Internal Audit Overview

“Vigilance Through Knowing” KCPD
. . Internal Audit Unit
Records Unit Cash Handling Process A )
September 2012
Objectives Methodology and Scope
1. ldentify cash handling processes to 1. Conduct interviews  with department
determine  their effectiveness and members as needed to obtain information
efficiency. and other processes.
2. Review the Records Unit, current 2. Review the Records Unit cash handling
processes to determine the level of procedures.
compliance with department and unit
directives in addition to sound fiscal 3. Review the Records Unit manual and
practices. department directives to determine the level
of compliance with department and unit
directives.
Findings

1. It appears there are presently enough safeguards in place to ensure any accounting errors will be identified
and the necessary corrective action taken.

2. The combination number to the Records Unit's safe is known by most of the unit members and has not
been changed. The floor safe is too old to have a changeable combination number.

3. During this audit period there was no recorded incident involving a loss or misappropriation of these
transitionary funds except for the $5.00 shortage that was found through the multi layered verification
process.

4. To accommodate the Municipal Court, the Records Unit performs a duplicate process by making entries into
CMS electronically and manually making entries onto the Bond Ledger Sheet Form 299 P.D_, as they occur.
Both the Form 299 and the daily crystal report are delivered to the Municipal Court each day, along with the
bank deposit receipt as stated earlier.

5. The Mail-In Desk workload could be substantially reduced, if the department outsourced the bulk mail report
requests to a third party vendor such as DOCVIEW which specializes in report reproduction services for law
enforcement agencies. The costs for DOCVIEW'’s services would come from the $11.00 per report copy fee
the department currently charges. There is no mechanism currently in place that allows for an accurate
assessment of committed time to all of the workflow processes presented in this audit.

Recommendation

1. Make the Records Unit safe combination number changeable and limit the number access.

2. Approve the Computer Services Unit to modify or create a new City Bond Ledger Sheet Form 299 P.D.,
Crystal Report, which shows all entries in a chronological order.

3. Perhaps consideration should be given to outsourcing the bulk mail requests.

For further information please contact:  Officer Phillip Johnson, 889-1462, phil.johnson@kcpd.org




Endorsement Page
Re: Records Unit Cash Handling Process Audit, 10-02

Unit/Section Supervisor

Unit Commander

Major Kuehl,
Submitted for information and review by the Chief. | recommend after the Chief's review the
report be presented to the Audit Committee.
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MEMORANDUM

November 1, 2012
TO: Major James Pruetting, Executive Officer, Chief's Office
FROM: Thomas Gee, Manager, Internal Audit Unit
SUBJECT: Request for Response to the Records Unit Audit, 10-02
Sir,

Attached please find the Records Unit Cash Handling Process Audit, 10-02. | am
requesting it be forwarded in the following manner for written response if any:

1. To the Administration Bureau to be routed to the Records Unit.
2. The appropriate personnel in the Records Unit should craft their written response

and return the audit through their chain of command back to you in the Chief's
Office.

3. | then request you send it back to me so we may prepare the audit for
submission to the Chief.

By written policy the auditee has 30 working days to submit a written response.
In this case their response would be due in the Internal Audit Unit on or before Monday,

December 17, 2012.

Respectfully submitted,

Thomas Gee
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INTRODUCTION

On September 15, 2011 the reporting officer was assigned the Records Unit Cash
Handling Process Audit which was initially approved by Chief Corwin. This Audit was
later placed on hold for the higher priority Office of General Counsel Workflow and Time
Study Audits.

Background

The Records Unit Cash Handling Process Audit, was selected because it represented the
typical area of risk management, and was not a result of any activity attributed to
improprieties or mismanagement.

OBJECTIVES
1. Identify cash handling processes to determine their effectiveness and efficiency.
2. Review the Records Unit current processes to determine the level of compliance
with department and unit directives in addition to sound fiscal practices.
SCOPE and METHODOLOGY
The audit procedures included the following:

1. Conduct interviews with department members as needed to obtain information and
other processes.

2. Review the Records Unit cash handling procedures.

3. Review the Records Unit manual and department directives to determine the level
of compliance with department and unit directives.

DISCUSSION

The Records Unit is responsible for cash handling transactions involving bonding for City
and outside warrants, sales of computer criminal history closed record checks (CHRC),
and report sales to the public. Daily cash transaction responsibilities are divided up
among personnel of the Records Unit. Some personnel are trained to perform additional
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RECOMMENDATIONS

1. Make the Records Unit safe combination number changeable and limit the
number access.

2. Approve the Computer Services Unit to modify or create a new City Bond
Ledger Sheet Form 299 P.D., { s 1l Re ort, which : ows all ¢ triesi a

chronological order.

3. Perhaps consideration should be gi* 1to outsourcing the bulk me requests.

This audit has b¢ 1 prepared and submitted for your review and approval.

—2ps

ip Johnson

OfficerPh
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Exhibit 1

Bond Ledger Sheet Form 299 P.D.



BOND LEDGER SHEET
KANSAS CITY, MISSOURI
POLICE DEPARTMENT

BOND REPORT FROM: 0600 Date 2 /Q / ] TO: 0800 Date :2 5-12 DIVISION or UNIT N\ K ;; b

Form 289 P.D. (Rev. 12-83) . CASHIER / SUPERVISOR




Exhibit 2

Crystal Report entitled, “City Bond Receipt Ledger”



Kansas City, Misouri Police Department

POIlce City Bond Receipt Ledger 1125 Locust Street
KCIMO Parameter #1: (5/2/2012) Kansas Clity, Missourl 64106

The dates on this report range from 5/2/2012 6:00AM to 5;312012 6:00AM

Date  Time Bail No Principle Actual Bond Operato Charge Charge Description GOS UTT Court Vold
Paid Bail Status Code Date Time Room Date Time Operator

MPD Total 0 Actt __ 3ail Paid
NPD

CMS020 Page 1 0f2 Data as of 05/03/2012 - 7:18.08



- . . Kansas City, Miscuri Police Department
POllce C]ty Bond Recemt LEdger 1125 Locust Straet

KC/MO Paramater #1: (5/2/2012) Kansas City, Missouri 64106

The dates on this report range from 5/2/2012 6:00AM to 5/3/2012 6:00AM

Date Time Ball No Principle Actual Bond Operato Charge Charge Description GOS UTT Court Void
Paid Bail Status  Code Date Time Room Date Time Operator

CMm5020 Page 2 of 2 Data as of 056/03/2012 - 7:18.08



Exhibit 3

CMS Crystal Report entitled, “State/Outside Bond
Receipt Ledger”



Police State/Outside Bond Receipt Ledger Kansas C't"ll’1'r;sf§:l:;fglt:ztoepartme"t
KCMO Parameter #1: (5/2/2012) Kansas City, MO 64106

The dates on this report range from 5/2/2012 6:00AM to 5/3/2012 6:00AM

Date Time Bail No Principie Actual Bond Operato  Court Charge Charge Description Warrant No Warrant Void
Paid Ball Date Status  Code Agency Date Time Operator

CMS5023 Page 1 of 1 Data as of 05/03/2012 - 7:20.20



Exhibit 4

Daily Watch Monies Log



DAILY WATCH MONIE’S LOG

DATE

CASHIER

ASB/C

HIFT

CITY BOMNDS
REG CASH

OUTSIDE BONDS

REG

CASH

REG

REPORTS
CASH

CHK

CREDIT
CARD

CHRC
REG CASH CHK

CREDIT
CARD

OVERAGE

SHORTAGE

SUPERVISOR




Exhibit 5

Coupon for Report Reproduction Form 5403 P.D.



Y

_Form 5403 P.D. (Rev. 3-96)

Kaneas City Missourl Police Dcpurtment
Coupon for Report Reproduction

Fill Out Completsly.
Send Whh Self-Addrmed Stamped, Legal Siza Envelope Tc

Mait Qrder Desk.
it N

Vehicular
‘Accident




Exhibit 6

Records Unit Cash Handling Processes Flowcharts












Exhibit 7

Management’s Response to Records Unit Cash
Handling Process Audit








