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State of New York
Offi ce of the State Comptroller

Division of Local Government
and School Accountability
 
July 2014

Dear Library Offi cials:

A top priority of the Offi ce of the State Comptroller is to help local government offi cials manage 
government resources effi ciently and effectively and, by so doing, provide accountability for tax 
dollars spent to support government operations. The Comptroller oversees the fi scal affairs of local 
governments statewide, as well as compliance with relevant statutes and observance of good business 
practices. This fi scal oversight is accomplished, in part, through our audits, which identify opportunities 
for improving operations and Board governance. Audits also can identify strategies to reduce costs and 
to strengthen controls intended to safeguard local government assets.

Following is a report of our audit of the Elmont Public Library, entitled Board Oversight and Professional 
Services. This audit was conducted pursuant to Article V, Section 1 of the State Constitution and the 
State Comptroller’s authority as set forth in Article 3 of the General Municipal Law.

This audit’s results and recommendations are resources for local government offi cials to use in 
effectively managing operations and in meeting the expectations of their constituents. If you have 
questions about this report, please feel free to contact the local regional offi ce for your county, as listed 
at the end of this report.

Respectfully submitted,

Offi ce of the State Comptroller
Division of Local Government
and School Accountability

State of New York
Offi ce of the State Comptroller
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Offi ce of the State Comptroller
State of New York

EXECUTIVE SUMMARY

The Elmont Public Library (Library) is located in the Town of Hempstead in Nassau County. The 
Library is a school district public library that received its charter from the New York State (NYS) 
Board of Regents and is overseen by the NYS Education Department.

The Library is governed by a seven-member Board of Trustees (Board), each of whom is elected by 
the Elmont Union Free School District voters. Library offi cers include the Board President, Board 
Vice President, Library Director (Director), Board Secretary, and Board Treasurer. The Director is 
responsible for day-to-day Library operations and is appointed by the Board. For the 2012-13 fi scal 
year, the Library’s budgeted appropriations totaled $3,240,092.

Scope and Objective

The objective of our audit was to determine if the Board provided adequate oversight of the Library’s 
fi nancial operations during the period July 1, 2011 through April 30, 2013. Our audit addressed the 
following related questions:

• Does the Board adequately audit and approve claims and have proper controls over the 
administrative checking account?

• Has the Board established an appropriate Treasurer function?

• Did the Board require solicitation of competition when procuring professional services?

Audit Results

The Board does not audit and approve claims before they are paid from the administrative checking 
account (ACA). Furthermore, the Board authorized the Library Director and an administrative assistant 
to manage this account, sign checks and pay vendors before submitting claims to the Board for audit 
and approval. The Treasurer does not have access to or custody of the funds maintained in the ACA. 
The Library Director and administrative secretary issued 521 checks totaling $153,290 from the ACA 
during our audit period. According to the Board’s own policy, none of these transactions were required 
to be audited by the Board before payment. In addition, we found that the Board does not closely 
monitor the ACA activity. For instance, the Board did not take any action when cash balances in this 
account ranged between $17,980 and $34,389 – nearly 10 times more than the $3,500 authorized limit 
during our audit period.
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Also, the Board inappropriately delegated the Treasurer’s functions to an independent contractor. The 
Board appointed an independent contractor as the Treasurer, who did not take an oath of offi ce and is 
being paid through a claim voucher rather than through the payroll system. Because the Treasurer is 
responsible for the care and custody of Library funds, the Board cannot delegate these functions to an 
independent contractor. In addition, without having taken an oath of offi ce, the Treasurer does not have 
the authority to sign checks on the behalf of the Library.

Finally, the Board did not require the solicitation of competition at reasonable intervals when 
procuring professional services. The Library’s procurement policy requires the use of a request for 
proposal (RFP) process only when the services or the individual who had been providing the service 
had changed, rather than requiring Library offi cials to solicit competition at reasonable intervals. We 
found that the Board had retained six professional service providers for approximately 10 to 30 years 
without periodically seeking competition. For example, the Library has contracted with a management 
consultant since 1981 without seeking competition for these services. Because the Library paid this 
consultant a signifi cant amount ($203,939) during our audit period, this increases the need for the 
Library to periodically solicit competition to ensure that it is receiving the best value for the price paid.

Comments of Library Offi cials

The results of our audit and recommendations have been discussed with Library offi cials and their 
comments, which appear in Appendix A, have been considered in preparing this report. Except as 
specifi ed in Appendix A, Library offi cials generally agreed with our recommendations and indicated 
they planned to take corrective action. Appendix B includes our comments on issues raised in the 
Library’s response letter.
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Background

Introduction

Objective

Scope and
Methodology

The Elmont Public Library (Library) is located in the Town of 
Hempstead in Nassau County. The Library is a school district public 
library that received its charter from the New York State (NYS) Board 
of Regents and is overseen by the NYS Education Department.

The Library is governed by a seven-member Board of Trustees 
(Board), each of whom is elected by the Elmont Union Free School 
District voters. Library offi cers include the Board President, Board 
Vice President, Library Director (Director), Board Secretary and 
Board Treasurer. The Director is responsible for day-to-day Library 
operations and is appointed by the Board.

During our fi eldwork, the Director position was fi lled on an interim 
basis by the Librarian in Charge. The Library Treasurer (Treasurer) 
is responsible for receiving, disbursing, and maintaining custody 
of Library moneys, maintaining accurate and complete accounting 
records and providing the Board with required periodic fi nancial 
reports. For the 2012-13 fi scal year, the Library’s budgeted 
appropriations totaled $3,240,092.

The objective of our audit was to determine if the Board provided 
adequate oversight of the Library’s fi nancial operations. Our audit 
addressed the following related questions:

• Does the Board adequately audit and approve claims and have 
proper controls over the administrative checking account?

• Has the Board established an appropriate Treasurer function?

• Did the Board require solicitation of competition when 
procuring professional services? 

We examined the Board’s oversight over claims auditing, monitoring 
of the administrative checking account’s activities, monitoring of 
the Library Treasurer function, and its procedures for selecting 
professional service providers during the period July 1, 2011 through 
April 30, 2013.

We conducted our audit in accordance with generally accepted 
government auditing standards (GAGAS). More information on 
such standards and the methodology used in performing this audit is 
included in Appendix C of this report.
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Comments of
Library Offi cials and
Corrective Action

The results of our audit and recommendations have been discussed 
with Library offi cials and their comments, which appear in 
Appendix A, have been considered in preparing this report. Except 
as specifi ed in Appendix A, Library offi cials generally agreed with 
our recommendations and indicated they planned to take corrective 
action. Appendix B includes our comments on issues raised in the 
Library’s response letter.

The Board has the responsibility to initiate corrective action. A 
written corrective action plan (CAP) that addresses the fi ndings and 
recommendations in this report should be prepared and forwarded 
to our offi ce within 90 days, pursuant to Section 35 of the General 
Municipal Law. For more information on preparing and fi ling your 
CAP, please refer to our brochure, Responding to an OSC Audit 
Report, which you received with the draft audit report. We encourage 
the Board to make this plan available for public review in the Business 
Offi ce.
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Board Oversight

Education Law requires the Board to audit and approve all claims 
against the Library prior to directing the Treasurer to pay them. The 
Board may, by resolution, authorize payment in advance of audit for 
claims related to public utility services (electric, gas, water, sewer, 
and telephone), postage, freight, and express charges. However, 
claims for such prepayments must be presented at the next regular 
Board meeting for audit. Also, the Treasurer is the custodian of all 
Library funds and is required to sign all Library disbursement checks. 
The Treasurer’s duties carry with them a high degree of public trust 
and, therefore, in the absence of express statutory authority, those 
functions may not be delegated to an independent contractor.

The Board does not audit and approve claims before they are paid 
from the administrative checking account (ACA). Furthermore, 
the Board authorized the Library Director and an administrative 
assistant to manage this account, sign checks and pay vendors 
before submitting claims to the Board for audit and approval. The 
Treasurer does not have access to or custody of the funds maintained 
in the ACA. Without a proper audit and approval of Library claims 
by the Board prior to payment, the Board cannot be assured that all 
payments are for legitimate Library purposes or that taxpayer dollars 
are being disbursed in the most prudent and economical manner. 
In addition, the Board appointed an independent contractor as the 
Treasurer, who did not take an oath of offi ce and is being paid through 
a claim voucher rather than through the payroll system. Because the 
Treasurer is responsible for the care and custody of Library funds, the 
Board cannot delegate these functions to an independent contractor.

The Board has sole authority over the expenditure of Library funds. 
Therefore, the Board must adopt a policy and procedures to ensure 
that all claims are audited and approved by the Board before the 
Treasurer can pay them. Although some claims for items such as 
petty cash, recurring utilities or subscriptions may be paid prior to 
audit, these claims must be presented to the Board for audit at the 
next Board meeting. The Treasurer should have custody of all Library 
funds and should sign all Library checks.

The Library’s policy requires a monthly warrant (list of claims) to be 
submitted to the Board for audit and approval before the Treasurer 
pays the related claims. The policy also allows the Treasurer to pay 
certain claims before the Board audits and approves them. However, 
these claims must be included in the warrant that is submitted to the 
Board for the following month. The policy also requires the Treasurer 

Claims Audit
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and either the Board President or Vice President to sign all non-
payroll checks.

The Board also adopted a policy that established the ACA and 
authorized the Library Director to write checks from this account 
to purchase furniture, equipment and supplies, with a total purchase 
price of up to $1,000 per item, without prior audit and approval by 
the Board. The policy limits the balance in the account to $3,500 and 
allows only the Library Director or the administrative secretary to 
sign checks written against this account.

The ACA policy contradicts the Library’s policy and good business 
practices by restricting the Treasurer’s access to all Library funds, 
allowing claims1 to be paid before they are audited and approved by 
the Board, and allowing individuals2 other than the Treasurer to sign 
Library checks. In addition, we found that the Board does not closely 
monitor the ACA activity. For instance, the Board did not take any 
action when cash balances in this account ranged between $17,980 
and $34,389 – nearly 10 times more than the $3,500 authorized limit 
– from July 1, 2011 through April 30, 2013.

The Library Director and administrative secretary issued 521 checks 
totaling $153,290 from the ACA during our audit period. We reviewed 
66 of these payments, representing 105 purchases totaling $49,637,3  
to determine whether the purchases were for furniture, equipment or 
supplies, as was intended by the ACA policy. Although all purchases 
appeared to be for legitimate Library purposes, only 26 totaling 
$5,637 were for purchases of furniture, equipment or supplies as 
prescribed by the ACA policy. The remaining 79 totaling $44,319 
included purchases of services such as piano tuning, theater lighting, 
legal services, one-day performance contracts for Library-sponsored 
programs, and payments for unemployment insurance, conference 
fees, travel expenses, museum and other membership fees, and lost 
book fees. In addition, 11 of the 105 purchases totaling $28,382 were 
in excess of the $1,000 limit set by the ACA policy.

Except for fi ve purchases totaling $13,156, which were for 
expenditures that can be paid in advance of audit, all of the other 
100 purchases totaling $36,481 should have been handled through the 
normal claims audit process and audited and approved by the Board 
before they were paid by the Treasurer. Furthermore, none of the 66 

1 Claims that are not listed as approved claims to be paid before audit, according 
to the Library’s policy

2 The Library Director and administrative secretary signed the checks. According 
to the Library’s claims audit policy, the Treasurer and either the Board President 
or Vice President must sign all non-payroll checks.

3 Refer to Appendix B for further information on our sample selection.
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checks were signed by the Treasurer, as required by the Library’s 
policy. Instead, they were all signed by the Administrative secretary.

We found no special circumstances or urgency to justify the processing 
and payment of these claims before they were audited and approved 
by the Board. They should have been processed in the same manner 
as other Library claims, audited and approved by the Board and paid 
from the Library’s regular checking account.

Without a proper audit and approval of Library claims by the Board 
prior to payment, the Board cannot be assured that all payments are 
for legitimate Library purposes or that taxpayer dollars are being 
disbursed in the most prudent and economical manner. Furthermore, 
an environment in which checks are not signed by the Treasurer 
increases the risk that unauthorized or improper payments occur and 
remain undetected.

The duties of a local government chief fi nancial offi cer/treasurer, 
including the custody and disbursement of public funds, carry with 
them a high degree of public trust and, therefore, in the absence of 
express statutory authority, these functions may not be delegated 
to an independent contractor. Consequently, the Library may not 
contract with a private party to perform the functions that involve 
the custody and disbursement of public funds. New York State Public 
Offi cers Law requires every public offi cer to take and fi le an oath or 
affi rmation prior to the discharge of any of their offi cial duties.

The Board annually appoints an individual as an independent contractor 
to the position of Treasurer at its annual reorganization meeting. At 
the 2012 reorganization meeting, the Board reappointed the Treasurer 
for the 2012-13 fi scal year at an annual fee of $2,980. Library offi cials 
told us that the Treasurer is appointed as an independent contractor. 
We also found that the Treasurer does not take an oath of offi ce, which 
is a requirement for holding public offi ce, and is not compensated 
through the payroll as are other Library offi cers and employees.4 

Because the Treasurer is responsible for the care and custody of 
Library funds, the Board cannot delegate these functions to an 
independent contractor. In addition, without having taken an oath of 
offi ce, the Treasurer does not have the authority to sign checks on 
behalf of the Library.

1. Except as otherwise provided by law, the Board should audit and 
approve all claims prior to payment.

Treasurer as Independent 
Contractor

Recommendations

4 The Treasurer submits a claim voucher to the Library for payment of his services.
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2. The Board should ensure that all Library funds are in the custody 
of the Treasurer and that the Treasurer signs all disbursement 
checks, after audit and approval of the claims by the Board.

3. The Board should ensure that the Treasurer meets all the 
requirements of a Library offi cer, including fi ling an oath of offi ce, 
being compensated through the payroll and having appropriate 
payroll deductions withheld.
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Professional Services

General Municipal Law requires the Board to adopt written policies 
and procedures for the procurement of goods and services that are 
not subject to competitive bidding, such as professional services, to 
ensure that the Library obtains these services from qualifi ed providers 
at the most economical cost. Generally, there are no set rules 
regarding the frequency of initiating competition for professional 
services. However, the Library’s procurement policy should address 
this matter and require competition at reasonable intervals. While not 
legally required, using a competitive method, such as a request for 
proposal (RFP) process, would help ensure that the Library obtains 
qualifi ed services at reasonable prices and in the best interests of the 
taxpayers.

The Library’s procurement policy addresses the methods that Library 
offi cials must use when selecting professional service providers and 
requires the Board to review the Library’s need for issuing RFPs on an 
annual basis. However, the policy requires the use of an RFP process 
only when the services or the individual who had been providing the 
service had changed, rather than requiring competition to be solicited 
at reasonable intervals.

During our audit period, the Library paid a total of $294,142 to six 
professional service providers: three legal fi rms, two accounting 
fi rms and a management consultant. We reviewed 10 claims5 paid 
to these providers totaling $38,062 and found that the Board had 
retained these professional service providers for approximately 10 to 
30 years without periodically seeking competition. For example, the 
Library has contracted with the management consultant since 1981 
without seeking competition for these services. Because the Library 
paid this consultant a signifi cant amount ($203,939) during our audit 
period, this increases the need for the Library to periodically solicit 
competition to ensure that it is receiving the best value for the price 
paid.

The Board also contracted with one of the three law fi rms since 1999 
and one of the two accounting fi rms since 1991 without periodically 
soliciting competition.6 Library offi cials used an RFP process to 
procure the legal services of one legal fi rm only after the original 
fi rm that had been providing these services resigned at the end of the 
2010-11 fi scal year.

5 Refer to Appendix B for further information on our sample selection.
6 The Library paid $24,052 to these two professional service providers during our 

audit period.
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Also, Library offi cials procured additional legal services in June 2007 
without soliciting competitive proposals. Because the Library did not 
have a previous legal fi rm providing these specifi c services, Library 
offi cials were not required by the procurement policy to use an RFP 
process to obtain them. Under the direction of the procurement 
policy, only when the current fi rm that is providing these services 
changes, or the services changes, will Library offi cials be required to 
seek competition. However, the Board does periodically use an RFP 
process for procuring auditing services, which it did most recently in 
May 2010.

Our review of payments made to these professionals showed 
that payments were consistent with written agreements or Board 
resolutions. However, because the Board awarded professional 
services contracts without soliciting competition at reasonable 
intervals, there is no assurance the Library procured these services 
from qualifi ed providers at the most economical cost. In this case, 
the Library’s lack of competition undermines the purpose of its 
procurement policy.

4. The Board should revise its procurement policy to require Library 
offi cials to periodically procure professional services through a 
competitive process.

Recommendation
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APPENDIX A

RESPONSE FROM LIBRARY OFFICIALS

The Library offi cials’ response to this audit can be found on the following pages.  
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See
Note 1
Page 18

See
Note 2
Page 18
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See
Note 2
Page 18

See
Note 2
Page 18

See
Note 3
Page 18
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APPENDIX B

OSC COMMENTS ON THE LIBRARY’S RESPONSE

Note 1

While not mandated by law, periodically procuring professional services through a competitive process 
at reasonable intervals is not only a good business practice, it also will help the Board ensure that the 
Library and taxpayers are receiving the best value for those services. 

Note 2

All of the guidance provided to the Library in this report coincides and is consistent with the guidance 
provided by the State Comptroller’s Local Government Management Guide: Seeking Competition 
in Procurement (LGMG). The full text that the Library has taken these individual quotes from can 
be found on the State Comptroller’s website.7 The Board has annually awarded a contract to the 
same individual for providing the same professional services without soliciting competition for 30 
consecutive years. Because the Library’s procurement policy does not specify a competitive method 
for procuring the services of professionals at reasonable intervals, the Board and taxpayers have no 
assurance that the Library has obtained quality services under the most favorable terms and conditions 
possible.

Note 3

Our recommendation is consistent with the guidance provided in the LGMG and with the intent of 
Section 104b of the General Municipal Law.

7 http://www.osc.state.ny.us/localgov/pubs/lgmg/seekingcompetition.pdf
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APPENDIX C

AUDIT METHODOLOGY AND STANDARDS 

During this audit, we examined the Library’s operations for the period July 1, 2011 through April 
30, 2013. Our audit procedures included examining payment records, ledgers, and contracts for the 
administrative checking account (ACA). In addition, we reviewed the records that pertained to the 
solicitation of proposals for professional services and the records that pertain to those functions 
of the Treasurer that may properly be characterized as discretionary or can only be performed by 
the Treasurer. To accomplish our audit objective and obtain valid audit evidence, we interviewed 
appropriate offi cials and employees, and tested selected records and transactions. Our procedures 
included the following steps:

• We examined records related to the establishment and management of the ACA, such as Board 
policies, vendor invoices and claim vouchers, warrants, bank statements, canceled checks and 
bank deposits. We also reviewed account ledgers and other related records.

• We selected and reviewed 66 transactions made from the ACA totaling $49,637 to determine 
if the payments were made in accordance with policy, were documented and were for proper 
Library purposes. The 66 transactions were judgmentally selected to obtain payments to a 
variety of vendors and of the largest dollar amounts made during the audit period.

• We reviewed job descriptions, the minutes of the Board’s proceedings and policies and 
procedures. We also interviewed Library offi cials regarding the Treasurer’s job responsibilities.

• We reviewed contracts, vouchers and payments records for the Treasurer and documentation 
pertaining to the Treasurer’s duties to determine if the Library had entrusted discretionary 
authority to an independent contractor.

• We reviewed the records that pertained to the solicitation of competitive proposals for 
professional services, such as Board policies, Board minutes, contracts, disbursement records 
and account ledgers of payments to professional service providers and determined the nature 
of the services provided.

• From a population of six professional service providers, we randomly selected 10 claims 
paid to the service providers and compared the amounts claimed on vendors’ invoices to their 
respective contracts to determine if payments were in accordance with contract terms.

We conducted this performance audit in accordance with GAGAS. Those standards require that we 
plan and perform the audit to obtain suffi cient, appropriate evidence to provide a reasonable basis 
for our fi ndings and conclusions based on our audit objective. We believe that the evidence obtained 
provides a reasonable basis for our fi ndings and conclusions based on our audit objective.
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APPENDIX D

HOW TO OBTAIN ADDITIONAL COPIES OF THE REPORT

Offi ce of the State Comptroller
Public Information Offi ce
110 State Street, 15th Floor
Albany, New York  12236
(518) 474-4015
http://www.osc.state.ny.us/localgov/

To obtain copies of this report, write or visit our web page: 
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OFFICE OF THE STATE COMPTROLLER

DIVISION OF LOCAL GOVERNMENT
AND SCHOOL ACCOUNTABILITY
Andrew A. SanFilippo, Executive Deputy Comptroller

Gabriel F. Deyo, Deputy Comptroller
Nathaalie N. Carey, Assistant Comptroller

LOCAL REGIONAL OFFICE LISTING

BINGHAMTON REGIONAL OFFICE
H. Todd Eames, Chief Examiner
Offi ce of the State Comptroller
State Offi ce Building - Suite 1702
44 Hawley Street
Binghamton, New York  13901-4417
(607) 721-8306  Fax (607) 721-8313
Email: Muni-Binghamton@osc.state.ny.us

Serving: Broome, Chenango, Cortland, Delaware,
Otsego, Schoharie, Sullivan, Tioga, Tompkins Counties

BUFFALO REGIONAL OFFICE
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Offi ce of the State Comptroller
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Email: Muni-Buffalo@osc.state.ny.us
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Genesee, Niagara, Orleans, Wyoming Counties

GLENS FALLS REGIONAL OFFICE
Jeffrey P. Leonard, Chief Examiner
Offi ce of the State Comptroller
One Broad Street Plaza
Glens Falls, New York   12801-4396
(518) 793-0057  Fax (518) 793-5797
Email: Muni-GlensFalls@osc.state.ny.us

Serving: Albany, Clinton, Essex, Franklin, 
Fulton, Hamilton, Montgomery, Rensselaer, 
Saratoga, Schenectady, Warren, Washington Counties

HAUPPAUGE REGIONAL OFFICE
Ira McCracken, Chief Examiner
Offi ce of the State Comptroller
NYS Offi ce Building, Room 3A10
250 Veterans Memorial Highway
Hauppauge, New York  11788-5533
(631) 952-6534  Fax (631) 952-6530
Email: Muni-Hauppauge@osc.state.ny.us

Serving: Nassau and Suffolk Counties

NEWBURGH REGIONAL OFFICE
Tenneh Blamah, Chief Examiner
Offi ce of the State Comptroller
33 Airport Center Drive, Suite 103
New Windsor, New York  12553-4725
(845) 567-0858  Fax (845) 567-0080
Email: Muni-Newburgh@osc.state.ny.us

Serving: Columbia, Dutchess, Greene, Orange, 
Putnam, Rockland, Ulster, Westchester Counties

ROCHESTER REGIONAL OFFICE
Edward V. Grant, Jr., Chief Examiner
Offi ce of the State Comptroller
The Powers Building
16 West Main Street – Suite 522
Rochester, New York   14614-1608
(585) 454-2460  Fax (585) 454-3545
Email: Muni-Rochester@osc.state.ny.us

Serving: Cayuga, Chemung, Livingston, Monroe,
Ontario, Schuyler, Seneca, Steuben, Wayne, Yates Counties

SYRACUSE REGIONAL OFFICE
Rebecca Wilcox, Chief Examiner
Offi ce of the State Comptroller
State Offi ce Building, Room 409
333 E. Washington Street
Syracuse, New York  13202-1428
(315) 428-4192  Fax (315) 426-2119
Email:  Muni-Syracuse@osc.state.ny.us

Serving: Herkimer, Jefferson, Lewis, Madison,
Oneida, Onondaga, Oswego, St. Lawrence Counties

STATEWIDE AUDITS
Ann C. Singer, Chief Examiner
State Offi ce Building - Suite 1702 
44 Hawley Street 
Binghamton, New York 13901-4417
(607) 721-8306  Fax (607) 721-8313
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