1. GENERAL LEDGER MANAGEMENT

v v v v

X11. REPORTING AND INFORMATION ACCESS

Note: This chart is a draft. It excludes Human Resource and Payroll functions that are supported by NYSTEP and PaySR systems,
respectively.
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Help! I’'m drowning in paper and !!

Continued from page 3
audit and monitor the purchases occurring.

Unfortunately, the State is drowning in paper because too many managers are
reluctant to revamp their control systems and embrace a new and better way of
doing business. For the period April 2000 to February 2001, we processed 4.4
million payment transactions. Here's what we know. Twenty six percent of those
transactions were under $25. Thisrepresents .0059 percent of the dollars expended
by the State. We also know that 3,321 transactions were under $1.

In 1999, an agency actually processed, in one day, 509 vouchers totaling $265.26.
Four checks were for 4 cents. The highest check was for $2.28. These particular
transactions could not be processed on a purchasing card, however, if the agency
worked with us, we could have come up with a much more reasonable and cost-
effective method than processing 509 separate transactions. A recent study estimated
that it costs about $67 to process a voucher under atraditional purchasing process.
So it cost taxpayers more than $34,000 to process $265 in checks.

The State Comptroller’s Officeis encouraging every agency to beginto revampits
internal control systems and enable certain staff to begin using a purchasing card.
We are also encouraging agencies to consider the cost effectiveness of processing
small dollar vouchers. OSC staff are ready and willing to work with state agencies
to develop more reasonable and less costly ways to deal with small purchases.

You can call these peopleto get started with the purchasing card:
American Express
http://www.ameri canexpress.com/atwork

Kevin J. Williams— New York State Account Manager
860-228-6705
Kevin.JWilliams@aexp.com

Kathy Peirce - Customer Service Representative
914-833-0240
kathy.peirce@aexp.com

Office of Genera Services
http://www.ogs.state.ny.us/purchase/default.asp

Linda Decker
518-474-5999
Linda.Decker@ogs.state.ny.us

Office of the State Comptroller
http://www.osc.state.ny.us/agencies/index.htm

Linda Stewart
518-402-4368
[stewart@osc.state.ny.us.
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