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BACKGROUND 

In accordance with the FY 2015 Audit Plan, our office conducted an audit of the cash 

receipts process.  The District receives revenue from numerous sources but its primary source is 

Ad Valorem tax collections.  In FY 2014, the District received approximately $269 million in Ad 

Valorem tax revenue, most of which was collected during the period November 2013 through 

March 2014.  The District also receives approximately $135 million annually of other 

governmental payments through grants and state appropriations, and individuals and businesses 

for permits, lease agreements, surplus asset sales, fines, and penalties.  Employees remit payments 

for personal use of their District cellular phone and former employees remit payments for health 

insurance benefits.  These cash receipts are processed by staff in the Finance Bureau.   

The State of Florida’s Auditor General conducted a performance audit of various aspects 

of the District’s operations, which included a review of the internal controls over its cash receipts 

process.  The Auditor General’s report, dated January 2014 (see Appendix 1), contained a number 

of recommendations to improve the District’s cash collection procedures.  We reviewed the 

District responses to the recommendations and the changes that management has implemented to 

strengthen the cash receipts process.   

 

OBJECTIVE, SCOPE AND METHODOLOGY 

Our objective was to determine whether adequate internal controls over cash receipts are 

in place and functioning properly to ensure that cash collections are safeguarded, deposited in a 

timely manner and accurately recorded in the District’s financial records.  We also followed up on 

recommendations made in the Auditor General’s performance audit related to the District’s cash 

receipts process to verify implementation of such recommendations.  To accomplish our 

objectives, we performed the following: 

 Reviewed cash receipts policies and procedures.   

 Interviewed District staff responsible for the cash receipts process.  

 Documented the internal control process over cash receipts. 

 Sampled cash receipts for compliance with established procedures. 
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We conducted this performance audit in accordance with generally accepted government 

auditing standards.  Those standards require that we plan and perform the audit to obtain sufficient, 

appropriate evidence to provide a reasonable basis for our findings and conclusions based on our 

audit objectives.  We believe that the evidence obtained provides a reasonable basis for our 

findings and conclusions based on our audit objectives. 



 

Office of Inspector General                                  Page 3                                   Audit of the Cash Receipts Process 
  

AUDIT RESULTS  

Executive Summary 

The District has implemented numerous changes to the system of internal controls related 

to the cash receipt process.  These changes focus on safeguarding and securing cash receipts and 

mitigating the risk of misappropriation.  Another benefit has been an improved cash receipts 

deposit timeline.   

In response to the Auditor General’s recommendations, the Finance Bureau implemented 

procedures to restrictively endorse and date stamp checks received directly by the District’s 

Cashier.  However, checks originating from Service Centers are not restrictively endorsed until 

received by the Regulation Division.  As a compensating control, Service Center staff prepares 

pre-numbered receipts for each permit application check received and mails the pre-numbered 

receipts with the checks to Regulation Division staff at District Headquarters daily.  

Notwithstanding these compensating controls, the District should evaluate the benefits of having 

Service Centers restrictively endorse all checks at the point of collection.  

The Finance Bureau has made significant improvements to the cash receipt deposit 

timeline.  The District obtained an automated check scanner from SunTrust that enables the 

Cashier to make daily check deposits to its SunTrust operating account from the Cashier’s office.  

Thus, maximizing interest income and eliminating the risks associated with un-deposited receipts.   

We found that under the District’s current policies and procedures related to the cellular 

phone plans the District expends a substantial amount of resources administering reimbursements 

from employees for personal cellular phone usage that are for the most part nominal.  In FY 2014, 

187 of the 488 reimbursement transactions were under $3.00 payments.   

To streamline this process and reduce the cost of administrating cellular phone usage, we 

recommend that the District amend its wireless device procedure to permit reasonable incidental 

use provided that it is infrequent and brief.  In our view, it would prove cost effective for the 

District to restrict personal cellular phone use under a revised wireless device procedure and 

discontinue the employee reimbursement requirement for this use unless it is other than infrequent.  

The IT Asset Management Section should continue monitoring monthly cellular phone bills to 

identify non-District use and ensure that employee personal use is incidental.   Another alternative 

to consider is to phase out District cellular phone plans and move all remaining employees assigned 
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a cellular phone to the stipend program, which would virtually eliminate the need for District staff 

to administer and monitor employee cellular phone usage.   
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Internal Controls over Cash Receipts 

The District’s system of internal controls over cash receipt transactions, which includes its 

policies and procedures, is intended to provide reasonable assurance that all cash is accounted for, 

safeguarded and secured, and deposited in a timely manner.  A key component of the internal 

control environment is segregation of duties.  One employee should not have the authority to 

collect, handle or transport and deposit cash receipts.  Therefore, when one person has authority 

over multiple cash collection functions the risk of misappropriation increases.   We found that the 

District’s cash collection processes appear adequately segregated among staff in the Finance 

Bureau, Field Operations, Service Centers, and the Regulation Division.  The sources of cash 

receipts and the District’s bureaus, offices and offsite locations that collect these receipts are as 

follows: 

Resource Area Types of Cash Receipt 

Finance Bureau 

 Property Tax Remittances 
 Lessee Payments 
 COBRA and Retiree Insurance Premiums 
 Customer Payments 
 Staff Cellular Phone Usage 
 On-line Public Auction Sales 

Regulation Division 
 Permit Fees 
 Fines and Penalties 

Service Centers 
 Permit Fees 
 Lessee Payments 

Public Records Office  Public Records Request Fees 

Field Stations 
 Scrap Metal Sales 
 Used Oil and Oily Rag Sales 
 Key Deposits 

 

The Auditor General’s audit recommended that the District enhance its controls over the 

cash receipts process and establish procedures to:  

 Restrictively endorse all checks received at the point of collection.  

 Date stamp checks received directly by the Cashier. 

 Record, either on a transfer document or on the face of the check, the date of original 

receipt for checks not directly received by the Cashier 

 Limit the amount of checks and cash on hand to no more than $125,000. 

 Maintain checks and cash in a secure location until deposited with the bank.  



 

Office of Inspector General                                  Page 6                                   Audit of the Cash Receipts Process 
  

As a result of the audit, the Finance Bureau committed to implement the recommended 

internal control procedures and continue to evaluate the cash receipts processes in light of the risks 

identified by the audit.  Our review of cash receipt internal controls are summarized in the 

following sections. 

 
Restrictive Endorsement and  
Date Stamp Checks 

We randomly selected over 1,250 checks to verify whether the checks received by the 

Cashier or other bureaus, offices and offsite locations (Orlando, Okeechobee, West Palm Beach 

and Fort Myers Service Centers) were restrictively endorsed at the point of collection.  We also 

examined the checks to verify whether the Cashier date stamped the checks upon receipt.   These 

checks were primarily from permit applicants, lessees, engineering firms, county tax collectors, 

District employees for personal cell phone usage, and former employees for medical insurance.   

Most of the 1,250 checks that we reviewed were directly received by the Cashier during FY 2015; 

however, this sample also included checks that were directly received by Regulation, Service 

Centers, and Field Stations, and then forwarded to the Cashier.   

Our review indicated that in most cases the Finance Bureau complied with the existing and 

newly implemented internal controls over the cash receipts process.  However, we noted 32 

instances, where, either the restrictive endorsement or date stamp was omitted on the check.  

Further analysis of these instances revealed that 24 occurred while the Cashier was out of the office 

on sick leave.  Training the Cashier’s replacement to restrictively endorse and date stamp the 

checks would eliminate this omission.  The remaining eight instances represents a 0.6% error rate, 

which is insignificant.   
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Record the Date of Original Receipt for Checks  
Not Directly Received By the Cashier 

The Auditor General found that the timeliness of permit fee deposits originating from 

District Service Centers could not be determined because the date of receipt was not recorded in 

District records.  As a result, the Auditor General recommended changes to the cash receipt process 

at Service Centers.  

Our review of current Regulation and Service Centers cash receipts procedures revealed 

that changes have been made to strengthen payment tracking and check safekeeping processes.  

These changes include implementation of an Access database program to better track permit 

application payments and implementation of better procedures for securing permit application 

checks.   

When checks are received in the Service Centers or the Regulation Division at District 

Headquarters they are immediately recorded in the Regulatory System and a pre-numbered receipt 

is generated.  Service Centers forward the checks and pre-numbered receipts to District 

Headquarters on a daily basis.  When received, the information is recorded in the Regulation 

Access database.  On a weekly basis, the Access database is reconciled to ensure that all checks 

that were recorded in the Regulatory system were received in District Headquarters and were 

forwarded to Finance.   Further, Regulation and Service Centers now secure permit applicant 

checks in a locked file cabinet.    The existing system of internal controls over cash receipts 

including the new procedures are as follows:  

 Service Center staff prepares a pre-numbered receipt, which includes the permit 

applicant, check amount and number, and the date received.  The receipt and check is 

forwarded to the Regulation Division at District Headquarters.    

 Service Center staff posts the receipt to the ePermitting system and a copy is sent to the 

applicant.    

 Service Centers now mail permit applicant checks to District Headquarters daily or on 

the same day the check is received.  In the past, check receipts were sent to District 

Headquarters once per week and were not properly secured in a locked file cabinet 

before they were sent.   

 Upon receipt of the checks from Service Centers, Regulation staff records the checks 

into the Access database, restrictively endorses the checks and then forwards them 
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twice weekly to Finance for deposit in the District’s SunTrust account.   However, if 

Regulation’s permit technicians do not have time to enter the checks into the Access 

database, the checks are locked in a file cabinet and entered in the database on the next 

day.      

We found that checks originating from Service Centers were not restrictively endorsed 

until received by Regulation instead of at the point of collection.  However, the risk of check 

misappropriation is reduced through compensating controls that require Service Center staff to 

prepare pre-numbered receipts for the permit application checks received.  The pre-numbered 

receipts are mailed with the checks to Regulation on the same day they are received.  A copy is 

also sent to the applicant.  

The District also receives miscellaneous revenue from the sale of recyclables such as oil, 

oily rags and scrap metal. For calendar year 2014, recyclable sales totaled $56,856.  These 

payments are usually sent to the Field Stations and forwarded to Budget Bureau staff at 

Headquarters that support the Operations, Engineering and Construction Division for account 

coding and then sent to the Cashier for restrictive endorsement, date stamp and deposit.  Field 

Stations should consider having vendors send payments from the sale of scrap and other 

recyclables directly to the Cashier.  However, if any cash receipts are received by the Field 

Stations, they should consider restrictively endorsing these payments at the point of collection.  

  
Limit the Amount of Checks and  
Cash On Hand to no More Than $125,000 

The Auditor General noted two occasions where the cash receipts totaling in excess of 

$125,000 were not deposited within 24 hours of receipt as required by District procedures.  To 

ensure that checks are deposited promptly, the District obtained an automated check scanner from 

SunTrust that enables the Cashier to deposit daily check receipts to the District’s SunTrust 

operating account from the Cashier’s office.  Thus, checks received at District Headquarters can 

be immediately deposited via the check scanner.  The Cashier can now deposit property tax 

remittances and other checks totaling in excess of $125,000 in the SunTrust operating account 

through the check scanner, rather than having to take deposits to the nearest SunTrust branch.   
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Maintain Checks and Cash in a Secure  
Location Until Deposited with the Bank  

Checks received by Service Centers are mailed on a daily basis to Regulation for further 

processing.  Regulation then forwards the checks twice weekly to the Cashier.  Checks that are not 

forwarded are locked and secured in a file cabinet.    

The SunTrust check scanner has essentially eliminated the time between when the Cashier 

receives the checks and when they are deposited in the District’s operating account.  However, in 

rare circumstances where the Cashier is unable to deposit the day’s check receipts to the operating 

account, the checks are maintained in a locked file cabinet drawer located in the Cashier’s office, 

which is limited to the Cashier and Finance Bureau staff responsible for cash receipt processing.   

Cash collections primarily consist of currency and coin payments by District staff for 

personal cellular phone usage, and private citizens for public record requests. These payments are 

secured in a locked file cabinet in the Cashier’s office until they are taken to the bank for deposit, 

which is usually weekly.  

     
Segregation of Duties for  
Well Permit Application Processing  

The District is responsible for processing all well permit applications for locations in 

Monroe County, Charlotte County, and for Broward County all well construction that is 12 inches 

or more in diameter.  Well permit applications for the remaining areas within the District’s 

boundaries are processed by their respective counties.   The District offers well permit applicants 

the option of either sending the application via the mail or using the ePermitting on-line system.   

For FY 2015, the District processed approximately one well permit application per month.   District 

well permit fees are $100 per application.     

The Auditor General found that one employee was responsible for issuing receipts for well 

permit applications, transferring the funds to the Cashier for deposit, recording the data in the 

Regulation database, and issuing the permit.  As a result of the lack of segregation of duties, the 

Auditor General recommended that the District separate well permitting application duties so that 

one employee does not have access to all phases of the process.   

Regulation has revised its well permit application process to segregate cash collection and 

well permit application review for permits received through the mail.   A permit technician is 

responsible for processing the permit application check and a different Regulation employee is 
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responsible for processing the application.  For well permit applications received through the 

ePermitting on-line system, the checks are deposited directly into a Bank of America account 

bypassing Regulation staff.  Our review of well permits issued in FY 2015 indicated that 5 of the 

12 well permit applications were received through the District’s ePermitting system.   

Recommendations 

1. Evaluate the benefits of having Service Centers and Field Stations restrictively endorse 

all checks at the point of collection.  

Management Response:   Management agrees with the recommendation and will 
provide each location that receives customer checks with a 
stamp to restrictively endorse the checks. 

Responsible Division:   Administrative Services/Finance Bureau 

Estimated Completion Date:  Completed 

 

2. Train the Cashier’s back-up to restrictively endorse and date stamp checks received by 

the Cashier’s office.   

Management Response:  Management agrees with the recommendation and will 
instruct staff who are temporarily assuming the role of Cashier 
in how to properly handle checks. 

Responsible Division:  Administrative Services/Finance Bureau 
 

Estimated Completion Date:  Completed 
 

 

 

 

 

 

 

 



 

Office of Inspector General                                  Page 11                                   Audit of the Cash Receipts Process 
  

Reimbursement for Personal Cellular Phone Usage  

In accordance with District procedure, Wireless Device, Chapter 230-113, cellular phones 

are made available to District employees and contractors where the benefits will substantially 

enhance their job performance.  District management determines whether an employee should be 

assigned a District cellular phone.  The IT Asset Management Section and management monitor 

cellular phone use to reassess the employee’s continued need for a cellular phone.    

The District’s IT Asset Management Section reported that 487 cellular phones have been 

assigned to District employees.  Of this total, 192 are smartphones assigned to Governing Board 

members, attorneys and other staff.  The remaining 295 are standard phones with pay as you go 

plans that also have 200 mobile to mobile minutes and 200 nights and weekends minutes.   The 

District started offering employees that are required to have a cellular phone, a new option of 

receiving a stipend, which pays for a portion of an employee’s cellular phone bill.  The stipend for 

a high volume use employee is $58 per month and $38 per month for standard use.   Biannually, 

the employee’s supervisor reviews whether the business purpose for the stipend still exists.  

District cellular phone plan rates were established using rates previously negotiated by 

either the Government Services Administration, the State of Florida or other government 

negotiated plans.   Hence, the District meets with service providers annually to review cellular 

phone options and pricing.  Currently, District cellular phone plans vary significantly from the 

lowest rate of $2.50 per month under a pay as you go for voice to a $93 per month plan with 

450 pooled minutes.   

Under the pay as you go plan, the District pays for voice at $0.04 per minute unless the 

minutes are applied to the 200 mobile to mobile minutes and 200 nights and weekends minutes.  

This type of plan is generally for District employees who routinely work in remote areas where 

communications are necessary for safety purposes.  Under a pooled plan, one or more users in the 

pool may exceed their contracted minutes of usage without additional charges, as long as the usage 

of all of the users in the pool does not exceed the total pooled minutes.  The pooled plans tend to 

level out or balance usage among pool users.    

District wireless procedures require employees to pay the District for personal calls made 

using District assigned cellular phones.  District employees self-report their monthly personal 

cellular phone usage and then forward the bill to their supervisor for review.  Under the current 

process, the District expends a substantial amount of resources administering employee 
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reimbursements for personal cellular phone usage, which are for the most part small amounts.  For 

the period October 2014 through May 2015, employees have reimbursed the District a total of 

$2,732 for personal cellular use.  In FY 2014, the District received $4,609 from employees for 

personal cellular phone use through 488 reimbursement transactions of which, 294 were cash 

payments.  The following table summarizes employee reimbursements for FY 2014: 

Reimbursement 
Range  

Total 
Reimbursement  

Amount 
# of 

Transactions 
% of Total 

Transactions 

$0.05 - $1.00 $41 107 22% 

$1.01 - $3.00 162 80 16% 

$3.01 - $10.00 997 163 33% 

$10.01 - $20.00 1,030 72 15% 

$20.01 + 2,379 66 14% 

Total  $4,609 488 100% 

 

Based on our review of the cellular phone plans and accounting records available, we found 

that although the District incurred little expense for employee personal cellular use employees are 

required to reimburse the District.  We determined that at least $1,072 of the $4,609 in employee 

reimbursement was from smartphone pooled plan participants, which did not cost the District any 

additional expense for their personal use.  The remaining reimbursements were from employees 

in plans with 200 mobile to mobile and 200 nights and weekend minutes that are available to 

absorb business and personal use minutes but we were unable to determine the plan minutes that 

were applied to personal use, which reduce billings to the District.   

Accounting for employee reimbursements involve multiple staff from IT Asset 

Management, Finance and the cell phone user’s Office/Bureau/Section.  This onerous process 

starts with IT Asset Management staff reviewing the individual monthly cellular phone bills and 

then forwarding them to the cellular phone user’s supervisors before it is distributed to the cellular 

phone user, who reviews the bill, prepares payment to the District for personal use and then takes 

the payment to the Cashier.  Upon collection, the Cashier prepares a miscellaneous receipt for the 

payment and provides it to the employee.  The Cashier then enters the cash receipt in the financial 

records and secures the cash payment in a locked cabinet.  Before driving to the bank and making 

a deposit, the Cashier prepares a deposit slip for all deposits including reimbursements.  As part 

of this process, the Cashier’s Supervisor and other Finance Bureau management also review the 

reimbursement transactions.  This analysis of District staff time used to administer the 
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reimbursement process indicates that the cost exceeds the nominal amount of money collected for 

employee personal use.  

To streamline this process and reduce the cost of administrating cellular phone usage, we 

recommend that the District revise its wireless procedure to permit reasonable incidental use 

provided that it is infrequent and brief.  In our view, it would be cost efficient for the District to 

restrict personal use and discontinue employee reimbursements for this use unless it is other than 

infrequent.  The IT Asset Management Section should continue monthly cellular phone bill 

monitoring to identify non-District use and ensure that employee personal use is incidental.     

Another alternative to consider is to phase out the District cellular phone plans and move 

the remaining employees, whose job responsibilities require a cellular phone, to a District provided 

stipend.  Stipends virtually eliminate the need for District staff to administer and monitor employee 

cellular phone usage. 

 

Recommendations 
  
3. Revise current wireless device procedures to permit reasonable incidental use and 

discontinue cellular phone fee.  

Management Response:   Management agrees with the recommendation and will 
discontinue the requirement for District cell phone users to pay 
the District for reasonable incidental personal cell phone 
usage.  

Responsible Division:  Administrative Services/IT Bureau 

Estimated Completion Date:  October 1, 2015 

 
4. Continue IT Asset Management Section monthly cellular phone bill monitoring to 

identify non-use and ensure that employee personal use is incidental.  

Management Response:  Management agrees with the recommendation and will 
continue to monitor monthly cell phone bills to ensure that any 
personal use is reasonable and incidental. 

Responsible Division:  Administrative Services/IT Bureau 

Estimated Completion Date:  October 1, 2015 
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5. Consider phasing out the current cellular phone plans and move the remaining 

employees in the District cellular phone plans to a District stipend payment plan.   

Management Response:  Management agrees with the recommendation and is 
transitioning smart-phone users, with the exception of certain 
upper management, to the stipend. 

Responsible Division:  Administrative Services/IT Bureau 

Estimated Completion Date:  October 1, 2015 
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