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OFFICE OF THE COUNCIL AUDITOR
Suite 200, St. James Building

January 8, 2007 Audit Report #638
EXECUTIVE SUMMARY

INTRODUCTION

The Special Events Office is responsible for praagcCity sponsored events such as the
Florida/Georgia Weekend Festivities, World of NacCelebration, New Year's Celebrations,
and the Sea & Sky Spectacular. The General Fundebddr Special Events in 2005/2006 was
$3.7 million of which $2.1 million was budgeted fevent expenses that occur throughout the
year. For 2006/2007 the budget was approved fdr $dllion of which $2,064,047 is budgeted
for event expenses.

There was a previous audit of the Special Evenfg®that was completed in 2002. When
compared to the findings in the previous report #msl current report, it appears as though the
Special Events Office has not implemented mosturfrecommendations that were previously
made.

STATEMENT OF OBJECTIVES

The objectives of the audit were as follows:

1. To determine that all receipts and disbursementh@fSpecial Events Trust Fund are
appropriate and in accordance with the City’'s statidoperating procedures for cash
receipts and disbursements.

2. To determine that all receipts and disbursemensntbfrom the Special Events Imprest
Checking Account are related to an event and inraeace with the City’s procurement
procedures.

3. To determine that all contributions and revenueegated from an event are deposited
intact in the Special Events Trust Fund and thiaeant expenses are appropriate and
event related.

4. To observe the 2006 World of Nations Celebratiooriter to evaluate the controls over
the cash collection and deposit process for anteven
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AUDIT CONCLUSIONS

By Objective

1. Money received within the Special Events Office wasdeposited in a timely manner.

2. The Special Events Imprest Checking Account was fislequestionable disbursements,
such as lunches, supplies, and snack foods. Absxks were written to “cash” for start
money for an event.

3. All revenue for the events tested was deposited ihé Trust Fund and this revenue
should be expended before any General Fund revénstead the Trust Fund balance
increased while the General Fund paid for 69% loé\ant expenditures. Also, the event
files did not always have adequate documentation.

4. There was no segregation of duties over cash hangliocedures, there was no formal
system for tracking revenue and inventory duringeaant, and event money was not
deposited nightly.

AUDIT FINDINGS

» Special Events Trust Fund receipts were not degibsih a timely basis [1-1]

* The Special Events Office received revenue forrotihganizations [1-2]

* Questionable disbursements were made out of theeshghecking account. [2-1]
through [2-5]

» Sixty-nine percent of all event expenditures waael put of the General Fund [3-1]

* The event files did not have adequate document§@i@j [3-3] [3-4] [3-5] [3-7]

* Some event expenditures did not appear to be egkted [3-6]

* Event money was not deposited nightly [4-1]

» Special Events did not recover all the money sparthe sale of merchandise [4-2]

INTERNAL CONTROL WEAKNESSES

» Checks were written to “cash” to obtain start mofayan event [2-1]
* There was no segregation of duties over cash [4-1]
* No formal system for tracking revenue and inventtuying an event [4-2]



OFFICE OF THE COUNCIL AUDITOR
Suite 200, St. James Building

January 8, 2007 Audit Report #638

Honorable Members of the City Council
City of Jacksonville

INTRODUCTION

The Special Events Office is responsible for pradgcCity sponsored events such as the
Florida/Georgia Weekend Festivities, World of NatcCelebration, New Year's Celebrations,
and the Sea & Sky Spectacular. The budget for 8pEwients in 2005/2006 was $3.7 million of
which $2.1 million was budgeted for event expersasur throughout the year. This amount
supplements the Special Events Trust Fund whensspsimp money received is less than event
expenditures. For 2006/2007 the budget was appriorefi4.1 million of which $2,064,047 is
budgeted for event expenses.

The Special Events Trust Fund accounts for the sgship money received as well as ticket
sales and the related expenses for special eventeofed by the City. The Special Events Office
also has an imprest checking account for $100,0h&xhwis reimbursed through a “Petty

Cash/Imprest Fund Reimbursement” request as chaeksvritten. The reimbursement is paid

from the pooled cash account within the SpecialnE/@rust Fund and is processed by the
General Accounting Division.

There was a previous audit of the Special Evenfg®that was completed in 2002. When
compared to the findings in the previous report #msl current report, it appears as though the
Special Events Office has not implemented mostusfrecommendations that were previously
made.

STATEMENT OF OBJECTIVES

The objectives of the audit were as follows:

1. To determine that receipts and disbursements ofSgpecial Events Trust Fund are
appropriate and in accordance with the City’s saatidbperating procedures for cash
receipts and disbursements.

2. To determine that all receipts and disbursementntbfrom the Special Events Imprest
Checking Account are related to an event and ioraence with the City’s procurement
procedures.
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3. To determine that all contributions and revenueegated from an event are deposited
intact in the Special Events Trust Fund and thlaeatnt expenses are appropriate and
event related.

4. Observe the 2006 World of Nations Celebration mheortto evaluate the controls over the
cash collection and deposit process for an event.

STATEMENT OF SCOPE AND METHODOLOGY

The scope of our audit was all event related agtivom July 1, 2005 through March 31, 2006.

For objective one we reviewed all deposits madihéoSpecial Events Trust Fund to determine
that all were event related. We also reviewed fyr discrepancies between the amount posted to
FAMIS and the amount recorded on the cash rec€ig).(\We obtained the receipt books located
in the Special Events Office and traced all reseipta CR and then to the event close out sheet.
We noted the timeliness of the deposit of moniesived in the Special Events Office.

For objective two we obtained and reviewed the klregisters and reconciliations from July
2005 through March 2006 for the Imprest Checkingdmt. We noted if the items on the check
register agreed to supporting documentation anerihdted whether it was an appropriate
deposit or disbursement.

For objective three we reviewed five out of ten régsethat occurred between July 2005 and
March 2006. The events reviewed were Freedom, Fanémd Fireworks (2 of July),
Florida/Georgia Weekend Festivities, Sea and Slectgular, New Year’'s Eve and the NCAA
Basketball Championship. Next, we obtained all é¥iéas selected from our sample and created
spreadsheets for revenue and expenditure items. aforevenues and expenditures we
documented whether or not it was deposited intpagdl from the Imprest Checking Account or
the General Fund. For revenue items we determirttd amount received agreed to a contract
or other agreement. We also documented whethembthe revenue received was properly
approved. For expenditure items we determined &/ ttvere properly approved based on the
City’s Procurement procedures and noted whethaobthe expenditure was event related.

For objective four we observed the cash, ticket mredchandise sales procedures for the 2006
World of Nations Celebration. During our observatise documented the internal controls over
cash, tickets, and merchandise. After the eventewiewed all reconciliations performed for the
entire event and noted any discrepancies.

STATEMENT OF AUDITING STANDARDS

We conducted our audit in accordance with genemadlgepted government auditing standards
issued by the Comptroller General of the UnitedeStarhose standards require that we plan and



perform the audit to afford a reasonable basisotorjudgments and conclusions regarding the
organization, program, activity, or function una@erdit. This audit also included an assessment
of applicable management controls and compliandb waquirements of laws and regulations
when necessary to satisfy audit objectives. Weebelthat our audit provides a reasonable basis
for our conclusions.

AUDIT CONCLUSIONS

By Objective

1. Special Events Trust Fund receipts within the Spdevents Office were not deposited
in a timely manner.

2. The Special Events Imprest Checking Account was fislequestionable disbursements,
such as lunches, supplies, and snack foods. Aexks were written to “cash” for start
money for an event.

3. All revenue for the events tested was deposited ihé Trust Fund and this revenue
should be expended before any General Fund revénstead the Trust Fund balance
increased while the General Fund paid 69% of a#inevexpenditures. Also, the event
files did not always have adequate documentation.

4. There was no segregation of duties over cash hangliocedures, there was no formal
system for tracking revenue and inventory duringeaant, and event money was not
deposited nightly.

AUDITEE RESPONSES

Verbatim responses from the auditee have beent@usenditalicized after the respective
finding and recommendation. We received theseoresgs from the Special Events Office, via
Theresa O’Donnell Price, Director of Special Evanta memorandum dated August 3, 2007.

AUDIT OBJECTIVE #1

To determine that all receipts and disbursements othe Special Events Trust Fund are
appropriate and in accordance with the City’s standrd operating procedures for cash
receipts and disbursements.

Finding 1 — 1 Receipts are not deposited timely

The Special Events Office used receipt books tewatcfor cash, checks or money orders that
were received in person or in the mail. The congoletceipt documented the amount of the
check, cash or money order received, the event ndmecheck or money order number, the
person’s name, and date. The receipt books weraprdered and included three copies. There
were 121 receipts totaling $91,482 from July 1, 2@rough March 31, 2006 and they were



reviewed to determine the timeliness of the depo%t total of $63,768 or 69.7% was not
deposited within three days of receipt. Accordinghe City’s Standard Operating Procedures
for Cash ReceiptsMonies shall be deposited same day as receivedkckipt of money is after
deposit, then monies are locked in the safe or dash Any exception to the standard daily
deposit must be requested in writing and approvgdthe Director of Administration and
Finance.” Although the rule states that money should be siggb the same day received, our
office used a 3 day grace period to allow for anstances outside of the Special Events Office’s
control. The timeliness of deposits was a findimghie 2002 audit of Special Events.

Recommendation to Finding 1 — 1

We recommend that all money received within thec&bpd=vents Office be deposited the same
day received.

Auditee Response to Finding 1 — 1

= Following the 2002 audit, the Office of Special E¢enas directed that deposits could
be forwarded to the Treasury or Accounts Receivdbfmrtments by 11:30 a.m. each
day for delivery and validation to the Tax Collectd@ he Office of Special Events has
followed this procedure, but has discovered thateoeceipts are not being validated on
the day received. This concern was relayed bytfiee of Special Events to the Council
Auditors when the audit process began in March 2006

= The Office of Special Events was following a paditprocessing receipts within five
days based off the audit report of 2002. We noverstdnd, as stated in this report,
Monies shall be deposited same day as receivegcaipt of money is after deposit, then
monies are locked in the safe or cash box. Durig audit it was also noted that
according to Section 110.102, Every person whoQigsfunds in his hands or
possession shall pay them to the Treasurer or gheCollector without delay and in all
cases within 30 days of their receiptrd. 83-591-400, § 1; Ord. 86-1305-736, § 3).

= Of the 121 deposits totaling $91,482 noted in theita our office processeP three
days of receipt, 20 were processed within four adyeceipt, six within five days, one
within six days, two within eight days of recegoid one within 12 days of receipt The
remaining nine receipts were requests from a vermaioa written receipt, void receipts
or the Office of Special Events acting as liaisontlie sale of tickets specifically for The
River Runs North movie premier event produced &y5th Johns River Alliance.

= Our office should not be penalized for utilizing #gencies that were recommended in
the 2002 audit. But upon reviewing the timelingsthe validation after processing the
deposits, we will not longer utilize another agefmydelivery of the funds to the Tax
Collector but will assign an employee this taskmgure the funds are validated on the
day they are processed and this should be done24itiours of receipt of the funds.



Finding 1 — 2 Revenue Received for Other Organizain

In reviewing the Special Events Office receipt beothere was $440 of revenue received within
the Special Events Office for “The River Runs NartWhen the Council Auditor’s Office asked
about the receipts, we were told orally that thectd Events Office was acting as a liaison and
the money was collected for another organizatich subsequently transferred to the St. John’s
River Alliance.

Recommendation to Finding 1 — 2

We recommend that the Special Events Division nbiect money for another organization.

Auditee Response to Finding 1 — 2

= The Office of Special Events did keep accountingros of monies received for The
River Runs North event that were subsequently fiearesl to the St. Johns River
Alliance. The Office of Special Events was requktstect as a liaison with the St. Johns
River Alliance on behalf of the city.

= A spreadsheet and information sheet on ticket gmnsent and checks received was
available for the auditor’s review, but was nevequested.

AUDIT OBJECTIVE #2

To determine that all receipts and disbursements tand from the Special Events Imprest
Checking Account are related to an event and in aoccdance with the City’s procurement
procedures.

Internal Control Weakness 2 — 1 Start Money

During our review of the imprest checking accoustmwoticed that five checks were made
payable to “cash”. This money was used during &meas start money. The start money was re-
deposited along with the cash collections fromethent. It cannot be determined that 100% of
the start money was deposited intact due to malteposits made. Writing checks to “cash”
was a finding in the 2002 audit of Special Eveiiitge total amount of the checks made payable
to cash was $38,400.

Recommendation to Internal Control Weakness 2 — 1

Checks should not be written to “cash”. We recomunéhat the Special Events Office
coordinate with Treasury and discuss options orb&st possible way to write a check to acquire
start money for an event. We also recommend thabas as the full amount of start money has



been collected as revenue during an event it shioelldeposited for the exact amount of start
money originally withdrawn.

Auditee Repsonse to Internal Control Weakness 2 — 1

= The Office of Special Events followed, what it tifduo be, the procedure set forth by
the Administration and Finance Department. Upoa dladit recommendation these
checks will be written to Special Events Trust Fund

Finding 2 — 1 Questionable Disbursements from Immst Checking Account

We examined all disbursements from the imprest ldhgc account and noted if the
disbursements were event related or if they weesiipnable. It appears as though the imprest
checking account was used as an expense accolstnie circumstances. As stated in the
Standard Procedure Manual for Imprest/Petty Casid$un Part 1V, The imprest fund is
intended to be an adjunct to the City’s Procureneemd payment mechanism; it is not intended
to by-pass existing Purchasing and Accounting cpdécies.” There were disbursements
totaling $10,533 that appear to be question&se. Exhibit A for more detail.

Recommendation to Finding 2 — 1

We recommend that Special Events not make thesds ko purchases given the lack of
authorization.

Auditee Response to Finding 2 — 1

= As stated in the Special Events Trust Ordinanceréhzenue is “to assist in defraying the
operational and productions cost and expensestpfsgonsored and city-cosponsored
special events, as such special events are detedntuy the Mayor or City Council.”
These funds should adhere to the Ordinance in éffiaittons of purchases not the
Imprest/Petty Cash Funds. The Office of SpeciahEB/will need to visit the idea of
changing the verbiage of the ordinance so thailltlist what cost or expenses are
related to events because this seems to be a geayfar the auditors.

Council Auditor’s Rebuttal to Finding 2 — 1 Respons

The City’s Standard Procedure Manual for ImprestyP€ash Funds must be adhered to. The
policies and procedures for the City of Jacksoavdle supplements to the Ordinance Code
where gray areas exist.



Finding 2 — 2 Food Purchases

Included in the questionable disbursements tote$ib@ 533 in finding 2 — 1 were purchases of
snacks foods and related items and lunch meetiagsfpr by the Special Events Office for a

total of $4,357. There is no specific authorizatibat allows these kinds of purchases to be
made.

Recommendation to Finding 2 — 2

We recommend that Special Events not make thesds ko purchases given the lack of
authorization.

Auditee Response to Finding 2 — 2

= Exhibit A of Finding 2-1 contains nine purchasesirfof these are from blanket orders
approved by the Procurement and Supply Departmé&hé other four purchases should
be supported by the Procurement Administrative Galieh has awarded the Office of
Special Events the capability to order food for timggs or events. Often the ability to
provide food and beverages is a vital componentdirettly relates to the success of
City of Jacksonville-produced events. One speedample is providing food and
beverages to the volunteers who assist in actsyiset up and coordination of these
events.

= We disagree with this finding and believe thah& Procurement and Supply Department
has approved these purchases and we followed peawemt procedures and it is our
opinion that the auditors should address this MAtbcurement instead of the Office of
Special Events.

Council Auditor’s Office Rebuttal to Finding 2 — 2 Response

The use of an imprest checking account to makehases from a current blanket order
encumbrance violates the City’s Standard ProceMamneual for Imprest/Petty Cash Funds. The
reason that imprest funds are not allowed to bel usepay for blanket order purchases is
because the City’'s Accounting Division has no wakmowing about the purchase in order to
charge it against the blanket order.

Finding 2 — 3 Purchases outside Procurement Process

The Special Events Office purchased easels for $Pi0spent $333.33 on gifts for participants
in the Light Parade for a total of $573.33. Thesepases were also included in the amount of
$10,533 in finding 2 — 1. The purchase of giftstfog participants in the Light Parade included a
charge for tax for $21.81 and the tax was refurtmik as a store credit.



Recommendation to Finding 2 — 3

We recommend that the Special Events Office notarthkse types of purchases given the lack
of authorization. If Special Events determines thase types of expenditures are critical to its
mission, we recommend that the Special Events ©ffiirsue changes to the Ordinance Code to
specifically authorize the unique expenditures ssagy to produce events.

Auditee Response to Finding 2 — 3

= According to the procedure set forth by the Cityaxdksonville Purchasing Department,
only one quote is required for expenditures undeb®0. This audit finding also relates
to the purchase of “gifts” and the allowance thef.ed his particular purchase was for
prizes for captains participating in the Jacksolevllight Parade. These prizes or
“gifts” act as incentives to participate in this ent as there is no compensation or
monetary awards provided. Captains’ participationthis event is vital to the success of
this event.

In addition, this finding references an amount 2181 that was tax charged in error
that was corrected and credited back to the account

Finding 2 — 4 Casual Labor

Included in the amount of $10,533 in finding 2 -slpayment of $125 to an individual for
services. This individual was hired to provide gportation servicesSalaries, including casual
labor” is considered an unallowable expense accordiatoVI (F) of the Standard Procedure
Manual for Imprest/Petty Cash Funds.

Recommendation to Finding 2 — 4

We recommend that casual labor not be paid foobtite imprest checking account.

Auditee Response to Finding 2 — 4

= We did not realize that labor could not be paid olithe trust fund because the Special
Events ordinance states this revenue is “to assidefraying the operational and
productions cost and expenses of city-sponsorectéydosponsored special events”
and this is a cost associated to an event.

Finding 2 — 5 Purchase of a Golf Cart

Included in the amount of $10,533 in finding 2 4sla golf cart that was purchased by the
Special Events Office for Metropolitan Park and waschased outside of the procurement
process for $5,478. This purchase was in exchaogé/étropolitan Park concession buyout
fees. This type of purchase is considered an updamtd purchase. Also, the golf cart is
considered tangible personal property and shoulehbered on the City’s property record.




Recommendation to Finding 2 — 5

We recommend that the Special Events Office nothmasge items for other City departments in
exchange for fees. We also recommend that the<O@¢neral Accounting Division be contacted
to tag this item and add it to the City’s propasygord.

Auditee Response to Finding 2 — 5

= This purchase was necessary because of the acaéddetropolitan Park. The City’s
General Accounting Division had been notified teeintory this item into property of the
City of Jacksonville. The purchase of the golf ezt not done in “exchange” for any
services or waived fees.

Council Auditor’s Office Rebuttal to Finding 2 — 5 Response

We have written documentation showing that the gatt was purchased in exchange for fees.
We stand by our finding.

AUDIT OBJECTIVE #3

To determine that all contributions and revenue gearated from an event are deposited
intact in the Special Events Trust Fund and that dlevent expenses are appropriate and
event related.

Finding 3 —1 Trust Fund Revenue over Expenses

Per Section 111.105 of the Municipal Code the $pdevents Office should use the trust fund
“to assist in defraying the operational and prodoct costs and expenses of City-sponsored or
City-cosponsored special event§herefore, the Trust Fund revenue should be elgbbefore
the General Fund money is spent. A total of 69%\wEnt expenditures were paid out of the
General Fund. It does not appear that the Speesi@ahts Office is using the trust fund to its
fullest extent to help defray the costs of eveilise Special Events Trust Fund could have
reimbursed the General Fund $489,330 for eventresgse originally paid from the General
Fund. See below for details:

Event 4" of July NCAA New Year's FL/GA Sea & Sky Total
Trust Fund L
Net Amount $81,885.90 $175.77 $6,092]01 .27 $296,103.45 $489,330.4(

General Fund

P
Net Amount ($299,461.30) ($96,441.68) ($36,590.86) ($174,88)3|2($432,608.60) ($1,039,995.72)




Recommendation to Finding 3 — 1

The Special Events Trust Fund has a fund balan§4,@07,204 and an Equity in Pooled Cash
balance of $1,226,204 as of April 17, 2007. For622007 the Special Events Office (General
Fund) has an approved budget for $4.1 million oficwh$2,064,047 is budgeted for
miscellaneous services to supplement the Speciaht&vlrust Fund when event revenues are
less than event expenses. We recommend that theiabgerents Trust Fund be annually
budgeted for all event revenues and expenditufesGeneral Fund contribution is needed then
one should be budgeted to have a balanced budgetl¥é recommend the Municipal Code
Section 111.105 be changed so the Special Eventst Fund is not self appropriating and
requires council approval of an annual budget.

Auditee Response to Finding 3 -1

= The Special Events Trust Fund is self appropriaéind should stay this way. This trust
fund is used to offset the budget received fronGireeral Fund for the Office of Special
Events. It should be noted that the operating letidfjthe Office of Special Events
realized a one-time increase for expenditures egldb Super Bowl activities in 2005.
This is due, in part, to the use of monies fromSpecial Events Trust Fund to help offset
yearly events produced by this office. The inforomatequested from this office was
provided to the Council Auditors for review.

Finding 3 — 2 No supporting or inadequate documentan

When reviewing the event revenue of $671,203 anpemditures totaling $1,505,935 for
supporting documentation located in the event fiere were 32 instances where the
documentation was inadequate or it was not in teatefile for a total amount of $269,106.

Recommendation to Finding 3 -2

We recommend that all revenues and expendituresldagly documented to ensure that the
documentation is adequate enough to verify the asou

Auditee Response to Finding 3 — 2

= The Office of Special Events does not agree wighfitihding. We have manual
documentation supporting the revenue and back epmentation on expenditures. The
event files that were reviewed were the accouritieg and these are used to track event
revenue and expenditures. We have various otlesrduch as vendor files, sponsorship
files, event files and media files that would cantaore detailed information.

Council Auditor's Rebuttal to Finding 3 — 2 Respone

During the course of our field work, we provided @en opportunity for the Special Events
Office to clear findings by providing the necessflgs and documentation. This did not occur
for the 32 instances within our finding.
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Finding 3 -3 Contract/Agreement not signed

During our review of the documentation locatedhe évent file it was noted that some contracts
or agreements were not signed by the Special Ev@ffise or the vendor. There were 47

instances where a contract or agreement was noesigy the Special Events Office or the
vendor for a total amount of $136,250.

Recommendation to Finding 3 - 3

We recommend that all agreements and contractgbedsand dated by both parties and a copy
maintained in the corresponding event file.

Auditee Response to Finding 3 — 3

= The Office of Special Events does not agree wistfittding completely as we know of
ten occasions when the contract was not signedevaet files that were reviewed were
the accounting files and are used to track evewémee and expenditures. We have
various other files such as vendor files, spongprétes, event files and media files that
would contain more detailed information and are mtained by the designated staff. We
offered the vendor files, pulled sponsor contractd entertainment contracts for review,
but because all this information was not contaiimethe accounting files so, it was
inconsequential.

Council Auditor’'s Rebuttal to Finding 3 — 3 Respone

The additional documentation alluded to by the &bpétvents Office was provided to us months
after we asked for it and was inadequate.

Finding 3 — 4 Vendor Application or Sponsorship NotProperly Approved

Based on the documentation provided in the evémtfe could not determine whether or not a
vendor application or sponsorship contract was gnigpapproved. There were two instances
totaling $2,000.

Recommendation to Finding 3 — 4

We recommend that all applications and sponsorstiggmation be clearly documented and
ensure that the documentation is adequate enougdrifg the amounts.

Auditee Response to Finding 3 — 4

= We agree and in the future will comply with thepg@oapproval of signatures on vendor
and sponsors agreements.

-11-



Finding 3 — 5 Vendor Fee Paid was Different than Guract Amount

There were six instances where the vendor fee foaile Special Events Office was different
from the contract creating a difference of $1,9%& twvas not collected. There are two contracts
that the vendor must sign, the Vendor Contract isppibn and the Vendor Contract Rules and
Regulations, to purchase a space during an eveeteTwere different sizes of spaces available
for purchase, but those amounts and specificaticere not in the contract for thé'4f July
event. The Special Events Office was using amadogwed off contracts from 2004.

Recommendation to Finding 3 -5

We recommend the standard contract form be updatedtiude space sizes and applicable fees.
Both the Vendor Contract Application and the Ven@ontract Rules and Regulations should be
combined as one contract and have all amountsiatgolalong with the Office of General
Counsel’s approval of the form per Municipal Cod4 105.

Auditee Response to Finding 3 -5

= The event in question was the Fourth of July. €aent had four different vendor fees
associated with it — Met Park food vendor, Met Part{craft vendor, Met Park
merchandise vendor and Southbank food vendor. Hdfenent vendor was charged a
different pad fee for location of real estate. @endor coordinator at the time was new
and did not realize that four applications were de for this event. We have updated
our vendor applications to eliminate this problem.

Finding 3 — 6 Non-event related expenditures fromhe General Fund

In addition to the items paid from the Special Bgerhecking account for $10,533 in finding 2-1
there were General Fund expenditures that did pyp¢a to be event related that totaled $16,830
See Exhibit B for more detail.

Recommendation to Finding 3 — 6

As mentioned in finding 2 — 3, we recommend that 8pecial Events Office not make these
types of purchases given the lack of authorizatib8pecial Events determines that these types
of expenditures are critical to its mission, wearamend that the Special Events Office pursue
changes to the Ordinance Code to specifically aitbdhe unique expenditures necessary to
produce events. Also, for each event there shoeldvbtten objectives and a list of items
necessary to plan the event and those objectivasidibe approved by the Director of Parks,
Recreation, Entertainment, and Conservation orddes.

Auditee Response to Finding 3 — 6

= Each purchase in question was justified to the mudind was a direct or indirect cost
related to the event. We will visit updating thdinance so that instead of stating “to
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assist in defraying the operational and producttmsts and expenses” it will list certain
expenditures so it will be clearly stated but niwtited to expenses.

Finding 3 — 7 No Evidence of Proper Approval

We reviewed all purchase orders and blanket ordersthe events selected. Based on
documentation provided in the event file there wasvidence to determine whether or not the
purchases were properly approved based on thes@Mycurement Procedures. There were 38
instances that totaled $234,198. It was also dootedethat there is no segregation of duties
over the whole procurement process within the $pé&orents Office. Since this testing the City
has implemented a new procurement tool called @akPan effort eliminate paper documents.
Currently, within this system only the Special Etgeaccountant has the ability to requisition,
approve, and receive all purchases.

Recommendation to Finding 3 -7

We recommend that the Special Events office kegper documentation in the event files,
which includes all quotes obtained, if required; &ach purchase. We also recommend the
employees who are involved with planning an evavehthe ability to requisition within JaxPro,
the accountant approve the requisition based oectiags written for the event and the amount
budgeted for the event, and someone other thaantipdoyee who created the requisition and the
accountant “receive the goods”.

Auditee Response to Finding 3 — 7

= The accounting event file is used for trackingxgfemditures and revenue and not all
inclusive. As stated in Finding 2-2, any procuratgiscrepancy should be addressed
with the Department of Procurement and Supply beedulanket and purchase orders
were issued.

= In the Office of Special Events, the individuailgined planning and producing the event
secure quotes for items requested, type a purohia@ss request, have the supervisor
initial off the order, and then forward to the acmtant and/or administrative aide
(employee started 11/06) for input. After the jase order is input, the Chief will
approve and sign the purchase. At that point, gsi@ire scanned and attached and then
approved for City Procurement approval. Before pagta are processed the individual
responsible for the purchase will approve thatiteen and/or the service was received.
There is a segregation of duties.
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AUDIT OBJECTIVE #4

To observe the World of Nations Celebration (WONC)in order to evaluate the controls
over the cash collection and deposit process for avent.

Internal Control Weakness 4 — 1 Segreqgation of Dugs

There was no segregation of duties over cash irspgezial Events Office. During the audit we
noticed that the accountant handles all cash duliee accountant counts the cash received
during an event, prepares and makes the deposibrms the reconciliations to the supporting
documentation and during the weekend events theuatant has the combination to the safe.

Recommendation to Internal Control Weakness 4 — 1

We recommend a Special Event employee, other tara¢countant, have the combination to
the safe and count the cash. The accountant needsdunt the cash and prepare the deposit in
front of the individual that originally counted tlsash and both should initial the deposit slip to
certify that two people have counted the cash agréeaon the amount of the deposit. Two
people need to be present while counting cashr Affiee event the accountant should reconcile
the supporting documentation from the event to iconthat all money has been deposited. The
City Standard Operating Procedures for Cash Rec@ptt Il B (2) states,a“segregation of
duties has to be established to avoid the same ogmplreceiving, receipting, maintaining
custody, and reconciling the cash receiptalso, Part Il C (2) stateSeach area of operation
should have a backup employee trained to prepareléposit and to ensure deposits are made.”

Auditee Response to Internal Control Weakness 4 — 1

=  An additional administrative staff member has badded who should be able to
assist in this function.

= Also, during the course of our events we do hirditeahal staff to assist the
accountant with these responsibilities who is faamilvith city guidelines.

Internal Control Weakness 4 — 2 No Formal TrackingSystem

There was not a formal system of tracking revemeeraerchandise inventory at an event. Some
ways of tracking revenue at an event include wgitamounts on a scratch sheet of paper or a
piece of cardboard. Based on our observation andweof the reconciliations performed at the
WONC there needs to be a more formal system ofkittgc money, tickets sold, and
merchandise. Also, there were no consequences daslaier being over or short. There is an
increased risk of theft since there was no forngatesn of tracking revenue received during an
event.
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Recommendation to Internal Control Weakness 4 — 2

We recommend that a formal system be developed réoonciliations of tickets and
merchandise. As stated in the previous audit fr@®22 a spreadsheet should be created and a
laptop computer used for a more efficient syster hetter accounting of money during an
event.

Auditee Response to Internal Control Weakness 4 — 2

= Every time money is distributed to a ticket or rharadise booth, the individual
responsible for the money signs for it. Each tinomey is picked up from a location,
it is noted on a cash disbursement/pick up shegtrestounted when it is brought
back to the designated “money room” with securitgypded by the Jacksonville
Sheriff's Office . At the end of the evening ahiles are counted again. During the
World of Nations Celebration, the tickets takers averseen by a supervisor of the
security company and our staff member, and if dutire course of the day, there is a
problem, the cash box along with the tickets aléected to check accuracy. We
have had occasion to relinquish the services adishier. Due to the set up of the
event and not having the proper ticket booths tdkvflmm, these employees are
subject to work from eight-foot tables exposedhéovteather. The city could enhance
Metropolitan Park by providing the proper and nesay equipment to sell tickets
which would alleviate this weakness and streantheeprocess.

= The Office of Special Events prefers to maintainmhdocumentation during an
event in order to document disbursements/pick @ipash and tickets.

Finding 4 — 1 Event Monies

Money received during an event was not depositghtlyi. After our observation of the 2006
WONC we asked for the deposit documentation angtemtthat money was deposited only on
Saturday May 6, 2006 and Sunday May 7, 2006 foretrent which started Thursday May 4,
2006. The total amount of money deposited for thelerevent was $141,475.

Recommendation to Finding 4 — 1

We recommend that money be deposited daily in decme with the City’s cash handling
procedures.

Auditee Response to Finding 4 — 1

= The money was secured in the safe each night. hOrsday and Friday of the World
of Nations Celebration, these were designated asltFTrip” days and all tickets
were pre-paid; therefore no tickets were sold atglates, only merchandise.
Merchandise revenue totals for Thursday and Frideye $226.00, $560.00,
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respectively. This cash was not deposited dueettetigth of this multi-day event and
to help ensure that we had change available fordilnation of the event. Saturday
and Sunday had tickets sales, merchandise salestartdnoney.

Finding 4 — 2 Sale of Merchandise

For the 2006 WONC the Special Events Office boyghith and adult T-shirts and hand held
fans to sell. The total spent on the merchandise$6a711 and the total made on the sale of the
merchandise was $2,242. This is a loss of $4,469 sthff time spent.

Recommendation to Finding 4 — 2
We recommend that the Special Events Office ndtnsefchandise for an event but rather look
for a vendor willing to sell merchandise for a parar event and pay for the rental of space.

Audtee Response to Finding 4 — 2

= This merchandise is used throughout the year aftiaggain at the event. We are
also asked by various agencies to supply memosabitien they are soliciting new
business, entertainment or goodwill with otheregtand/or joint ventures and events.

SUBSEQUENT EVENTS

Subsequent Event - Thefts within the Special EvenfSffice

Thefts have been reported in the Special Evente®©fThe first theft was reported on April 10,
2006. An envelope, that contained coins from th@620azz Fest and a check, was left on the
accountant’s desk and discovered missing at theoetite day when the accountant went to lock
up the money in the safe. The total amount stoles $132.25. The check that went missing was
a personal check for $100 from an employee thatcaabed with event monies during the 2006
Jazz Fest. The other theft was reported on Decefrithe2006. This was a theft of a City owned
cell phone and a blackberry.

Recommendation

1. Money should be locked in the safe unless a depbsitoney is being prepared.

2. Employees should not be allowed to cash checks ewt#nt cash received. The City’s
Standard Operating Procedures for Cash Receiptsdays cashing checks from the City
deposit a serious offense.

3. All thefts are required to be reported to the Calutaditor's Office. Per Section 102.104
of the Municipal Codewhenever a custodian, property officer or accoulgatfficer
responsible for public funds or public property atisers a loss, unexplained
disappearance or theft of the funds or property fohich he is responsible or
accountable, he shall report the apparent loss xprened disappearance or theft to the
Council Auditor’s Office at the same time as it@ported to the Office of the Sheriff as
required by Section 122.810.
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Auditee Response to Subsequent Event

= We concur and will adhere to your recommendatibDaring the audit when this
arose, we questioned various agencies and thegatidealize that we were supposed
to report theft to the Council Auditor. Our offioaly reported these incidents to the
police, security and building maintenance.

Subsequent Event - Authorization to Purchase Foodmal Beverages

In Findings 2 — 3 and 3 — 6 we recommended thaSghecial Events Office pursue changes to
the Ordinance Code to specifically authorize théque expenditures necessary to produce
events. On October 9, 2007 the City Council pas3atinance 2007-1109-E which amended

Ordinance Code Section 106.1202, which gives thezi@pEvents Office authorization to spend

budgeted funds on food and beverages on “all everdsactivities hosted, sponsored, produced
or coordinated by the City’s Special Events Office”

Respectfully submitted,

Kirk A. Sherman, CPA
Council Auditor

Audit Performed By:

Heather Norsworthy
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EXHIBIT A

Questionable Disbursements from the Imprest Checkigp Account

Finding 2 - 1
Date Event Amount Description
7/4/2005 Jazz Fest $66.2%unch for the Special Events staff
8/25/2005 | X of July $24.94 Reimbursement for candy
10/19/2005 FL/GA & Sea and| $1,692.47 Snack foods and paper products
Sky

12/7/05 FL/GA $119.12 Breakfast food
12/19/2005 Sea and Sky $1,510.98nack foods and paper products
1/19/2006 | Mayor’s Office $180.60Beverages for the Mayor’s office
2/16/2006 | Sea and Sky $74.8600k two Clear Channel Reps to lunch.
2/24/2006 | FL/GA $34.838 Lunch meeting with SMG
3/29/2006 | Jazz Fest $652.8%nacks and paper products

Subtotal for Finding 2 — 2| $4,356.92
8/24/2005 | N/A $240.00 Easels for the Special Events Office
12/13/2005 Light Parade $333.3BStadium Seats for light parade participants

Subtotal for Finding 2 — 3 $573.33
8/25/2005 | 4 of July $125.0Q Paid an individual for services to help with an

event.

Subtotal for Finding 2 —4| $125.00

9/28/05 N/A $5,478.00 Purchase of a golf cart for the Metropolitan Pz

coordinator

ark

Subtotal for Finding 2 — 5

$5,478.00

Total

$10,533.25
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EXHIBIT B

Non-event Related Expenditures from the General Fu

Finding 3-6
Date Event Amount Description

6/23/2005 ® of July $2,040.00 120 Packs of Film

6/30/2005 | X of July $123.82 Wood and Stapler

6/25/2005 ® of July $386.68 Plates, Napkins, Stickers, Cups,
Patriotic Paper

6/30/2005 | & of July $48.48 Cupcakes, Candy, Potato Chips

6/30/2005 R of July $588.20 Cups

6/28/2005 | X of July $171.80 Cables ties, Padlock, Staples

11/4/2005 FL/GA $3,500.00Karaoke

10/6/2005 FL/GA $800.00Ice Sculpture

10/20/2005 | FL/GA and $150.00| Rental of Copier

Sea & Sky

10/23/2005 | FL/GA $95.89Cookies, Hard Boiled Eggs, Fruit
Platter, Chicken Tenders Platter, Nibbler
Platter

10/21/2005 | FL/GA $129.41 Screws and Dry Wall

10/27/2005 | FL/GA $286.92Sharpies, Laminate, Display Maker

10/24/2005 | FL/GA $147.47Roller, Roller Frame, White Enam
Power Bit

11/3/2005 Sea & Sky $3,570.0@10 Rolls of Film

11/5/2005 Sea & Sky $50.28Paper Towels, Chinet, Cups

11/6/2005 Sea & Sky $167.6Moughnuts

8/18/2005 Sea & Sky $137.2%Chicken, Meatloaf, Squash Casserole,
Mash Potatoes and gravy for Sea & Sky
Meeting 7/26/2005

4/27/2006 Sea & Sky $300.0Meatloaf, Chicken and Dumplings,
Squash Casserole, String Beans, 2 pies
and a cake.

10/24/2005 | Sea & Sky $2,082.5Car Magnets

11/2/2005 Sea & Sky $1,625.0Qunches for Volunteers. A total of 652
lunches

10/12/2005 | Sea & Sky $166.8®andwiches

4/14/2005 Sea & Sky $116.40Bandwiches and Pastries

6/29/2005 Sea & Sky $94.38andwiches and Dessert

9/20/05 Sea & Sky $51.45~00d Tray

Total | $16,830.31
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