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Clerk of the Circuit Court and Comptroller
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July 21, 2015

2. Reports received for filing:

a. Division of Inspector General, Clerk of the Circuit Court and Comptroller, Report
No. 2015-12 dated June 4, 2015 — Follow-Up Audit of Service & Maintenance
Contracts for Parks and Conservation Resources.

b. Division of Inspector General, Clerk of the Circuit Court and Comptroller, Report
No. 2015-13 dated June 18, 2015 - Audit of St. Petersburg-Clearwater
International Airport Lease and Concession Agreement with Stellar Partners, Inc.

c. Division of Inspector General, Clerk of the Circuit Court and Comptroller, Report
No. 2015-20 dated July 1, 2015 — Audit of Animal Services Operations and
Internal Controls.

d. Dock Fee Report for the month of May 2015.






Ken Burke, CPA

CLERK OF THE CIRCUIT COURT AND COMPTROLLER

Division ol ispector General

510 Bay Avenue
Clek of the County Court Telophona: 57 464 837
Cak and Acoomtant o the Board of County Commissioners Fax (727) 464 8386
e ot e R
County Auditor

July 1, 2015

The Honorable Chairman and Members of the Board of County Commissioners

We have conducted an audit of the Pinellas County Animal Services (Animal Services)
Operations and Internal Controls. Our audit objectives were to determine:

Adequacy of internal contr  s.

Compliance with Florida Statutes and County Ordinances.

Compliance with Contract d Inter-Local Agreement terms.

Effectiveness of partnerships with Volunteer Services, rescue organizations, and the
Society for the Prevention of Cruelty to Animals (SPCA).

We conclude that Pinellas County Animal Services (Animal Services) is com| ring wi
applicable Florida Statutes, Cou y Ordinances, Contracts, and Inter-Local Agreements.
Overall, the facility is well m: itained; however, we noted that some facility and
maintenance issues exist. Partnership agreements are effective and Animal Services
management strives to continue relationships wi  partners to provide the best: ance for
animal adoptions and rescues.

Opportunities exist to enhance the effectiveness and efficiency of partnership activities,
field services (animal enforcement), and administration through system automation. Our
review and testing of controls for operational processes indicate that controls are weak due
to lack of policies an procedures and/or inapprt  ate segregation of duties. Oversight of
the Animal Welfare Trust Fund is adequate; wever, transparency of the sources,
expenditures, and pr. :ctions of the fund to the pi  : is not adequate.

During the onset and performance of our audit, various complaints were received y former
volunteers of Animal Services and citizens regarding activities at Animal Services. The
complaints were reviewed by our office and incorporated into our audit work program.
References to these complaints are documented in a table on the last page of our report.

Opportunities for Improvement are resented this report.







Introduction

Action Plan

Opportunities for improvement

1. The Segreg: on Of Duties For Accounting Processes Is Not Adequate.

2 Controls Over Manual Receipts Are Not Adequate.

3. Some Facility And Maintenance Issues Exist At Animal Services.

4. Standard Operating Procedures For Canine Evaluations Are Not
Complete.

5. There Are No Written Policies And Procedures For After-Hours
Emergency Care.

6. There Is No Formal Quality Assurance Program Subsequent To The
Disposition Of Animals.

7. Controls Over Pet License Tags Are Not Adequate.

8. 1ere Is No Administrative Manual Which Documents All Accounting
Related Processes.

9. Increased Financial Transparency Is Needed For The Animal Welfare
Trust Fund.

10. There Are No Wiritten Policies And Procedures For Animai Control
Officers’ Functions.

11. Staffing Levels For Animal Control Officers May Be Inadequate.

12. Utilize PetPoint System Functionality To Enhance Efficiency And

I ectiveness Of Operations.

Citizens’ Comy 1ints

Page

17
19

21

37

40

43

45

47

52






Dandoronolds o onded o e

s o e waeio, wurpnatice witn Gontracts and Inter-Local
Agreement terms.
Reviewed partnership agreements and documents, policies and procedures.

Interviewed and performed a ride-along with Animal Services Coordinators to gain an
understanding of partnership processes.

Our audit was conducted in acx iance with the International Standards for the Professional
Practice of Internal Auditing and s Principles and Standards for Offices of Inspector General,
and accordingly, Included suc tests of records and ot  auditing procedures, as we
considered necessary in the circumstances. The audit period was October 1, 2012 through
December 31, 2014, However, transactions and processes reviewed were not limited by the
audit period.

Overall Concl sion

We conciude that Animal Services is providing services in accordance with ap| cable Florida
Statutes and County Ordinances. Overall, the facility is w¢ maintained; however, some
facility and maintenance issues exist. Parinership agreements are effective and Animal
Services management strives to continue relationships \ h partners to provide the best
chances for animal adoptions ai rescues. Nonetheless, we noted opportunitic to enhance
the effectiveness and efficiency  partnership activities, fic | services (animal enforceme )
and administration through syt m automation. Our review and testing of controls for
operational processes indicated that controls are weak due to lack of policies and procedures
and/or inappropriate segregation of duties. Oversight of the Animal Welfare Trust Fund
adequate; however, financial transparency of the sources, expenditures, and projections of
the fund to the public is not adequate.

During our audit, various complaints were received from former volunteers of Animal Services
and citizens regard ) activities : Animal Services. The complaints were reviewed by our
office and incorporated in our audit work program. These complaints are documented in tables
at the end of the report.

Audit Services, Division of Inspector General
Clerk of the Circuit Court and Comptrolier
Page 6






























t Request
General Fund $81,820
Gifts from Ani 3l WeHare Trust Fund $5,000
Program Tot: $86,820

|LF E (Full Time Equivaient Position) 1.0

rY1s

' Fund Request
General Fund $4,469,900
Gifts from Anim Welfare Trus* Fund $445,170
Total Expendit es $4,915,070
Total FTE (Full Time Equivalent Position) 52.5

Introvductian
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Opportunitles for Improvamant

vurrenmy, a non-managerial employee in the Administration/Accounting area approves the
payment for the purchasing card statements. This employee was previously the Supervisor of
the Administration/Accounting area until responsibilities shifted the department.

Travel, medical, and office supplies are examples of expenditures purchased with the Coun s
purchasing card in the Admi stration/Accounting area. The monthly purchasing ¢ d
statement is received in the Administration/Accounting area, reviewed, and reconciled. |l
backi ' and purchasing card info 1ation is entered into the County's OPUS system.

Management has reorganized departmental functions without adjusting purchasing card
approvals accordingly.

Without proper approval of purchasing card statements, the potential for unauthorized
expenditures, inadequate funding, improper coding, and incorrect charges can exist.

Proper controls over purchasing card transactions include having a supervisor receive the
purchasing card statement with attached receipts and the supporting documentation each
month after it has been reconciied, signed, and dated by the cardholder. The supervisor should
review the statement expenditur ; to determine if the expenditures were appropriate. The
supervisor should confirm that all transactions adhere to the county's policies and procedures
related to purchasing card expen res.

C. The Segregation Of Duties For Ordering And Receiving Supplies Is Not A 3quate.

The segregation of duties for ordering and receiving supplies is not adequate. We reviewed
several invoices that were paid to Henry Schein Animal Heaith (formally Butler Animal Health
Holding Company LLC) and noted that in three instances the segregation of duties was not
proper. In one instance, a single employee had placed an order for supplies the OPUS
system, received those supplies, Id then approved the vendor invoice for payment of those
supplies. In the other wvo instanct |, the same employee ordered supplies an received those
supplies, duties which should be s jregated.

We also noted that the Animal Services Vet Clinic was requesting supplies without the
Director's signature authorizing the request.

Management has reorganized responsibilities within the organization, but policies and
procedures have not been developed to properly segregate responsibilities.

A single employee ordering, receiving, and approving invoices has the opportunity to
perpetrate and conceal fraud. More risk is potentially involved when the supplies include
controlled medical substances.

Segregation of duties is a strong fundamental control in ordering and receiving functions.
Duties such as ordering supplies, recelving supplies, making pay ents, and certifying funding
should be assigned to separate individuals to the greatest extent possible.
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Opportunities for Imnrovemant

KENNEL #1
1 89.3 50 o8
2 88.7 58 06
3 90.0 65 103
4 87.3 66 06
S 87.5 88 08
10 89.0 58 96
I ‘"A.!gge**_ 8.6 62 98
KENNEL #2
2 87.7 50 04
4 87.3 66 96
6 1.3 60 08
8 86.8 69 o7
9 87.7 62 05

Audit Services, Division of Inspector General
Clerk of the Circuit Court and Comptroller
Page 24
























Nranarbeeseidlom faw e -

Currently, Animal Services has standard operating procedures, which include reparing e
facility for a hurricane. However, no.guidelines outline the necessary steps to ensure that staff
is well prepared to undertake all types of emer ncies that could affect the facility. Hurricane
preparedness is only one type of emergency that could arise. Ft example, consideration
should be given to non-evacuation and mandatory evacuations for hurricanes. In addition,
fires, flooding, tomadoes, contaminations, and electric outages are other types of emergencies
that shot | be addressed.

Management has not developed a complete written formal plan to prepare the facility for all
potential types of emergencies.

Lack of a formal written Emergency Preparedness Plan could potentially present legal or
insurance claim issues, and unnedessary safety risks with regards to the staff, volunteers,
customers, and animals. In addition, facility assets, resources, and medical equipment may not
be adequately safeguarded from potential damage.

The FEM} VVDHS Ready Gov Campaign suggests:

“A preparedness policy that is consistent with the mission and vision of the business
should be written and disseminated by ma gement. The poiicy should define roles and
responsibillties. It should authorize selected employees to develop the program and
keep it current. The policy should also define the goals and objectives of the program.
Typical goals of the preparedness program include:

e Protfect the safefy « employees, visitors, contractors and others at risk from
hazards at the facility. Plan for persons with disabllities and functional needs.

e Maintain customer sefvice by minimizing interruptions or disruptions of business
operations.

e Protect facilities, physical assets and electronic information.
Prevent environmental contamination.
Protect the organization’s brand, image and reputation.”

F. There Are Nd Policies And Procedures elated To -~ e Utilization Of Securii
Cameras.

There are no formal written policies and procedures related to the usage and monitoring of the
security cameras installed in the Animal Services facility. Per management, the first security
cameras were installed approxim: :ly two years ago to monitor the welfare of the animals,
employsee activities, and building security.

All management staff has access to. the security cameras whether they are onsite or offsite. A
Pinellas County Animal Services Program Manager has oversight of the security camera
system and equipment.
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Opportunities for Improvement

Amblnaal € a P~ M _a

Written policies and procedures provide guidance that is necessary to roperly and
consistently carry out department activities at a required level of quality. The establishment of
the policies and procedures provides the opportunity for management to ensure that adequate
internal controls have been established. The development of policies and procedures also
supports the cross-training and backup for key staff functions.

It is management's responsibility to establish written internal procedures covering key
department processes. The procedures should be in sufficient detail to provide standard
performance criteria and reduce e risk of misunderstanding : d/or unauthorized deviations
that could cause processing errors.

We recommend Ma igement:

A. 1. Implement a written procedure requiring a reconcilement of the Animal Services
"Tags Issued, Not Sold" 3port on a regular basis. he reconcileme should be
completed by someone independent of the cashier function.

2. File voided tags/licenses in a separate file.

B. Implement a written proce e requirin license tags be kept in a locked cabinet or other
designated secure location.

C. Develop written policies and procedures for the processes related to the issuance of
license tags. The policies and procedures could potentially be written into an Accounting
and/or Administration manual.

Management Responses:

A. Concur and In Progress. Written procedures based on PetPoint functions is in process
along with the expande Finance Manual and will require someone independent of the
cashier function to reconcile license tags.

B. Implemented ¢ d In Progress.

Implemented. Tags are ke; in a locked le cabinet in ‘e Finance area and in the
locked storage room,

In Progress. Inventory and security procedures for license tags are ini ided in the
expanded Finance Manual as discussed in the Recommendation Response for
Opportunity for Improvement No. 8.

C. Concur and In Progress. Written policies and procedures to be included in the
expanded Finance Manual that is addressed in the Recommendation Response for
Opportunity for Improvement No. 8.
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Opportunities for Improvement

Animal Qarnvicrae Nnaratinne and Intfarmal Nantrale

- Site inspections at breeder’s properties and pet shops, rescue groups, etc.

Compilaints are received from citizens and police officers. The calls are taken by three ACOs
who are dedicated to receiving e calls at Animal Services and entering the informati
electronically into the dispatch feature in the Animal Services’ software.

The ACOs in the field can track t ir area assignments from the computer (laptop) installed in
their trucks when out in the field. Per management, the typical tum around for responding
calls is one to two days. Manag nent stated that Animal Services has become much m¢
efficient in responding to calls, stating that in earlier years it would take up to four days
respond to calls.

As a way to track calls, Managem: t stated:

“We do daily, monthly, an yearly reports to monitor ACO calls completed, calls
taken, length of time on each call, etc. We can run those reports at any time.”

However, management has not veloped written policies and procedures for 2 processes
used by ACOs on-site and in the :ld.

Without written policies and procedures, unauthorized deviations from established processes
for impound, inspections, and other ACO responsibilities could occur. Unauthorized deviations
could impact the time for responding to calls making the processes less efficient.

Written procedures provide guida e that is necessary to properly and consistently carry out
departmental activities at a required level of quality. The establishment of the procedures
provides the opportunity for management to ensure that adequate processes/intemal controls
have been established. Procedures also support the cross-training and backup for key staff
functions. It is management's responsibility to establish written intemal procedures covering
key department processes. The procedures should be in sufficient detail to provide standard
performance criteria and reduce e risk of misunderstanding and/or unauthorized deviations
that could cause processing errors.

We recommend Management develop fo ial written policies and procedures for Anii 1l
Control Officers for all on-site and fiel processes.

Management Response:

Concur and In Progress. Compli  2d Animal Control Officers (ACO) Manual is currently in the
review and approval process.
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