Audit of Park Department
Internal Controls

As of June 27, 2002

Overview and Statutory Authority

The Clay County Auditor conducted an audit of Park Department Internal Controls. The following

represents a report on the audit. In my opinion, this audit was conducted in compliance with the below

referenced Missouri Revised State Statutes effective August 28, 2001.

Chapter 55 -County Auditors - Section 55.160 - August 28, 2001 - Duties (Excerpted section of
statute)

55.160. ..The auditor shall audit, examine and adjust all accounts,
demands, and clains of every kind and character presented for
payment against the county, and shall in his discretion approve to the
county commission of the county all lawful, true, just and legal accounts,
demands and claims of every kind and character payable out of the
county revenue or out of any county funds before the same shall be
allowed and a warrant issued therefore by the commission. Whenever
the auditor thinks it necessary to the proper examination of any accourt,
demand or claim, he may examine the parties, witnesses, and others on
oath or affirmation touching any meatter or crcumstance in the
examination of such account, demand or claim before he allows same.

Scope of the Audit

The scope of this audit of the Park Department Interal Controls involves the following areas:

1. AReviewof the Current Process and Internal Controls
2. ldentification of Findings
3.  Recommendations

The following pages represent the Clay County Auditor’s report in performing an audit of the Park
Department Internal Controls.



Audit Objectives

An audit of Park Department Internal Controls was performed to recommend improvement in
current processes. It is hoped that the Clay County Commission will adopt the recommendations
made in this report.

Background

Currently, there are several cash handling locations managed by the Park Department. In no case
is the amount of cash material or significant to the County’s financial statements, but regardless
internal control over cash handling is paramount to running a park department operation.

The County Auditor visited each of the folloning locations unannounced and proceeded to count
cash and observe current controls, status of cash storage devices and also posed a set of internal
questions to county staff on site.

Current Process and Internal Controls

CASHREGISTER
CASH HANDLING PROCEDURES
FOR CLAY COUNTY

A Transaction during business hours

1. Cashier receives money from customer with a “thank you”

2. The money is counted

3. Amount is entered into the cash register

4. The money is put in the cash register

5. Receipt is given to the customer along with change when
needed.

6. If the transaction was a charge card, be sure the county copy of the receipt is placed in the
register drawer.

B. End of the day or shift, after closing and doors are locked.

1. Runa‘Z tape (employee initial z tape)

2. Close out the credit card machine.

3. Two peaple count all the money in the register and confirm charge amounts.  The register
attendee and one full time county employee will count the money. (If two people are not
available the deposit will be held until a second count can be made)

4.  $100 of necessary denominations for opening the following day is placed in the cash box or
register drawer. Remainder of the day's intake is:

a.  Counted and a deposit slip is filled out (employee filling out deposit slip will initial)
b. The money and white deposit slip is placed in a non-locking cash bag

5. Total credit card receipts is added to our copy of the deposit slip (the bank receives the credit
card totals electronically, but the county copy must accompany the deposit for verification)

6. Daily totals are entered on Excel spreadsheet and the yellow deposit slip and “Z’ tape are
attached to the monthly sheets.



7. Cash bag with money from daily totals and the cash box or regjister drawer is locked in the
safe when all of the above is completed.

C Next working day

1 *Check depaosits to make sure they balance and initial bath the z tape and the
depoasit slip for any depaosits held over night. (If they are long or short note it on the

depoasit slip)
Open cash register and count money to make sure there is $100 starting cash.
Money is taken to the bank to be deposited the same working day. (Unless it is after

wn

banking business hours or at the end of a shift where the deposit can not be made)

BANK FOOTNOTES:

FARM FOOTNOTES:

MARINA FOOTNOTES:

No credit card machine

Enclose cains in small envelope

Fll out weekly sheet

Staple Z tape and depaosit slip to weekly sheet
Deposits made to the Treasurer's office

when deposits are $50 and over.

*Historic sites director or assistant to check deposits each day to make
sure they balance and sign off on depoasit slip.

Checks need name and number on deposit slip

Bank receives credit card totals electronically

*Manager or assistant manager to check deposits each day to make
sure they balance and sign off on depoasit slip.



Jesse James Farm and Museum
Upon entering the Jesse James Museum Gift Shop, it was noted that the cash register was closed. A Clay

County employee was alone in the Gift Shop Area.

Our staff then proceeded down stairs where the office is located. We asked an employee where the Petty
Cash Box was located. He took us into an adjacent office, which contained a safe, wherein the Petty Case
Box is kept. The box was taken into another office where two members of our staff counted the cash inside.
There was $189.40 in the box and receipts for 224.85. This totals $414.25, which is $14.25 over the
$400.00 that is supposed to be there. The staff thinks that possibly a receipt was turned in without that
person getting their reimbursement. There are a total of seven peaple that have access to the safe and
know the combination.

Park Administration Office

There are no cash registers at the Administration Office, but there is one petty cash box and two fee
collection boxes.  The employee responsible for the petty cash and one fee collection box keeps the cash
and box in acabinet in her office. The same two mermbers of our staff then counted the petty cash and
receipts. There was $221.90 in cash and $78.12 in receipts totaling $300.02. There should be $300 in their
petty cash fund, so this makes them $.02 over. The petty cash systemwas very neat and organized. The

fee collection box was also very organized. There should be a $50 base in this box for making change plus



whatever is taken in when selling a pass to get into Smithville Lake. There was no activity in the fee
collection box and the $50 base was verified. A different employee is responsible for the other fee collection
box. Itis similarly kept in afiling cabinet in her office. She was not available when we were there so
another employee retrieved it. Her box contained the $50 base, a check for $50 for a dealer pass and an
additional $41 in cash for Senior Citizen's Vehicle and Boat season passes.

Fee Collection Booth at Little Platte Marina

There was one attendant on duty when we arrived to perform the audit. He explained to us that he waits for
someone to drive up in a vehicle and then he either sells him or her the appropriate pass or lets the patron

through if they already have a pass. Those people that already have a pass are not tracked.

If someone needs a pass then the attendant approaches the vehicle and obtains the necessary information
to determine what type of pass is required. The attendant would then take the money and give the

customer their pass.



Fee Collection Cffice

After the Fee Callections Booth attendant’s shift is over for the day, the attendant takes the money that was
collected that day to the Fee Collection Office. Only cash is taken at the boaths. Anyone wishing to pay
with check or credit card must go to the Fee Collection Office. The attendant enters the office and places

their box on a table where they count it along with a representative of the Fee Collection Office.

The total is entered into the computer along with the information from the passes that were sold. Aformis
then printed and signed by the attendant and the representative from the Fee Collection Office. $100is held
back for the next day and placed in the safe. A deposit slip is filled out at the end of the day for all monies to
be depasited. Deposits are typically made on a daily basis and are checked by the closing employee from

the previous evening and the opening employee the day of the depasit before going to the bank.



Camp Branch Marina Restaurant

Upon entering the restaurant it was noted that the cash register was closed and there was no one attending

it, although, someone was there to help us very quickly. An employee answered questions about a product

for sale, which was later purchased by us. The price of the product was clearly marked on the product. The
employee rang the sale on the cash register. She was very pleasant when making the transaction then

gave us areceipt for the purchase. There were no employee personal checks or “lOUS” in the register.



Camp Branch Marina Bait House
The manager greeted our staff upon entering the Bait House where we noticed that the cash register was

closed.

He chatted palitely with us for a moment before selling us a product from the cooler. He was very courteous

and friendly.



