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Enhancing Public Trust in Government Through 
Independent and Responsible Oversight” 

 

EXECUTIVE SUMMARY 

 
Pursuant to Section 15.107, Ordinance Code, the Office of Inspector General (OIG) conducted 
an audit of the City Council’s (Council) compliance with Chapter 15, Ordinance Code, 
Jacksonville Sunshine Law Compliance Act.  According to Section 15.101, Ordinance Code, the 
purpose of the Jacksonville Sunshine Law Compliance Act is “to ensure compliance with the 
Sunshine Law, F.S. Ch. 286, and to create procedures, methods, best practices, and education 
that will enhance compliance with open meeting laws, and enhance and maintain public 
confidence and transparency in the legislative practices of the City Council.” 
 
Section 15.107, Ordinance Code, requires the OIG conduct a biannual review commencing in 
even-numbered years of Council notices, meeting locations, and minutes and report on the 
Council’s compliance with the Jacksonville Sunshine Law Compliance Act.   
 
The scope of the audit included an examination of records relating to Council meetings, Council 
committee meetings, and other meetings initiated by Council Members with other Council 
Members during the period of May 1, 2016, through April 30, 2018.  Additionally, the scope of 
the audit included a review of training records for all Council Members and Executive Council 
Assistants for calendar year 2017. 
 
Overall, the audit did not disclose any evidence to indicate material noncompliance with the 
requirements of Chapter 15, Ordinance Code; however, the OIG noted certain additional matters 
as summarized below:  

 
Finding 1: In two of the fifty instances reviewed, minutes for meetings initiated and noticed 
by Council Members with other Council Members were not posted to the Council’s public notice 
system or filed with the Legislative Services Division.   
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Finding 2: Council Members did not always provide timely notice or obtain prior permission 
for absences, late arrivals, and/or early departures from City Council and Council committee 
meetings, as required by the Rules of the Council. 
 
The details of the audit objectives and scope, methodology, conclusions, and findings are 
outlined in the following audit report.  
 
The OIG appreciates the cooperation received from the Director/Council Secretary and the 
Legislative Services Division during the course of this audit. 
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AUTHORITY 

This audit was conducted pursuant to Section 15.107, Ordinance Code.   

BACKGROUND 

The Jacksonville Sunshine Law Compliance Act, Chapter 15, Ordinance Code, was established 
to ensure the City of Jacksonville City Council complies with Chapter 286, Florida Statutes, the 
State of Florida’s Government-in-the-Sunshine-Law (Sunshine Law).  The intent of Florida’s 
Sunshine Law is to provide the public the right of access to governmental proceedings in order to 
promote transparency and accountability and maintain public confidence in the legislative 
practices of government.1  As specified in Section 15.101, the purpose of the Jacksonville 
Sunshine Law Compliance Act is “to create procedures, methods, best practices and education 
that will enhance compliance with open meeting laws, and enhance and maintain public 
confidence and transparency in the practices of the City Council.”   
 
In general, there are three basic requirements outlined by Florida’s Sunshine Law2 and the 
Jacksonville Sunshine Law Compliance Act: (1) meetings of public boards or commissions must 
be open to the public; (2) reasonable notice of such meetings must be given; and (3) minutes of 
the meetings must be taken and promptly recorded.  The Jacksonville Sunshine Law Compliance 
Act also requires that all Council public meetings are held in a public location and that Council 
Members and Executive Council Assistants receive annual training on Government in the 
Sunshine, open meeting laws, and ethics laws.  
 
In accordance with Section 15.103, Ordinance Code, the Council public meeting notices shall be 
made available through the Council’s website.  The Council’s website, through the public notice 
system, provides the public with access to information and documents pertaining to the 
operations of the Council.  This information includes, in part, a calendar of Council events; 
meeting notices, agendas, and minutes; web streaming video of in-session meetings of the 
Council and Council committees; and web access to view the incoming internal e-mail of the 
Council.  All Council meetings, Council committee meetings, and meetings between Council 
Members are to be posted to the public notice system.  
 
The Legislative Services Division is responsible for noticing and preparing written minutes for 
Council meetings, all standing committee meetings, and committee subcommittees.  For 
meetings between Council Members initiated by a Council Member, the scheduling, noticing, 
preparing written minutes, and maintaining attendance sign-in sheets is the responsibility of the 
initiating Council Member’s Executive Council Assistant.  When completed, Executive Council 
Assistants are required to provide meeting records to the Legislative Services Division.   
 
The Legislative Services Division maintains the records of all public notices and minutes for all 
Council public meetings.  Notices and minutes are archived in binders and maintained by 
calendar year.   Individual binders are maintained for meetings of the Council, each standing 
committee, and each special committee.  In addition, the Legislative Services Division maintains 

                                                           
1 “Open Government- Frequently Asked Questions”, Florida Attorney General (www.myfloridalegal.com). 
2 Government-in-the-Sunshine-Manual (2017), Florida Attorney General. 
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a binder for each Council Member.  All records relating to meetings between Council Members 
are maintained in the respective binder of the Council Member who initiated the meeting.  
 
According to the organizational chart of the Office of City Council, the Director/Council 
Secretary is responsible for the Administrative Services Division, Legislative Services Division, 
Public Information Division and Research Division.  Executive Council Assistants report directly 
to the Council Members.    
 
The Director/Council Secretary has developed a training manual titled, 2015 ECA Public Notice 
Compliance Training (Chapter 15- Jacksonville Sunshine Law Compliance Act, Ordinance 
Code), effective June 2015 (Compliance Training Manual). The Director/Council Secretary 
utilizes this manual to provide training to the Executive Council Assistants in order to ensure 
their understanding and compliance with the requirements of the Jacksonville Sunshine Law 
Compliance Act and Florida’s Sunshine Law.  

OBJECTIVES, SCOPE, AND METHODOLOGY 

This audit was conducted pursuant to Section 15.107, Ordinance Code, which requires the OIG 
conduct a biannual review commencing in even-numbered years of Council notices, meeting 
locations, and meeting minutes.  The purpose of this audit is to provide unbiased, timely, and 
relevant information to the citizens of the City, the Council, the Office of Council Secretary, the 
Finance Committee, the Ethics Commission, the City Ethics Officer, and others, relating to the 
Council’s compliance with Chapter 15, Ordinance Code, Jacksonville Sunshine Law 
Compliance Act, and provide recommendations, as appropriate, to improve compliance.  
 
Section 15.107(b), Ordinance Code, requires that audit procedures are planned to address the 
following objectives:  
 

(1) To verify notices of applicable Council meetings were public and timely, and not less 
than 24 hours exclusive of weekends and holidays, and accessible to the public by 
internet in accordance with Section 15.103;  
 

(2) To verify Council meetings were located in appropriate public rooms and all meetings 
held in non-public locations or Council Members’ offices were properly approved in 
accordance with Section 15.104;   
 

(3) To verify minutes were written, maintained in a filing system, and available for retrieval 
in accordance with Section 15.106; and  
 

(4) To verify all Council Members and Executive Council Assistants have received annual 
continuing education and training on the Sunshine Law in accordance with Section 
15.108. 

 
The OIG conducted this compliance audit in May 2018 in accordance with generally accepted 
government auditing standards. Those standards require the OIG plan and perform the audit to 
obtain sufficient, appropriate evidence to provide a reasonable basis for findings and conclusions 
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based on audit objectives.3  The OIG believes the evidence obtained provides a reasonable basis 
for the findings and conclusions based on the audit objectives. 

 
In addition, the OIG planned and performed audit procedures to achieve the following 
objectives: 
 

(1) To evaluate whether the policies and procedures established by the Council to ensure 
compliance with the requirements of the Jacksonville Sunshine Law Compliance Act are 
adequate; 
 

(2) To determine whether the Council has taken corrective action for findings and other 
matters noted in the prior audit; and 
 

(3) To identify and provide policy recommendations to the Council, as necessary.  
 

The audit scope included 1,198 noticed Council meetings, Council committee meetings, and 
meetings initiated by Council Members with other Council Members that occurred between 
May 1, 2016 and April 30, 2018, and posted to the Council’s website through the public notice 
system.  The link for the City Council public notice website is:  
 
http://apps.coj.net/CouncilPublicNotices/Meetings/ShowMeetingsTablePage.aspx 
 
From the population of meetings posted to the public notice system, the OIG selected a random 
statistical sample of 273 Council and Council committee meetings for review.  In addition, the 
OIG identified and reviewed 50 meetings initiated by Council Members with other Council 
Members for the period of January 2018 through April 2018.  As such, the OIG reviewed 
records relating to a total of 323 Council public meetings.  In addition, the OIG reviewed 
training records for all 19 Council Members and 19 Executive Council Assistants for calendar 
year 2017. 
 
The audit work included, but was not limited to, obtaining an understanding of the Council’s 
policies and procedures germane to the audit scope and objectives; discussing procedures with 
the Director/Council Secretary and Legislative Services Division staff; reviewing information 
on the Council’s website; and reviewing meeting records, such as notices, meeting attendance 
sign-in sheets, and meeting minutes, maintained electronically in the public notice system or 
physically in the Legislative Services Division.   
 
An audit by nature does not include a review of all records, and as a consequence, cannot be 
relied upon to identify all instances of noncompliance, fraud, abuse, or inefficiency.  In 
addition, the scope of this audit was limited to Council meetings, Council committee meetings, 
and meetings initiated by Council Members with other Council Members posted to the public 
notice system.  Therefore, additional meetings may have occurred between two or more 
Council Members.  These meetings would not have been detected through the audit if such 
meetings were not properly noticed through the public notice system.  As a result, the OIG has 

                                                           
3 Chapter 6, Government Auditing Standards (2011), United States Government Accountability Office. 

http://apps.coj.net/CouncilPublicNotices/Meetings/ShowMeetingsTablePage.aspx
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relied on the information obtained through the public notice system for determining the 
population of records reviewed for compliance. 

CONCLUSIONS 

Overall, the OIG did not find any evidence to indicate material noncompliance with Chapter 15, 
Ordinance Code.  In general, for the Council meetings, Council committee meetings, and 
meetings initiated by Council Members with other Council Members reviewed: 
 

1. Meetings were publically noticed at least 24 hours in advance and were accessible to the 
public through the Council’s website and public notice system. 
 

2. Meetings were located in appropriate public rooms, such as the Council Chambers or 
other meeting and conference rooms located within City Hall. 
 

3. Minutes were written, maintained, and available for retrieval either through the Council 
website, the public notice system, or the Legislative Services Division.  The OIG noted 
two instances where minutes for meetings initiated by Council Members with other 
Council Members were not available either through the public notice system or 
maintained within the Legislative Services Division. 
 

4. Council Members and Executive Council Assistants attended annual continuing 
education and training on the Sunshine Law.   

FINDING 1 

In two of the fifty instances reviewed, minutes for meetings initiated and noticed by 
Council Members with other Council Members were not posted to the Council’s public 
notice system or filed with the Legislative Services Division. 
 
Florida’s Sunshine Law4 requires, for any gathering of two or more members of an elected 
board, minutes of the meeting be taken and promptly recorded. Section 15.106, Ordinance Code, 
requires copies of the minutes of all noticed Council public meetings, including those conducted 
between two or more Council Members outside of regular Council meetings or Council 
committee meetings, be kept with the notice of such meetings by the Legislative Services 
Division.  Furthermore, Section 15.106(e), Ordinance Code, requires, “No less than once every 
30 days, the Legislative Services Division shall review notices of all Council Public Meetings to 
ensure that copies of the minutes of all applicable public meetings have been placed on file in the 
Legislative Services Division.”  
 
Per the Compliance Training Manual, Executive Council Assistants are required to post written 
minutes within 72 hours of a noticed meeting between two or more Council Members outside of 
regular Council meetings or Council committee meetings.    
 

                                                           
4 Government-in-the-Sunshine-Manual (2017), Florida Attorney General. 



OFFICE OF INSPECTOR GENERAL  2018-CR-0001 
 

 
 

Page 8 of 10 
 

The OIG’s review of records for 50 meetings initiated by Council Members outside of regular 
Council or Council committee meetings for the period of January 2018 through April 2018 
disclosed two meetings for which written minutes were not posted to the Council’s public notice 
system or filed with the meeting notices in the binders maintained by the Legislative Services 
Division.  The published notices for these same meetings indicated the meetings were to be held 
with other Council Members.  Additionally, the OIG found no records to indicate these meetings 
were cancelled.  Consequently, these meetings were subject to the requirements of Florida’s 
Sunshine Law and Section 15.106, Ordinance Code, and determined to be in noncompliance.    
 
The OIG’s review of records found the Legislative Services Division is periodically reviewing 
meeting records maintained in the binders as required by Section 15.106(e), Ordinance Code in 
an attempt to ensure compliance.  In addition, the OIG found the Director/Council Secretary and 
Legislative Services Division are attempting to ensure compliance through documented 
communications with the Executive Council Assistants, when it is determined that required 
records have not been  provided.  The Director/Council Secretary does not have direct 
supervisory oversight of the Executive Council Assistants.  As such, the Director/Council 
Secretary has no mechanism to enforce compliance when the Executive Council Assistants fail 
to provide the required records within the requisite time frame.  
 
Without the maintenance of written minutes electronically in the public notice system or 
physically in the Legislative Services Division, the proceedings of meetings between Council 
Members are not easily accessible by the public or transparent.   Additionally, the Council 
cannot demonstrate compliance with Florida’s Sunshine Law or Section 15.106, Ordinance 
Code.    
 
Recommendations:   
To ensure written minutes for all meetings of two or more Council Members are prepared, 
posted to the public notice system, and maintained with the meeting notices in the 
Legislative Services Division, the OIG recommends: 
 

1. Council Members, as immediate supervisors of Executive Council Assistants, need 
to reiterate the importance of compliance with Florida’s Sunshine Law and Section 
15.106, Ordinance Code.  In order to ensure their respective Executive Council 
Assistants comply with noticing and maintenance of written minutes, as required; 
Council Members should consider establishing a procedure and/or mechanism to 
ensure accountability and remedies for noncompliance.   

 
2. The Council continue to reinforce during its annual continuing education and 

training on Sunshine Law, the responsibilities of Executive Council Assistants and 
the requirements of Florida’s Sunshine Law.  

FINDING 2 

Council Members did not always provide timely notice, or obtain prior permission for 
absences, late arrivals, and/or early departures from City Council and Council committee 
meetings, as required by the Rules of the Council.  
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Rule 4.501, Rules of the Council, requires Council Members who are unable to attend a Council 
or Council committee meeting, due to sickness or for a duly authorized reason, to provide both 
prior notice and obtain prior permission before the meeting convenes from the Council 
President, or committee chair, as applicable.  In addition, Rule 2.202, Rules of the Council, 
requires Council Members to “attend every regular or special meeting of each standing, special, 
or select committee to which he/she is appointed, unless excused by the committee chair.”  
Further, a Council Member who fails to attend three consecutive meetings may be withdrawn 
from the committee, at the recommendation of the chair to the President.5   
 
As part of the audit procedures, the OIG reviewed records relating to 273 Council meetings, 
standing Council committee meetings, and special Council committee meetings subject to the 
attendance requirements of the Rules of the Council.  Council Members submit requests for 
excusals for absences, late arrivals, and/or early departures of meetings through a memorandum 
to the Council President or committee chair, as applicable.  The memorandum is posted to the 
public notice system and a copy is maintained in the Council Member’s binder in the Legislative 
Services Division.   
 
The OIG found the date and time the notice was given by the Council Member is documented by 
the date and time on the memorandum; however, there are no records to evidence the approval of 
the requested absence, late arrival, and/or early departure by the Council President or committee 
chair.   
 
Further, the OIG’s examination of the 273 records disclosed the following:  
 

• For 35 meetings (3 Council meetings and 32 Council committee meetings) for which one 
or more Council Member was absent, arrived late, or departed early, although notices 
were provided by the Council Member to the Council President or committee chair 
through a memorandum, the notices were provided subsequent to the meeting date or the 
meeting start time.   
 

• For 10 Council committee meetings for which one or more Council Member was absent, 
arrived late, or departed early, there were no records (i.e. memoranda) to evidence that 
notice was provided by the Council Member to the Council committee chair. 
 

Without prior notice and approval of absences, late arrivals, and early departures of Council 
meetings, there is a risk that there will not be enough Council Members present to achieve 
quorum, or to obtain a majority vote, in order to facilitate formal actions of the Council or 
committee.  The OIG’s Sunshine Compliance Audit 2016-CR-0001, issued May 27, 2016, noted 
a similar observance.  
 
Recommendations:  
To ensure compliance with the Rules of the Council by giving proper prior notice and 
receiving prior approval for all absences, late arrivals, and/or early departures from 
Council and Council committee meetings, the OIG recommends the following: 

                                                           
5 Rule 2.202, Rules of the Council of the City of Jacksonville (2017) – Attendance; Voting. 
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1. The Council implement written procedures to document the approval, including the
time and date of approval, by the Council President or committee chair, as
applicable, of absences, late arrivals and/or early departures requested by Council
Members, and maintain documentation of both notice and approval in the public
notice system and the Legislative Services Division.

2. The Council implement written procedures to require Council committee chairs to
maintain records of Council Member absences, late arrivals, and/or early
departures that are not noticed and/or approved prior to Council committee
meetings, and are therefore, unexcused.  Council committee chairs should review
records of unexcused absences periodically and enforce the requirements of Rule
2.202, Rules of the Council, as necessary.

3. The Council discuss, as part of its annual continuing education and training on
Sunshine Law, attendance requirements for Council and Council committee
meetings, including requirements to give notice and obtain approval of absences,
late arrivals, and/or early departures prior to such meetings.

ECONOMIC IMPACT 

There were no cost savings or recovered costs as a result of this audit.  

OFFICE OF THE CITY COUNCIL RESPONSE 

On March 24, 2018, the OIG provided the Council President and the Director/Council 
Secretary, Jacksonville City Council, the opportunity to submit a written response to the 
DRAFT Sunshine Law Compliance Audit, no later than May 31, 2018.  On May 30, 2018, 
the OIG received a written response from the Council President and the Director/Council 
Secretary.  The response, in its entirety, is attached to this report (Attachment A).   

Based on OIG recommendations, the City Council will hold mandatory sunshine training in 
June, which will also include providing a copy of the Sunshine Law Compliance Audit to each 
Council Member.  Additionally, the Council President Designate for Council year 2018-2019 
announced May 23, 2018, that a comprehensive review of the Rules of Council will be a part of 
his initiatives.  

Attachment A:   Office of the City Council response, dated May 30, 2018, 
   with accompanying Council President Designate correspondence, 

dated May 23, 2018  

cc:  OIG Audit Distribution A 
       OIG Website 
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