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	REVENUE OFFICE (EXCLUDING PARKING METER COLLECTIONS) 
	Annual Collections (Fiscal Year 2000)  $405.2 million 

	Description.  The Revenue Office collects utility revenues and various other revenues and receipts.  These revenues and receipts are collected at the City Hall Revenue Office and at the City’s Utility Drive Through Facility located on North Monroe Street.  Revenues and receipts collected during fiscal year 2000 included the following: 
	 
	 Utility payments collected through various methods, including: customer walk-ins at City Hall, drive through at the North Monroe Street facility, mail, bank drafts, electronic payments, and banks serving as collection agents.  (FY 2000 collections of $295.5 million) 
	 
	 Utility deposits collected at City Hall.  (FY 2000 collections of $3.1 million) 
	 
	 Payments on accounts receivable billed through Accounting Services.  (FY 2000 collections of $23.1 million) 
	 
	 Parking ticket payments.  (FY 2000 collections of $405,000) 
	 
	 Various taxes, grant proceeds, permit fees, and miscellaneous collections.  (FY 2000 collections of $83.1 million.)  (Note:  This includes amounts collected by other City departments/offices and transferred to the Revenue Office for processing and deposit.) 
	 
	All revenues and receipts collected by the Revenue Office are accounted for on cash reports.  Each day’s cash reports are submitted to Accounting Services where the information is entered into the City’s general ledger.  In addition, cash reports prepared by those City departments and offices collecting and depositing their own revenues/receipts are received and processed by the Revenue Office prior to submission to Accounting Services for entry into the City’s general ledger. 
	Assurances, Risks, and Recommendations.  The following table presents the assurances and risks identified during, and recommended actions resulting from, our review and related consultations with Revenue Office staff regarding control activities for the described revenues and receipts. 
	ASSURANCES, RISKS, AND RECOMMENDATIONS 
	Applicable Control Activity (Note 1)
	Assurances/Risks
	Recommendation


	1.
	Access to and Accountability for Resources
	 Custody of collections was assigned to specific staff. 
	 
	 Access to the Revenue Office at City Hall and the Drive Through Facility was restricted to authorized individuals. 
	 
	 Collections and operating funds were stored overnight in locked vaults in secured rooms, with access monitored electronically. 
	 
	 Collections received by tellers at both the Revenue Office and Drive Through Facility were not commingled, as each teller was assigned a separate lockable drawer.
	2.
	Direct Activity Management
	 Revenue Office supervisory and management staff played an active role in supervising and monitoring collection and deposit activity. 
	 
	 Revenue Office management staff conducted periodic on-site monitoring reviews of cash collection and processing activities at external departments and offices.  Results of those reviews were shared with the reviewed departments/offices.
	3.
	Segregation of Duties
	 While custodial responsibility was assigned to Revenue Office staff, Accounting Services Section staff recorded the collection transactions in the City’s general ledger. 
	 
	 The City’s bank accounts were reconciled to the City’s general ledger by employees other than those with access to the related funds. 
	 
	 Assignments were rotated among Revenue Office staff such that no one employee always performed the same roles.
	4.
	Physical Controls
	 Entry into the Revenue Office and Drive Through Facility areas where funds were collected and stored prior to deposit was controlled through locked doors, an electronic access system, surveillance cameras, and an electronic security system monitored by an external security company. 
	 
	 Lock boxes were used to collect utility payments at the Drive Through Facility (e.g., to collect payments from customers during periods that the facility is not open for business). 
	 
	 Prepared deposits were picked up daily by an armored courier service, thereby reducing the exposure of funds to loss or theft. 
	 
	 Deposits were placed in locked bank bags for transport to the bank for deposit. 
	 
	 Money counting machines were used to assist in the counting of currency collected for deposit, thereby facilitating the deposit preparation process. 
	 
	 Batch processors (DP 500’s) were used at the Drive Through Facility to process mail and lock box collections, thereby providing an automated means to make an initial record of receipt and facilitating the processing of those collections for deposit. 
	 
	 An automated cashiering system (CORE) was used to process collections at the teller windows at City Hall and the Drive Through Facility, thereby providing an automated means to make an initial record of receipt and facilitating the processing of those collections for deposit. 
	 
	 Mechanisms and procedures were provided to allow customers to pay their utility bills through banks drafts or electronic payments (e.g., Speed Pay), thereby reducing the exposure of the applicable funds to loss or diversion and resulting in more timely deposit into the City’s bank account. 
	 
	 Revenue Office staff placed restrictive endorsements on checks and other negotiable instruments.  Those endorsements specified that the negotiable instruments were for deposit only for the City of Tallahassee.  Also, most of the endorsements specified the bank and bank account to which the instruments were to be deposited. 
	 
	 One of the endorsements used at City Hall for miscellaneous collections and the endorsement placed on checks by the DP 500 machines at the Drive Through Facility did not specify the bank or bank account to which the instruments were to be deposited.  Restricting the deposit of a negotiable instrument to a specific bank and bank account reduces the risk of improper deposit and unauthorized diversion.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	The Revenue Office indicated that the DP 500 machines used at the Drive Through Facility cannot be programmed to include the bank and bank account number as part of the restrictive endorsement.  However, they stated that the machines being acquired to replace the current DP 500’s could be programmed to place the bank and bank account number on the restrictive endorsement.  We recommend that the Revenue Office continue actions to provide for the inclusion of that information on all restrictive endorsements placed on negotiable instruments.
	5.
	Execution of Transactions and Events
	 Collections were received and processed by Revenue staff acting within their assigned authority and responsibility. 
	 
	 Procedures existed to properly process and deposit collections. 
	 
	 While the Revenue Office does not accept credit card payments, they provide the City’s customers a service whereby they can use their credit cards to purchase a check (negotiable instrument) at City Hall through a private vendor.  This process allows the customers the convenience of paying with their credit card and the City does not incur service charges normally associated with accepting credit card payments. 
	 
	 The City established a policy to collect on worthless (non-sufficient funds or NSF) checks returned by the bank.  Specifically, upon receipt of a NSF check from the bank, the Revenue Office submitted a standard collection letter requesting the applicable individual to pick up the NSF check and pay the required funds (i.e., “make the check good”) and related NSF fees.  In the event that the individual did not complete those actions, the NSF check was turned over to Utility Customer Services (UCS) for additional collection efforts.  (See separate presentation for UTILITY CUSTOMER SERVICES for risks identified relating to NSF checks.)
	6.
	Recording of Transactions and Events
	 Procedures were in place to properly classify collections for reporting purposes. 
	 
	 Adequate records were maintained that documented the collections from point of receipt to deposit. 
	 
	 As noted in various other presentations (e.g., see REAL ESTATE – CEMETERY SALES, PUBLIC WORKS ENGINEERING, PLANNING DEPARTMENT, UTILITY CUSTOMER SERVICES, AND MUNICIPAL SUPPLY CENTER), some City departments and offices transfer cash to the Revenue Office for processing and deposit.  As noted in those separate presentations, some of those transferring departments/offices obtained documentation from the Revenue Office documenting the transfer of custodial responsibility; in other instances, such documentation was not obtained.  A consistent procedure should be implemented by the Revenue Office to provide applicable City departments/offices appropriate documentation of the transfer of custodial responsibility for cash.
	 
	 
	 
	 
	 
	 
	 
	We recommend that the Revenue Office use a receipt generated by the City’s cashiering system (CORE) to document all transfers of cash from external departments/offices to the Revenue Office.  Such CORE-generated receipts should be provided to the transferring party at the time of transfer.  In addition to documenting the custodial transfer of cash, the CORE-generated receipt will provide the transferring department/office assurance that the transferred cash was properly deposited into the City’s bank account.  This second assurance will be provided, because collections per CORE are balanced to actual cash collections prepared for deposit on a daily basis.
	7.
	Information Processing
	 Revenue Office staff verified amounts collected per daily cash reports prepared by Revenue Office staff and staff of other City departments to validated deposit slips remitted directly to the Revenue Office by the bank.  This process ensured that amounts reported on cash reports were deposited. 
	 
	 Revenue Office staff reconciled amounts collected and deposited for utility payments to amounts posted to the Customer Information System (CIS). 
	 
	 Revenue Office staff reconciled utility bills paid electronically to related files submitted for those payments. 
	 
	 Amounts recorded in the CIS were reconciled to the amounts recorded in the City’s general ledger by Utility Accounting. 
	 
	 Reports showing collection transactions voided from the CIS were produced and reviewed by Revenue Office management. 
	 
	 At the end of each shift, Revenue Office tellers balanced their collections to the cashiering system (CORE) and imprest fund amounts.  Revenue Office supervisory staff reviewed those balance reports. 
	 
	 Bank statements showing deposits of City funds were reconciled to the City’s general ledger. 
	 
	 Revenue Office supervisory and management staff conducted on-going analytical procedures that compared collection activity over various periods of time.  Revenue Office management made appropriate inquiries based on those reviews.
	8.
	Documentation
	 Forms and records were established and maintained to provide an adequate accounting of collections. 
	 
	 Written procedures were established for the receipt and processing of collections.  Written procedures help ensure a consistent and appropriate methodology for collecting and processing funds. 
	 
	 While written procedures were developed to address cash collection and processing activities conducted by external departments and offices, those procedures were not comprehensive.  For example, those procedures did not address the following: 
	 
	 Segregating incompatible duties among employees when practicable. 
	 
	 Accounting for and safeguarding receipts, licenses, permits, and other documents issued upon receipt of cash. 
	 
	 Timely and intact depositing of cash collections. 
	 
	 Restrictive endorsement of negotiable instruments at the time and place of collection. 
	 
	 Independent reconciliations and verifications of records of initial receipt to amounts deposited or transferred for deposit. 
	 
	 Procedures for transferring cash between employees and departments/offices and documenting such custodial transfers. 
	 
	 Restricting access to cash to authorized employees. 
	 
	 The appropriate physical controls that may be used to safeguard and limit access to cash. 
	 
	 Procedures employees should follow in the event of loss, theft, robbery, and other similar emergencies.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	The Revenue Office should develop and provide collecting departments/offices current and comprehensive written procedures that address all aspects of the cash collection and processing function.
	Table Legend:
	Activities increased assurance that collected funds are properly accounted for and deposited
	Identified risks for which revisions, enhancements, and/or improvements are needed
	 
	Note (1): Applicable Control Activities determined from INTERNAL CONTROL GUIDELINES - Administrative Policies and Procedures No. 630, Section .09, Part III. 
	 
	Conclusion.  The Revenue Office implemented certain control activities to provide assurance that collections are properly accounted for and deposited into the City’s bank account.  However, based on our consultations with Revenue Office staff, we noted areas where control activities should be enhanced and improved.  Recommendations include adding the City bank and bank account number to all restrictive endorsements and providing applicable departments/offices CORE-generated receipts to document the transfer of custodial responsibility for cash collections.  In addition, the Revenue Office should develop and provide to collecting departments/offices current and comprehensive written procedures that address all aspects of the cash collection and processing function. 
	  
	REVENUE OFFICE (EXCLUDING PARKING METER COLLECTIONS)
	Action Plan
	Condition – Risks relating to the cash collection and processing function were identified for which revisions, enhancements, or improvements are needed.
	A.  Objective:  To enhance the restriction placed on negotiable instruments upon collection.
	Step #
	Action/Task
	Responsible Employee
	Target Date
	1.
	The machines being acquired to replace the current DP 500’s will be programmed to place the City’s bank and bank account number on the restrictive endorsement.
	Darrell Thompson
	7/24/01
	2.
	All manual restrictive endorsement stamps will include the City’s bank and bank account number.
	Darrell Thompson
	9/30/01
	 
	  
	REVENUE OFFICE – ACTION STEPS APPLICABLE TO EXTERNAL DEPARTMENTS/OFFICES
	Action Plan
	Condition – Risks relating to the cash collection and processing function were identified for which revisions, enhancements, or improvements are needed.
	A. Objective:  To restrict negotiability of checks and similar instruments upon their receipt.
	Step #
	Action/Task
	Responsible Employee
	Target Date
	1.
	Upon award and execution of the new contract for banking services, the Revenue Office will obtain and provide a restrictive endorsement stamp to each City department/office that receives negotiable instruments for deposit into the City’s bank account.  Those endorsement stamps will specify that the negotiable instruments are “for deposit only” into the applicable City of Tallahassee bank account.
	Darrell Thompson
	9/30/01
	B. Objective:  To ensure timely and efficient receipt and deposit of City funds and to provide applicable external departments and offices the information needed for managerial purposes.
	1.
	Upon completion of appropriate analysis and discussions, the Revenue Office, in conjunction with applicable external departments and offices, will develop a schedule for phasing in the auditor’s recommendation that external entities be instructed to remit their payments directly to the Revenue Office.  The purpose of this phased-in approach will be to allow Revenue Office staff sufficient time to become familiar with these payments; such that they can be recognized upon receipt, timely deposited, properly coded for accounting purposes, and applicable external departments/offices timely notified.
	Darrell Thompson
	6/30/02
	2.
	Upon receipt of grant proceeds from grantor agencies (e.g., Federal, state, and county governments), the Revenue Office will provide the accompanying payment support and a copy of the checks to the grant accountant in Accounting Services.
	Darrell Thompson
	9/30/01
	  
	C. Objective:  To ensure responsibility can be determined in the event of loss or theft.
	1.
	The Revenue Office will use a receipt generated by the City’s cashiering system (CORE) to document all transfers of collections from other departments/offices.  The CORE-generated receipt will be provided to the transferring party at the time of transfer.
	Darrell Thompson
	9/30/01
	D. Objective:  To ensure the timely deposit of funds into the City’s bank account.
	1.
	The Revenue Office, in conjunction with UCS, will initiate negotiations with the two collection companies to have payments wire transferred into the City’s bank account.
	Darrell Thompson
	12/31/01
	E. Objective:  To ensure that appropriate actions are taken for worthless checks returned by the bank.
	1.
	The Revenue Office will issue written instructions to applicable departments/offices as to the specific identifying information that must be captured when checks are accepted as payment for City goods and services.  The intended purposes of that identifying information will be to allow successful prosecution by the State Attorney in the event that a check is returned by the bank for non-sufficient funds.
	Darrell Thompson
	12/31/01
	F. Objective:  To provide appropriate guidance to external departments/offices for collecting and processing cash.
	1.
	The Revenue Office will develop and submit to applicable external departments/offices comprehensive written procedures that address all aspects of the cash collection and processing function.
	Darrell Thompson
	6/30/02
	 
	  
	REVENUE OFFICE – PARKING METERS 
	Annual Collections (Fiscal Year 2000)  $337,000 

	Description.  The Revenue Office currently collects and deposits coins inserted into the City’s parking meters located throughout the City.  Currently, there are approximately 1,500 metered parking spaces.  (Annual collections of $334,406)  The Traffic Engineering Division within the Public Works Department maintains the meters.  In addition, the Revenue Office collects rental fees from entities leasing metered parking spaces.  (Annual collections of $2,280) 
	Assurances, Risks, and Recommendations.  The following table describes the assurances and risks identified during, and recommended actions resulting from, our review and related consultations with Revenue Office and Traffic Engineering staff regarding control activities for parking meter collections. 
	ASSURANCES, RISKS, AND RECOMMENDATIONS 
	Applicable Control Activity (Note 1)
	Assurances/Risks
	Recommendation


	1.
	Access to and Accountability for Resources
	 Custody of collections was assigned to specific staff. 
	 
	 Access to coins inserted into parking meters was controlled through locked meter housings and, in most cases, locked depositories (collection containers) placed within the locked meter housings. 
	 
	 Keys to meter housings, meter depositories (locked canisters within the meter housings), and the lock boxes in which coins removed from meters were temporarily stored were accessible only by authorized staff. 
	 
	 Access to the room where collected coins were stored, counted, and prepared for deposit was controlled and limited to authorized staff. 
	 
	 Access to the safe in the Traffic Engineering meter shop, where coins removed from meters during maintenance operations were temporarily stored prior to transfer to the Revenue Office, was limited to authorized staff. 
	 
	 Revenue Office management determined that approximately 75 collection containers, purchased and placed in meter housings by the Traffic Engineering Division, could not be opened by the canister key built into the specially designed collection cart.  As a result, the collecting employees carried a separate key for those 75 canisters on their collection routes in order to unlock and remove the coins from those canisters.  That process increased the exposure of the coins to loss or theft when compared to using canisters that can be opened using the key and collection slot built into the collection cart (i.e., as noted below under “Physical Controls,” coins are not exposed to employees or other persons when collected using the key built into the collection cart).  Upon determination of this situation, Revenue Office staff met with Traffic Engineering staff and initiated steps to replace the 75 canisters with canisters that can be opened using the key built into the collection cart. 
	 
	 Subsequent to our fieldwork, the Revenue Office updated their database documenting the number and location of each metered parking space and the type collection canister (depository) placed in each meter (see “Recording of Transactions and Events” below).  Those updated records reflected that there are 409 meters with canisters that are “open” on one end.  Coins collected in meters with such open canisters are accessible to collection staff when the meter housings are opened.  Revenue Office staff indicated that open canisters were intended to be used in those instances where it was not practicable to place the specially designed collection cart in close proximity to the applicable parking meters.  In those circumstances, it was determined that use of open canisters would facilitate the removal and collection of coins, as staff would only have to make one trip between their vehicle and the applicable parking meter (i.e., compared to two trips if a locked canister was used – one trip to remove the canister and walk back to the collection cart to remove the coins, and then a second trip to place the canister back in the meter housing).  In those situations, Revenue Office management determined that the increased risk, due to accessibility by staff to the coins during the removal process, was offset by the decreased exposure to loss or theft due to a “faster” collection process.  However, Revenue Office management has determined that the specially designed collection cart can be placed in close proximity to some of the 409 parking meters that currently have open canisters.  Accordingly, Revenue Office management plans to replace some of the open canisters with locked canisters that can only be opened by the canister key built into the specially designed collection cart. 
	 
	 Traffic Engineering meter maintenance staff have access to coins inserted into meters during their maintenance operations.  This access is required in order for them to perform necessary maintenance such as repairing coin jams or lubricating canister locks.  Although the Revenue Office conducts analytical procedures (see “Information Processing” below) that should detect any material instances of loss or theft, undetected losses and diversions could still occur because of this inherent weakness.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	This risk was identified and acted upon by Revenue Office management.  The Revenue Office should continue with their corrective actions. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	We recommend that the Revenue Office continue with their plans to replace open canisters with lockable canisters in those parking meters for which the specially designed collection cart can be placed in close proximity thereof. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	As noted, Revenue Office management performs analytical procedures to ensure that amounts collected and deposited are materially in accordance with anticipated amounts.  We recommend that such analytical procedures be continued.
	2.
	Direct Activity Management
	 Revenue Office supervisory and management staff reviewed collection activity to ensure that coins were properly collected, counted, and deposited. 
	 
	 Revenue Office management staff reviewed collection operations to identify and mitigate risks.
	3.
	Segregation of Duties
	 While custodial responsibility was assigned to the Revenue Office staff, Accounting Services staff recorded the collection transactions in the City’s general ledger. 
	 
	 Two employees were always present when coins are removed from the parking meters for transport to the Revenue Office, thereby providing a deterrent to theft by both employees and external parties. 
	 
	 As noted in the following, the authorization/execution and collection functions were segregated among employees: 
	 
	 The Traffic Engineering Division was responsible for determining the parking spaces that should be metered and for placing and removing meters, while the Revenue Office was responsible for collecting and depositing the coins placed in those meters. 
	 
	 The Traffic Engineering Division authorized and executed rentals of metered parking spaces while the Revenue Office collected the related rental payments.
	  
	4.
	Physical Controls
	 Specially built collection carts are transported on a truck with specialized equipment that lowers and raises the carts from/into the truck bed, thereby facilitating the collection process and limiting the period that coins are exposed to loss or theft during the collection process. 
	 
	 Specially designed and built collection boxes (i.e., a key and collection slot are built into the collection box) that are attached to the collection carts, and related meter depositories (canisters) preclude employees/individuals from accessing the coins during the collection and transport processes. 
	 
	 Scales are used to weigh coins in and out of the Revenue Office as a means to determine and track coins received from employees removing coins from the meters and coins picked up for deposit by bank couriers. 
	 
	 Locked boxes and locked rooms are used to store coins transferred to the Revenue Office for counting and deposit preparation. 
	 
	 Locked safe is used at the Traffic Engineering meter shop to temporarily store coins removed from meters during maintenance operations. 
	 
	 Coins counted and prepared for deposit are placed in sealed bank bags for transport to the bank. 
	 
	 Coins prepared for deposit are picked up by an armored courier service, thereby reducing the exposure of funds to loss or theft. 
	 
	 An electronic access system, surveillance cameras, and an electronic security system monitored by a contracted security company are used to control entry into the Revenue Office locations where collected coins are stored prior to deposit.
	5.
	Execution of Transactions and Events
	 Coins were collected and processed by Revenue Office staff acting within their assigned authority and responsibility. 
	 
	 Procedures existed to properly collect, count, and process coins for deposit. 
	 
	 A coin counting machine was used at the Revenue Office to count coins removed from the meters, thereby facilitating the processing of those coins for deposit and helping ensure the accuracy of the coin counts.
	6.
	Recording of Transactions and Events
	 Procedures existed to properly classify parking meter collections. 
	 
	 Adequate records were maintained that documented the collections from time of receipt from employees removing coins from meter housings through pick up by bank couriers for deposit. 
	 
	 The Revenue Office maintained a database documenting the number and location of each metered parking space.  Based on identified risks (see “Access to and Accountability for Resources” above), Revenue Office management determined that those records should be updated to reflect any recent changes (additions or deletions), and also enhanced to include the type of collection depository (canister) placed in each meter.  The Revenue Office determined that such updates and enhancements are necessary to ensure (1) that all coins are being timely removed from each meter and (2) that the most appropriate canister type is placed in each meter.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	As noted, the Revenue Office identified the risks.  In addition, steps are being taken by the Revenue Office and Traffic Engineering to make the necessary updates and enhancements.  We recommend that those efforts be continued.
	7.
	Information Processing
	 Revenue Office management staff conducted on-going analytical procedures that compared collection activity over various time periods.  The results of those analytical procedures were analyzed and used by management to identify and mitigate risks and to ensure that appropriate amounts were collected and deposited. 
	 
	 Revenue Office staff weighed deposits prepared based on machine counts to ensure the accuracy of the deposits (i.e., $500 of quarters are expected to weigh approximately 25 pounds).
	8.
	Documentation
	 Forms and records were generally established and maintained to provide an adequate accounting of collections. 
	 
	 Internal written procedures were established for the collection and processing of coins.   Written procedures help ensure a consistent and appropriate methodology for collecting and processing funds.
	Table Legend:
	Activities increased assurance that collected funds are properly accounted for and deposited
	Identified risks for which revisions, enhancements, and/or improvements are needed
	 
	Note (1): Applicable Control Activities determined from INTERNAL CONTROL GUIDELINES - Administrative Policies and Procedures No. 630, Section .09, Part III. 
	 
	Conclusion.  The Revenue Office implemented certain control activities to provide assurance that coins inserted into the City’s parking meters are properly removed, accounted for, and deposited into the City’s bank account.  In addition, the Revenue Office has identified and taken steps to mitigate risks relating to parking meter collections.  We recommend that the Revenue Office continue those risk mitigation efforts. 
	  
	REVENUE OFFICE – PARKING METERS
	Action Plan
	Condition – Risks relating to the cash collection and processing function were identified for which revisions, enhancements, or improvements are needed.
	Step #
	Action/Task
	Responsible Employee
	Target Date
	A. Objective:  To safeguard collections.
	1.
	The database of the City’s parking meters will be updated to reflect all current metered parking spaces and the type collection canister placed in each of those meters.
	Darrell Thompson
	3/31/02
	2.
	Determinations will be made as to the most appropriate canister type that should be placed in each of the City’s parking meters.  Those determinations will be based on factors such as (1) whether the collection cart can be placed in close proximity to the applicable parking spaces and (2) whether the current canisters can be opened with the canister key built into the collection cart.
	Darrell Thompson
	12/31/01
	3.
	Based on the determinations made (task 2), canisters will be replaced as necessary to ensure the most appropriate canister type is placed in each meter.
	Darrell Thompson
	3/31/02
	4.
	The Revenue Office will continue to perform analytical procedures that compare actual collections with anticipated collections.
	Darrell Thompson
	7/24/01
	 
	  
	TRAFFIC ENGINEERING – PARKING METERS
	Action Plan
	Condition – Risks relating to the cash collection and processing function were identified for which revisions, enhancements, or improvements are needed.
	Step #
	Action/Task
	Responsible Employee
	Target Date
	A. Objective:  To safeguard collections.
	1.
	The Traffic Engineering Division will develop written procedures that provide for notification to and coordination with the Revenue Office in regard to: (1) the acquisition of collection canisters for parking meters, (2) the placement and replacement of collection canisters in meter housings (for example, when canisters are placed in new metered parking spaces or when canisters are removed and replaced during maintenance operations), (3) the placement and removal of parking meters within the City, and (4) changes to meters as to parking time allowed per coin deposited (e.g., from one hour per quarter to thirty minutes per quarter).
	Dave Franklin
	7/25/01
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	GROWTH MANAGEMENT 
	Annual Collections (Calendar Year 2000)  $18.3 million 

	Description. Revenues collected by the Growth Management Department include the following: 
	 
	 Permit fees and other charges relating to land use and development, construction, and related environmental issues.  (Annual collections of $18.2 million) 
	 
	 Fees for certifying the competency of certain classes of contractors performing work in the City/County including, for example, plumbers and electrical contractors.  (Annual collections of $80,000) 
	 
	 Charges for copies of Growth Management documents. (Annual collections of $1,600) 
	 
	Collections are recorded in and tracked by the Permit Enforcement Tracking System (PETS), which also generates permits for issuance to approved applicants.  On a daily basis, a courier from the Revenue Office travels to the Growth Management Department and picks up the previous day’s collections.  The courier takes the collections to the Revenue Office where the deposit is prepared and made. 
	Reasons for External Collection.  Because of the volume of permitting and growth management activity, it was deemed appropriate to establish a collection process within the Growth Management Department.  Also, it would not be convenient for contractors/citizens to go to the Growth Management Department to apply for a permit/competency card, travel to City Hall to pay the related fee at the Revenue Office, and then go back to the Growth Management Department to obtain the permit/competency card. 
	Assurances, Risks, and Recommendations.  The following table describes the assurances and risks identified during, and recommended actions resulting from, our review and related consultations with Growth Management and Revenue Office staff regarding control activities for the noted collections. 
	ASSURANCES, RISKS, AND RECOMMENDATIONS 
	Applicable Control Activity (Note 1)
	Assurances/Risks
	Recommendation


	1.
	Access to and Accountability for Resources
	 Custody of collections was assigned to specific staff. 
	 
	 Collections were placed in secured containers (lock boxes) and locked offices to which access was controlled and limited. 
	 
	 The PETS is programmed to generate a receipt when collections are received and recorded. 
	 
	 Competency cards are not sequentially numbered or controlled in a manner that allows for accountability of cards issued. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Competency cards should be sequentially numbered in a manner that will allow an accounting of cards initially available for issuance.  Appropriate dispositions would include (1) issued as evidenced by appropriate records, (2) not issued and still in inventory, and (3) documented and approved voids.
	2.
	Direct Activity Management
	  Management reviewed collection and permit activity to ensure collections were received and properly processed.  For example, management reviewed “unpaid” status reports to identify permits issued for which payments were not made.
	3.
	Segregation of Duties
	 While initial custodial responsibility was assigned to Growth Management staff, entries into the City’s general ledger were made by Accounting Services staff based on cash reports prepared by the Revenue Office. 
	 
	 The duties of issuing competency cards, collecting the related fees, and recording the collections in PETS were not adequately segregated among staff.  An employee with the capability to perform these incompatible duties is in the position to divert funds for unauthorized purposes without timely detection. 
	 
	 
	 
	 
	 
	 While copy fee collections are not material (recorded annual collections of $1,600), the applicable duties are not adequately segregated among employees.  Specifically, the applicable employees receive the customer request for copies, make the copies, collect the fees, and record the collections into PETS.  Employees performing these incompatible duties are in the position to divert funds for unauthorized purposes without timely detection.
	 
	 
	 
	 
	 
	 
	 
	To the extent feasible, the noted duties should be segregated such that the employee collecting the fees does not also have the capability to issue the competency card.  However, as segregation of these duties may not be cost beneficial (especially during renewal periods), a compensating analytical procedure is recommended below under “Information Processing.” 
	 
	Given the relative immateriality of copy fee collections, management should carefully explore whether there is a cost beneficial process that can be implemented to segregate the applicable duties.  One such process, currently implemented by some other City Departments (i.e., TPD and Public Works Engineering), is to require customers to pay fees to staff (“collection staff”) not responsible for making and providing the copies (“copy staff”).  Only upon the provision of a paid receipt from the collection staff, would the copy staff give the copies to the customer.  The copy staff would then use the paid receipt as the source document for entering the collection into the PETS.  Then, required independent balancing of PETS to actual collections would ensure no funds are lost or diverted.
	4.
	Physical Controls
	 Currency is not accepted for permits with fees that exceed $65.  This limits the currency intake, therefore reducing the likelihood of uncompensated loss or unauthorized diversion. 
	 
	 Growth Management staff does not restrictively endorse checks and money orders.  Those negotiable instruments are not restrictively endorsed until after they have been picked up by courier and delivered to the Revenue Office.
	 
	 
	 
	 
	 
	 
	The Revenue Office should provide an endorsement stamp to each City location where checks or other negotiable instruments are collected.  The stamp should be placed on each check/instrument at the place of collection immediately upon receipt of the check/instrument.  The stamp should specify that the checks/instruments are “for deposit only” into the applicable City bank account.
	5.
	Execution of Transactions and Events
	 Collections were received and processed by Growth Management staff acting within their assigned authority and responsibility. 
	 
	 Procedures existed to properly process and transfer collections for deposit. 
	 
	 Selected contractors, after payment of a $500 security deposit, were allowed to obtain building permits on credit.  At the end of each month those contractors were billed for the permits obtained on credit during that month.  The billings (often verbal) were done and collections received by Growth Management staff.  Controls existed to ensure that payment was received for permits issued on credit (i.e., staff and management review of PETS reports reflecting permits issued with an unpaid status, security deposit proceeds to cover unpaid amounts, and the potential to preclude nonpaying contractors from doing future business in the City).  However, the extension of credit to those contractors increased the risk that applicable fees would not be timely collected, especially in those instances where the fees associated with permits obtained by the contractors exceeded the $500 security deposits.
	 
	 
	 
	 
	 
	 
	 
	Subsequent to our initial survey and fieldwork visits, the Growth Management Department initiated plans to stop extending credit to contractors.  Those plans provide for the applicable contractors to deposit funds in individual trust accounts accounted for by Growth Management staff in the PETS System.  Upon receipt and approval of applications, and subsequent issuances of related permits, the associated fees would be applied to the applicable contractors’ trust accounts.  As this revised process ensures timely collection of permit fees, we recommend that the Growth Management Department continue with their efforts to implement these plans.
	6.
	Recording of Transactions and Events
	 Procedures existed to properly classify collections for reporting purposes. 
	 
	 Adequate records were generally maintained that documented the collections from point of receipt to pick up by the Revenue Office courier.
	7.
	Information Processing
	 The PETS is programmed to reflect an “unpaid” status in the event a permit is issued without payment being received. 
	 
	 PETS summary reports reflecting collections for permit issuances are compared to collections removed from the lock boxes by the Revenue Office courier.  This control serves to detect any errors or unauthorized diversions of permit fees. 
	 
	 There is no independent verification by Growth Management staff that collections picked up by the Revenue Office courier are properly deposited.  (Note:  Revenue Office supervisory staff did verify the amounts per the PETS summary report to amounts deposited.  However, the PETS summary report used for that verification was the report delivered by the courier with the collections.  Accordingly, that verification would not necessarily detect any unauthorized diversions of funds in the event that the courier fraudulently modified the PETS summary report.)  
	 
	 There were no reconciliations, by supervisory staff or an employee independent of the issuance/collection functions, of competency cards issued to collections recorded in PETS.  Accordingly, there was no independent assurance that fees were properly collected and transferred to the Revenue Office for deposit.  Such assurances are necessary given the incompatible duties performed by applicable employees (see “Segregation of Duties” above). 
	 
	 
	 
	 
	 
	 
	 
	 There was no independent reconciliation of competency certification fees recorded in PETS to the corresponding collections picked up by the Revenue Office courier.  Under those circumstances, the loss or unauthorized diversion of certification fees may not be detected.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	When planned enhancements are made to the City’s cashiering system (CORE System), collections will no longer be transferred to the Revenue Office for deposit.  Instead, Growth Management staff will process and deposit those collections.  This will eliminate the described risk. 
	 
	 
	 
	 
	 
	As noted above under “Access to and Accountability for Resources,” competency cards should be sequentially numbered in a manner that allows an independent accounting of the cards.  Such an accounting of the cards should include verification by supervisory (or independent) staff of cards issued to fees collected (a compensating analytical procedure to offset the noted inadequate segregation of duties).  To facilitate this verification, the PETS should be programmed to reflect the applicable sequential number for each issued competency card. 
	 
	Applicable programming should be done to allow the generation of a PETS summary report that reflects total competency certification fee collections for a given day (i.e., similar to what is currently done for permit issuances).  Once produced, that summary report should be balanced to the daily fee collections picked up by the Revenue Office courier (i.e., similar to what is currently done for permit collections).
	8.
	Documentation
	 Forms and records were generally established and maintained to provide an adequate accounting of collections. 
	 
	 There were internal written procedures for the receipt and processing of fees for permit issuances and competency certifications.
	Table Legend:
	Activities increased assurance that collected funds are properly accounted for and deposited
	Identified risks for which revisions, enhancements, and/or improvements are needed
	 
	Note (1): Applicable Control Activities determined from INTERNAL CONTROL GUIDELINES - Administrative Policies and Procedures No. 630, Section .09, Part III. 
	 
	Conclusion.  Growth Management implemented certain control activities to provide some assurance that collections are properly accounted for and deposited into the City’s bank account.  However, based on our consultations with staff, we noted several areas where control activities should be enhanced and improved.  As noted above, significant recommendations include sequential numbering of competency cards, segregating incompatible duties regarding competency card and copy functions to the extent feasible, restrictive endorsement of checks immediately upon receipt, no longer extending credit to selected contractors, developing PETS summary reports, deposit of collections by Growth Management staff, enhancing PETS to document the related sequential control number for issued competency cards, and appropriate accounting of competency cards that ensures fees are collected for issued cards. 
	  
	GROWTH MANAGEMENT
	Action Plan
	Condition – Risks relating to the cash collection and processing function were identified for which revisions, enhancements, or improvements are needed.
	Step #
	Action/Task
	Responsible Employee
	Target Date
	A. Objective:  To ensure that competency card fees are properly collected and deposited.
	1.
	Competency cards available for issuance will be sequentially numbered.
	Ronnie Spooner

	10/1/01
	2.
	An accounting of competency cards available for issuance will be maintained.  The accounting will reflect for each competency card whether it has been issued or voided, or is still in inventory.
	Ronnie Spooner
	10/1/01
	3.
	Appropriate programming changes will be made that allow the PETS to reflect the applicable sequential number for each competency card that is issued.
	Ronnie Spooner Karen Jumonville
	10/1/01
	4.
	Independent and/or supervisory verifications of competency cards issued to fees collected as recorded in PETS will be done.
	Ronnie Spooner
	10/1/01
	5.
	The PETS will be programmed to generate a daily summary report that reflects total competency card certification fees collected each day.
	Ronnie Spooner Karen Jumonville
	10/1/01
	6.
	Independent and/or supervisory comparisons will be conducted of fees collected per the daily summary PETS report (see step 5 above) to actual collections picked up by the Revenue Office for deposit and/or deposited by Growth Management staff.
	Ronnie Spooner
	10/1/01
	7.
	To the extent practicable, duties among staff will be segregated such that employees collecting competency card fees will not also access and issue competency cards.
	Ronnie Spooner
	10/1/01
	B. Objective:  To ensure that copy fees are properly collected and deposited.
	1.
	In the Land Use/Environmental Services section, the employee receiving requests for and making copies will not provide those copies to the requesting customer until a receipt evidencing payment is presented.  The customer will make payment for the copies to an employee different than the maker and handler of the copies, and this employee will process the payment in PETS and give the customer a receipt for payment.
	Dwight Arnold
	10/1/01
	  
	C. Objective:  To safeguard negotiable instruments upon collection.
	1.
	Growth Management will obtain an endorsement stamp from the Revenue Office and will restrictively endorse negotiable instruments upon their receipt.
	Ronnie Spooner
	10/1/01
	D. Objective:  To ensure that fees are collected for all issued permits.
	1.
	Credit will no longer be extended to selected contractors.  Contractors will be allowed to deposit funds into trust accounts maintained by the City and accounted for in PETS, against which fees can be applied as permits are obtained.
	Ronnie Spooner
	10/1/01
	 
	  
	AIRPORT OPERATIONS (EXCLUDING JETPORT DINER) 
	Annual Collections (Fiscal Year 2000)  $4.5 million 

	Description.  Various revenues are generated by Airport activities.  While the Revenue Office collects some of these revenues, others are collected at the Airport.  Revenues collected at the Airport during fiscal year 2000 included the following: 
	 
	 Payments for parking services received from Republic Parking System, which is the entity contracted by the City to manage the Airport’s parking facilities.  (Annual collections of $1.82 million) 
	 
	 Passenger facility charges collected from the airlines based on the number of passengers using the Airport.  (Annual collections of $1.33 million) 
	 
	 Lease payments received from private enterprises (other than concessionaires) and other governmental entities leasing airport facilities.  Examples include Flightline (provides fuel for aircraft), Federal Express, the Federal Aviation Administration, and U.S. Postal Service.  (Annual collections of $616,000) 
	 
	 Lease/rental payments from concessionaires for the use of Airport facilities.  This includes car rental agencies as well as a gift shop, yogurt shop, video game room, advertising agency, and other enterprises.  (Annual collections of $548,000) 
	 
	 Payments from Gulfsteam Airlines for facility use.  (Annual collections of $99,000)  (Note:  Fees from other airlines for facility use were collected by the Revenue Office.) 
	 
	 Fee payments for permits (taxis, shuttles, employee parking), security badge replacements, and unscheduled landings.  (Annual collections of $84,000) 
	 
	 Rental payments for the use of the conference center.  (Annual collections of $26,000)  (Note:  The Revenue Office collected additional revenues for rentals of the conference center.  Also, future rentals of the conference center are to be handled by the FSU Center for Professional Development through a management contract with the City.) 
	 
	 Charges for locker rentals and vending machine sales.  (Annual collections of $550) 
	Reasons for External Collection.  For Airport activities, it would not be appropriate and/or convenient for customers/citizens to travel to City Hall and pay the applicable revenues to the Revenue Office.  For example, it is convenient for lessees and concessionaires operating at the Airport to also pay at the Airport.  Similarly, it is convenient for persons obtaining Airport operating permits to pay at the Airport.  However, in those instances where amounts can be reasonably and efficiently billed (e.g., lease/rentals that are set amounts), it would also be appropriate and convenient for the customer to submit their payments (by mail) directly to the Revenue Office. 
	Assurances, Risks, and Recommendations.  The following table describes the assurances, and risks identified during, and recommended actions resulting from, our review and related consultations with Airport staff regarding control activities for Airport collections. 
	ASSURANCES, RISKS, AND RECOMMENDATIONS 
	Applicable Control Activity (Note 1)
	Assurances/Risks
	Recommendation


	1.
	Access to and Accountability for Resources
	 Custody of collections was assigned to specific staff. 
	 
	 Receipt forms were sequentially numbered thereby providing a means to ensure accountability. 
	 
	 Permits were sequentially numbered, thereby providing a means to ensure accountability. 
	 
	 Access to collections in the Finance and Administration section was controlled through the use of locked safes and cabinets. 
	 
	 Collections received by the Operations section, for permit issuances and replacement of security badges, were not adequately safeguarded prior to their transfer to the Finance and Administration section.  Specifically, those collections were stored in an open bin or unlocked desk drawer to which all Operations section personnel had access.  In the event of a loss or theft, responsibility would be difficult to determine under those circumstances. 
	 
	 
	 The key to the rental locker collection containers was observed stored in the Finance and Administration safe.  However, the key to the vending machine collection containers was observed in the unlocked desk drawer of a Facilities section employee.  To preclude undetected and/or unauthorized removal and diversion of collections, those keys should be maintained in a secured location to which only authorized staff has access.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Collections for permit issuances and replacement of security badges should be stored in a secured place with access limited to authorized employees.  (Subsequent to our initial fieldwork visit, Operations section staff took corrective action by acquiring a lock box for those collections.  Only authorized staff had access to the key to the lock box.) 
	 
	The keys to the rental locker and vending machine collection containers should be stored in the safe located in the Finance and Administration section.  (Subsequent to our observation of the vending machine key in the unlocked desk drawer, the key was placed in that safe.)
	2.
	Direct Activity Management
	 Airport management reviewed reported collection and deposit activity.
	3.
	Segregation of Duties
	 While custodial responsibility was assigned to Airport staff, Accounting Services staff recorded the collection transactions in the City’s general ledger. 
	 
	 An employee who initiated and executed rental agreements with two entities, that periodically rented airport facilities for set amounts, also collected the related rental fees.  To reduce the risk of unauthorized diversion of revenues, the same employee should not perform both the authorization and collection functions for an activity.  
	 
	 
	 
	 
	 
	 Only one employee was present when locker rental and vending machine receipts were removed from the lockers and vending machines.  The presence of an additional employee when such receipts are removed from the lockers/machines and transferred for deposit makes the unauthorized diversion of those receipts more difficult.
	 
	 
	 
	 
	 
	To the extent these entities do not pay the rental fees at the time of application, Accounting Services should bill the rental fees through the City’s accounts receivable system.  These billings should be based on billing requests submitted by appropriate Airport staff.  The two entities should be instructed to submit payments for the billings directly to the Revenue Office. 
	 
	Two employees should be present when locker rental and vending machine receipts are removed from the lockers/machines and transferred to the Airport Finance and Administration Office for recording and deposit preparation purposes.
	4.
	Physical Controls
	 Locked doors, controlled entry, and security cameras controlled access to the Finance and Administration and Operations sections where collections were received. 
	 
	 Prepared deposits were picked up at the Airport by an armored courier service twice a week, thereby reducing the exposure of funds to loss or theft. 
	 
	 Deposits were placed in locked bank bags for transport to the bank for deposit. 
	 
	 Airport Finance and Administration staff did place restrictive endorsements on checks and money orders.  These endorsements specified that the negotiable instruments were for deposit only for the City of Tallahassee.  However, the endorsements did not specify the bank or bank account to which the instruments were to be deposited.  Restricting the deposit of a negotiable instrument to a specific bank and bank account reduces the risk of improper deposit and unauthorized diversion. 
	 
	 Negotiable instruments received by the Operations section were not restrictively endorsed prior to their transfer to the Airport Finance and Administration section for deposit.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	The Revenue Office should provide an endorsement stamp that restricts the deposit of negotiable instruments to the appropriate City of Tallahassee bank account. 
	 
	 
	 
	 
	 
	 
	 
	The Revenue Office should provide an endorsement stamp to each City location where checks or other negotiable instruments are collected.  The stamp should be placed on each check/instrument at the place of collection immediately upon receipt of the check/instrument.  The stamp should specify that the checks/instruments are “for deposit only” into the applicable City bank account.
	5.
	Execution of Transactions and Events
	 Collections were received and processed by Airport staff acting within their assigned authority and responsibility. 
	 
	 Procedures existed to properly process and deposit collections. 
	 
	 Collections for permit/badge issuances received in the Operations section were not always timely transferred to the Airport Finance and Administration section for deposit, thereby (1) increasing the exposure to loss or unauthorized diversion and (2) limiting the interest that could be earned on such collections once deposited.  Our test of five collections showed that the amounts were held for an average of 14 days prior to their transfer to the Airport Finance and Administration section. 
	 
	 Except as noted above under “Segregation of Duties,” applicable amounts (e.g., leases for set amounts over an extended period) were billed by the Accounting Services section through the City’s accounts receivable system.  However, we noted that many of the billed amounts were collected at the Airport instead of the Revenue Office.  Amounts billed and collected at the Airport during fiscal year 2000 totaled approximately $1 million.  It would be advantageous to the City for these billed entities to remit their payments to the Revenue Office instead of the Airport.  Because the Revenue Office deposits all receipts daily (opposed to biweekly at the Airport), such remittance to the Revenue Office should ensure timelier depositing of the funds.
	 
	 
	 
	 
	 
	 
	 
	Collections should be transferred for deposit in a timely manner, preferably no later than the first working day after the collection date.  (Subsequent to our initial survey visit, we noted that collections were being transferred to the Finance and Administration section within a couple of days of receipt.) 
	 
	 
	 
	All billed parties should be instructed to remit their payments to the Revenue Office.
	6.
	Recording of Transactions and Events
	 Procedures were in place to properly classify collections for reporting purposes. 
	 
	 Adequate records were generally maintained that documented the collections from point of receipt to deposit.  However, Airport Finance and Administration staff did not document the date of receipt of collections received in the mail, thereby precluding a determination that amounts were timely processed and deposited.
	 
	 
	 
	The date of receipt of all collections should be documented in order to allow determinations as to the timely depositing of collections.
	7.
	Information Processing
	 Airport staff reviewed collection transactions prior to deposit. 
	 
	 Sequentially numbered receipt forms used in the Operations section were controlled and accounted for by supervisory staff. 
	 
	 Revenue Office staff verified amounts collected per daily cash reports prepared by Airport staff to validated deposit slips remitted directly to the Revenue Office by the bank. 
	 
	 Sequentially numbered receipt forms used to document collections received by the receptionist in the Finance and Administration section were not accounted for or used as a tool to ensure that all collections were properly deposited. 
	 
	 
	 
	 In the Operations section, there was no independent reconciliation of permits issued to collections received and transferred for deposit.  Such reconciliations provide a means to ensure that proper fees were collected and deposited.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Appropriate supervisory staff and/or an employee independent of the collection/custodial function should (1) account for the forms and (2) periodically reconcile amounts collected per the completed forms to amounts deposited. 
	 
	Appropriate supervisory staff and/or an employee independent of the collection/custodial function should (1) account for all permits and (2) periodically reconcile permits issued to amounts collected and deposited.
	8.
	Documentation
	 Forms and records were generally established and maintained to provide an adequate accounting of collections. 
	 
	 There were no internal written procedures for the receipt and processing of collections.  Written procedures help ensure a consistent and appropriate methodology for collecting and processing funds.
	 
	 
	 
	 
	Written procedures should be established for the receipt and processing of Airport collections.
	Table Legend:
	Activities increased assurance that collected funds are properly accounted for and deposited
	Identified risks for which revisions, enhancements, and/or improvements are needed
	 
	Note (1): Applicable Control Activities determined from INTERNAL CONTROL GUIDELINES - Administrative Policies and Procedures No. 630, Section .09, Part III. 
	 
	Conclusion.  The Airport implemented certain control activities to provide some assurance that collections are properly accounted for and deposited into the City’s bank account.  However, based on our consultations with Airport staff, we noted several areas where control activities should be enhanced and improved.  As noted above, significant recommendations include controlling and limiting access to collections, using the City’s billing system as a means of ensuring a segregation of incompatible duties, controlling the removal of coins from vending machines and lockers, proper and timely endorsement of negotiable instruments, timely transfer of collections for deposit, remittance of payments on billed accounts to the Revenue Office, documenting collection dates for receipts, supervisory/independent accounting for receipt forms and permits coupled with reconciliations to amounts deposited/collected, and establishment of written procedures. 
	 
	AIRPORT OPERATIONS (EXCLUDING JETPORT DINER)
	Action Plan
	Condition – Risks relating to the cash collection and processing function were identified for which revisions, enhancements, or improvements are needed.
	Step #
	Action/Task
	Responsible Employee
	Target Date
	A. Objective:  To safeguard collections.
	1.
	Fees collected for permit issuances and replacements of security badges will be secured in a lock box in the Supervisor’s office.  Access to the lock box contents will be restricted to authorized staff.
	David Pollard

	3/31/01*
	2.
	Keys to vending machines will also be stored in the safe located in the Airport Finance and Administration section.
	Clara Tait
	1/31/01*
	3.
	Two persons will be present whenever money is removed from rental lockers and vending machines, and both persons will sign and date the cash report used to account for those collections.
	Clara Tait
	1/31/01*
	B. Objective:  To segregate incompatible duties for the purpose of ensuring that collections are properly accounted for and deposited.
	1.
	Except when fees are paid at the time of application, the two entities that periodically rent airport facilities for set amounts will be billed through the City’s accounts receivable system based on billing requests completed and submitted to Accounting Services.
	Clara Tait Queen Smith
	10/31/01
	2.
	Airport staff will periodically check the FMS (PeopleSoft) and City’s accounts receivable system to ensure that amounts are being properly billed based on billing requests submitted to Accounting Services.
	Clara Tait
	3/31/01*
	C. Objective:  To safeguard negotiable instruments upon collection.
	1.
	The Operations section will obtain an endorsement stamp from the Revenue Office and will restrictively endorse negotiable instruments upon receipt.
	David Pollard
	7/31/01*
	2.
	The Airport Finance and Administration section will obtain from the Revenue Office a restrictive endorsement that specifies the City bank account to which the negotiable instruments must be deposited.
	D. Robertson
	7/31/01*
	D. Objective:  To ensure that collections are timely processed and deposited.
	1.
	Collections received in the Operations section will be transferred to the Airport Finance and Administration section within one week of receipt.
	David Pollard D. Robertson
	3/31/01*
	2.
	All external parties billed through the City’s accounts receivable system will be instructed to remit their payments directly to the Revenue Office at City Hall.
	A/R Staff D. Robertson
	3/31/01*
	E. Objective:  To maintain adequate records and documentation accounting for collection and deposit activity.
	1.
	Dates of receipt for collections received in the mail will be documented through the use of a date stamp.
	D. Robertson Kristie Moore
	3/31/01*
	F. Objective:  To ensure that collections are properly deposited.
	1.
	Sequentially numbered receipt forms will be accounted for in a manner that will reflect the disposition of all receipt forms available for issuance (e.g., issued and fee collected, voided, or not issued).
	Clara Tait
	3/31/01*
	2.
	Independent and/or supervisory reconciliations of amounts collected per completed (issued) receipt forms to related amounts deposited into the City’s bank account will be periodically conducted.
	Clara Tait
	6/30/01*
	3.
	Independent and/or supervisory reconciliations of permits issued to related collections received and deposited will be periodically conducted.
	David Pollard Clara Tait
	6/30/01*
	G. Objective:  To establish written procedures for the receipt and processing of cash.
	1.
	Written procedures for the receipt and processing of collections at the Airport will be established.
	Clara Tait
	12/31/01
	*As per department, action plan step has been completed as of indicated date. 
	  
	AIRPORT – JETPORT DINER 
	Annual Collections (Fiscal Year 2000)  $669,000 

	Description.  The Jetport Diner located at the Airport operates a cafeteria, snack bar, and two bars that serve beverages.  In addition, the diner provides catering services to airlines or private parties (e.g., entities renting the Airport conference center).  During our audit fieldwork, these activities were operated by the City through a contracted manager (not a City employee).  Staff running these operations under the contracted manager were provided through Staff Leasing, an employment services enterprise.  The contracted manager and employees of Staff Leasing processed revenues generated from these activities for deposit into the City’s bank account.  Airport staff (City employees) provided oversight and support for the diner’s operation. 
	 
	In addition to accepting currency/coins, checks, and credit cards for payment of food and drink, the diner accepts airline meal vouchers.  Those vouchers are provided by the airlines to customers whose initial departure times have been delayed.  Diner staff periodically accumulated the redeemed vouchers accepted as payment and billed the applicable airlines for the accumulated amounts.  Payments by airlines were received at the Jetport Diner and were included with other diner collections prepared for deposit.  Similarly, payments on catering sales billed by diner staff were collected at the Jetport Diner and included with other diner collections prepared for deposit. 
	 
	Note: Subsequent to the end of our audit fieldwork, the City entered into a contract (effective June 26, 2001) with a private vendor to operate the Jetport Diner.  Under that contractual arrangement, the private vendor will be paid a management fee.  Periodically, the vendor will deduct allowable operating expenses and the management fee from revenues generated through operation of the diner.  That net amount (i.e., profit) will be remitted to the City.  Unlike the previous arrangement, City employees will not play an active support role in the operation of the diner. 
	Reasons for External Collection.  It is only appropriate for customers to pay at the cafeteria, snack bar, and other bars for purchased food and drink.  Responsibility for billing airlines and private parties for meal vouchers and catering services has traditionally been assigned to Jetport Diner staff. 
	Assurances, Risks, and Recommendations.  The following table describes the assurances and risks identified during, and recommended actions resulting from, our review and related consultations with Airport and diner staff regarding control activities for the described revenues. 
	ASSURANCES, RISKS, AND RECOMMENDATIONS
	Applicable Control Activity (Note 1)
	Assurances/Risks
	Recommendation


	1.
	Access to and Accountability for Resources
	 Custody of collections was assigned to specific staff. 
	 
	 Collections were stored in a locked safe within a locked room with access limited to authorized staff. 
	 
	 Access codes were assigned to staff operating cash registers.  Entry of those codes was required to open the cash drawer.
	2.
	Direct Activity Management
	 Airport Finance and Administration staff reviewed reported collection and deposit activity.
	3.
	Segregation of Duties
	 Except as noted below, the custodial and recording functions for collections were segregated as diner staff received and deposited the collections while Accounting Services recorded the collection transactions in the City’s general ledger. 
	 
	 The custodial and recording functions relating to meal voucher redemptions were not adequately segregated.  Diner staff (1) billed and collected payments from the airlines for those activities, (2) maintained the related billing and receivable records, and (3) reported the redemption/collection activity on cash reports submitted to the Airport Finance and Administration section.  As noted below under “Information Processing,” there also was no independent reconciliation of meal voucher redemptions reported through cash register sales to the amounts billed and collected from the airlines.  Under those circumstances, errors or unauthorized diversions of revenues could go undetected. 
	 
	 
	 The custodial and recording functions relating to catering sales were not adequately segregated.  Diner staff (1) billed and collected payments for goods/services provided to airlines/private parties, (2) maintained the related billing and receivable records, and (3) reported the related collections on cash reports submitted to the Airport Finance and Administration section. 
	 
	 
	 
	 
	 
	 
	 
	Subsequent to the identification of this risk, the City contracted with a private vendor to operate the Jetport Diner.  Pursuant to contractual terms and provisions, that vendor will be responsible for the operation of the diner’s activities.  The contract also provides that the vendor develop and submit to the City for review and approval a policy and procedure manual.  We recommend that the Airport staff ensure that the vendor’s policy and procedure manual provides for appropriate controls over the meal voucher redemption/collection process. 
	 
	Subsequent to the identification of this risk, the City contracted with a private vendor to operate the Jetport Diner.  Pursuant to contractual terms and provisions, that vendor will be responsible for the operation of the diner’s activities.  The contract also provides that the vendor develop and submit to the City for review and approval a policy and procedure manual.  We recommend that the Airport staff ensure that the vendor’s policy and procedure manual provides for appropriate controls over catering sales.
	4.
	Physical Controls
	 Cash registers were used at the cafeteria, snack bar, and two other bars.  Cash registers provide a means to make an initial record of and safeguard collections. 
	 
	 Prepared deposits were picked up at the Jetport Diner by an armored courier service twice a week, thereby reducing the exposure of funds to loss or theft. 
	 
	 Deposits were placed in locked bank bags for transport to the bank for deposit. 
	 
	 Payment by credit cards is accepted, thereby reducing the amount of currency and negotiable instruments received and processed by the center.
	5.
	Execution of Transactions and Events
	 Collections were received and processed by diner staff acting within their assigned authority and responsibility. 
	 
	 Procedures existed to properly process and deposit collections.
	6.
	Recording of Transactions and Events
	 Procedures were in place to properly classify collections for reporting purposes.  
	 
	 Adequate records were generally maintained that documented most collections from point of receipt through deposit.  However, adequate records were not maintained that tracked redeemed meal vouchers to the billings submitted to and collections received from the airlines.
	 
	 
	 
	Subsequent to the identification of this risk, the City contracted with a private vendor to operate the Jetport Diner.  Pursuant to contractual terms and provisions, that vendor will be responsible for the operation of the diner’s activities.  The contract also provides that the vendor develop and submit to the City for review and approval a policy and procedure manual.  We recommend that the Airport staff ensure that the vendor’s policy and procedure manual provides for the maintenance of records that adequately account for meal voucher redemptions and related billings/collections.
	7.
	Information Processing
	 Diner management reviewed collections and reported sales activity prior to deposit. 
	 
	 At the end of each shift, cash register collections were balanced to the cash register tapes and imprest fund amount. 
	 
	 Revenue Office staff verified amounts collected per daily cash reports prepared by Airport staff to validated deposit slips remitted directly to the Revenue Office by the bank. 
	 
	 There were no independent reconciliations of meal voucher redemptions reported through cash register sales to the amounts billed to and collected from the airlines.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Subsequent to the identification of this risk, the City contracted with a private vendor to operate the Jetport Diner.  Pursuant to contractual terms and provisions, that vendor will be responsible for the operation of the diner’s activities.  The contract also provides that the vendor develop and submit to the City for review and approval a policy and procedure manual.  We recommend that the Airport staff ensure that the vendor’s policy and procedure manual provides for appropriate controls over the meal voucher redemption/collection process.
	8.
	Documentation
	 Established forms and records were generally sufficient to provide an adequate accounting of collections. 
	 
	 Internal written procedures were established for the receipt and processing of collections through cash register sales.  However, these procedures did not address deposit preparation or the billing and collection procedures for redeemed meal vouchers/catering sales.  Complete written procedures help ensure a consistent and appropriate methodology for collecting and processing funds.
	 
	 
	 
	 
	Subsequent to the identification of this risk, the City contracted with a private vendor to operate the Jetport Diner.  Pursuant to contractual terms and provisions, that vendor will be responsible for the operation of the diner’s activities.  The contract also provides that the vendor develop and submit to the City for review and approval a policy and procedure manual.  We recommend that Airport management ensure that the vendor’s policy and procedure manual provides for comprehensive and appropriate processes and methods.
	Table Legend:
	Activities increased assurance that collected funds are properly accounted for and deposited
	Identified risks for which revisions, enhancements, and/or improvements are needed
	 
	Note (1): Applicable Control Activities determined from INTERNAL CONTROL GUIDELINES - Administrative Policies and Procedures No. 630, Section .09, Part III. 
	 
	Conclusion.  The Jetport Diner implemented certain control activities to provide some assurance that collections are properly accounted for and deposited into the City’s bank account.  However, based on our consultations with Airport and diner staff, we noted several areas where control activities should be revised and/or enhanced and improved.  As noted above, subsequent to our audit fieldwork the City contracted with a private vendor to operate the Jetport Diner.  Airport management should ensure that the private vendor develops and submits for review and approval a policy and procedure manual that provides for comprehensive and appropriate processes and methods. 
	  
	AIRPORT – JETPORT DINER
	Action Plan
	Condition – Risks relating to the cash collection and processing function were identified for which revisions, enhancements, or improvements are needed.
	Step #
	Action/Task
	Responsible Employee
	Target Date
	A.  Objective:  To ensure that cash is properly processed and deposited.
	1.
	Airport staff will ensure that the private vendor contracted to operate the Jetport Diner establishes comprehensive and appropriate written policies and procedures that, among other things, address billing, collecting, and accounting for (1) redeemed meal vouchers and (2) catering sales.
	Clara Tait

	12/31/01
	 
	 REAL ESTATE – PARKING, LEASES, AND CLOSINGS 
	Annual Collections (Calendar Year 2000)  $2 million 

	Description.  In addition to cemetery sales (addressed in a separate section), the Real Estate Division collects revenues from the following three sources: 
	 
	 Parking fees for the three downtown parking facilities owned by the City.  These three parking facilities are Kleman Plaza, the Eastside Garage, and the Floridan Lot.  The City contracts with Republic Parking System (Republic) to manage the three parking facilities.  Republic submits monthly checks to the Real Estate Division for the applicable revenues generated from these facilities.  (Annual collections estimated at $1.13 million) 
	 
	 Leasing of City-owned commercial and residential properties.  Currently, there are approximately ten such properties.  (Annual collections estimated at $793,000) 
	 
	 Real estate closings involving the sale of City-owned property. (Calendar year 2000 collections of $63,000) 
	 
	All revenues collected by the Real Estate Division are transferred to the Revenue Office for deposit into the City’s bank account.  However, some of these collections are routed through the Accounting Services section prior to being transferred to the Revenue Office for deposit. 
	Reasons for External Collection.  Direct receipt of parking and lease payments provides the Real Estate Division knowledge and assurance that revenues are received.  The Real Estate Division collects real estate closing proceeds as Real Estate staff usually represents the City at those closings.  As noted below, it may be more appropriate for revenues other than real estate closing proceeds to be collected directly by the Revenue Office. 
	Assurances, Risks, and Recommendations.  The following table describes the assurances and risks identified during, and recommended actions resulting from, our review and related consultations with Real Estate staff regarding control activities for the described revenues. 
	ASSURANCES, RISKS, AND RECOMMENDATIONS
	Applicable Control Activity (Note 1)
	Assurances/Risks
	Recommendation


	1.
	Access to and Accountability for Resources
	 Custody of collections was assigned to specific staff. 
	 
	 Collections were stored in a locked file cabinet with access limited to authorized staff. 
	 
	 The name of a Real Estate Division employee was included as a payee on the checks from Republic Parking System.  Including an individual as a payee on a check increases the risk that the check could be negotiated for unauthorized purposes.
	 
	 
	 
	 
	 
	 
	The Real Estate Division should instruct Republic Parking System to make the City of Tallahassee the sole payee on checks submitted for payment. 
	2.
	Direct Activity Management
	 Real Estate Management reviewed collection activity to ensure collections were properly processed.
	3.
	Segregation of Duties
	 The custodial and recording functions for parking facility collections were segregated as Real Estate and Revenue Office staff received and processed the collections while Accounting Services recorded the collection transactions in the City’s general ledger. 
	 
	 The custodial and recording functions for lease payments and real estate closing proceeds were not adequately segregated.   Such collections were transferred to Accounting Services.  Staff responsible for maintaining records for revenues (i.e., Accounting Services) should not also have custody or access to such revenues.
	 
	 
	 
	 
	 
	 
	 
	 
	Collections pertaining to activity of the Real Estate Division should be remitted to the Revenue Office and not be routed through Accounting Services.
	4.
	Physical Controls
	 Currency is not received as all collections are in the form of checks, thereby reducing the likelihood of uncompensated loss or unauthorized diversion. 
	 
	 Real Estate staff did not restrictively endorse checks.  Endorsements were not placed on the negotiable instruments until after they had been transferred to the Revenue Office.
	 
	 
	 
	 
	 
	The Revenue Office should provide an endorsement stamp to each City location where checks or other negotiable instruments are collected.  The stamp should be placed on each check/instrument at the place of collection immediately upon receipt of the check/instrument.  The stamp should specify that the checks/instruments are “for deposit only” into the applicable City bank account.
	5.
	Execution of Transactions and Events
	 Collections were properly processed and transferred for deposit by Real Estate staff.  However, checks from Republic Parking System and parties leasing City-owned properties should not be submitted to the Real Estate Division.  Instead, such payments should be submitted by those entities directly to the Revenue Office, thereby (1) decreasing their exposure to loss or theft, (2) increasing the timeliness of the deposit of those funds into the City’s bank account, and (3) further segregating the authorization and custodial functions.
	Republic Parking System, parties leasing City-owned properties, and applicable City staff should be instructed to remit payments for parking facilities and leases directly to the Revenue Office.  Upon receipt of such payments, the Revenue Office should remit applicable accompanying payment support to the Real Estate Division for managerial purposes.
	6.
	Recording of Transactions and Events
	 Procedures existed for the proper classification of collections for reporting purposes.  
	 
	 Adequate records were generally maintained that documented the collections from point of receipt through transfer for deposit.  However: 
	 
	 The dates of receipt were not always documented. 
	 
	 
	 
	 
	 
	 
	 
	 Real Estate staff did not obtain evidence from the Revenue Office or Accounting Services documenting the transfer of custody of the collections, thereby limiting the ability to determine responsibility in the event of a loss or theft.
	 
	 
	 
	 
	 
	 
	 
	Dates of receipt should be documented.  However, as noted above under “Execution of Transactions and Events,” we recommend that lease payments and payments from Republic Parking System be remitted directly to the Revenue Office. 
	 
	As noted above under “Execution of Transactions and Events,” we recommend that lease payments and payments from Republic Parking System be remitted directly to the Revenue Office.  Also, at the time of transfer of real estate closing proceeds, Real Estate staff should obtain documented acknowledgement of acceptance of custodial responsibility from the Revenue Office.  Such documented acknowledgements should be a receipt from the City’s cashiering system (CORE System).
	7.
	Information Processing
	 Real Estate management reviewed collection transactions prior to transfer for deposit.
	8.
	Documentation
	 Forms and records were generally established and maintained to provide an adequate accounting of collections. 
	 
	 There were no internal written procedures for the receipt and processing of collections.  Written procedures help ensure a consistent and appropriate methodology for collecting and processing funds.
	 
	 
	 
	 
	As noted above under “Execution of Transactions and Events,” we recommend that lease payments and payments from Republic Parking System be remitted directly to the Revenue Office.  However, written procedures should be established for the receipt and processing of real estate closing proceeds.
	Table Legend:
	Activities increased assurance that collected funds are properly accounted for and deposited
	Identified risks for which revisions, enhancements, and/or improvements are needed
	 
	Note (1): Applicable Control Activities determined from INTERNAL CONTROL GUIDELINES - Administrative Policies and Procedures No. 630, Section .09, Part III. 
	 
	Conclusion.  The Real Estate Division implemented certain control activities to provide assurance that collection for parking facilities, leases of City-owned property, and real estate closings are properly accounted for and deposited into the City’s bank account.  However, based on our consultations with Real Estate staff, we noted several areas where control activities should be revised and/or enhanced and improved.  One of the more significant revisions, as noted above, should be to have payments for parking facilities and leases of City-owned property made directly to the Revenue Office.  Upon receipt of those payments, the Revenue Office should promptly submit accompanying payment support to the Real Estate Division for managerial purposes.  Other recommendations applicable to closing proceeds include direct transfer to the Revenue Office, restrictive endorsement of negotiable instruments immediately upon receipt, documented acknowledgements of custody transfers, and establishment of written procedures. 
	  
	REAL ESTATE – PARKING, LEASES, AND CLOSINGS
	Action Plan
	Condition – Risks relating to the cash collection and processing function were identified for which revisions, enhancements, or improvements are needed.
	Step #
	Action/Task
	Responsible Employee
	Target Date
	A. Objective:  To restrict negotiability of checks.
	1.
	Republic Parking System will be instructed to make the City of Tallahassee the sole payee on checks submitted for payment.
	Mark Beaudoin
	7/30/01
	2.
	The Real Estate Division will obtain an endorsement stamp from the Revenue Office and will restrictively endorse negotiable instruments upon their receipt.
	Becky Walker
	7/30/01
	B. Objective:  To facilitate processing and deposit of collections, to segregate incompatible duties, and to enhance accountability.
	1.
	Republic Parking System and parties leasing City-owned properties will be instructed to remit their payments directly to the Revenue Office.  These instructions will be provided in accordance with the implementation schedule established in conjunction with the Revenue Office.
	Mark Beaudoin
	9/30/01
	2.
	Any collections still received in the Real Estate Division (e.g., proceeds from real estate closings) will be transferred directly to the Revenue Office and not submitted to Accounting Services.
	Mark Beaudoin
	12/30/01
	3.
	Documented acknowledgements of custodial responsibility will be obtained from the Revenue Office for any collections received in the Real Estate Division and transferred to the Revenue Office.
	Mark Beaudoin
	7/30/01
	4.
	The dates of receipt for any collections received in the Real Estate Division will be documented.
	Mark Beaudoin
	7/30/01
	C. Objective:  To establish written procedures.
	1.
	Written procedures addressing the receipt and processing of collections will be established.
	Mark Beaudoin
	12/30/01
	 
	  
	REAL ESTATE – CEMETERY SALES 
	Annual Collections (Fiscal Year 2000)  $86,000 

	Description.  The City currently collects revenues relating to two of the six City cemeteries.  The revenues are primarily generated from the sale of burial lots and perpetual care at the Southside cemetery and the sale of perpetual care at the Greenwood cemetery.  Sales are made directly to individuals or indirectly to individuals through funeral homes.  Burial lots at Southside may be sold on a “pre-need” basis, where lots are purchased prior to a person’s death for estate planning purposes.  Funds are collected from individuals and funeral homes by the Real Estate Division and transferred to the Revenue Office for deposit into the City’s bank account. 
	Reasons for External Collection.  Real Estate staff indicated that it was not appropriate and/or convenient for citizens/funeral home personnel to travel to the Revenue Office at City Hall and pay for cemetery lots, especially when bereaved individuals are involved.  Real Estate staff also indicated that requiring such individuals/funeral home personnel to travel to City Hall to make payments could delay the collection of the funds by the City relative to collection by Real Estate staff at the place and time of the sale. 
	Assurances, Risks, and Recommendations.  The following table describes the assurances and risks identified during, and recommended actions resulting from, our review and related consultations with Real Estate staff regarding control activities for cemetery sales. 
	ASSURANCES, RISKS, AND RECOMMENDATIONS 
	Applicable Control Activity (Note 1)
	Assurances/Risks
	Recommendation


	1.
	Access to and Accountability for Resources
	 Custody of collections was assigned to specific staff. 
	 
	 Burial request forms were sequentially numbered, thereby providing a means to ensure accountability. 
	 
	 Access was not limited to persons assigned custodial responsibility as collections were stored (often overnight) in unsecured places (e.g., on top of a desk within an open office cubicle).
	 
	 
	 
	 
	 
	 
	 
	Collections should be stored in secured areas prior to their transfer to the Revenue Office.  (Subsequent to our initial survey visit, Real Estate staff indicated that all collections were now stored in locked desk drawers with access limited to authorized staff.)
	2.
	Direct Activity Management
	 Real Estate Management reviewed collections to ensure they were properly processed and transferred for deposit.
	3.
	Segregation of Duties
	 While custodial responsibility was assigned to Real Estate staff, Accounting Services staff recorded the collection transactions in the City’s general ledger.
	4.
	Physical Controls
	 Currency is not accepted – Real Estate staff will only accept checks or money orders, thereby reducing the likelihood of uncompensated loss or unauthorized diversion. 
	 
	 Real Estate staff did not restrictively endorse checks and money orders.  Endorsements were not placed on the negotiable instruments until after they had been transferred to the Revenue Office.
	 
	 
	 
	 
	 
	 
	The Revenue Office should provide an endorsement stamp to each City location where checks or other negotiable instruments are collected.  The stamp should be placed on each check/instrument at the place of collection immediately upon receipt of the check/instrument.  The stamp should specify that the checks/instruments are “for deposit only” into the applicable City bank account.
	5.
	Execution of Transactions and Events
	 Collections were received and processed by Real Estate staff acting within their assigned authority and responsibility. 
	 
	 Procedures existed to properly process and transfer collections to the Revenue Office for deposit. 
	 
	 Collections were not always timely transferred to the Revenue Office, thereby (1) increasing the exposure to loss or unauthorized diversion and (2) limiting the interest that could be earned on such collections once deposited.  Our test of ten collections showed that the corresponding checks were held for an average of 21 days prior to their transfer to the Revenue Office.
	 
	 
	 
	 
	 
	 
	 
	 
	Collections should be transferred for deposit in a timely manner.  (Subsequent to our initial survey visit, we noted that collections were being transferred to the Revenue Office within one or two days of receipt.)
	6.
	Recording of Transactions and Events
	 Procedures existed for the proper classifications of collections as cemetery sales. 
	 
	 Adequate records were generally maintained that documented collections from point of receipt through transfer for deposit.  However, Real Estate staff did not obtain evidence from the Revenue Office documenting the transfer of custody of the collections, thereby limiting the ability to determine responsibility in the event of a loss or theft.
	 
	 
	 
	 
	At the time of transfer of collections, Real Estate staff should obtain documented acknowledgement of acceptance of custodial responsibility from the Revenue Office.  Such documented acknowledgement should be a receipt from the City’s cashiering system (CORE System).


