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(ad Summary

Scheduled Audit
Conclusions on Audit Objectives:

@ Determine controls exist and are operating effectively to ensure compliance
with policies and procedures for non-personnel expenditures including travel

[ Determine that controls exist and are operating effectively to ensure Agency Head
transactions are properly approved

@ Determine that adequate controls exist and are operating effectively to ensure
compliance with policies for personnel expenditures including overtime

@ Determine adequate controls exist over fixed assets
E Determine adequate controls exist over inter-department transfers

Exception Oriented
No reportable Issues and 3 Other Observations

Management Action Plans have been developed to address all
risks identified

® |hsufficient-immediate Attention A Improvement Needed O sufficient
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Introduction

. Audli(tor [l Joyce Aikor-Richardson performed audit
wor

» Used professional auditing standards
« Examined controls & tested for selective compliance
 All exceptions given to Agency

» Reported control design issues & significant test
exceptions

* Work for same Government we audit
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Background

» The Department of Planning provides staff support
to the Planning Commission, the Board of Zoning
Appeals, and the Board of Supervisors relating to
land development activities in the County.

» The department is organized into five divisions:
Comprehensive Planning, Development Review
and Design, Zoning Administration, Planning
Systems, and Administrative.

Background

Objectives of Planning are:

* To provide a comprehensive planning program with an emphasis on
urban design to provide both public and private decision makers with a
more informed basis for land use decisions and growth management.

* To continue an enforcement program that obtains compliance with the
code for new development as well as correcting zoning and subdivision
violations.

* To provide timely services to the public, other agencies, and technical
and administrative support to the Board of Supervisors, the Planning
Commission, and the Board of Zoning Appeals in matters relating to the
Comprehensive Plan, zoning and subdivision ordinances, building
permits, plans of development, subdivisions, use permits, variances,
rezoning and enforcement of zoning regulations.
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Budget Highlights

The Department of Planning’s approved budget for FY2020-21 is $4,280,615,
which represents a decrease of $313,201 or 6.8 percent from the FY2019-20
approved budget. This decrease is driven by the economic downturn due to the
pandemic. Personnel costs for the Department of Planning’s 45 employees
represent 88.1 percent of the overall budget. The operating and capital outlay
components of the budget both has decreased from the prior year approved
budget, at $503,664 and $7,600, respectively. Each component has taken a
budgetary decrease due to the health emergency from COVID-19.

There are two components to the budget: Administration, which includes five
divisions, and Boards and Commissions, which includes the Planning
Commission and the Board of Zoning Appeals. The Boards and Commissions
budget totals $169,527 for FY2020-21, unchanged from FY2019-20. The
Administration budget totals $3,604,646 which represents a decrease of
$286,292 or 7.4 percent from the previous fiscal year.

Audit scope FY2021

Scope
4,597

The total expenditures includes $167,641 for Boards and Commissions We had no exclusions for

2021 expenditures
The Agency had 19 capital assets with value of $185,816 P

= Personnel m Operating Capital
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Internal Controls
Objectives

Reliability and integrity of information

Compliance with policies, procedures,
laws and regulations

Safeguarding of assets
Effectiveness and efficiency of operations

i )
iz Internal Controls Cont'd
General Limitations of any Controls

Errors and irregularities may go
undetected

Inherent limitations in any control structure
Limitations include resource constraints,
legislative restrictions, etc.

Projection to future subject to risk of
change in effectiveness

Compliance may deteriorate

10
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Audit Methodology

* Determined expenditure-related processes
and control procedures

 Evaluated strengths and weaknesses of
control procedures

* Randomly sampled recorded transactions
and traced to supporting documents for
accuracy and compliance with policy

* Randomly sampled capital
assets and verified existence

11

e Conclusions on
Audit Objectives

m Determine controls exist and are operating effectively to ensure
compliance with policies and procedures for non-personnel
expenditures including travel Other Observations 1, 2 & 3

m Determine that controls exist and are operating effectively to
ensure Agency Head transactions are properly approved

m Determine that adequate controls exist and are operating
effectively to ensure compliance with policies for personnel
expenditures including overtime

@ Determine adequate controls exist over fixed assets

E Determine adequate controls exist over inter-departmental
transfers

® |hsufficient-immediate Attention A Improvement Needed O sufficient 12
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Issues
None
13
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Other Observations

1. Ensure All Invoices Submitted for Scanning and
Attachment into G/L are Initialed and Dated

2. Ensure Invoices are Date Stamped upon
Receipt

3. Ensure Invoices are Paid Timely

58

14
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Other Observations

The following slides include additional
observations noted during our audit
which were considered less critical in
reaching our conclusions on our audit
objectives.

15
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- t'i\ Other Observation 1

(A Ensure All Invoices Submitted for Scanning and
Attachment into G/L are Initialed and Dated

51 of 75 (68%) of purchase order expenditure invoices sampled were not
initialed on the support scanned into the G/L but were check marked to
indicate review for goods and services received prior to payment.

34 of 60 (56%) of direct pay expenditure invoices sampled were not
initialed on the support scanned into the G/L but were check marked to
indicate review for goods and services received prior to payment.

Since the pandemic began, Agency approved the invoices by email which
were not attached in Oracle.

Recommendation

Ensure all scanned invoices attached into the G/L are initialed and dated to
indicate review and accountability for goods and services received prior to
payment.

16
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g | Other Observation 1

“¥ Ensure All Invoices Submitted for Scanning and

Attachment into G/L are Initialed and Dated

Management Action Plan

The Management Assistant currently receives an email
confirmation, from appropriate staff members, acknowledging
goods and/or services are received and approved for payment. This
information will be submitted to Finance along with the invoice for
scanning into Oracle Financials.

Information Technology is working on an automated process for
document approvals to accommodate a digital environment, which
Planning will use once available

By Whom: Management Assistant
Expected Completion Date: October 28, 2021
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Other Observation 2

Ensure Invoices are Date Stamped

upon Receipt
Review of purchase order expenditures revealed 43 of 75 (57%) were
not date stamped upon receipt.

Since the pandemic, the agency noted that they received invoices by
email which were not attached to the scanned invoices to document
the receipt date.

Recommendation

Agency should ensure all invoices are date stamped upon
receipt.

18
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Other Observation 2

Ensure Invoices are Date Stamped
upon Receipt

Management Action Plan

The Management Assistant will edit pdf invoices, emailed
directly to the department, to include text indicating when it
was received.

By Whom: Management Assistant
Expected Completion Date: October 28, 2021
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Other Observation 3

Ensure Invoices are Paid Timely

2 of 75 (3%) of purchase order expenditure samples were paid
more than 45 days after invoice date but no late payment fee
was paid. As no late fee was paid, there was no overall effect.

Recommendation

Ensure prompt payment of vendor invoices which is defined as
the due date or, if no due date, then not more than 45 days
from the invoice date.

20
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= t'i\ Other Observation 3

kA Ensure Invoices are Paid Timely

Management Action Plan

Incoming invoices emailed directly to management and/or planners will be
immediately forwarded to the Management Assistant prior to review for
project completion. Once the review is complete and payment is approved
to move forward, the Management Assistant will be notified. The
Management Assistant will follow-up with appropriate staff if any invoice is
nearing 30 days without payment authorization. If a project review
exceeds 30 days, the vendor is and will continue to be notified of
corrections needed; these are generally for large scale projects such as the
zoning code update and comprehensive plan review; these instances will
be noted in the received text identified in 00-2.

By Whom: Planner Series Positions and Management Assistant
Expected Completion Date: October 28, 2021

21
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Closing

» Appreciate Agency’s cooperation

 Follow up on open Action Plans will be
performed as completion dates are
reached or after sufficient time has passed
to ensure the actions are effective and
on-going. >
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e Report Distribution
Audit Committee Board of Supervisors,

(Mrs. O’'Bannon, Mr. Thornton, | Non-Committee Members
County Manager)

Deputy County Manager for Director of Planning
Community Operations

Internal Audit Staff
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Audit Contact Information

Joyce Aikor-Richardson, Auditor Il
Phone: 804-501-4493
E-Mail: aik11@henrico.us

Vaughan Crawley, Director of Internal Audit
Phone: 804-501-4292
E-Mail: cra85@henrico.us
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