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Cash Handling-Transactions Audit Follow up Action Items 

The Cash Handling-Transaction Audit report was issued September 22, 2011. There 
were seventeen recommendations and agreed upon action items resulting from this 
audit. Attachment A is a grid that defines the underlying finding, our recommendation , 
Management's response, and the status verified by the City Auditor's Office. Thirteen of 
the agreed upon action items have been fully implemented and the risk mitigated. The 
details regarding these thirteen fully implemented items can be reviewed in Attachment 
A. 

The remaining four agreed upon action items are discussed below: 

Agreed Upon Action Item 12- Substantially implemented, some risk remains. 

During our original fieldwork we found that most safe and vault combinations were not 
regularly changed and some had not been changed for over three years. We also found 
that the access to several safes were not restricted. We recommended that 
Management implement a policy and procedure for combinations to be changed 
regularly or at the time of a termination or a change in authorized (key) personnel and 
that the date of changes is documented in a log. We also recommended that access be 
limited. 

The Financial Services Department agreed to review current access and to regularly 
change combinations. 

The Financial Services Department requested a "Security Measure" from each facility 
with a safe or a vault. We examined this policy documentation and found that a majority 
of the facilities had addressed limiting access to vaults and/or safes to authorized (key) 
personnel only. 

The following incident illustrates the importance of these security measures. In April 
2012, the Financial Services Department contacted the City Auditor's Office reporting 
that there had been a cash shortage. 
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The date of loss is not known. It was discovered that a $200 cash fund was short by 
$40. This $200 fund was kept in the vault at the Yacht Club. It was used for making 
change and for special events for the Rotino Senior Center. The vault has a 
key/combination entry. We were informed that the vault is kept on a "day lock" while in 
use during the day. We also were informed "everybody has access to the safe," 
including any center attendant staff, both from the Yacht Club and Rotino Senior Center. 

Because the vault was not secured, we cannot definitively determine how the $40 was 
lost. It is possible that it could have occurred in the process of making change or it may 
have been a theft. 

Immediately upon discovery of the loss, staff at the Yacht Club took corrective action by 
changing the safe combination and limiting access to authorized (key) personnel. 

When we examined the documented "Security Measures" from each facility we noted 
that only Sun Splash had addressed changing the combinations with the termination or 
change of authorized (key) personnel. 

We recently followed up with the Department of Parks and Recreation and were advised 
that the Security Measures for all facilities within the Parks and Recreation Department 
will now contain language requiring combinations and/or locks to be changed when a 
termination or a change in authorized (key) personnel occurs. 

The City of Cape Coral Cash Handling Policy and Procedures Manual, however, does 
not address this security issue. 

This action item has been substantially satisfied but some risk remains. 

Agreed Upon Action Items 15, 16 and 17- Household Account Balances 

The Parks and Recreation Department uses the RecTrac Software System to capture 
sales activity and record payments. This software has the ability to track unpaid 
amounts due and advance deposits by household account. As of February 2011 , the 
total outstanding balance due for services provided exceeded $50,000. The requested 
aging report indicated that 79% of these funds were older than 120+ days ($40,091). 

We recommended that controls be implemented to govern, monitor and collect the 
outstanding Household Account Balances. We also recommended that documented 
policies and procedures governing these household accounts be made available to all 
staff members who interact with the RecTrac System and have access to the account 
balances. 

During our follow up fieldwork we obtained detailed aging reports for April 18, 2012 and 
May 31 , 2013 to compare to the February 29, 2011 report. The overall balance in 
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household accounts has declined by $17,561 since 04/18/12, which indicates some 
improvement in FY2013 and is detailed in the chart below: 

A . D ~glng ate 02/29/11 
Current $5,770 11 % 
Over 30 days 1,862 4% 

Over60 days 542 1% 
Over 90 days 2,635 5% 
Over 120 days 40,091 79% 

Total $50,901 100% 

04/18/12 
$7,061 12% 
2,160 4% 

938 2% 
806 1% 

45,905 81% 

$56,870 100% 

05/31/13 
$2,331 6% 

1,894 5% 

644 2% 
590 1% 

33,850 86% 

$39,309 100% 

Decrease in 
Balances from 

4/18/12 
$4,730 

266 

294 
216 

12,055 

$17,561 

On Agreed upon Action Item #15 the Parks and Recreation Department agreed to 
review, verify and resolve all accounts receivable balances. They have been actively 
pursuing this objective. The current Parks and Recreation Department policy is that all 
fees must be paid in full to participate in programs and activities. The only authorized 
exceptions to this policy are the Youth Daycare and the Harbor Master. 

We were verbally informed that the Facility Managers within the Parks and Recreation 
Department regularly review and monitor their own Household Account Balances and 
that the Parks and Recreation Computer Technician monitor the overall balances. 

We recently received a written narrative from Parks and Recreation Department staff 
outlining the department's practices regarding governance of these accounts. They are 
in the process of converting this to a written policy and procedure that will be 
communicated to their facility managers and supervisors. 

Parks and Recreation has made significant progress towards completing this 
agreed upon action item and the risk has been somewhat mitigated. We 
encourage them to continue their work to strengthen their documented policies 
and procedures regarding governance of these accounts. 

Best practice and good management require that the City govern outstanding receivable 
balances with strong internal controls. 

During the original audit we learned that the Household Account Balances were 
maintained in the RecTrac System but were not recorded in the general ledger. As a 
result there was no general ledger account balance to use for the purpose of 
reconciliation. Reconciling a subsidiary ledger balance to a governing general ledger 
balance is a strong internal control for protecting against unauthorized changes to the 
subsidiary ledger. 

In Agreed upon Action Item #16 the Financial Services Department agreed to develop 
a summary general ledger balance and reconcile it to the detailed ledger maintained by 
Parks and Recreation Department. This has not been done. 
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However, in order to mitigate the risk of possible unauthorized changes, the Parks and 
Recreation Department has recently moved to limit the ability of staff to make changes 
and/or adjustments by limiting and locking down software features and requiring 
additional approvals. 

The Parks and Recreation Department has made progress towards mitigating the 
risk associated with this agreed upon action item. We encourage them to 
continue their work to strengthen the transaction controls regarding possible 
changes and/or adjustments to Household Account Balances. 

In Agreed upon Action Item #17 the Financial Services Department agreed to provide 
procedures and train staff in the Parks and Recreation Department on how to manage 
and safeguard the household accounts. They also agreed to develop a management 
report to be used by Financial Services Department and the Parks and Recreation 
Department to control and monitor the outstanding balances. 

Although the specific agreed upon action item has not been implemented, changes put 
in place by the Parks and Recreation Department have been effective in reducing the 
outstanding balances due. 

The Parks and Recreation Department has made progress towards mitigating the 
risk associated with this agreed upon action item. We encourage them to 
continue their work to strengthen the governance controls regarding these 
Household Account Balances. 

We would like to thank the Financial Services Department staff and the Parks and 
Recreation Department staff for their efforts to resolve and close out the open action 
items. 

We are available to respond to any questions or concerns you may have about the 
information contained in this document. You may contact our office at 242-3381. 

Attachment A: 

C: John Szerlag, City Manager 
Dolores Menendez, City Attorney 
Rebecca van Deutekom, City Clerk 
Victoria Bateman, Financial Services Director 
Stephen H. Pohlman, Parks and Recreation Director 
Carla Benison, Sr. Accounting Manager 
Laura Tanner, Debt Treasury Manager 
Carol Kenny, Cashier Supervisor 
Donnie Ward, P&R Computer/RecTrac Technician 
Audit Committee 
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City of Cape Coral - City Auditor's Office 
Cash Handling-Transactions Audit Follow up Action Items 

October 3, 2013 

Finding Recommendation 

We found six instances where the employees were We recommend that job descriptions be reviewed 
being required to handle cash but their job and updated to include the required language when 
description did not reflect that responsibility. We also new cash handling responsibilities are assigned. 
found that with shifting employee responsibilities, the 
reporting supervisor was not accurately recorded on 
some the job descriptions. 

Unmitigated risk: None 

We found that training for many employees was not We recommend that training certifications be 
current and the records documenting their training maintained in a centralized database, that 
were not centrally located and were not easily documentation of certification be retained in the 
retrievable. Some had received their cash handling employee's personnel file and that these 
training over 4 to 10 years ago. Best practice certifications be updated with regular re-training. 
suggests that cash handlers should be recertified 
annually. 

,, 

Unmitigated risk: None 

a. The Financial Services Department has a a. We recommend that cash management 
Cashier Division Policies and Procedures practices and internal controls be standardized 
Manual and the Parks and Recreation across all departments and governed by a unified 
Department has a Cash Handling Policies and Policies and Procedures manual that is made 
Procedures manual. These two cash handling available to all cash handlers and that the 
policy and procedure documents are not responsibility and authority for maintaining 
consistent. Staff may interpret that they have compliance to these internal controls be clearly 
permission to comply selectively, by having assigned to one department. 
more than one manual for cash management 
across the City. b. We also recommend that controls that have not 

been addressed should be added to the policies 
b. During our review we noted differences and and procedures and those found to be inadequately 

some areas needing improvement. addressed should be revised and strengthened. 

Unmitigated risk: None 
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Attachment A 
Management Status 

Response 

Finance and P&R will review 
job descriptions for all cashiers 

"'0 
Q) -and ensure they are updated to IDN 

reflect these responsibilities E..-
Q)o _N 
a. 
E 

Agree. Finance 's Head Cashier 
will maintain a copy of the "'0 

Q) 

completed training certificate -IDN 
and provide a copy to HR for E..-
the employee's personnel file. 

Q)o _N 
a. 
E 

Finance will update their 
Policies and Procedures 
Manual and incorporate Park 
and Recreation 's cash 
handling procedures into 

N ....-
0 

Finance 's Manual. N 
"'0 
Q) -c: 
Q) 

E 
Finance will update its policies 

Q) 

c.. 
and procedures manual. E 
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Cash Handling-Transactions Audit Follow up Action Items 

October 3, 2013 

Finding Recommendation 
- - --- -

Non-sufficient funds (NSF) checks in the Parks and We recommend that management of these Parks 
Recreation Department are not monitored or tracked and Recreation Department NSF checks, and all 
by staff in the Financial Services Department or the other Citywide NSF checks be consolidated with the 
Parks and Recreation Department. Financial Services Department's NSF checks to 

gain efficiencies, standardize effective controls, and 
ensure collection efforts are pursued. We also 
recommend that documented policies and 
procedures for governing the management of these 
checks be developed to include aging reports of all 
outstanding checks. 

Unmitigated risk: None 

The process of counting money, reconciling the daily We recommend that supporting documents for 
receipts to the daily deposit and the Daily Sales balancing purposes are consistent throughout the 
Register Activity Report is a strong control that City, and to have all departments reconcile the daily 
creates accountability for the day's transactions. We cash received to the Daily Sales Register Activity 
were unable to verify that this control was in place in Report, and the cash deposit and that 
all locations. documentation to evidence this reconciliation be 

retained . 

Unmitigated risk: None 
------ ------- -- ------ ----

Best practice would indicate that a cash balancing We recommend that a Supervisor verify the daily 
sheet should be used to record and reconcile the cash received to the Daily Sales Register Activity 
activity of balancing the daily cash received to the Report and to the daily deposit slip and evidence 
Daily Sales Register Activity Report. The that verification with their initials on the Daily Sales 
reconciliation should be verified by a Supervisor Register Activity Report and on the daily deposit 
rather than a co-worker and evidenced with the slip. 
supervisor's initials indicating that the entire 
reconciliation has been verified. 

Attachment A 

Management 
Status 

Response 

Finance will develop a 
procedure for all NSF checks to 

N be sent to our Cashiers for .,.... 
tracking and collection. 

0 
N 
"0 
.8 
c: 
(1) 

E 
(1) 

Ci 
E 

Finance will develop a standard 
process and documentation for "0 

(1) 

all cashiers to use. -~N 
E..-
(1)0 _N 
a. 
E 

When available, the Supervisor 
will verify the daily cash "0 
receipts. When the Supervisor .8 
is not available, another cashier ~('t') 

E..-
will perform the verification. (1)0 

_N 
a. 
E 

Financial Services included language in their Policies and Procedures Manual stating the following , "when available, the Supervisor will verify the daily 
cash receipts. When a Supervisor is not available, another cashier will perform the verification". 

Unmitigated risk: None 
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City of Cape Coral - City Auditor's Office 
Cash Handling-Transactions Audit Follow up Action Items 

October 3, 2013 

Finding Recommendation 
----- --

One of the control weaknesses that allowed the theft We recommend that a unified Citywide Cash 
at CBS to occur in October 2010, was related to a Handling Policy and Procedures manual be 
lack of Supervisor (Management) review of voids and strengthened by including language for 
a lack of Management tracking of void activity. management controls in the area of reviewing and 

monitoring : 

• A Supervisor should immediately approve voids, 
returns, and refunds 

• Require Management to approve, track and 
analyze register void transactions and 
investigate excessive use of void transactions 

• Require Management to approve, track and 
analyze "no sales", returns, refunds and 
investigate excessive use 

• Requ ire a Supervisor to approve returns 
(refunds) 

Unmitigated risk: None 

When reviewing overages and/or shortages we noted We recommend that a unified Citywide Cash 
that there were none during the testing period which Handling Policy and Procedures manual be 
seemed unusual. Also, Management did not have strengthened by adding this language. 
documentation of prior overages and/or shortages. 
No record was being kept. An area of vulnerability • Require Management to approve, track and 
and risk that should be controlled is overages and/or analyze overages and/or shortages 
shortages. A proper internal control mechanism • Management should summarize cashiers' 
would provide Management with a documented cumulative overages and/or shortages and use 
history of the frequency of overages and/or this information in evaluating employee 
shortages and the individual cashier responsible. performance 

• Monthly reports from Citywide facilities should 
The Financial Services Cashier Policy and Procedure be submitted to the Cashier Supervisor for 
manual does not address the area of: review, and if required , investigation 
• Management approval, tracking , and analyzing 

overages and/or shortages. 
• Investigation of excessive incidents of overages 

and/or shortages. 

Unmitigated risk: None 
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Attachment A 
Management 

Status 
Response 

Finance will update its policy 
and procedures manual to 
include these additional 
controls. 

(") ....-
0 
N 
"'0 
Q) -c 
Q) 

E 
Q) 

a. 
E 

Finance will update its policy 
and procedures manual by 
adding the recommended 
language. 

N ....-
0 
N 
"'0 
Q) -c 
Q) 

E 
Q) 

a. 
E 
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City of Cape Coral - City Auditor's Office 
Cash Handling-Transactions Audit Follow up Action Items 

October 3, 2013 

Finding Recommendation 

During our internal control follow up in March 2011 , We recommend Management document a 
regard ing a theft in Parks and Recreation procedure to communicate to staff how the 
Department, we found that the numerical sequences numerical sequence of deposit sl ips will be 
of deposit sl ips were not being monitored. monitored and who will be responsible for that 

process. 

Unmitigated risk: None 
- ---------------

We observed that the Financial Services Department We specifically recommend that Management 
Cashier Division manual did not address a manual establish guidance and control for the use of manual 
back up process to document cash receiving activity receipts. Such a policy should define using manual 
at times when systems are not available (system receipts in sequential order, when to use them (for 
down). what reason or purpose authorized) , control and 

accountability of the manual receipts, and providing 
training to staff who will use the manual receipt 
process. 

Unmitigated risk: None 
--

The theft at CBS in October 2010, was facilitated We recommend as part of the cash handling duties 
when the Cashier's Supervisor shared her password. that AR#46 be re-enforced and included in the 
This allowed the cashier to over-ride transactions. unified Citywide Cash Handling Policy and 

Procedures manual. 

Unmitigated risk: None 
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Attachment A 

Management 
Status 

Response 

Finance will update its policies 
and procedures manual to "'0 

Q) 

include the monitoring of the -~N 
deposit slips. E..-

Q)o _N 
a. 
E 

' - ------ -- ----- -- --

Finance will update its policies 
and procedures manual to ('t') 

..--
address the back up process. 0 

N 
"'0 
2 
c: 
Q) 

E 
Q) 

a. 
E 

Finance will re-enforce and 
include this recommendation on "'0 

Q) 

the policies and procedures -~N 
manual. E..-

Q)o _N 
a. 
E 
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City of Cape Coral - City Auditor's Office 
Cash Handling-Transactions Audit Follow up Action Items 

October 3, 2013 

Finding Recommendation 

We also found that for at least five locations, the a. We recommend Management limit vault and/or 
access to the safe was provided to numerous safe access to authorized (key) personnel. 
employees and was not restricted . 

b. We also recommend that Management 
During our survey we found that most 
combinations had not been regularly changed implement a pol icy and procedure for the safe 

and some had not been changed for over three combinations to be changed regularly or with 
years. termination or change in authorized (key) 

personnel and the date of change is logged. 

Attachment A 
Management 

Status 
Response 

Finance will review current Q) 

access, regularly change E 
0 

combinations. >.Ill = "C .5: m c::: m 
:<=CUE 
c:::"CQ) 
~Q)'-
Ill-Ill 
..cC:::~ 
::::1 Q) Ill 

(/') E ·.: 
Q) 

a. 
.§ 

Financial Services Department requested a "Security Measure" from each facility with a safe or vault. We examined this documentation and found that 
many of the facilities had addressed limiting access to vaults and/or safes to authorized (key) personnel only. We have been advised that the policy for all 
Parks and Recreation Department facilities has been amended to state that combinations and/or locks will be changed when there is a termination or 
change in an authorized (key) employee. The primary City of Cape Coral Cash Handling Policy and Procedure manual has not been revised to include 
this language however. 

---- - - ---- - -------- -------------- ----

Out of 20 drawers verified we found one that had a We recommend that the wording in the unified We don 't agree that all checks 
check present that had not been restrictively Citywide Policy and Procedure manual be must be made payable to the N 
endorsed and we found two checks that were not strengthened by adding the following language: "all City of Cape Coral. Bank of ...... 

0 
made payable to the City of Cape Coral. Rather they checks must be made payable to the City of Cape America accepts checks N 

"C 
were made payable to the facility (i. e. Pop's Cafe and Coral and marked immediately with a restrictive payable to specific City Q) 

Ill 
Art Studio). endorsement ". Departments. 0 

0 

Management had included language to endorse checks and that checks are payable to the City of Cape Coral or specific department activities as 
appropriate. We concurred with their action . 

Unmitigated risk: None 

We asked cashiers if they were familiar with We recommend that the unified Citywide Policy Finance will include AR#38 in 
~ Administrative Regulation #38 (AR#38) (Theft and Procedure manual include references to AR#38 its policies and procedures :liN Reporting) and Resolution 27-05 (Fraud Policy) . and guidance on how to report an incident. manual. E..-

Twelve cashiers out of twenty responded that they .9:!~ 
a. 

were not familiar with these policies. £ 

Finance did include AR#38, addressing the reporting of theft, in its Policies and Procedures manual and in their train ing for cashiers. 
Unmitigated risk: None 
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City of Cape Coral - City Auditor's Office 
Cash Handling-Transactions Audit Follow up Action Items 

October 3, 2013 

Finding Recommendation 

When examining the detail in the household account We recommend these accounts be regularly 
receivables report we found balances that were reviewed for accuracy, corrections made where 
incorrect that may have been caused by mis- errors are found and subsequent collection efforts 
postings. Therefore, we cannot confirm the reliab ility pursued on all balances over a Management 
of the underlying data in the reports. On February 10, determined dollar amount. 
2011 there were 34,300 household accounts. The 
report we were provided shows that over 78% of the 
outstanding balances are over 120+ days. 

Attachment A 
Management 

Status 
Response 

P&R will review all accounts 
"0 

receivable balances and verify c:= 
~rot; 

receivable balances and .!!! ~ 1/) c: 
resolve outstanding balances. "E "E ~ ·a; 

.i9 Q) ";:: E 
1/) E Q) Q) 
.g..9.1E'-
(/) 0. 0 E 1/) 

·-
We were verbally informed that the Facility managers within the Parks and Recreation Department review and monitor the household accounts on a 
monthly basis; the Parks and Recreation Computer Technician monitors on a quarterly basis. 

The Household Account Balances (which are a detail We recommend the Household Account Balances Finance will develop a 
ledger) are not integrated into the financial (which are a detail ledger) are not integrated into the summary general/edger "01/) 

2~ 
accounting software system (JOE). There is not an financial accounting software system (JOE). There balance and reconcile it to the c: 1/) 

Q) ·;:: 1/) 

overall general ledger account, wh ich can be used is not an overall general ledger account, wh ich can detailed ledger maintained by E Q) .'!: 
Q) E ro 

for reconciliation of the overall balance to ensure that be used for reconciliation of the overall balance to P&R. CioE 
all changes made to these accounts are recorded , ensure that all changes made to these accounts are E 1/) ~ 

· - "0 

authorized , and/or accounted for. recorded , authorized , and/or accounted for. 
... c: o ro z 

This action item has not been implemented. However, the Parks and Recreation Department has recently moved to limit the ability of staff to make 
changes and/or adjustments by limiting and locking down software features and requiring additional approvals. 

a. We found there was no documented guidance a. We recommend that Policies and Procedures Finance will provide procedures 
regard ing these household accounts provided to be developed that will address preparing bills, and tra in P&R personnel on 

"0 
Q) ... c: 

front end users who post transactions and recording receivables in the detail accounts how to handle the household c: ·-Q) ro 
interact with customers. receivables records, account limits, collecting the accounts. Finance will develop E E 

..9.1~ accounts, recording payments, adjustments to a management report to be 0.1/) 

b. We also found that department policies and receivables, and follow-up of delinquent accounts. used by Finance and P&R to E~ 
·- 1/) 

procedures addressing management of these control and monitor balances. .2!::- "i:: 

accounts were, at best, fragmented . Best b. We recommend that a Management report ;a-g 
practices require written procedures exist for all format be developed and used consistently to oro 

z 
accounts receivable and collection activities. control , collect and monitor these balances. 

This action item has not been fully implemented. We were provided a written narrative outlining the Parks and Recreation department's practices 
regarding governance of these accounts and staff is in the process of converting these to written policies and procedures. We encourage them to 
continue their efforts to strengthen their documented policies and procedures regard ing governance of these balances. 
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