OFFICE OF THE COUNCIL AUDITOR
Suite 200, . James Building

EXECUTIVE SUMMARY

December 22, 2004

Report No. 597
Honorable Members of the City Council
City of Jacksonville

INTRODUCTION

Pursuant to Section 5.10 of the Charter of the City of Jacksonville and Chapter 102 of the
Jacksonville Municipa Code, we conducted an audit of the Community Services Department’s
revenue generating activities, cash handling procedures, and collection efforts and present this
report thereon.

Community Servicesismade up of the Adult Services Division, Disabled ServicesDivison, Mentd
Hedth & Wdfare Divison, Veteran Services Divison, Victim Services Divison, and the Office of
the Director. All of these divisions, with the exception of the Disabled Services Divison, collect
cash and/or are responsible for an imprest fund.

The Adult Services Divison collectsfundsfrom the sale of ticketsfor events, raffletickets, med and
trangportation donations, computer class fees, center rentas fees and sunshine pass sdes. In
addition, the Retired and Senior VVolunteer Program (RSVP) is responsible for a $1,000 imprest
fund used to reimburse volunteers for mileage driven to get to their volunteer Ste.

The Mentd Hedth & Wedfare Divisonisresponsiblefor two imprest fundsfor SSI Reimbursement
and Wefare Work Program. The SSI Reimbursement Imprest Fund totaling $50,000 is used to
reimburse participantsfor funds distributed to Menta Hedlth and Welfare from the Socia Security
Adminigration onther bendf. The Wefare Work Program Imprest Fund, totaling $9,000, isused
by Mentd Hedth and Wefare to provide funds to individuas who are needy and able to work.

The Veeran Sarvices Divison is respongble for collecting funds from donations, rent and utility
collections, and sdesof theLAVATS sysem. TheLAVATS system was devel oped by the City of
Jacksonvillein 1995 to record V eteran information, make gppointments, and many other features.
Other counties began purchasing the system in 1998 &fter finding that it would work for their
Veteran Services Offices. In addition, Veteran Servicesis responsble for a$2,010 imprest fund
used for various expenses as they arise such as supplies for meetings with Veterans.

The Victim Services Divison collects funds for donations, grants, expense reimbursements, and

restitutions. Victim Servicesisaso responsiblefor a$400 imprest fund used for various expenses
asthey arise such asemergency medication, feesto obtain ID cards, feesto obtain birth certificates
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and emergency food, gas, bustickets, etc.

The Office of the Director is responsible for overseeing the five divisons and the Office of
Volunteer Servicesand Juvenile Justice. The Office of Volunteer Services and Juvenile Justice do
not collect any funds, but Juvenile Judtice is responsible for a $3,000 Imprest Fund used for
incentives for juvenile participants as directed by the Juvenile Drug Court judges.

STATEMENT OF OBJECTIVE

The objective of the audit was to document sources of revenue and determine if management
controls exist for Community Servicesto ensure the accurate and timely collection, recording and
depositing of those revenues.

AUDIT CONCLUSION

Adequate management controlsdo not exist over the collection processand proper segregation of
duties have not been established over the cash receipts process and imprest funds to ensure the
accurate and timely collection, recording and depositing of funds. However, based on our testing, it
does appear that cash collections and imprest fund payments are properly processed in most
instances.

SIGNIFICANT FINDINGS

The Community Services Department did not have written policies and procedures that
pertain to dl specific cash receiving functionswithin the Department. In additionthe City’s
policies had not been made available to al employees with cash handling responsibilities
within Community Services and no formd training had been provided.

Community Services employeesresponsiblefor handling cash do not havethe appropriate
job factors and are not evauated on cash handling duties.

We found severd ingtances throughout the Community Services Department where
adequate segregation of duties did not exigt.

Based on our testing of the various imprest funds, we found that some funds could be
reduced. In addition two accounts were found to be dormant and no longer used. The
Juvenile Justice Drug Court Imprest bank account has had a balance of $20.99 since
October 2000. The Mental Hedth & Wefare Work Program Imprest fund has been
dormant since the end of 2000 with a baance of approximately $3,500 in the bank.

We found that several funds are not reconciled and/or reimbursed monthly as required:
The cash receipt process used by Victim Services does not take into account al cash
received; and thus, Victim Services does not fully comply with the City's policies.

Although Victim Services usesacash receipt log for thereceipt of other payments, they do
not record the receipt of donations in the log. The log aso does not include
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the date the fundsarereceived or deposited. Wed so found that inthe Veteran’ s Services
Divison dients are not given areceipt for their payments of rent and utilities.

The cash collection process should include reconciliations between funds collected and
funds deposited. Then the deposits posted to the genera ledger should be agreed to the
Department’ s records by another employee. These steps are not aways performed.

Wefound that donationsreceived by the Independent Living Program were not deposited
into the Adult Services Trust Fund. The Independent Living Program donations were
deposited into the Independent Living Advisory Committeg’ s bank account.

Not dl receipts are deposited in atimely manner.

Checks, money orders, and cashier checks are not redtrictively endorsed when received a
the senior centersfor center rentalsor grants, nor are checksreceived by Victim Services.

An RSV P volunteer has accessto and sgning authority on the City’ SRSVP Imprest Fund
bank account. A treasury bond does not exigt for the volunteer responsiblefor maintaining
the RSV P Imprest Fund.

The bank sgnature cards for the RSVP Imprest Fund and the Victim Services Imprest
Fund are not up to date.

Supporting documentation is not present for dl of the expenditures from the Juvenile
Justice Drug Court Imprest Fund.

Detailsregarding each of these findings, our associated recommendations and the responses from
the Community Services Department can be found in the full report.
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INTRODUCTION

Pursuant to Section 5.10 of the Charter of the City of Jacksonville and Chapter 102 of the
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report thereon.
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Hedth & Wdfare Divison, Veteran Services Divison, Victim Services Divison, and the Office of
the Director. All of these divisions, with the exception of the Disabled Services Divison, collect
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The Adult Services Divison collectsfundsfrom the sale of ticketsfor events, raffletickets, med and
trangportation donations, computer class fees, center rentals fees and sunshine pass sales. In
addition, the Retired and Senior Volunteer Program (RSVP) is responsible for a $1,000 imprest
fund used to reimburse volunteers for mileage driven to get to their volunteer Ste.

The Mentd Hedlth & Wdfare Divisonisresponsblefor two imprest fundsfor SSI Reimbursement
and Wefare Work Program. The SSI Reimbursement Imprest Fund totaling $50,000 is used to
reimburse participantsfor funds distributed to Menta Hedlth and Welfare from the Socia Security
Adminigration ontheir behdf. The Wefare Work Program Imprest Fund, totaling $9,000, isused
by Mentd Hedth and Wefare to provide funds to individuas who are needy and able to work.

The Veeran Sarvices Divison is respongble for collecting funds from donations, rent and utility
collections, and salesof the LAVATS sysem. The LAVATS system wasdeveloped by the City of
Jacksonvillein 1995 to record V eteran information, make gppointments, and many other features.
Other counties began purchasing the system in 1998 after finding that it would work for their
Veteran Services Offices. In addition, Veteran Servicesis responsble for a$2,010 imprest fund
used for various expenses as they arise such as supplies for meetings with Veterans.

The Victim Services Divison collects funds for donations, grants, expense reimbursements, and
restitutions. Victim Servicesisaso responsiblefor a$400 imprest fund used for various expenses
asthey arise such asemergency medication, feesto obtain ID cards, feesto obtain birth certificates
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The Office of the Director is responsble for overseeing the five divisons and the Office of
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Volunteer Servicesand Juvenile Justice. The Office of Volunteer Services and Juvenile Justice do
not collect any funds, but Juvenile distice is responsible for a $3,000 Imprest Fund used for
incentives for juvenile participants as directed by the Juvenile Drug Court judges.

STATEMENT OF OBJECTIVE

The objective of the audit was to document sources of revenue and determine if management
controls exist for Community Servicesto ensure the accurate and timely collection, recording and
depositing of those revenues.

STATEMENT OF SCOPE

Theaudit period for detail ed testing of revenue collectionswas October 1, 2002 through December
31, 2003. The scope of the audit included al revenues collected by Community Services during
this period including donations, event ticket sdes, raffle ticket sales, computer class fees, center
rentals, sunshine pass fees, rent and utility collections, LAVATS system sdes, grants, expense
rembursements, and redtitutions. In addition, we examined al imprest funds within Community
Services.

STATEMENT OF METHODOLOGY

Totest receiptswe developed alist of week endingsfrom our audit periodto serve asour universe.
A ddtigtica sample was selected for each Divison tested using the Stat. v.1.1 Satistical sampling
program based upon a 90% confidence level and an error rate of + or —10%. To test imprest
funds, we randomly sdlected five months during our audit period using the Stat.v1.1 program to
determine the months to be tested.

STATEMENT OF AUDITING STANDARDS

We conducted our audit in accordance with generaly accepted government auditing standards
issued by the Comptroller Genera of the United States. Those standards require that we plan and
perform the audit to afford a reasonable basis for our judgments and conclusions regarding the
organization, program, activity, or function under audit. Thisaudit dso included an assessment of
applicable management controls and compliance with requirements of laws and regulations when
necessary to satisfy audit objectives. We believe that our audit provides areasonable basisfor our
conclusions.

AUDIT CONCLUSION

Adequate management controlsdo not exist over the collection process and proper segregation of
duties have not been established over the cash receipts process and imprest funds to ensure the
accurate and timely collection, recording and depositing of funds. However, based on our testing, it
does appear that cash collections and imprest fund payments are properly processed in most
ingtances.

The responses from Community Services to our findings and recommendations have been
inserted into the body of the report.



OBJECTIVE

In order to document the sources of revenue and the management controlsthat exist to ensure the
accurate and timely collection, recording, and depositing of those revenues, we interviewed the
employees responsible for collecting, recording, and depositing funds in each Divison and

determined if the controlsin place were sufficient. In addition, we sdected a sample of weeksto
test the depodits to ensure that both Department and City policies and procedures were being

followed. When aDivison wasresponsblefor animprest fund, we determined if the Divison was
following the City’s policies and procedures. In addition, we examined the bank statements and
expenditures from each imprest fund to ensure that funds were spent in accordance with their
purpose.

Finding #1 Policies and Procedur es

The Community Services Department does not currently have written policies and proceduresthat
pertain to dl specific cash recaiving functions within the Department. Even though the City has
written policies and procedures regarding the handling of cash, they are not specific to every cash
receiving function in the City. In addition they have not been made availableto al employeeswith
cash handling respong bilitieswithin Community Servicesand no forma training has been provided.

Recommendation to Finding #1

We recommend that the Community Services Department draft specific written policies and
procedures regarding the handling of cashin every unique Situation throughout the department. We
further recommend that al employees who handle cashreceive the City’ s policies and procedures
and appropriate training on those procedures.

Auditee' s Response to Finding and Recommendation #1:

The Department agreesthat at the time of the audit, there were not existing written policies
and procedures for all specific cash receiving functions within the various Divisionsin the
Community Services Department.

The Community Services Department is currently expanding upon its existing written
policiesand procedures regarding cash receiving functionswithin the Department. Specific
procedures relating to policies that have been practiced, but not currently part of a written
Standard Operating Procedures (SOP) manual, will also be developed and included.

The Community Services Department is in the process of developing and implementing a
new Departmental Financial Directivein January 2005. Thedirectivewill dually serveasan
SOP manual that will govern the overall policiesand procedures of cash receiving functions
for the Department. Also included will be policiesand procedures specific to each Division.

The Administrative Assistant Senior in the Office of the Director has been charged with the
leader ship responsibility to review and assesstheinternal control structure and segregation
of dutiesfor t he entire Community Services Department. Wor kshops encompassing all of the
appropriate fiscal staff within the Department have served as a planning tool for the



Directive/SOP, aswell as a training session that reinforces the City’ s general policy. Also,
action steps necessary to develop and complete the Directive/SOP for the specific written
policies and procedures within each Division were established.

Additionally, all employeeswithin the Department who handle cash havereceived the City' s
policies and procedures as well as appropriate training.

Finding #2 Employee Background Checks

Background checks have been performed on al Community Services employees handling cash
gnce the requirement went into effect. Even though employee background checks were not
required by the City prior to October 26, 1993, it isadvisablethat dl City employeesthat handle
cash have abackground check. Wefound that 8 of the 54 (15%) employeestested did not have a
background check. Our test results by Division are asfollows:

Division # Exceptions # Employees Tested Exception %
Adult Services 4 4 %
Mental Health & Welfare 1 2 50%
Veteran Services 0 3 0%
Victim Services 3 5 60%

Recommendation to Finding #2
We recommend that background checks be performed on dl employees with accessto cash.

Auditee’ s Response to Audit Finding and Recommendation #2:

The Department agrees and is supportive of the finding that all employees with access to
cash should receive background checks.

Further review into the finding indicates that the City of Jacksonville was not performing
employment background checksin July 1992. At that time, employeeswereonly required to
be fingerprinted and the FBI report was read by JSO at some point. Of the fifty-four (54)
employeestested, the eight (8) exceptionswere employees hired prior to the City’ srequiring
of background checks.

Finding #3 Employee Job Factors

Community Services employees responsible for handling cash do not have the gppropriate job
factors and are not evauated on cash handling duties. Section I.C. of the City’s Cash Receipt
Procedures states, “ Job factorsare required to identify the specific dutiesto be performed by
individuals handling money.” Wefound that 29 of the 54 (54%) employeestested did not have
appropriate job factors and 28 of the 54 (52%) employeestested are not evauated on their cash
handling duties. Our test results by Divison are as follows:

Division # Exceptions # Employees Tested Exception %
Adult Services 22 44 50%
Mental Health & Welfare 1 2 50%
Veteran Services 3 3 100%
Victim Services 3 5 60%



Recommendation to Finding #3
We recommend that specific cash handling duties be added to the agppropriate employee’s job
factors and that the employee be evduated on those factors.

Auditee’ s Response to Audit Finding and Recommendation #3:

Performance evaluationsfor all staff responsiblefor handling cash werereviewed to identify
those employeesrequiring the addition of specific cash handling responsibilitiesto higher job
factors.

Seps have been taken to ensure that for each employee handling cash, a new job specific
competency that addresses his’her responsibilitiesisin placein the City' s new Performance
Management system.

Additionally, as an employee's job responsibilities change to include cash handling, the
supervisor has the responsibility to add this job specific competency.

Finding #4 Segregation of Duties
One of the basics of good internd control requires a segregation of duties so that different
employeesareresponsblefor (1) receiving and recording cash collections, (2) balancing daily cash
receiptsto related cash recordings, (3) verifying that the deposit amounts reflected in the genera
ledger are in agreement with departmental records. We found severa ingtances throughout the
Community Services Department where adequate segregation of dutiesdid not exist. These areas
indude the following:
- Adult Services - The transportation donations collected are counted and prepared for
deposit by the Transportation Program Aide.
Mental Health & Welfare - Depostsfor the Mentd Hedth and Welfare Divison SSI
Reimbursement Imprest Fund are prepared, deposited, and reconciled by the same
employee.
Victim Services - The Account Technician prepares the deposit, entersit into the Tax
Collector’ s Systemn, and performsthe reconciliation of the cash receipt logbook to FAMIS
for redtitutions.
Victim Services- TheVictim Services Adminidretive Aidereceivesthe Victim Services
Imprest Fund reimbursement checks, prepares the deposit, maintains the checkbook,
performs the reconciliation, and prepares the request for reimbursement.

Recommendation to Finding #4
We recommend that al employee duties be re-evaluated and re-assigned, if necessary, in order to
edtablish the proper segregation of duties or animproved segregation of duties asexplained above.

Auditee' s Response to Audit Finding and Recommendation #4:




The Department isin agreement with this finding with each division successfully addressing
its specific finding as follows:

Adult Services Division: All donations are placed into locked boxes on buses by theriders.
Drivers do not have a key to the locked donation boxes. Boxes are brought in to the
Transportation Coordinator who then counts and verifies the money with the Driver.
Deposit dipsare prepared by the Transportation Coordinator and money and slipsaregiven
to the Account Technician to lock up until picked up by Dunbar Armored Service each
Friday.

Mental Health and Welfare Division: SS reimbursement checks are received by the
Executive Secretary |, logged in and then delivered to the Administrative Aide.

The Administrative Aide processes the checks by verifying the correct amounts and
determining how much, if any, of the funds are to be paid to the client. A formwith a
complete breakdown of all SS transactions for the clients, along with processing
instructions, is attached to the check and then delivered to the Account Clerk.

The Account Clerk completes a deposit slip and deposits the checks in the Imprest Fund
bank account. If aclient isdue a portion of the funds, the Account Clerk processes a check
and has two authorized staff sign the check. The check, along with the payment record is
then delivered to the Social Services Specialist assigned to the specific client.

On or before the 8" of each month, the Account Clerk reconciles the account and provides
the reconciliation to the Administrative Assistant Senior for review and authorization.

On or before the 8" of each month, the Administrative Assistant Senior verifies the
reconciliation, signs as custodian and forwards the reconciliation to the Director for final
signature.

Victim Services Division: Upon receipt of checks, the Administrative Aidewill restrictively
endor se the check, record in the log showing date of receipt, check date and number, name
of remitter and amount and then put check in dated sealed envel ope.

The Administrative Assistant verifiesthe infor mation and then placesthe checksin a safeto
be deposited once a week.

The Account Technician receives the envel ope containing the checks, prepares the deposit
and entersit into Tax Collector’s Collections Receipt (CR) Screen.

The Administrative Assistant reviews the deposit paperwork against the checks for deposit
and sends the deposit in a seal ed envel ope via the Victim Services Division messenger to the
Tax Collector’ s Office.



The Account Technician reconciles the deposits daily against the log, which must be in
agreement with the general ledger.

Finding #5 |mprest Fund Amounts

Section 1V.A of the City’ s Imprest/Petty Cash Fund Procedure States, “ The authorized amount
of the fund should approximately equal one month of expenditures estimated to be paid from
the imprest/petty cash fund.” Based on our testing of the variousimprest funds, we found that
the following funds could be reduced:

Imprest Fund Average Monthly
Division Amount Reimbur sements
Mental Health & Welfare— $50,000 $2,833
SSI Reimbursement
Retired & Senior Volunteer $1,000 $186
Program (RSVP)
Veteran Services $2,010 $225
Victim Services $400 $38

In addition to the above, two accounts were found to be dormant and no longer used. The Juvenile
Justice Drug Court Imprest bank account has had a balance of $20.99 since October 2000. The
Mentd Hedth & Wdfare Work Program Imprest fund has been dormant since the end of 2000
with a balance of approximately $3,500 in the bank.

Recommendation to Finding #5
Based on our review of these imprest accounts, we recommend that they be reduced to aleve
that more accurately reflects their monthly usage and that the two dormant accounts be closed.

Auditee' s Response to Finding and Recommendation #5:

The Department agrees that the funds should be reduced to a level that more accurately
reflects their monthly usage. Therefore, each Division conducted a thorough analysis to
determine the recommended amount for reduction of monies. These specific Division
analyses took into consideration the intended use of the funds as well as the spending
patterns.

Mental Health and Welfare Division—SSI Reimbursement Fund: The division conducted
an analysis of four years of expenditures of the SS Imprest Fund. Theresultsindicatethat to
reduce the authorized amount to the monthly average of $2,833 identified inthe audit would
prevent the division from providing reimbursements to clients during the peak periods. By
statute, clients must receive their portion of the SSI reimbursement within 10 working days
after receipt by the division. Therefore, an authorized level of $8,000 was selected. The
reduction of the account by $42,000 was completed on October 11, 2004.

Mental Health and Welfare Division “Work Program Imprest Fund: The Mental Health
and Welfare Work Program Imprest Fund account #2125001211894 was closed on October
11, 2004. This account has been dormant since late 2000 and is no longer necessary.



Adult Services Division — Retired and Senior Volunteer Program (RSVP): As
recommended, the Program Manager reduced the Imprest Fund Account by $250.

Veteran Services Division: There are several months during the year that Imprest Fund
expenditures are significantly greater than the average cited in the audit report. This
increase in expenditures isin preparation for several events during the year. In order to
have sufficient funds to support these events, an authorized level of $1,000 has been
established. Setting this level allowed us to reduce the authorized level by $1,010. We
believe this satisfies the intent of the City’ s Imprest/Petty Cash Fund Procedures guidelines
indicating the amount should be no more than one month of expenditures.

Victim Services Division: As recommended, the Victim Services Division reduced the
Imprest Fund Account from $400 to $200.

Office of Juvenile Justice Drug Court Imprest Bank Account: The account has been closed
and a check for the balance of $20.99 was returned to the City Treasury.

Finding #6 I mprest Fund Reconciliations
Section 1V.G of the City of Jacksonville sImprest & Petty Cash Fund Procedure Manual states,
“...the fund must be reconciled and reimbursed at the end of each month....” Inaddition

Section X of the City’ sImprest/Petty Cash Fund Procedure states, “ The person responsible for
reconciling the bank statement should be provided the bank statement unopened to timely
prepar e the monthly reconciliation. The department head or hisdesignee should periodically
review such reconciliation to assure the integrity of the fund.” Based on our testing of the
various imprest funds, we found that the following funds are not reconciled and/or rembursed
monthly as required:

Division Imprest Fund Amount
RSVP $1,000
Mentd Hedth & Wefare-SS Reimbursement Fund $50,000
Mentd Hedth & Wefare-Work Program Imprest Fund $3,500
Veteran Services $2,010
Victim Services $400

Recommendation to Finding #6
We recommend that al imprest funds be reconciled monthly and reimbursed if gppropriate in
accordance with the City’ s Imprest and Petty Cash Fund Procedure Manud.

Auditee’ s Response to Audit Findings and Recommendation #6:

The Department is in agreement that all imprest funds should be reconciled monthly and
reimbursed if appropriate, in accordance with the City’s Imprest and Petty Cash Fund
Procedure Manual.



All Imprest and Petty Cash Funds within the Department are now reconciled on or before
the 8" of each month and submitted for reimbursement in keeping with the City’s policies
and procedures.

Finding #7 Cash Receipts

Section I.D of the City’s Cash Receipts Procedures states, “The receipt of noney should be
documented by receipts, cash receipt tapes, invoices, or other appropriate correspondence.
Receipts must be pre-numbered and preferably should be three parts (one copy for the
customer, one copy to attach to the deposit and the third copy to befiled in numerical order
by theagency).” Thecash receipt process used by Victim Services does not take into account all
cash recelved; and thus, Victim Services does not fully comply with the City’ s policies. Although
Victim Services uses a cash receipt log for the receipt of other payments, they do not record the
receipt of donations in the log. The log also does not include the date the funds are received or
deposited.

We dso found that in the Veteran's Services Divison dients are not given a receipt for their
payments of rent and utilities.

Recommendation to Finding #7

Werecommend that Victim Servicesreview their current proceduresfor al of their cash collections
and develop congstent comprehensive procedures including the use of a cash receipt log for dl
recei pts. We a so recommend that the cash receipt |og be improved by recording the date the funds
arereceived and the deposit date. 1n addition receipts should begivento dl clientsof theVeterans
Services Divison when a payment is received by the Divison.

Auditee’ s Response to Audit Finding and Recommendation #7:

The Department isin agreement with the findings. Asaresult, the Victim Services Division
has established and implemented improved procedures and revised the cash receipt log to
include additional information as recommended.

The Veterans Service Division is currently implementing procedures that require the use of
books of pre-numbered, multi-copy receipts. The Social Services Specialist completes a
receipt when receiving checks, money orders or cash from any clients. One copy of the
receipt is given to the client and the remaining carbon copy isretained in the books for the
record.

The Directive/SOP will include the procedures mentioned above aswell asthe standardized
forms that will be utilized department-wide.

Finding #3 Reconciliation of Funds Collected

The cash callection process should include reconciliations between funds collected and funds
deposited. Then the deposits posted to the generd ledger should be agreed to the Department’s
records by another employee. These steps are not dways performed. In particular in the Adult




Services Division, funds collected and deposited for the senior centers are not being reconciled at
this time because the Accountant position is vacant. A reconciligtion of the number of Sunshine
Passes sold to the amount of revenue collected is dso not being performed in the Adult Services
Divison. Weaso noted intheMental Hedth & Wdfare Divisionthat SSI checksrecevedare not
reconciled to the SSI checks deposited and posted in FAMIS.

Recommendation to Finding #8

We recommend that cash receipts be reconciled to deposits on a daily bass. This should be
performed by an employee other than the person who receives the cash. When items such as
tickets or passes are s0ld, the cash received should be reconciled to the number of tickets or
passes missing from inventory. Verifying that the deposts posted to the generd ledger are in
agreement with department records should then be performed by an employee other than the
employee performing the reconciliation or receiving the cash.

Auditee’ s Response to Audit Finding and Recommendation #8:

The Department is in agreement with the findings.

Adult Services Division: Cash collected isbeing reconciled within Community and Senior
Center Services and is deposited at the Tax Collector’s Office. The funds are collected by
the Community Activities Coordinator, Driversand Service Coordinatorsand are deposited
for the senior centers by the Accountant Senior on a weekly basis. The monies from the
Sunshine Pass are being reconciled, documented and deposited by the Center Supervisor
weekly. Monies are collected and deposited by Dunbar Armored Car Service.

Mental Health and WelfareDivision: A spreadsheet has been devel oped and maintained by
the Account Technician that records all SS reimbursement transactions. The spreadsheet
lists the client’s name, case number, amount received, date and amount of deposit. This
figure is now easily tracked in FAMIS to ensure the account balances are accurate. This
spreadsheet is kept on the shared drive and accessed by the Administrative Assistant Senior
weekly and balanced against S3 deposits.

Finding #9 Adult Services Trust Fund

We found thet donationsreceived by the Independent Living Program were not deposited into the
Adult Services Trust Fund. The Independent Living Program donations were deposited into the
Independent Living Advisory Committee’ sbank account. Section 110.341 of the Ordinance Code
stated, “ The chief of the Adult Services Division shall deposit into the fund all donationsand
contributions of money, including grants, received for use toward achieving the purposes,
functions and goals of the Adult Services Division Programs.”

Recommendation to Finding #9

We recommend that beginning immediately al donations received by the Independent Living
Program be deposited into the Adult Services Trust Fund. In addition, procedures should be
developed dictating how the donations will be processed and accounted for upon receipt.
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Auditee’ s Response to Audit Finding and Recommendation #9:

The Department agrees with thisfinding and as a result, the Independent Living Programs
(ILP) has deposited all donations into the Adult Services Division Trust Fund.

Donations are made by the ILP clients and given to the Community Activities Coordinator.
The Coordinator and the CSA 11 count the money and sign a log stating the amount. It is
then given to the Program Manager to verify and sign. The CSA 111 inputs the amount in
Jax2K, prints a copy with the Collection Receipt (CR) number and takes it to the Tax
Collector. When the deposit is made, a copy of the validated deposit dlip from the Tax
Collector issent to the Administrative Assistant Senior for verification and recording to the
Adult Services Division Trust Fund.

Finding #10 Timely Deposits

Section | Part F of the City of Jacksonville's Cash Receipt Procedures states, “ All money
received should be deposited the same day or the day after receipt, but must be either
deposited in the bank or transmitted to the Tax Collector within 1 week.” Section|l.A.4 of
the City of Jacksonville' s Cash Recel pts Procedures states, “ Money should be processed quickly
to enableit to be deposited within, at a maximum, aweek of itsreceipt.” Wenoted problems
in the following aress.

Adult Services Divison
a. We found that the checks for 18 of 87 (21%) deposits selected for testing were not
deposited in atimey manner. Specificaly, one of the depositsfor med donations (1) was
not deposited within two weeks, two senior prom donationswere not deposited within one
week, and 15 center rental checks were not deposited within one week. It should be
noted that two weeks was used for meal donations because donationsare collected from
the centers every two weeks.

b. We found six weeks in which deposits were not made weekly for the 18 (33%) weeks
selected for testing.

Victim Services
Wefound that 40 of the 70 (57%) deposits tested were not deposited within one week of receipt.
Please see below for details by deposit type:

a. Two of four (50%) donation deposits tested were not deposited within one week.

b. Eight of 20 (40%) grant deposits tested were not deposited within one week.

c. Six of 16 (38%) reimbursement deposits tested were not deposited within one week.

d. Twenty-three of the 30 (77%) restitution deposits tested were not deposited within one
week.

Recommendation to Finding #10
Werecommend that Community Servicesdevelop aprocedurefor imprest fundsand offer training
on these procedures to al employees responsible for imprest funds. In addition, al employees
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should be provided with a copy of the City’s Imprest/Petty Cash Funds Procedure and sign a
datement dtating that they have received them.

Auditee’ s Response to Audit Finding and Recommendation #10:

The Department agrees with the finding and is in the process of developing and
implementing a new Directive/SOP in January 2005 that will governthe overall policiesand
procedures of cash receiving functions of the Department. Employeesarein receipt of the
City's Imprest/Petty Cash Fund Procedure and have signed a statement that they have
received a copy of this document.

Adult ServicesDivision: All cashfromeach center will be collected, counted and deposited
at the Tax Collector’s Office weekly. The cash/checks are counted weekly and Dunbar
Armored Car Service picks up cash every Friday morning, with the exception of holidays.
The cash is collected by the Service Coordinator, and counted by the Service Coordinator
and the Center Supervisor. It is placed in a money bag with a receipt and taken by the
Center Supervisor to the Louis Dinah Senior Center. It is given to the Accountant or the
Account Clerk and placed in a safe. All centers' cash deposits are tallied and the Account
Clerk and the Accountant preparethe deposit slip. Moniesare then picked up and deposited
every Friday by Dunbar Armored Car Service, excluding holidays.

Victim Services Division: Checksare deposited with the Tax Collector within one week of
receipt. Appropriate staff membershavereceived training fromthe Administrative Assistant
Senior on the Departmental procedure.

Finding #11 Check Endorsements
Checks, money orders, and cashier checks are not restrictively endorsed when received at the
senior centers for center rentals or grants, nor are checks received by Victim Services.

Recommendation to Finding #11
We recommend that all checks be redtrictively endorsed upon receipt.

Auditee' s Response to Audit Finding and Recommendation #11:

TheVictim Services Division aswell asall Adult Services Programs have purchased and are
using a“ For Deposit Only” stamp for checks and money orders received.

Finding #12 RSVP Bank Account

An RSVP volunteer has access to and signing authority on the City’s RSVP Imprest Fund bank
account. A treasury bond does not exist for the volunteer responsible for maintaining the RSVP
Imprest Fund. Section IV.K of the City’s Imprest/Petty Cash Fund Procedure states, “ The City
will purchase specific position treasury bonds covering each employee/custodian responsible
for the imprest account funds.”

Recommendation to Finding #12
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Werecommend that the volunteer berdieved of dl cash handling duties, including remova fromthe
bank signature card, and in the future volunteers not have responshilities involving cash
transactions.

Auditee’ s Response to Audit Finding and Recommendation #12:

The Adult Services Division RSVP Program Manager and Clerical Support Aide 111 now
conduct the cash handling duties previously assigned to the volunteer. Thevolunteer’ sname
has been removed from the bank signature card and no longer participatesin the handling of
cash.

Finding #13 Bank Signature Cards

The bank signature card for the RSV P Imprest Fund is not up to date. We found that the RSVP
Imprest Fund bank signature card includes an employee who is no longer with RSVP.

Likewise, the Victim Services Imprest fund bank signature card includes an employee who isno
longer with Victim Services and does not include the employee responsible for signing checks.

Recommendation to Finding #13

We recommend that al bank signature cards be updated to include the employees with current
sgnature authorization on the accounts. A procedure should also be established to monitor any
future changes in employees so that bank signature cards will be updated in atimely manner

Auditee’ s Response to Audit Finding and Recommendation #13:

The Adult Services Division RSVP bank signature card was updated on July 23, 2004. The
Program Manager is responsible for updating changes to the signature card within two
business days as required.

The Victim Services Division has updated the bank signature card.

Finding #14 Supporting Documentation

Supporting documentation is not present for dl of the expenditures from the Juvenile Justice Drug
Court Imprest Fund. Section VII.A of the City’s Standard Procedure of Imprest & Petty Cash
Funds states, “ The reimbur sements shall be supported by original invoicesor receipts.” Al
the City’ s Standard Procedure of Imprest & Petty Cash Fundsin section IX states, “ Recordsmust
be kept for review and inspection by both the Department of Administration and Finance
and Council Auditor’s Office.” The Department was able to produce canceled checks for
$3,000 but only $514.10 in supporting documentation. These expenditures have not been
reimbursed and the balance in the bank account is $20.99. Because this account was not
reimbursed on amonthly basisasrequired by the City’ s Standard Procedures Manud, the problem
was not discovered earlier.

Recommendation to Finding #14
Werecommend that al employeeswho are authorized to have an imprest/petty cash fund begiven
a copy of and read the City’s Standard Procedure of Imprest & Petty Cash Funds and sign a
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satement stating the same. Because thisbank account isno longer being used, we recommend that
it be closed.

Auditee' s Response to Audit Finding and Recommendation #14:

All Departmental employees who are authorized to have an imprest/petty cash fund have
been given a copy of the City’s Sandard Procedure of Imprest and Petty Cash Funds and
signed a statement stating the same.

The Juvenile Justice Drug Court Imprest Fund account has been closed and the balance of
$20.99 returned to the City Treasury.

Finding #15 Safe Access
We found that employees at the Mental Hedlth and Welfare Divison have access to the safe, but
are not respongible for handling cash.

Recommendation to Finding #15
We recommend that only selected employees who have cash handling duties have access to the
safe.

Auditee s Response to audit Finding and Recommendation #15:

At thetime of the audit, the Mental Health and Welfare Division’s Administrative Assistant
Principal, Administrative Aide, Account Clerk and Executive Secretary | had accessto the
safe. All these employeeshad cash handling responsibilitiesand required accessto the safe
to ensure security for checksand/or cash received intheir dailyjob duties. Currently, only
the Administrative Aide and Account Clerk have access to the safe. These are the two
primary employees that handle cash within the Division.

We would like to thank the employees in Community Services for their cooperation during the
course of our audit and would like to commend them for their hard work providing the
City’ sresdents with tools to facilitate their well being through intervention, educetion and

opportunity.

Respectfully submitted,

Richard Wdlace, CPA
Council Auditor

Audit Performed by:

Jennifer Spindli, CPA
Sonia Summerford-Danna
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Attachment: Auditee' s Cover Letter to Responses
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DEPARTMENT OF COMMUNITY SERVICES
Office of the Director

MEMORANDUM

TO: Pamela Markham, Assistant Council Auditor 5;'? f e i !
Council Auditor's Office o

FROM: Sandra Hull-Richardson, AMIO )AM
for Dr. Delphia S. Williams, Director
Community Services Depariment

DATE: December 23, 2004

RE: Amendment to the Community Services Department’s Audit Report #597
submitted December 21, 2004

The response for the Mental Health and Welfare Division Work Program Imprest
Fund was mislabeled SSI Reimbursement and the SSI Reimbursement response
was omitted. Please include the following correction:

Response to Finding and Recommendation #5:

The Department agrees that the funds should be reduced to a level that more
accurately reflects their monthly usage. Therefore, each Division conducted a
thorough analysis to determine the recommended amount for reduction of

monies. These specific Division analyses fook into consideration the intended use
of the funds as well as the spending patterns.

Mental Health and Welfare Division - S$SI Reimbursement Fund: The division
conducted an analysis of four years of expenditures of the SSI Imprest Fund. The
results indicate that to reduce the authorized amount to the monthly average of
$2.833 idenfified in the audit would prevent the division from providing
reimbursements to clients during the peak periods. By statute, clients must
receive their portion of the SSI reimbursement within 10 working days after
receipt by the division. Therefore, an authorized level of $8,000 was selected.
The reduction of the account by $42,000 was completed on October 11, 2004.

Mental Health and Welfare Division — Work Program Imprest Fund: The Mental
Health and Welfare Work Program Imprest Fund account #2125001211894 was

closed on October 11, 2004. This account has been dormant since late 2000 and
is no longer necessary.

cc: Richard Wallace, Council Auditor "

117 West Duval Street * Suite 210 ¢ Jacksonville, Florida 32202
(904) 630-3632 * FAX (904) 630-3639 * www.coj.net

Recipient of the 2001 Governor's Sterling Award




DEPARTMENT OF COMMUNITY SERVICES
Office of the Director

MEMORANDUM

TO: Pamela Markham

Assistant Council Auditor % g s )
FROM: Dr. Delphia S. Williams, Director &)&-

Community Services Department

DATE: December 21, 2004

RE: Response to Community Services Department Audit Report #597

Response to Finding and Recommendation #1:

The Department agrees that at the time of the audit, there were not existing
written policies and procedures for all specific cash receiving functions within the
various Divisions in the Community Services Department.

The Community Services Department is currently expanding upon its existing
written policies and procedures regarding cash receiving functions within the
Department. Specific procedures relating to policies that have been practiced,
but not currently part of a written Standard Operating Procedures (SOP) manudl,
will also be developed and included.

The Community Services Department is in the process of developing and
implementing a new Departmental Financial Directive in January 2005. The
directive will dudlly serve as an SOP manual that will govern the overall policies
and procedures of cash receiving functions for the Department. Also included
will be policies and procedures specific to each Division.

The Administrative Assistant Senior in the Office of the Director has been charged
with the leadership responsibility to review and assess the internal conirol
structure and segregation of duties for the entire Community Services
Department. Workshops encompassing all of the appropriate fiscal staff within
the Department have served as a planning tool for the Directive/SOP, as well as
a training session that reinforces the City's general policy. Also, action steps
necessary fo develop and complete the Directive/SOP for the specific written
policies and procedures within each Division were established.

Additionally, all employees within the Department who handle cash have
received the City's policies and procedures as well as appropriate training.

117 West Duval Street * Suite 210 « Jacksonville, Florida 32202
(904) 630-3632 » FAX (904) 630-3639 * www.coj.net

Recipient of the 2001 Governor's Sterling Award
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Response to Audit Finding and Recommendation #2:

The Department agrees and is supportive of the finding that all employees with
access to cash should receive background checks.

Further review into the finding indicates that the City of Jacksonville was not
performing employment background checks in July 1992, At that time,
employees were only required to be fingerprinted and the FBI report was read by
JSO at some point.  Of the fifty-four (54) employees tested, the eight (8)

exceptions were employees hired prior to the City's requiring of background
checks.

Response to Audit Finding and Recommendation #3:

Performance evaluations for all staff responsible for handling cash were
reviewed to identify those employees requiring the addition of specific cash
handling responsibilities to his/her job factors.

Steps have been taken to ensure that for each employee handling cash, a new
job specific competency that addresses his/her responsibilities is in place in the
City's new Performance Management system.

Additionally, as an employee's job responsibilities change to include cash

handling, the supervisor has the responsibility to add this job specific
competency.

Response to Audit Finding and Recommendation #4:

The Department is in agreement with this finding with each division successfully
addressing its specific finding as follows:

Adult Services Division: All donations are placed into locked boxes on buses by
the riders. Drivers do not have a key to the locked donation boxes. Boxes are
brought in to the Transportation Coordinator who then counts and verifies the
money with the Driver. Deposit slips are prepared by the Transportation
Coordinator and money and slips are given to the Account Technician to lock
up until picked up by Dunbar Armored Service each Friday.
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Mental Health and Welfare Division; SSI reimbursement checks are received by

the Executive Secretary |, logged in and then delivered to the Administrative
Aide.

The Administrative Aide processes the checks by verifying the correct amounts
and determining how much, if any, of the funds are to be paid to the client. A
form with a complete breakdown of all SSI transactions for the clients, along with

processing instructions, is attached to the check and then delivered to the
Account Clerk.

The Account Clerk completes a deposit slip and deposits the checks in the
Imprest Fund bank account. If a client is due a portion of the funds, the Account
Clerk processes a check and has two authorized staff sign the check. The
check, along with the payment record is then delivered to the Social Services
Specialist assigned to the specific client.

On or before the 8h of each month, the Account Clerk reconciles the account
and provides the reconciliation to the Administrative Assistant Senior for review
and authorization.

On or before the 8" of each month, the Administrative Assistant Senior verifies

the reconciliation, signs as custodian and forwards the reconciliation to the
Director for final signature.

Victim Services Division: Upon receipt of checks, the Administrative Aide will
restrictively endorse the check, record in the log showing date of receipt, check

date and number, name of remitter and amount and then put check in dated
sealed envelope.

The Administrative Assistant verifies the information and then places the checks
in a safe to be deposited once a week.

The Account Technician receives the envelope containing the checks, prepares
the deposit and enters it into Tax Collector's Collections Receipt (CR) Screen.

The Administrative Assistant reviews the deposit paperwork against the checks
for deposit and sends the deposit in a sealed envelope via the Victim Services
Division messenger to the Tax Collector's Office.

The Account Technician reconciles the deposits daily against the log, which must
be in agreement with the general ledger.
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Response to Finding and Recommendation #5:

The Department agrees that the funds should be reduced to a level that more
accurately reflects their monthly usage. Therefore, each Division conducted a
thorough analysis to determine the recommended amount for reduction of
monies. These specific Division analyses took into consideration the intended use
of the funds as well as the spending patterns.

Mental Health and Welfare Division ~ $SI Reimbursement: The Mental Health and
Welfare Work Program Imprest Fund account #2125001211894 was closed on

October 11, 2004. This account has been dormant since Iate 2000 and is no
longer necessary.

Adult Services Division - Retfired and Senior Volunteer Program (RSVP): As

recommended, the Program Manager reduced the Imprest Fund Account by
$250.

Veteran Services Division: There are several months during the year that Imprest
Fund expenditures are significantly greater than the average cited in the audit
report. This increase in expenditures is in preparation for several events during
the year. In order to have sufficient funds to support these events, an authorized
level of $1,000 has been established. Setting this level allowed us to reduce the
authorized level by $1,010. We believe this satisfies the intent of the City's

Imprest/Petty Cash Fund Procedures guidelines indicating the amount should be
no more than one month of expenditures.

Victim Services Division: As recommended, the Victim Services Division reduced
the Imprest Fund Account from $400 to $200.

Office of Juvenile Justice Drug Court Imprest Bank Account: The account has

been closed and a check for the balance of $20.99 was returned to the City
Treasury.

Response to Audit Findings and Recommendation #6:

The Department is in agreement that all imprest funds should be reconciled

monthly and reimbursed if appropriate, in accordance with the City's Imprest
and Petty Cash Fund Procedure Manual.

All Imprest and Petty Cash Funds within the Department are now reconciled on
or before the 8" of each month and submitted for reimbursement in keeping
with the City's policies and procedures.
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Response fo Audit Finding and Recommendation #7: The Department is in
agreement with the findings. As a result, the Victim Services Division has
-established and implemented improved procedures and revised the cash
receipt log to include additional information as recommended.

The Veterans Service Division is currently implementing procedures that require
the use of books of pre-numbered, multi-copy receipts. The Social Services
Specialist completes a receipt when receiving checks, money orders or cash
from any clients. One copy of the receipt is given to the client and the
remaining carbon copy is retained in the books for the record.

The Directive/SOP will include the procedures mentioned above as well as the
standardized forms that will be utilized department-wide.

Response to Audit Finding and Recommendation #8:

The Department is in agreement with the findings.

Adult Services Division: Cash collected is being reconciled within Community
and Senior Center Services and is deposited at the Tax Collector’s Office. The
funds are collected by the Community Activities Coordinator, Drivers and Service
Coordinators and are deposited for the senior centers by the Accountant Senior
on a weekly basis. The monies from the Sunshine Pass are being reconciled,
documented and deposited by the Center Supervisor weekly. Monies are
collected and deposited by Dunbar Armored Car Service.

Mental Health and Welfare Division: A spreadsheet has been developed and
maintained by the Account Technician that records all SSI reimbursement
transactions. The spreadsheet lists the client's name, case number, amount
received, date and amount of deposit. This figure is now easily fracked in FAMIS
to ensure the account balances are accurate. This spreadsheet is kept on the
shared drive and accessed by the Administrative Assistant Senior weekly and
balanced against SSI deposits.
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Response to Audit Finding and Recommendation #9:

The Department agrees with this finding and as a result, the Independent Living

Programs (ILP) has deposited all donations into the Adult Services Division Trust
Fund.

Donations are made by the ILP clients and given to the Community Activities
Coordinator. The Coordinator and the CSA Il count the money and sign a log
stating the amount. It is then given to the Program Manager to verify and sign.
The CSA lllinputs the amount in Jax2K, prints a copy with the Collection Receipt
(CR) number and takes it to the Tax Collector. When the deposit is made, a
copy of the vdlidated deposit slip from the Tax Coilector is sent to the

Administrative Assistant Senior for verification and recording to the Adult Services
Division Trust Fund.

Response to Audit Finding and Recommendation #10:

The Department agrees with the finding and is in the process of developing and
implementing a new Directive/SOP in January 2005 that will govern the overall
policies and procedures of cash receiving functions of the Department.
Employees are in receipt of the City's Imprest/Petty Cash Fund Procedure and
have signed a statement that they have received a copy of this document.

Adult Services Division: All cash from each center will be collected, counted
and deposited at the Tax Collector's Office weekly. The cash/checks are
counted weekly and Dunbar Armored Car Service picks up cash every Friday
morning, with the exception of holidays. The cash is collected by the Service
Coordinator, and counted by the Service Coordinator and the Center
Supervisor. It is placed in a money bag with a receipt and taken by the Center
Supervisor to the Louis Dinah Senior Center. It is given to the Accountant or the
Account Clerk and placed in a safe. All centers’ cash deposits are tallied and
the Account Clerk and the Accountant prepare the deposit slip. Monies are

then picked up and deposited every Friday by Dunbar Armored Car Service,
excluding holidays.

Victim Services Division: Checks are deposited with the Tax Collector within one

week of receipt. Appropriate staff members have received training from the
Administrative Assistant Senior on the Departmental procedure.
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Response to Audit Finding and Recommendation #11: The Victim Services
Division as well as all Adult Services Programs have purchased and are using a
“For Deposit Only” stamp for checks and money orders received.

Response to Audit Finding and Recommendation #12: The Adult Services Division
RSVP Program Manager and Clerical Support Aide Il now conduct the cash
handling duties previously assigned to the volunteer. The volunteer's name has

been removed from the bank signature card and no longer participates in the
handling of cash.

Response to Audit Finding and Recommendation #13: The Adult Services Division
RSVP bank signature card was updated on July 23, 2004. The Program Manager

is responsible for updating changes to the signature card within two business
days as required.

The Victim Services Division has updated the bank signature card.

Response to Audit Finding and Recommendation #14: All Departmental
employees who are authorized to have an imprest/petty cash fund have been

given a copy of the City's Standard Procedure of Imprest and Petty Cash Funds
and signed a statement stating the same.

The Juvenile Justice Drug Court Imprest Fund account has been closed and the
balance of $20.99 retumned to the City Treasury.

Response to audit Finding and Recommendation #15; At the time of the audit,
the Mental Health and Welfare Division's Administrative Assistant Principal,

Administrative Aide, Account Clerk and Executive Secretary | had access to the
safe. All these employees had cash handling responsibilities and required
access to the safe to ensure security for checks and/or cash received in their
daily job duties. Currently, only the Administrative Aide and Account Clerk

have access o the safe. These are the two primary employees that handle
cash within the Division.

DSW/ac

cc: Richard Wallace, CPA, Council Auditor
Council Auditor's Office



