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The activities of the office Equipment Service of the
House of Representatives were reviewed for the fiscal year ended
June 30, 1976. Findings/Conclusions: The service maintains a
computerized system of accounts which provides inform:aion for
each type of equipmenlt. These accounts shoved that, as of June
30, 1976, the inventory of office equipment consisted of 1;.110
items with an acquisition cost of about $6.6 million and a unt
value cf about $2.9 million. :he computerized system also
maintains a l..sting of disposeu equipment which is updated
monthly. The purchase and disposal transactions were properly
documented and recorded. Service manual records adequately
account for leased equipment and provide adequate control over
the dollar amount of leasing allowances. The Service's operating
costs for fiscal 1976 totalled $4,237,637. (PBS)
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The Honoraole Edmund L. Henshaw, Jr.
Clerk of the House of Representatives

Dear Mr. Henshaw:

Pursuant to your June 14, 1976, request, we reviewed the
activities of the Office Equipment Service of the House of
Representatives for the fiscal year ended June 30, 1976.

SENERAL COMMENTS

The act of December 5, 1969 (2 U.S.C. 112e), as amended,
directs the Clerk of the House to furnish electrical and
mechanical office equipment, in accordance with the limita-
tions and regulations prescribed by the Committee on House
Administration, to (1) Members (including the Resident
Commissioner from Puerto Rico, and Delegates to the House
of Representatives from the District of Columbia, Guam, and
the Virgin Islands) and (2) officers and committees of the
House of Representatives.

The Committee on House Administration has issued
regulations establishing equipment purchase and lease pro-
grams for Members and authorizing equipment purchases for
committees consistent with individual needs. In addition,
the Clerk may purchase or lease equipment for Officers of
the House with the approval of the Committee on House Admin-
.stration.

The Committee's regulations pertaining to the Mcnbers'
purchase and lease programs

--provide that the total depreciated value of purchased
electrical and mechanical office equipment in use at
any one time by each Member shall not exceed $5,500;

--authorize an office leasing allowance of $750 a month
to lease equ.pment, including automatic typewriters,
photocopying equipment, facsimile units, and signa-
ture machines;

--permit a Member to use, upon written request to the
Committee, up to $250 a month of unused clerk hire
allowance to lease additional equipment; and
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-- authorize each Member, upon written request to the
Committee, to allorate not more than $1,000 a month
of unused clerk hMre allowance to lease computers
and to obtain related services.

The Clerk's responsibilities for furnishing electrical
and mechanical office equipment are carried out by the Serv-
ice's accounting, messenger, and typewriter repair service
units.

The accounting unit consists of a chief, an assistant
chief, and five clerks. It maintains accounting control
over owned and leased equipment and is responsible for leas-
ing, purchasing, and disposing of electrical and mechanical
office equipment.

The messenger unit consists of a supervisor, a repair-
man, and four messenger-laborers. It is responsible for
picking up, delivering, and transferring electrical and
mechanical office equipment.

The typewriter repair service unit consfsts of a
repai-man-supervisor, a clerk, and 10 repairmen. It is
responsible for cleaning and repairing automatic, electric,
and manual typewriters.

We reviewed the controls over owned and leased equip-
ment, examined selected purchases and disposals of equipment,
and tgsted the repair parts inventory.

OWNED OFFICE EQUIPMENT

The Service maintains a computerized system of accounts
which provides information for each type of equipment on (1)
the inventory at the beginning of the year, the acquisitions
and disposals during the year, and the inventory at the end
of the year and (2) the units furnished to, and accountable
by, each Member or officer. These accounts showed that as
of June 30, 1976, the inventory of office equipment consisted
of 11,110 items with an acquisition cost of about $6.6 million
and a net value of about $2.9 million. (See sch. 1.)

The computerized system also maintains a listing of
disposed equipment. This listing is updated monthly for
new disposals and is maintained in perpetuity. Procedures
are not provided for deleting information from the listing
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when it is no longer useful. Our review and discussion with
the Service staff hase indicated that adequate information
and controls can be provided from listings of disposed equip-
ment covering the current and immediate past fiscal year.
We recommend that the computer program for this activity be
modified to eliminate outdated material from the listing.

Our examination of selected purchase and disposal trans-
actions showed that they were properly documented and recorded
and that the Service records adequately account for owned
equipment and provide adequate control over the dollar amount
of equipment chargeable to Members.

LEASED EQUIPMENT

The Service maintains manual records of leased office
and computer equipment consisting of (1) a control card for
each item and (2) a Member's account card. The control card
shows the Member's or officer's name, the lease order number,
the lessor's name, a description of the leased item, the
rental rate and period, and the rent paid. The Service does
not maintain records of equipment leased with committee funds
by the various committees of the House of Representatives.

The Member's account card shows the balance of the
Member's or officer's leasi g allowance, the items of equip-
ment leased for the Member or officer, the rental rate, and
the beginning and ending dates of the lease period.

Service records adequately account for leased equipment
and provide adequate control over the dollar amount of leas-
ing allowances.

OFFICE EQUIPMENT SERVICE'S
OPERATING COSTS

The Service's operating costs for fiscal year 1976, ex-
cluding the cost of forms obtained from the Government Print-
ing Office and of data processing services, utilities, office
furniture, and building space, which are charged to other
activities, were as follows:
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Administrative salaries and benefits $ 109,358
Operating salaries and benefits 268,826
Leasing costs 3,137,755
Depreciation o.' equipment 550,748
Depreciated value of equipment

transferred to the General Services
Administration 84,443

Repair parts 19,688
Vendor repairs 65,170
Office supplies 1,649

Total $4,237,637

this report is being sent to the Chairman of
the Cummittee on House Administration.

Sincerely yours,

Comptroller General
of the United States
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