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Suite 200, St. James Building

EXECUTIVE SUMMARY

August 13, 2004

Report No. 593
Honorable Members of the City Council
City of Jacksonville

INTRODUCTION

Animal Care & Control, a division of the DepartmehNeighborhoods, is responsible for the
enforcement of Chapter 462 of the Jacksonville Mipal Code and various State Statutes
that relate to domestic and companion animals.mahiCare & Control’s daily activities
include issuing citations to negligent pet owneggprehending loose animals, providing
temporary shelter to lost and unwanted animals,acing animals through an adoption
program. The Division’s revenues consist of atatevenues, adoption and redemption fees,
city licensing and rabies vaccination fees, andations. For fiscal year 2002/03, Animal
Care & Control’s revenues and expenditures tothlés6,101 and $3,132,994, respectively.
The Division’s budgeted revenues and expenditurefidcal year 2003/04 were $224,310
and $2,829,947, respectively. Actual revenuesexpénditures (through April 2004) total
$61,150 and $1,480,769, respectively. The Divisibndget includes 50 full time positions.

STATEMENT OF OBJECTIVES
The objectives of the audit were as follows:
1) Determine if Animal Care & Control is maximizingvenues for the services
provided.

2) Document Animal Care & Control's revenue sourced amanagement controls
established to insure the accurate and timely ctodle, recording, and depositing of
these revenues.

AUDIT CONCLUSIONS
1) Animal Care & Control is not maximizing its poteadtrevenues for the services
provided and many weaknesses in the revenue gemeeatd collection processes
were identified. In addition, several issues wdeatified in regards to the services
provided under the PetData contract.

2) Inadequate management controls exist over théotitatocess. Proper segregation of
duties has not been established over the caslptegedcess to ensure the accurate
and timely collection, recording, and depositingeMenues. However, based on our
testing, it does appear that adoptions, redemptiand refunds were properly
processed in most instances.

117 West Duval Street Jacksonville, Florida 323@01 Telephone (904) 630-1625 Fax (904) 6318290



SIGNIFICANT FINDINGS

Animals adopted from an Animal Care & Control fagithat are under four (4)
months of age are not tracked by either PetDafenonal Care & Control to allow
for annual reminders to be sent to the pet owrgardeng the City’s licensing and
vaccination requirements.

Adoption and licensing fees have not been adjustedeveral years despite a
significant increase in the services provided.

Animal Care & Control has not established adegué&enal controls over the citation
process to ensure that all citation revenues dlected and properly accounted for.

Animal Care & Control has not established a pdicyhandling “atypical” adoptions.
Animal Care & Control’s internal rescue policy amployee adoption policy is not
consistently followed, resulting in the potentiat the significant loss of revenues to
the City.
The following issues were identified relating te thetData Contract:
o PetData was overpaid a total of $55,743 for sesvim®vided during the
second and third year of the contract.
o PetData has not submitted an annual audit of pnegsavices as required by
the contract.
o Participating veterinary clinics are not submittihgir license information and
collections to PetData in a timely manner.
o0 There is no oversight or review of the licensesl swid collections made at
participating veterinary offices.
The process for handling returned checks coularipeaved.
Employees with cash handling responsibilities ateemaluated on specific job factors
relating to their cash handling duties.
Segregation of Duties could be improved; including:
0 Restricting access to the cash drawer.
o Limiting the Account Technician’s access in the @kkon System to inquiry
access.
o Improving segregation of duties over the depositess.
We were unable to determine whether the daily ctllas taken at the Mandarin
Animal Care & Control facility for February 27, 2ZB@ere deposited into the City’'s
account.
Deposits for Off-Site collections were not madeaabt
All employees have the ability to make changesh® transaction dates in the
Chameleon System, providing the potential for dailections to be taken and
entered on a backdated receipt.
Extraneous usernames and usernames with inappepa@sswords exist in the
Chameleon System.
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OFFICE OF THE COUNCIL AUDITOR
Suite 200, St. James Building

August 13, 2004

Report No. 593
Honorable Members of the City Council
City of Jacksonville

INTRODUCTION

Pursuant to Section 5.10 of the Charter of the @fityacksonville and Chapter 102 of the
Jacksonville Municipal Code, we conducted an aoidnimal Care & Control’s revenue
generating activities, cash handling proceduras$caftection efforts and present this report
thereon.

Animal Care & Control, a division of the DepartmeniNeighborhoods, is responsible for
the enforcement of Chapter 462 of the JacksonMilmicipal Code and various State
Statutes that relate to domestic and companionasimAnimal Care & Control’'s daily
activities include issuing citations to negligeet pwners, apprehending loose animals,
providing temporary shelter to lost and unwanteidhafs, and placing animals through an
adoption program. The Division’s revenues conesfstitation revenues, adoption and
redemption fees, city licensing and rabies vacmndees, and donations. For fiscal year
2002/03, Animal Care & Control's revenues and exiitenes totaled $166,101 and
$3,132,994, respectively. The Division’s budgewanues and expenditures for fiscal year
2003/04 were $224,310 and $2,829,947, respectivibtual revenues and expenditures
(through April 2004) total $61,150 and $1,480,7&%pectively. The Division’s budget
includes 50 full time positions.

As required by Chapter 462 of the Jacksonville Mupal Code every owner maintaining a
dog or cat four (4) months of age or older is regpiinot less than annually to have it
inoculated against rabies and licensed by the Jite city licensing fee is $6.00 for altered
animals and $16.00 for fertile animals. A multiglenership license is available for

individuals owning five (5) or more animals andises/disabled persons are allowed up to
three (3) free licenses.

STATEMENT OF OBJECTIVES
The objectives of the audit were as follows:

1) Determine if Animal Care & Control is maximizingvenues for the services
provided.

2) Document Animal Care & Control’'s revenue sourced aranagement controls

established to insure the accurate and timelycidie, recording, and depositing of
these revenues.
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STATEMENT OF SCOPE

The audit period for detailed testing of revenubections was October 1, 2002 through
March 12, 2004. The scope of the audit includédeaknues collected by Animal Care &
Control during this period including adoption aediemption fees, rabies vaccination and
city pet license fees, citations and donations. révéeewed the citation process; however,
due to a lack of internal controls, no detaileditgswas performed in this area. The audit
period for detailed testing of refunds was Octahe2003 through March 12, 2004. The
scope of the audit included all refunds providedAoymal Care & Control during this
period. The dollar value of the refunds provided gested during our audit period was
$1,216.25.

STATEMENT OF METHODOLOGY
We reviewed Animal Care & Control’s revenue genagpactivities and performed analysis
as necessary, as well as determined complianceapjhcable laws and/or policies and
procedures. We also evaluated the computer systelatermine if there were adequate
security and internal controls in place.

Based on our review of the Chameleon System (thyesGiennel management software) as
currently configured, we feel the data housed witta be of sufficient reliability for
purposes of basing our conclusions. This auditintasided to analyze revenue collections
of Animal Care & Control. Based on our detailestitey of and comparison between actual
monies collected and receipts contained withirGhameleon System, we found nothing of
significance to dissuade our use of the data coadiawithin the System. When analyzing
the general state of the computing environmentidi@iscover various control weaknesses
but in our estimation these did not affect ourigbtb use the data in forming our audit
conclusions.

STATEMENT OF AUDITING STANDARDS

We conducted our audit in accordance with generaflgepted government auditing
standards issued by the Comptroller General obthited States. Those standards require
that we plan and perform the audit to afford a @aable basis for our judgements and
conclusions regarding the organization, programiiG or function under audit. This audit
also included an assessment of applicable managetoetrols and compliance with
requirements of laws and regulations when necessaatisfy audit objectives. We believe
that our audit provides a reasonable basis foconclusions.

AUDIT CONCLUSIONS
1) Animal Care & Control is not maximizing its poteaidtrevenues for the services
provided and many weaknesses in the revenue gerpeatd collection processes
were identified. In addition, several issues wdeatified in regards to the services
provided under the PetData contract.

2) Inadequate management controls exist over theasitptocess. Proper segregation
of duties has not been established over the cashipte process to ensure the
accurate and timely collection, recording, and dé@pw of revenues. However,
based on our testing, it does appear that adoptiedemptions, and refunds were
properly processed in most instances.



Animal Care & Control’s responses to our findingd e&commendations have been inserted
in the body of the report.

AUDIT OBJECTIVE #1

In order to determine if Animal Care & Control isarimizing revenues for the services
provided, we reviewed the Division’s various reversources and unit cost estimates and
compared the Division’s current fees with otherrAal Care & Control centers throughout
Florida.

Finding #1-1 Enhanced Tracking and Revenue Opportunity

Currently, all animals four (4) months and oldeatthre adopted from an Animal Care &

Control facility receive and are charged for a pey license at the time of the adoption. The
license information is electronically transmitt@dRetData allowing PetData to track the
license and send annual reminders to the pet oregarding the City’s annual vaccination

and licensing requirements.

During the audit it was noted that animals under {d) months of age are not licensed by
the City at the time of the adoption, as it is aseéquirement of the Ordinance Code. As a
result of not being licensed, these animals areantamatically tracked by PetData; and
therefore, do not receive annual reminders reggrttia City’'s licensing and vaccination
requirements. Unless the individual provides raguéterinary care for the animal and/or
voluntarily complies with the City’s licensing ragements, it is unlikely that the animal will
be licensed. Based on Animal Care & Control edisiaapproximately 63% of adopted
animals are less than four (4) months of age. igurscal year 2002/03, 3,720 animals were
adopted from Animal Care & Control; of these appmately 2,340 animals would have
been less than four months of age.

Recommendation to Finding #1-1

We recommend that Animal Care & Control developay ¥or all adopted animals to be
tracked through PetData, especially those under#umonths of age who do not receive a
city license at the time of adoption. Animal C&r€ontrol should review the possibility of
transferring the owner and animal information tdCR¢a at the time of adoption. This
transfer of data would allow PetData to send ouuahreminders regarding the City’s
licensing and vaccination requirements and coulterg@lly result in an increase in
compliance with the City’s licensing requirementsl additional revenues to the City.

While reviewing the fees charged by other AnimateC& Control facilities throughout
Florida, we noted that a few cities have establisheeduced licensing fee for juvenile
animals. The Administration may wish to considpobhcy similar to this in order to recover
costs associated with processing the owner andahimformation.

Animal Care and Control Response #1-1

Animal Care and Control agrees with the findingt disagree with the recommendation
having PetData assume tracking of under aged arsrfaalimals too young to be licensed).
PetData has contracted with the City of Jacksoewvidl provide licensing management
service of pets. Under Jacksonville City Codeetigannot be licensed until they are of
sufficient age (four (4) months). | believe theu@ml Auditor’s intent is to insure that the




owners of these animals receive a reminder to fiegheir pet, when the animal reaches the
age of four months. Animal Care and Control walidlop a SOP by September 30, 2004, to
provide for an in-house reminder notice to be gatest by the animal shelter management
computer system, “Chameleon.” If the pet owndsfen comply with our reminder, Animal
Control Officers are able to take enforcement attioinsure compliance.

The minimum age in which an animal may be adopgtedyht (8) weeks. The minimum age
in which an animal may be licensed is four (4) rhent The Council Auditor’s is
recommending that a new pet owner be required teh@se a “juvenile license” for
animals in the transition period that would not eed a two (2) month period. And then at
the expiration of that period require the pet owttere-license their pet again when the pet
reaches four (4) months of age. Jacksonville Citge ties Jacksonville licenses with the
rabies vaccination of that animal. The Code prasikthe issuance of a City license to an
animal that is too young to receive a rabies vaatton. Animal Care and Control does not
believe there is sufficient benefit in licensingnaals prior to the required age of four (4)
months.

Finding #1-2 Adoption Fees
Adoption fees charged by Animal Care & Control hawe been adjusted in several years
despite a significant increase in the servicesigea/to the animals.

Based on our review, we were unable to determiméast time adoption fees were adjusted;
however, discussions with Animal Care & Controlicgade that fees have remained constant
since at least 1988. Despite the consistencyedddoption fees, Animal Care & Control has
taken a proactive approach to animal placemenhs$are that animals adopted out are in
good health. Currently, all animals adopted fromimdal Care & Control receive all
necessary vaccinations and medical treatment asparyed or neutered prior to adoption.
These services were not provided prior to 2001seBan estimates received from Animal
Care & Control, the costs associated with animapéidns can be as high as $240 for dogs
and $99 for cats. Currently, adoption fees aref§Bkittens and cats and $50 for puppies
and dogs.

Recommendation to Finding #1-2

We recommend that the Administration review AninGdre & Control's current fee
schedule and determine whether it would be appatgpfor the City to increase the fees
charged for Animal Care & Control adoptions.

Animal Care and Control Response #1-2

Animal Care and Control has recommended that adodies increase. It is proposed in
the 2004-2005 budget process that cat adoptionldeéscreased to $60 and dog adoption
fees be increased to $80. The fee increases walbrbe effective on October 1, 2004.
Animal Care and Control will file the new fees wihle Council Secretary by September 30,
2004.

Finding #1-3 License Fees

City license fees were increased in 1994 by on&ad(#1). This increase was a direct result
of the establishment of the Veterinary ServicesTRund. Since this time, Animal Care &
Control has outsourced its licensing program argdritd attempted to recover any costs




associated with this service. At the time of oudig license fees per the Ordinance Code
were $6.00 for altered animals and $16.00 forléeghimals.

Section 462.317 of the Ordinance Code establishelsiatary licensing program for the sale
of the city pet licenses. Veterinary offices thlabose to participate in this program are able
to sell city pet licenses and retain twenty-fivegaeat (25%) of the collections, excluding the

dollar ($1) that is earmarked for the Veterinarpw@es Trust Fund.

For every:
Old Ordinance New Ordinance
$6.00 | $16.00 | $6.00 | $16.00 Sold at a participating vet office
license | license | license | license
$1.25| $3.75| $1.50| $1.50| Retained by Veterinary Office
$3.50| $3.50| $3.50| $3.50] Paid to PetData
$1.00/ $1.00| $1.00| $1.00| Earmarked to Veterinary Service Trust Fund
- $10.00 - $10.00| Earmarked for Spay/Neuter Trust Fund
$0.25 | ($2.25) $0 $0 Revenue/(L oss) Recognized by General Fund

Subsequent Event — On June 22, 2004, the City Council passed Ondi@2004-259, which
revised this section to provide a flat fee of $1p&0 license to participating veterinary
offices. As a result of this revision, the Gendérahd no longer recognizes a gain or loss
from the sale of the city pet license through pgtiting veterinary offices. In the new
Ordinance, Section 462.317 is now Section 462.7B8rthermore, the new Ordinance
deleted the cost of the city license and all refeedo the distribution of funds to the various
trust funds.

The veterinary offices automatically retain thesrtmpn and submit the license information
and remaining funds directly to PetData for traghparposes. Upon receipt of these funds,
PetData deposits the collections into a City actoBased on our review of this process, it
was noted that there is no oversight or reviewheflicenses sold and collections made at
participating veterinary offices. Specifically weted the following issues:

- Neither Animal Care & Control nor PetData have baetounting for the unused
licenses issued to participating veterinary offices

- Animal Care & Control does not receive informatibom the participating
veterinary offices or PetData to allow them to fyetthat the deposits made into the
City account are correct.

- Neither Animal Care & Control nor PetData track thenber of allowable free
licenses issued by the participating veterinariceff. During fiscal year 2002/03, a
total of 15,361 free city pet licenses were issuBdcause the City pays PetData
$3.50 for every license issued, free City pet lsmncost the City $53,763. For
fiscal year 2003/04 (through April 2004), 8,238efreity pet licenses have been
issued, at a total cost to the City of $28,833.



Recommendation to Finding #1-3

We recommend that the Administration review Ani@ale & Control’s current pet license

fee schedule and determine whether it would becgpiate for the City to increase the fees
charged for pet licenses. We further recommertdhiragAdministration establish procedures
to account for unused licenses issued to particigaeterinary offices and licenses sold in
order to properly account for revenues owed tdQitg

Animal Care and Control Response #1-3

Animal Care and Control has reviewed the current lpgense fee schedule and have
recommended that license fees for sterile animalmtreased to $16 and license fees for
fertile animals be increased to $26 on October@)4£ We have instructed PetData to
restrict issuance of the free (senior citizen) peénses to 3 per owner. To insure
compliance with the conditions of the exempt liesn&nimal Care and Control will become
the only location for obtaining exempt licensesibeing on October 1, 2004. Animal Care
and Control employees will pick up unused licemis®a the participating veterinary offices
at the end of each licensing year to audit themragadhe number of licenses sold by that
location. Participating veterinary clinics will beotified of this requirement during the
month prior to the end of the licensing period.

Finding #1-4 Atypical Animal Fees

Animal Care & Control receives a variety of animalsluding ferrets, birds, snakes, and
guinea pigs. These animals are primarily adoptédas no charge rescues. Despite not
performing extensive medical procedures on theseas, Animal Care & Control expends
valuable resources on the collection, intake, @msiog, and short-term housing of these
animals.

Recommendation to Finding #1-4

While reviewing the fees charged by various Floddanties, we noted that a few cities have
developed a fee schedule to address the adoptibes# “atypical’ animals. Animal Care &
Control should modify its current policy and estsibstandard fees addressing the adoption
of these atypical animals.

Animal Care and Control Response #1-4

Animal Care and Control will immediately develofea schedule to address the common
“atypical” animals that come into the Animal Caraéé Control Center. Non-common
“atypical” animals will be based on a formula equal one half (1/2) the market value for
the animal. The market value will be determinedcbytacting three sources in the
Jacksonville area that provide that type of anigadl averaging their prices.

Finding #1-5 Citations

Animal Care & Control is responsible for the enfareent of Section 462 of the Ordinance
Code relating to animals. This section of the @adce Code establishes numerous
regulations relating to the housing of animals iav8l County. The Ordinance Code
provides Animal Care & Control with the authorityissue citations for instances of non-
compliance with the established regulations. Aation of the Ordinance Code may result
in a fine ranging from $50 to $500, depending @dverity of the violation. For fiscal year
2002/03, revenues generated from the issuanctatboss totaled $57,501 and for fiscal year
2003/04 (through April 2004) citation revenues t&k5,548.




Based on our review of the citation process, it determined that Animal Care & Control

has not established adequate internal controls ttreecitation process to ensure that all
citation revenues are collected and properly adeoufor. The following are some of the

issues noted during our review of the citation pesc

- Citations are pre-numbered; however, Animal Car€dhtrol does not account for
every citation number.

- The amount of the citation is not entered into@hameleon System when issued. As a
result, Animal Care & Control is not able to detareithe amount of outstanding fines.

- The citation can be difficult to understand siroere is a discount if the fine is paid on
time and uncontested. In addition there is a $5ubharge tacked on the citation that
can easily be overlooked.

- Payment on the citation is made at the Tax ColtectOffice; however, the Tax
Collector does not have access to the informatmthe issued citations. As a result, the
Tax Collector must rely on the individual to britige citation with them and must
calculate that payment correctly — including disgoamounts and surcharges.

- Animal Care & Control only knows that a payment haen made on a citation if they
receive a CR from the Tax Collector’s Office.

- If the CR does not contain the citation numbemalividual’s name, Animal Care &
Control is unable to properly match the paymenthi citation in the Chameleon
System. Paid citations may remain outstandingenGhameleon System.

- If payment is not received within ten (10) days ditation is to be processed at the
Clerk of Courts for final judgment. This processmot been followed.

- Currently, there are no collection efforts on udpatations.

Recommendation to Finding #1-5

An adequate citation system needs to be establishatsure that all citations are accounted
for, tracked, and collected on. When addressing igsue, the Administration should
consider the efforts of all parties, including fh@x Collector’s Office and the Clerk of
Courts. We also recommend that the Administratexew the current citations used to
determine if modifications could be made to maleagier to determine the amount of the
fine and surcharge to be collected. Modificatitmghe citations should include removing
“Lynwood Roberts, Tax Collector” and replacing ithvjust “Tax Collector”.

Animal Care and Control Response #1-5

Animal Care and Control agrees with these findiagd have developed the SOP, trained
employees, received wonderful assistance from @eunsel’'s Office and we have

resolved the back log of citations. The Councillifar's recommendation for a system to
account, track and collect is well under way.

Finding #1-6 Animal Rescues

Animal Care & Control has established an interr@icy to provide for the “rescue” of
animals. This policy allows approved rescue growpeeceive a reduced adoption rate
depending on the level of service that has beerigied to the animal. Based on our review,
it was determined that the rescue policy is nosmbently followed, resulting in the potential
for the significant loss of revenues to the City.




From October 14, 2002 through March 19, 2004, 40fnals were adopted from Animal
Care & Control as “rescues” with collections tatgl$3,019. This is an average of $7.45 per
animal. At a minimum, these animals are usualtgested by a veterinary technician, and
based on our review, 27 of the animals were altated charge to the rescue group. These
are some of the issues noted during our reviewesifues:

- Adoptable animals are often provided at no changes$cue groups, who in turn sell
these animals for profit. Despite not performigeinations and sterilization on these
animals, Animal Care & Control expends valuabl®@uveses on the collection, intake,
processing, and short-term housing of these animals

- Inmany instances, these animals receive medeatitrent and are released to the rescue
group without payment of the appropriate chargethas the established fee schedule.

- Rescue groups are not consistently required to gubedical treatment documentation
to Animal Care & Control on animals that did nate®re complete service from Animal
Care & Control. For instance, if the animal is strilized by Animal Care & Control,
the rescue group is required to incur the codt@sterilization prior to selling/releasing
the animal. Often times this documentation isqutimitted to Animal Care & Control
as required.

Recommendation to Finding #1-6

We recommend that the Administration review theentrrescue policy. All rescues should
be provided in accordance with Animal Care & Colgroternal policies. Essentially,
Animal Care & Control should attempt to recoverctst for every animal that is adopted
from its facilities.

Animal Care and Control Response #1-6

Animal Care and Control will review our internal lpry for rescue adoptions before
September 30, 2004. We agree that Animal Car€Camdrol should attempt to recover our
cost for every animal; however, animals releaseckszue organizations are animals that
would be otherwise destroyed. Rescue organizasaxie Animal Care and Control the
additional cost of euthanasia and disposal of trersienals when they rescue animals from
our organization.

Finding #1-7 Employee Animal Adoptions

Animal Care & Control has developed an internal lelyge adoption policy. This policy
requires that the Division Chief and the Adoptioao&linator review and approve the
adoption application, that an adoption contracbi®pleted, and that the adoption fee is paid
in full.

During our review of employee adoptions, it wasddhat several employees have adopted
animals as “rescues” at no charge. Many of theseals were atypical adoptions, such as

ferrets, birds, snakes, and guinea pigs. Despttpertorming extensive medical procedures

on these animals, Animal Care & Control has expdndéuable resources on the collection,

intake, processing, and short-term housing of theseals. In addition, it was noted that a

few employees have adopted dogs and cats as “sésao@ not paid the appropriate fees

based on the level of services provided to the ahincluding not obtaining a city license.



We found that Animal Care & Control employees add total of eight (8) dogs and cats
as rescues. Despite not being charged an addpgoall of these animals received some
level of medical treatment and five (5) animalsego have been altered at Animal Care &
Control’'s expense.

Furthermore, we noted that there was no documentati the adoption packets to indicate
that any of the employee adoptions/rescues werewed or approved by the Division Chief
as required by Animal Care & Control’s internal dayge adoption policy.

Recommendation to Finding #1-7

We recommend that Animal Care & Control reviewcisrent employee adoption policy.
All animals adopted by employees should be chatige@stablished fees at the time of the
adoption, including the adoption fee, rabies veaatoom fee, and city licensing fee. In
addition, all employee adoptions should be apprdyatie Division Chief and the Adoption
Coordinator as required by the Division’s intermallicy. This approval should be
documented on each employee adoption contract.

Animal Care and Control Response #1-7

Animal Care and Control agrees with these findingsd will implement the
recommendation. The current SOP will be rewritemeet these recommendations prior
to September 30, 2004. Many of the animals addpt@dimal Care & Control employees
are animals needing critical care and requiring saferable out of pocket expenditure for
medical treatment. As with the rescue organizatidrthe employee had not intervened on
the animal’s behalf, the animal would have beerrdged as an unadoptable animal.

Finding #1-8 PetData Contract

In September 2000, the City of Jacksonville, ondifebf Animal Care & Control, entered
into an agreement with PetData, Inc. for the mamage of Animal Care & Control’s animal
licensing system. Based on the contract, PetRBatagected to furnish all services normally
expected of an animal licensing system includingipasing and distributing city license
tags, issuing tag renewal notices to pet ownetspaoviding full accounting of all revenues
and expenses. For these services, PetData cyrreoglives $3.50 for each license that is
sold, with payments under the contract not-to-eat&286,000.

For the City’s fiscal year 2002/03, Animal Care &r@rol’s revenues from the sale of city
licenses totaled $358,556, which was offset by gaysimade to PetData totaling $285,481,
resulting in net revenues to the City of $73,0Far fiscal year 2003/04 (through April
2004), revenues from the sale of city licensed &280,072, which is offset by payments
totaling $179,243 to PetData, resulting in net nexeto the City of $20,829.

The following issues were noted during our revidwhe services provided by PetData:

- PetData was overpaid for services provided duitiegsecond and third year of the
contract:



Max per Contract :
Contract Year Contrpa ot Payment Overpaid
6/1/00 — 5/31/01 $250,000 $129,216 -
(started Oct. 2000)
6/1/01 — 5/31/02 $250,000 $256,596 $ 6,596
6/1/02 — 5/31/03 $250,000 $299,147 $ 49,147
Total Overpayment $ 55,743

- PetData has not submitted an annual audit of pnogervices as required by the
contract; however, the contract does not definectikavhat should have been
included in the audit.

- Part of PetData’s responsibility per the contra¢bimake collections from each of
the participating veterinary offices on the liceng®t they sell. During our review, it
was noted that several of the participating vegayitlinics are not submitting their
license information and collections in a timely man For instance, PetData’s
January 2004 billing included licenses that wetd as far back as May 2003. Of
the 42 veterinary offices included in the Januad®4 billing, nine (9) offices
(21.4%) submitted information on licenses that vadeast two (2) months old and
six (6) offices (14.3%) submitted information theds at least four (4) months old.

Recommendation to Finding #1-8

Based on the services provided and their relatestscove recommend that the
Administration review the PetData contract and eatd the cost of providing these services
in-house. Currently, Animal Care & Control is ineed $3.50 for every free license that is
issued. During fiscal year 2002/03, providing flieenses cost the City approximately
$53,000. The Administration should consider thgt saving it would recognize from the
elimination of the free city licenses.

Furthermore, we recommend that the Administratewkseimbursement from PetData for
the overpayments made during the second and teadof the contract; and, after defining
the City’s expectations of the required annual audguest such an audit from PetData.

Animal Care and Control Response #1-8

Animal Care and Control is reviewing the contracithwPetData and will make a
determination as to whether it is more cost eféedtd provide the service in-house. We will
consider the elimination of the free (senior citigeity licenses at our next rewrite of the
City Code.

Animal Care and Control understands that the ovayrpent to PetData is a result of
PetData processing more licenses than they proposelde bid process, in which they
calculated on a $3.00 per license basis. Theythavadditional licenses as more revenue
for the City and continued billing at their $3.0&te. However the contact is quite clear that
they are not to exceed the contract amount. Ani@ak and Control will pursue the
Council Auditor’'s recommendation to request reingament from PetData. A letter will be
sent to PetData requesting the reimbursement of/&bplus $19,215.50 for the period of
June 1, 2003 to May 31, 2004. The request forlvensement will be mailed to PetData
prior to July 30, 2004.
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Finding #1-9 Weekend Adoptions

Approximately twice a month, Animal Care & Conttalds weekend adoptions at local
PETSMART locations. An Animal Care & Control emyée works these adoptions with
assistance from First Coast No More Homeless F&SMHP) volunteers. For every
animal that is adopted from a PETSMART locationTBEART provides a five-dollar ($5)
cash rebate to the organization.

During our review, it was noted that Animal Car€&ntrol was receiving these rebates until
approximately July 2003, when the amount of thatebsignificantly dropped. Based on
discussions with Animal Care & Control employedswas determined that FCNMHP
currently receives these rebates. Further dismussvealed that there was not a verbal or
written agreement with FCNMHP regarding the recefphe five-dollar rebates. It appears
that FCNMHP has taken it on themselves to colleetrebates.

Recommendation to Finding #1-9

We recommend that the Administration review thesies If Animal Care & Control wishes
to provide the rebate monies to FCNMHP for theiluateer efforts, a formal written
agreement between the two parties should be estalli If this was and is not Animal Care
& Control's intent, we recommend that they seeknimirsement of these funds from
FCNMHP.

Animal Care and Control Response #1-9

Animal Care and Control has reviewed this findimglavish to enter into a formal written
agreement with First Coast No More Homeless Pete@anmended. FCNMHP provides
administration, setup and breakdown at the abovetimeed animal adoption events. We
believe that the $5 PetsMart rebate given to FCNMtaRlly repays them for all of their
efforts and it saves Animal Care and Control thet @ providing staff before and after the
adoption events. Animal Care and Control will warikh the General Counsel’s Office to
prepare the agreement by September 30, 2004

Finding #1-10 Returned Checks

As part of our detailed testing, we reviewed Anif@ake & Control’s collection efforts to
ensure that returned checks were processed factiolh in a timely manner. We selected
three (3) months during the audit period for dethtlesting and traced the returned checks
through the collection process. During our testimg found that:

- No collection efforts had been made on two (2hef18 returned checks reviewed
(11.1%). These two checks, totaling $22, were ggsed by the Tax Collector’s
Office on January 29, 2004.

- Of the eight (8) returned checks that remained ahfdlowing notification by
certified mail, three (3) of the returned checks.$%6), totaling $77, had not been
forwarded to the State Attorney’s Office for prosean.

Recommendation to Finding #1-10

We recommend that Animal Care & Control reviewdtsrent return check process and
make any necessary changes to ensure that caieftarts are made in a timely manner. In
addition, we recommend that Animal Care & Contwith the assistance of the State
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Attorney’s Office, determine what additional infaatron should be required on checks sent
to PetData and accepted by participating veteriaHiges (payable to the Tax Collector) to
ensure that the City can pursue collection effontshese checks.

Animal Care and Control Response #1-10

Animal Care and Control has reviewed our returnahgerocess and we have made the
appropriate changes to our policy as per this reomandation. Animal Care and Control
employees have received training on the processingturned checks.

AUDIT OBJECTIVE #2

Document Animal Care & Control’s revenue sourcesmanagement controls established
to insure the accurate and timely collection, rdoay, and depositing of these revenues.
Testing under this objective included obtaining warderstanding of Animal Care &
Control’s revenue sources and reviewing the Divisianternal controls and cash handling
procedures. We selected a sample of days andittiaeelaily collections to the deposit. In
addition, we reviewed all refunds provided durihg turrent fiscal year.

Finding #2-1 Employee Job Factors

Employees with cash handling responsibilities ave evaluated on specific job factors
relating to their cash handling duties. The Cig&sh Receipt Procedures stakaty Factors
are required to identify the specific duties tqeeformed by individuals handling money.”

Recommendation to Finding #2-1

We recommend that Animal Care & Control reviseeitsployee evaluations to include
specific job factors relating to the employeeshchandling responsibilities. In addition, it
was noted that employees do not receive formatitrgion cash handling procedures as the
City’'s Training Division does not offer such class&/e recommend that the City’s Training
Division offer formal training in proper cash haindl procedures including a review of the
City’'s Cash Receipt Procedures. This training khbe required for all City employees with
cash handling responsibilities.

Animal Care and Control Response #2-1

Animal Care and Control added cash handling resgmliiges to the job factors in June of
2004. Atthe presenttime, the City’s trainingiBien does not offer training on proper cash
handling procedures. Animal Care and Control wlilvelop an in-house cash handling
training class for Animal Care and Control employgeior to January 1, 2005.

Finding #2-2 Accessto Cash

Two (2) employees at thé' Street Animal Care & Control facility have accesste cash
drawer even though their daily activities no longetude taking collections. The City’s
Cash Receipt Procedures statecess to money must be limited to those who paweer
authority; this authority should be restricted twose whose job requires access.”

Recommendation to Finding #2-2
We recommend that Animal Care & Control immediatetyninate access to the cash drawer
for all employees whose job no longer requires s&ce
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Animal Care and Control Response #2-2

The two employees mentioned in this recommendatidonger have access to the cash
drawer. Access was removed when Animal Care andrQldirst learned of this issue from
the County Auditor’s Office. A cash handling SOPhve in place prior to January 1, 2005.

Finding #2-3 Accessin Chameleon System

The Account Technician’s access in the Chameleate8y should be limited to inquiry
access only and better segregation of duties nedxsestablished over the deposit process.
During our review of the internal controls estatdéid by Animal Care & Control, it was
noted that proper segregation of duties have rem bstablished to insure the accurate and
timely collection, recording, and depositing oflgda&ollections. The following issues were
noted:

- The Account Technician has access to reverse tioletransactions (via a
journal entry) in the Chameleon System. Although instances of
misappropriation were identified during our auditjs level of access
significantly compromises the deposit process siheee is the potential for
daily collection transactions to be reversed in 8ystem and the funds
misappropriated.

- The Account Technician is responsible for prepatigdeposit, creating the
collections receipt (CR), making the deposit, resmng the validated CR, and
verifying the deposit in the City’s general ledémr 1% Street Animal Care &
Control collections. Although no instances of mpj@@priation were identified
during our audit, the lack of segregation of dupiesvides the opportunity for
City funds to be misappropriated and the misappatipn not identified.

Recommendation to Finding #2-3

We recommend that the Account Technician’s aceetgel Chameleon System be restricted
to inquiry access only. In addition, we recomm#rad Animal Care & Control improve the
segregation of duties over the deposit proces®cifigally, an individual other than the
Account Technician should be responsible for reingvthe deposits and verifying their
posting in the City’s general ledger system.

Animal Care and Control Response #2-3

The Account Technician’s access in to Chameleobéess restricted to inquiry access only
as recommended in June 2004. Animal Care and @Gbhtas implemented additional

segregation of duties over the deposit process Aduaministrative Manager is providing the

final oversight in the deposit process. The appedp SOPs will be revised to reflect the
segregation of duties prior to January 1, 2005.

Finding #2-4 Unaccounted for Deposit

We were unable to determine whether the daily cttlas taken at the Mandarin Animal
Care & Control facility for February 27, 2003 wedeposited into the City’s account.
Animal Care & Control was unable to locate the defgmacket for this day and as a result, it
appears that the deposit was not verified in thg<general ledger. Both Animal Care &
Control and the Council Auditor’s Office attemptedocate the deposit in the City’s general
ledger and were unable to determine if the cobestiwere deposited. Based on daily
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collection information in the Chameleon System, Mem Animal Care & Control
collections for February 27, 2003 totaled $355.00.

Recommendation to Finding #2-4

Section 102.104 of the Jacksonville Municipal Cstdges Whenever a custodian, property

officer or accountable officer responsible for gakdlinds or public property discovers a

loss, unexplained disappearance or theft of thd$wr property for which he is responsible
or accountable, he shall report the apparent losgexplained disappearance or theft to the
Council Auditor's Office at the same time as itaported to the Office of the Sheriff as
required by Section 122.810.”

All instances of loss or theft should be properdg@ssed at the time of incident and
responsible individuals should be held accountablethermore, the appropriate officials
should be immediately notified in accordance wihktn 102 of the Jacksonville Municipal
Code.

Animal Care and Control Response #2-4

The Account Technician is now monitoring depogtirast the Chameleon system to insure
that the amounts are reconciled. The Office Manageonfirming that the accounts are
reconciled. As a result of this new process, veeighknow immediately if a deposit is not
made. All employees will be held accountable arelrt8OP will include language
regarding notification to the proper officials irceordance with Section 102 of the Code
prior to January 1, 2005.

Finding #2-5 Cash Deposits

Deposits for Off-Site collections were not madaattfor two (2) of the 12 days (16.7%) in
our sample. For each of the instances notedothkdaily collections were deposited at the
Tax Collector’s Office during two (2) separate saations. In the first instance, the deposits
totaling $375 were made four (4) days apart aridersecond instance, the deposits totaling
$668 were made five (5) days apart.

Recommendation to Finding #2-5
We recommend that Animal Care & Control ensure #éflatollections are deposited intact
and in a timely manner (i.e. the next business.day)

Animal Care and Control Response #2-5
Animal Care and Control agrees with this finding dawill comply with this
recommendation. An updated SOP will be completied {o January 1, 2005.

Finding #2-6 Untracked Transactions

During our review it was noted that zero value $eations (such as no charge rescues) may
be processed in the Chameleon System without gamgeestransaction number. In order to
improve the tracking of all transactions, a compgenerated transaction number should be
created for every transaction, the transaction raxrshould be automatically tied to the
corresponding Chameleon screens, and all transadimuld be included on the daily “Cash
Box Closing Report”.
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Recommendation to Finding #2-6

We recommend that Animal Care & Control work withRHInc. to make the necessary
modifications in order to ensure that every tratisacis documented by a computer-
generated transaction number and included on tiy “@ash Box Closing Report™. In
addition, we recommend that the necessary modticatbe made to ensure that the
transaction number is automatically tied to eaamesponding screen in the Chameleon
System. A separate “No Charge Transaction” scremnaiso be beneficial.

Animal Care and Control Response #2-6

The Chameleon system provides self-generatingptesambers and prints them on each
receipt. The system prints these receipt numbetse“Cash Box Closing Report” that is
used to summarize the daily transactions at theoedch business day. We have added the
ability for “No Charge Transactions.”

Finding #2-7 Animal Redemption

During our review of a sample of redemptions, ei@)tinstances were noted where the
license number was not documented in the Chamdé&gsitem when the animal had a pre-
existing license. Eight (8) additional instancesr@vnoted where there was no reference
made as to whether the dog/cat had an up-to-daiesra@accination. Section 462.309(b) of
the Jacksonville Municipal Code statédsimal Care & Control is authorized to require,
prior to release of an animal, administration obaulation for rabies under the control and
supervision of a veterinarian, payment of a feediach inoculation pursuant to the fee
schedule . . . and issuance of a license tag wshiah evidence inoculation, registration and
licensing.” As a result of this finding, Animal Care & Conttielunable to ensure that the
redemptions were provided in accordance with thkstaville Municipal Code and Animal
Care & Control's internal procedures.

Recommendation to Finding #2-7

We recommend that Animal Care & Control documerd dity license number and
preexisting vaccination information in the Chamal&gystem if the animal has an up-to-date
City license and/or rabies vaccination before released to the owner.

Animal Care and Control Response #2-7
We agree with this finding and implemented thi®nemendation in May 2004. The SOP
will be updated to reflect this recommendation pteJanuary 1, 2005.

Finding #2-8 Pet License Data Tracking

As part of our detailed testing, we traced the péllicense information for the license tags
issued by Animal Care & Control in our sample frdma Chameleon System to PetData’s
website in order to determine whether the licensarimation is being transferred to and
tracked by PetData. When performing a searchtiD&a’s website for the city license tag
number, we were unable to locate the license irdétion for 17 of the 185 licenses (9.2%)
issued by Animal Care & Control in our sample. Sdacluded eight (8) of the 122 licenses
issued from the®1Street facility (6.6%), one (1) of the 31 licen&sssied from the Mandarin
facility (3.2%), and eight (8) of the 32 licenssesued during Off-Site adoptions (25.0%).
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Recommendation to Finding #2-8

Since PetData must have the license informatiororoler to track the licenses, we
recommend that Animal Care & Control review thesgtances and determine why the
information was not properly transferred to PetData

Animal Care and Control Response #2-8

PetData advised us that incorrect data entry by#aliCare and Control employees would
prevent the data from being uploaded to them. uh sSf incorrect information is entered
into the Chameleon system, it is possible thaptbgram that uploads the data to PetData
would not recognize the entry as a new licenseimAnCare and Control will conduct
training to insure that staff knows how to propegiyter licensing data prior to September
30, 2004. We are currently attempting to locat@fihe records that have been incorrectly
entered and correcting those entries so that thay become available to PetData.

Finding #2-9 Refunds

Of the 23 refunds granted during the current figeal, we found that one (1) refund (4.3%)
was provided although no documentation existedoaslty the refund was necessary.
Animal Care & Control's internal policy requiresaththe Adoption Refund Form be

completed and the reason for the refund be docledemt the form.

Recommendation to Finding #2-9
We recommend that all refunds be provided in aced with Animal Care & Control’s
internal policy.

Animal Care and Control Response #2-9
Animal Care and Control will follow our internal poy on refunds. The current policy is
adequate, and employees will be required to follmevpolicy.

Finding #2-10 Chameleon System Dates

Dates in the Chameleon System are not “hardcod&lihough the dates are automatically
generated by the System, all employees have thgydbimake changes to the transaction
dates. A combination of standard practices, scokier daily collections, and system
reliability dictate that dates be automatically geted by the system and protected.
Although no instances of misappropriation were dahagring our audit, there is the potential
for daily collections to be taken and entered obaekdated receipt. As a result, the
collection would not be included on the daily “Cdabx Closing Report”; and therefore,
would not be required to balance the deposit.

Recommendation to Finding #2-10

We recommend that Animal Care & Control work withRHInc. (the providers of the City's
kennel management software) to determine what rsystedifications are necessary to
ensure that the dates cannot be changed.

Animal Care and Control Response #2-10

Animal Care and Control agrees with the Council Rardthat hardcoding of the receipt
date in the Chameleon software will increase theusty of the software. We will
immediately contact HLP to make the software change
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Additional Finding Related to Computer Technology

As required by governmental auditing standardsassessed the reliability of computer-
processed data and noted the following internalrobweakness directly related to Animal
Care & Control. Additional system related weakesssere noted during our audit;
however, these issues have been excluded fromegost and will be addressed in a separate
report to the City’s Information Technology Divisio

Extraneous usernames and usernames with inappepasswords exist in the Chameleon
System. Access to data must be limited as ondé®tegrds insuring its accuracy. Limiting
the number of usernames to the number of emplayeexividuals that need access to
Chameleon is a crucial step in limiting acces$hé&data.

Recommendation to Finding Related to Computer Technology

We recommend that Animal Care & Control immediatelyove any unneeded, extraneous,
and duplicate accounts (including those belongingniployees of the City’s Information
Technology Division or HLP Inc.) and that a routaelit of system access be implemented.
In addition, we recommend that all employees lopiired to change their Chameleon
password.

Animal Care and Control Response Related to Computer Technology

Animal Care and Control has removed all unneedgttaaeous, and duplicate accounts
from the Chameleon System as recommended. Anarmab@d Control employees will be
reminded to change their Chameleon passwords @galar basis or as needed. Animal
Care and Control’ Administrative Manager will momitthe user list and remove duplicates
and logons of terminated employees.

We wish to thank both the Neighborhoods Departnagidt the Animal Care & Control
Division for the courtesy and cooperation they haxtended to us during the course of our
audit.

Respectfully submitted,

Richard Wallace, CPA
Council Auditor
Audit Performed by:
Tasha Morgan, CPA
Heather Norsworthy
Adam Mathews
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Attachment A

DL P YR T AMT N
Serving Jacksonville
Block by Block
Office of the Director
MEMORANDUM
July 23, 2004
To: Richard Wallace, Council Auditor
From: Roslyn Phillips, Director%%/] 7%/
RE: NEIGHBORHOODS DEPARTMENT RESPONSE TO ANIMAL CARE
& CONTROL AUDIT

We appreciate the work of the Council Auditor’s Office in assisting to identify areas of
weakness in the Animal Care and Control Division and recommendations made for
corrective action. Attached is the department’s response to the Audit.

As you will note, corrective action has been taken on many of the findings and
recommendations implemented. We continue to develop standard operating
procedures to ensure processes are in place to adequately enforce city ordinances
and state laws relating to domestic animals for the protection of both the human and
animal populations of Jacksonville.

Under the leadership of the newly appointed chief, David Flagler, we look forward to
many refinements in this Division to provide a much improved level of service and
more efficient operation.

Additionally, with the provision of additional staff resources, training and construction
of the new, state-of-the-art facility, our goal is to promote responsible pet ownership,
and to offer healthy, friendly and loving pets to the community and to reunite lost pets
with their owners.

EGEIVE

JUL 2 6 2004

ﬁ COUNCIL AUDITOR

Recipient of the Governor's 2001 Sterling Award
(904) 630-4963 / 117 W. Duval St - Suite 310 / Jacksonville, Florida 32202/ RoslynP@coj.net




