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To the Joinr ConmiEee on Ooveroment and Filance:

Ilr compliaoce with the provisioDs of the west virgiDia Code, chapter 4, Article 2, as 8m€ode4 we
have examined the account ofthe west viryinia DeparEnent of AdBinistation's General Servic€s
Division's Parking Opentions.

Our examination covers the period July l, 1999 tbrougb June 30, 2001. The results of this
examinatiou are set fonh on the following pages of this repon.

Respecttully submine4

TLS/ela

Tbedrld L. Shnnklin, CPA DiIeclor
Lesisllative Post Audit Divisiou
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WEST VIRGINIA DEPARTMENT OF ADMINISTRATION

GENERAL SERVICES DIVISION . PARKING OPERATIONS

EXIT CONFERENCE

I We held an exit confererce on March a, 2002 with the Secrerary ald Deputy Secr€rary ofthe West
I

Vilgioia D€partm€Dt ofAdministration and the Dircctors ofthe hrchasing and Fitr8trce DivisioDs

TI of the Depaftnent of Adminisu?tion. All findings and reclrnmendarions wgre reviewed and

I discussed. The Departmetrr of Admidstradon r€spoDses are included in bold ald itqlics iu the

I
Summary of Findings, Recommendations and Responses and after our r€coDDendations in the

I o** Remarks sectiou ofthis report.
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WEST VIRGINIA DEPARTMENT OF ADMINISTRATION

GENERAL SERVICES DTVISION - PARKING OPERATIONS

INTRODUCTION

The west virginia D€pqtm€nt of Administrstion's c€n€ral servic8 Divisiorl

accodi|rg to thel! roi$3ioD, is responsible for providing a positive, safe, secure and comfonable

€nviroDmeDt for the visiting public and the Stste employe€s at all buildings owned and operated by

the Stqte of west virginia and tbe State Building Commission.

One oftbe fulcrions ofceneral Seryic€s is to operate and maintain parking facilities

atthe capitol Complex. Pa*ing arcas are designsted for bolh State employe€s 8nd visitors. Parkirg

meters are generally used for visitor parking sPac€s wbile euployees pay a montbly fee for a:signed

parking spac€s. Parking gusrds 8re ernployed by tbe GeneEl S€rvic€s Divisioo to eoforce Pa*ing

regulations aod to issue tickets for parking violarions withi! the desiglated parki[g 8r€as surounding

tbe Capitol CompleL

The receips aod disbursements from Parking Operations are deposited and disbursed

through the Parking Lots Opemting FrEd Tbe receipts cousist ofpsrking met€r collections' ps*ing

6ne payments and pa*ing fe€s colleqed AoI0 employee Esigned spaces. Disbus€medts cotrsist of

disbunem€nts to op€late, maintsin or repair the parking facilities.

-1-
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t. WEST VIRGINIA DEPARTMENT OF ADMINISTRATION

| "ENERAL 
sERvIcEs DrusIoN - PARKING oPERATIoNS

SUMMARY OF FINDINGS. RECOMMENDATIONS AND RESPONSES

II
Lack of Efrecdve SysteE of tntemsl Co rols

I
I r. During the coruse of ou' exnrnintrio!, it be{ame apparqrt to us, bas€d on the observed

I noncompliance witb the west vtginia Code, the Department of Administration did not

I
have an effective system of intemal clntrols in place o ersure compliauce with applicable

I
I State laws, nrles and regulatioDs.

I
! Ardltor's RecoEme[dadon

I we recomnend tie Departnent of Administratioo comply with Chapter 5d Anicle 8'

t 
,ection 9 of the west virgilia Code, as amende4 and etablish a systen of intemal

t
I connoF.

I Aq"n-'" Revons"

I N, rcsPonsc b! the Deport rreat of Admlal*adon (See pages l28nd l3')

I

II Z. The D€Dartment of Admioistration has &iled to notifu the Circuit Coun of Kanawba

,a
I coutrty, w6t virginia thar the parking guards who pled guilty to the theft of parking

I aoer reveoues, have not been making Coun ordqed restitution paymeat$

f
-. Audltor's RecoEpeBdadont-I rye recom.nend rhe Department of Administration contact the Circuit Cowt of l&nawha

I County, west vilgirfa in an effort to collect tlre restitution balsnce'
I

I -;.
I

I
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Aqencv's Resoonv

New procedures N,ere put ln pl4ce in February 2002 for Accounting to Jomaltf ,todly

tho Deparorent's legl! repre*ntdves of the progress made mward rcstltutlon' (S@

pag€s la-16.)

I
I We{k htcrnql Cotrhols Over Parkhq collecdotrs

I 3. The Depaftlent ofAdmini$ration has not developed adequare procedures forssfeglsrding

a
revenues collected tom parking meten as recommended in various reports conducted by

the Legislative Auditor's Ofhc€. The curent procedur6 in effect as of the dare of this

repon, as well as those proc€dur€s used in the pasq are not consistently applied due io lack

ofmanagement supervisiou Under cunent procedures, the Department ofAdminisrndon

delivers the clllections to a depository bank and relies on the balk to calculate tbe amoult

of the deposir

Audltor's RecoEmetrdqdon

We recommend the DepartEent of Admidsu-ation comply with Chaprer 5A" Alticle 8'

section 9 of the west Virginia Code, as amerded.

AgenE' Resoonse

The rcsponsibilityJor coia colleaiotts has heen ELtltfened to lhe Accoundtg Sedion

effedre Decenber 2001. Procedures have beentormatized u hsure propercegregdon

of d!!d6 ond dual contol of the collecdotL\ (see pages l6-19.)

t
I
I
t
I
I
I
I
t
I
I
t
t
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t Depaitment Not Etrforchs Parklns Rules

I 
4. The Departrnent of Administration has not enforced it's mles in the issuance a'trd collection

of unpaid parking citations. During the roodtbs of Novemb€r 2000 and Jamary 2@1.

Eoney was not collecled from parking meters and citations were not issued

Audltor's RecoE-Eetrdadon

We recommend tle Department of Administration comply with Secti ons 4,6.2' end 7 .2

of Legislative Rule 148, Series 6, Parking.

AeenE's ResporEe

The admtntstrsttve olr/|slgttr ofthe parldag operodons wos reaslgned a the Pwcht&tg

Dtvislon efrectlve December 200L The accountlng Sedon wlU Provus regalar

rcpordng lo the Purcheing DMslon lo fqc hate collecdont of amouno owed. (54

pag€s 20 and 21.)

I
I
I
I
t
I
I
t
I Fhe. chesper Thm Pavhq Ds||v cost of Parkhe Meten

I 
5. Under the Departrueot ofAdmiristEtiotr's Legislative Rule 148, Series 6 Pa*ing' it is to

t * individual's adva[tage to receive two parking tickets d8ily (the maxim!.E) ratber than

I
I
t
t
l
I
t

pay rhe daily cost ofa plrking Beter.

Audltor's RecopEerdadon

we reconnend the DepsrtEent of AdtdlisEation amend Legislative Rule Title 148'

S€ries 6 Parking SectioDs 6.2 Metered Parking 8nd 7.1 Fines.

-6-
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Ia Aamq,'s Rg$potue

| 
*e Depannent of Admini*aion proposed changes to Leglslaive Rule 148' Sertet 6

Porang, b qdfues the fiaatda! dlshcentlve to P\y the Pa dltg meET ' (See pages 22

t anaz:.1

I
I Aqthorkadotr of l-trvolcs3 for Palrmeqt

I 6. In our test ofdisbusement nansactions, we noted 24 invoic€s totsling $34,191.62 that did

t
not have the approval signatwe needed for paymelt.

I
Audltorts Recommeadadon

I we recommend the Depaftneft of Administration comply witb chapt€r 5A. tuticle 8,

I Section 9 of the West Virginia Code, as smerded.

I
I Asencv's Resports"

t 
?h. Depsranen, is ln the process ofupdadag procedtres o lnsure tha qU oansadons

I arc properly tpprwed belore submtsslon for Plymenl (See pages 23 and 24 )

I lncorrect l-eqve Balsnces

a 7. Our examinarion of ernploye€s' sick and anflual leave balances indicated differenc€s of

' 35.75 hows between the employees' leave balslc€s a[d Ueir corcspoDdilg leave requst

t r"rms or dme sheets.

t
t
l
I
I

Ardltor's Recommendadol

we r€commeld the DepartEent of Administration comply with Cbapt€r 5A' tuticle 8'

Section 9 ofthe West Vilginia Code, &s smerded.
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Asenq's nespons

In February 2002, the Depararrent ol Adminlstadon lmplen4nta.l 4 ,tew $atomded

lcsve sygem. Multple levels of revlan' and approvalfor lecve ELrtssdons qe a kc! p@7

olthssysrsm The palnoll sedon wl!! revloto lhe leavelor ac&ruq. (Ser€El*2+26.)

overpqvEeqt of DMslop of Penotrnel AdElnfttratlve Feca

8. Division of Persoonel Administrative fe€s, wbich are based on the Full Time Equivalent

(FTE) positioos paid from a fund, were overpaid by 5595.00.

Audltor's RecoE-Eeldadou

we request the D€partmeDt of AdninisFation requesr reimbusement from tbe Dvision

of Personnel for the overpayments.

Aaenc.v's Response

The Depanment wU lomaliae he procedura in place lor prcper payment oJ

dmtal*ah,efees, The Paytotl Sed'on wt!! requnt relmbursemen lrom thc DMston

of Personnellor the weryctmenb mted in rhe repon (se pa9826 8nd'2'7.)

Suppordns Documetrtador

9. The Depaftne of AdmiDistration was not able to provide us with supponing

documentatio! for many ofthe disbusement and payroll tnnsactions offte Parking lrts

Op€raing Fuod.

Audltortg RecoEn€ndadon

We recommer:d the Departnent of AdDinistralion coEply with Chapt€r 5A, Anicle 8'

Section 9 ofte west Virginia code, as amended and the West Virgi[i8 starc Auditor's

Officq State Purchasilg Cad Program's Policies and Procedures.

-8-
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Aaenq's Rqponta

The Accounthg Sedon >tiII rcviett i8 nrchdltgPtacdcas (See pag€s 27 ao428.1

Sffildaq of Porch8.3ei

10. We noted tbree instarc€s of pwchases oo a particular &y from a single v€ndor that

exceeded the Purchasing Card transaction limit of$1,000.00. The transacdon limit was

avoided by stringing the purchsses into rwo or more separately invoiced transactions.

Audltor'r Recommendqdol

we r€commerd the Depaftnent of Admilrstration comply with the W€st virginia Stale

Auditor's office, Stale Purchasitg Cad Progam's Policies aqd Proc€dure and the State

of w€st virgida" Depaftnert of Administration's Purcbasing Dvision's ,{gezcy

Purchaing Mana|

Asencl)'s Resaonse

In Janusry 2002, ,te Deputy DtrccTor of Generql Se\ke begat o srlngent rcelei' attd

apprcta! olpurchae cardholdet trqa.tqcdons He now revlev's all monlhb stdemena

atd supporttrg docam€ztadorl (See pages 28-30.)

Authorlzado! of Purchashe Csrd Rec€lpts

11. We loted I I instancs of pwchasing card receipts signed by someone other tlun the

authorized cadholder.

Aqdltor's Recommeldadol

we ref,oqunend the Departrnenr of Admi|listratior comply with tbe West ViEiltis Srde

Auditor's Officq State Purchasing Card Program's Policies and Procedures.

-9 -
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Asenc't's Rasponsc

In January 2002, the Deput! Dlrector of Generol Senlce began a *hgent rcvlqt ond

approva! ofpurchase cqrdholder nsasqctions He nore tetlejvs 4ll morrt@ sadernenb

aad supponhg documsrrdoz (Seepag6 3l aod 32.)

vendor, but were not paid when they were due.

Audltor's RecoEBendadon

We recommend the DepartmEn! of Administration comPly with Chapt€r 5A' kticle 3,

Sectior 54 of the West Virginia Code.

Aeenq's Resporse

In Janusry 2002, the Deputy Dlreaor of Genenl Senkc begar 4 str',,gen rcvlew and

approva! ofpurchosc cqrdholder tansodiont He now revleh,s all monthbl gdemena

and suppordng documenudon (see pag€s 32 8nd 33.)

I
I Late PavEetrts Pald on the PurcbssLuq Card

I 12. we noted two paymelts ofpast due invoic€s th* were paid witb the Purchasiog Card.

I
These charges, for water cooler rental and borded water' were billed montbly by the

I
I
I
I
I
I
I
I
t
t
l
I
I

- l0 -
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WEST VIRGINIA DEPARTMENT OF ADMINISTRATION

GENERAL SERVICES DTVISION . PARKING OPERATIONS

GENERAL REMARKS

INTRODUCTION

We have completed a post audir ofthe west viryinia Departneot of AdminisratioD's

Ceneral Servic€s Division's Parking operations. The audit covered the period July I, 1999 through

June 30. 200t.

SPECIAL REVENUE ACCOUNT

nll expendin[es requir€d for the general opeEtion of the Depafiment of

Adminismdon's Genelal Sewic€s Division's Parking Operations are accounted for through the

following special revenue firnd:

Fu|rd Number

Parking Lots opelating Fund:

Dedcrlpdon

2240-999 . ........ Unclassified
224-UO ......... ........ DQqtnent l and Miscellneous Income

COMPLIANCE MATTERS

Chapter 5A, Anicle 4, Section 5 ofthe west Virginia Code generally govems tbe

D€paftnent of Administration's General Seryices Division's Parkilg operatioos. We tested the

above code section plus other general State reguladons and other applicsble chapters' anicles and

sections ofthe west vilElnia Code as they pertain to 8|rancial matters. Our findings arc discussed

b€low.



Lack of Effectlve SvsteE of htemal Cotrtrols

Dwhg the course of our examiratior; it becsEe apparent to us, based on the

observed noncompliance with the west Viryinia Code and ottrer nrles ard regulations which

govemed the Depara€nt ofAdmilistration (Depsrtmeut), the Departmelt did not have an effective

system of internal controls in place to ensue compliance with applicable Stare laws, rules ald

rcgulatioos.

chapter 5.{, Article 8, Section 9 of tbe West virginia Codq as €m6tde4 stales in

psrt:

"The head ofeach agency shall:
. . . (b) Mske and maintsi! records contaidng adequale atrd prop€r
documentation of the orgaoizatiorL fimctions, policies, decisiols,
procedures aod essential transactions of the agency rtesigned to
fumish information to Fotect the legal and fit1allcial rights of the
state ald ofpqsols directly affected by the agency's activities. . . "

This law rcquires the agency head m have in place an effective system of intemal

couEols in fte foro of poLicies a.ud procedues set up !o ensure the agency operares in clEpliance

with the laws, rules and regulatio!.s which govem it.

During our sudit of tbe Departsnent, we found the following noncoopliaoce with

State laws or other rules and reguluions: (l) The DeparEnent bas failed to notiry the Circuit Court

of Kanawha Counry, West virgioia that the pa*ing guuds who pled guilty m the theft of parking

mete! revenu€s, have uot be€n making the Court ordered resdrution payments. (2) The Depsftnert

has not developed adequate procedures for the safe guarding ofrevenues collected from the parking

meteF, nor has the procedures in elTect been consistently applied due to lsck of m'n'gemed

suptrvisioo (3) The Dqfftnelrt has not €nforced it's mles in the issualrce qtrd collection ofunPeid

citations. (4) Under the Depaftn€nt's cuneot parking nrl€s, it is to an individusl's advantage to

receive two palking citadons dsily at a cost of$6.00 rather than pay the daily cost ofa parking mete!

I
I
t
I
I
t
I
I
I
I
t
t
I
I
I
I
I
t
I
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whicb could cost up to $9.00. (5) we noted 24 invoic€s totaling $34,191.62 bat did not have the

apFopriste apFoval si8!8ture. (6) ouI examination ofernployees' sick and annual leave balances

i[dicared diff€renc€s of3 5.75 hours be$een the employees' leave balauces and their conesponding

leave rcques forms or time sheets. (7) Division ofPersonnel Admiaisrrative fees, which are based

on Full Time Equivalent (FIE) positions paid from a fitld wele overPaid by $595.00. (8) Tbe

Departnent was not able o provide us witb supporting documentation for mauy ofthe disbuN€ment

and payroll tr?Itsltctions of the Parking Lrts operanng Fund. (9) During our exarBiDatiou of

Purcbasing card transactions, we noted thrce insunces oftbe appearance of"stringing" purcbases'

ftom a verdor on a singe day into separale rnvoic€s to rsmain ulder the busaction limit of

$ 1,000.@ per day. (10) We ooted I I instsDc€s ofpurchasing card receipts signed by someone other

than tbe authorized cardholder. (ll) we noted two payments ofpast due invoic6 paid with tbe

Purchasing Cad.

We believe if the Department had an effective synern of intemal coqEols in plac€'

managanant would have been aware of noncompliance with the West Virgida Code ar an e€rlier

date and would have besn able to take conective acdon in 8 more timely &shion. The followilg

pag€s ofthis report conrain addidonal information regarding the specific noncomplianc€s with the

W6t Virginia Code which came to ow atteltion.

We recommend the Departnent of Administration comply with Chaprer 5A" Article

8, Section 9 ofthe west virginia Code, &s amended and establish a more effective system of iuernal

contolIt.

Aaencv's R€slror'fe

No rdponse by lho Deporfrnent olAdmhttttdorL

- 13 -
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IDeparhent Not Seekhg R6dtudon From Parldtrq Gusrds

Following an investigation iq $e sprirg of 198, by the Legislature's CommissioD

oo Special Investigations, two parkiog gusrds were charged with Unlawfidly Appropriating Stale

MoDey (Parking Guard One) and Acressory After the Fact to Emb€zlemeDt and Giving False

Skrements (Parking Cuard Two). The gttards pled guilty !o the charges filed against theE, were

placed on probation, ard ordered by the Circuit Cowt ofKaoawha County, West Virgida (Cout)

to make restitution to the Departrnent ofAdministradon (Departm€nt). Parking Guard One was

placed ou three years probation effective March 5,1999 ard ordered to make restitution in tle

amount of$27,721.88. As of January 31, 2002. he bas or y repaid a total of$885.00. Parking

Guard Two was plac€d on one year probation effective Dec€o$er 10, l99E and od€red to make

restitution in the amount of$500.00 in mon$ly increments of$4l.66 per month. As ofjanuary 3 t,

2002, he has or y repaid a total of 540.00. The Depatuent has failed to nodry the Coun that the

Parking Guards have not been coDplyitlg with the Coud's rstitution ordeG.

The Department filed a claim with the Board of fusk and Insurance Malageneot

(BRIM) in the amomt of 527,721.88 to recover the losses from the theft of the parking meter

monies. BRIM is a State agency supported by premiums from participants thst provides a

comprehensive risk management (insurance) prograrn to quali&ing participants. The above amouat

was amibutable only to PaIkilg Cuard One and did not iaclude the $500.00 loss auributable o

Parking Gusrd Two. The Departrnent was pard $26,721.88 in February 20@, the arnount of the

claim less the $1,000.00 Agetrcy deductible. Altbough the DeparElelt has been reimbutsed the

major ponion ofthe loss by BRIM, the State of west virginia stitl h8s not rEcov€rEd $27296.88

because the parking gu€rds have not made rstitution as set out itr &e Courr m€rs. We found no

evidence the Departrnfft had contacted the coun regardhg the nonpayment of the monthly

r€stitutioDs.

T

I
I
I
t
t
I
I
I
t
t
I
t
I
I
I
I
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tI parking 6uard One was placed on thrce years probatiol and ord€r€d by the Coun

I to make restitution to the DeparEnent in lhe amount of S55 ,423.24. The Coun frerstates in p&t:
I

". . . It is fiIlther clnsidercd by the Cout that tbe defeadant be placed

I on pmbation to be supervised by the Adult Probation D@artment of
I this court for a Friod of tbrce (3) yeals effective March 5, 1999'

upon the followir:g terms and conditioos, viz:II . . . The Coun 6nds that the total loss to the Deparmeot of
Admioistratio!" State ofw€st Vi€ini4 the victirn is$553I.2a'aod

I hereby fixes judgement in favor of the Department in tiat amount.

I Probationer shall forfeit and discharge to the DepartrDenl any claim
he may have as concerns funds in the West Virginia Public

tr EmDlove€s Retireuent Futrd as well a-s his accrued amusl leave

I u*i,uni wbich total amount is S 13.975.43, towards satisfaction ofthe
restitution herein dered. Probaioner shall also forfeit a red Chevy

I S- l0 pickup truck (vIN# lcccll4R9H2l3404l) to the DepqtmeDt
I tor disposffion, the proceeds of which shall be attributed to tbe

satisfaction ofrestitutioq as hercin Ordered. Probationer shall make

t regulsr monthly payments tbrougb the Offic€ ofthe Circuit Clerk

I toward the remaining balsDce payable to the Department as ordered
and Dilected by the supereising Probslion Offic€r. . . ."

I
I The above amount of$13,975.43, the $3.400.00 from the sale ofthe truck and tbe

I $10,325.93 that was recovered in Parking Guard one's home totaled 527'701.36' Ieaving a

I- restitution balalce of $27,721.88. As ofJanuary 31.2002' Parking Guard One should have made

t
I a otal of 34 payments to the Depsrtrnent, however, only l8 sporadic r€stitution payments totaling

- 5885.00 have been made, l€aving I restirution balance of $26,836.88.rI 
Pa&ing Guard Two was placed on one yearprobatiorL effective Dersnb€r 10, 1998'

a
I aod order€d by the Coun to make restitution to the Deparf,rent in the arnount of$500.00' payable

a in regular installment of M 1.65 per montb. The Cout frer slates in part:

t; '. . . lt is fifiher colsidqed by the court tbat &e defendant be placed

on probatioo to be supervis€d by the Adult Probadon Dsparrment of
I this Court for a period of( I ) year eff€ctive December I 0' I 998' upon

e followi[g terrns and conditions. viz:

I
I
t

-15-



Probatiooer sball make r€stitution i! the btal amouot of$500.00 to
tbe west virginia Departn€ot ofF inance and Administration payable
in r€ular installments of$41.66 per montb for the loss or dsmages
caused by the crine(s); . . ."

As ofJanuary 3l,2@2, Parkitrg Guard Two had oade five restinrtioD paym€ntsr two

at 55.00 each ard tbrce at $ 10.00 each btaling $40.00, the first payment was made ou June 15, 1999

atrd the last payment was made on November 9, 1999, leaviag a balance of$460.00.

We recommend the Department of Administration contact tbe Circuit cowt of

Kanawha Counry, West virginia in an effon to collecr the restitution balance.

AgenE's Response

Nei) pro.edares bere put h pbce b Februoo, 2002 Jor Accoundng o lorndly

nodl! the Depatutenr's legal rcprcsentrdees o! the pogess made lottard f8dutlotL A

gonlshmeat wlll be fled with the Coun the week of March 4' 2002, b each Mlckey Faraer's

wryes Legel optlons inwlving other iadivitluals who sdll owe reslitutlon are beiag eqlorcd

Wesk htemal Cotrtrols over Parkhe Meter collecdons

The Depafinent of Administration (DeparEneno hss uor dweloped adequate

procedures for safeguarding revenues collected tom parking meters a5 reconnended ir various

reports coducted by the L€islarive Audilor's Office. Collections Aom rhe pa*ing meteG for fiscal

years 2001 aod 2000 totaled $ 155,470.97. Tbe culreff procedures in efect as of the date of this

report, as well as those procedures used in the past, are not consistently applied due to lack of

mansgsment sup€rvision. The lack ofmanagerial confols,r,/as evidetrt in tbe $55,923.24 tbeff of

pa*ing meter collections during the period 1993 through tbe summer of 1998. A Decernber 1998

Sp€cial Repon ard its July 1999 follow-up performed by tbe Legislative Auditor's Offic€'s

Performance, Evaluation and Res€arch Division cited tbe Dcpartn€nt for not implementing iDt€lrlal

controls for the collection of psrking meter revenues. lmplernenting intemal controls had been

I
t
t
I
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I
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reconmended in a 1982 audit issued by the Legislalive Auditor's Office's Post Audit Divisioe If

msnagemeot had implernented adequate controls such as mooitoring d€posits and periodic raDdoE

rotatiou ofstaffin tbe collection of parking revenues, tbe theft ofthe revetlues could possibly haYe

b€tn Fevsnted Dudng the five atrd one-half year time-tame oftbe theft ofthe parking revenu€s'

the same parking guard was responsible for the collection and delivery of the revenues to tbe

Tr€asurer's ofrce. Also, the fluctuations in deposits from mooth o moqth were a clear indicsdon

tbat something wos occurring irr the collection process. Under currmt proc€dues. the Depsrtrnent

delivels the collections to a depository bank and relies o! de bank to calculate the amount ofthe

deposiL

In the procedures establisbed after the rheft, as well as tbose procedures qJrr€ntly in

effect widence is prevalert that management supervision ofthe controls is still lacking. A sign

out log for keys to the meters ald clllection canister h&s not been Eaintained as described o us and

in most cas€s signed only by one individual. we wEre unable !o detemine ifcollectioos were made

by ooe person alone or by more than one perso! and if the duty is rotated among employe€s. we

weae also told rhar an additional ssfeguard had been implernented using tbe Capitol Protec-tive

Services (Protective Servic€s). Protective Services would be notified by the DepartEent prior to the

collection of psrkhg meter revenus and in rum would follow and record the pmc€ss with security

came|as, zooming in on the ernployees collecting the revenues. However, on the day we wihessed

the process ard checked with Protedive Seavices. they said they had no! b€en notified the Foc€ss

was going to uke place. The wea&nesses in the curent Focedures and the lsck of earsgement

supervision increases the risk of theft, misspplicrtion and misappropriation of collectioB as

caurred h the sum.mef of I 998.
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In February 2001, learly all parking meters were replaced witb new digital meters

containing sealed canisreG ilside the meters wbere the coins are deposited once iEerted into tbe

meter. The nerr meters added additional control in the collection process since fte coins csD.trot be

removed from the canisters by an hdividual without ddloying them. The coin canister Eust b€

insened into an untockhg mechaoisE attacbed to a large locked coia crnister. The digital meters

come witb a[ optiotr io track the coins deposite4 however this option wae lot purchas€d by the

Dep6rtaent due to exc€ssive cosL With the instsllation of tbe new merers, procedures were again

charged on February 28, 2001 . Tbe major change ocaurring this time is the lsck of itrvolvqrsnt

with the State Tressur€r's Office. The large locked coin canister is now deliver€d direcdy to tbe

depo$ilory bank The Department met with the TreasurEr's OfEce Staffand was given Pennission

Io direcr deposit tbe parkilg meter collections.

s irce the Departnent do€s not couqt the money before it is deposited mr wito€ss the

depository bar*'s c.unr ofthe money, the possibility of errors, mistakes or theft ar the bank level

ca! rct be detected. Tbe Depafiment is trusting the depository b8!t to accurately dePsit the

parking meter collections. According to Depafinent personnel, this new procedure is an efective

conEol ber4use the employe€s ofthe State do not have physical contact with the money.

Agency heads are requircd by law to safeguard the asseB ofthe State. Chapter 5A"

Anicle 8, S€c'tion 9 of the west Virginia Codq as amended, states in part'

"The head ofeach agency shall:
. . . (b) Make ard ma|rtaltr records coDtal ug adequste 8l1d

proper documentadon of the organizatiorl functions, pollcl€q
decisio!. procedur€s and esseotial transactions of the sgency
designed !o fimish ilforEatio! to prorect the legsl snd ffranclal
rlghb of the rtate and of penotrs directly affecred by the ageocy's
activities. . . ." (Ernphasis added)
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A govermeltal entity's iDtemal control sfuclurc is defined as the policies and

procedures established !o provide re&sonable assuralce that specific entity objectives will be

achiwed Aq internal control stlucttJre coNists of five eletnents: (l) the coDtrol envircnment seE

the roae ofan organizatioq influsncing the coDtrol clnscioustre$s ofils people. [t is the fouodation

for all other crmpon€nb of intemal control, providing discipline and strucrure; (2) Risk ass€ssment

is the entity's identification and analysis of relevant risks to achievsment ofits objectives, fornhg

a basis for determiuing bow the risks should be managed; (3) ContrDl activities arc the polici€s and

p,rocedures that help en:ure that management directives are carried out; (4) Information arrd

communication are the identi fi cadon, c€ptuIq and exchange ofln formation in a form ald time frame

rhst enable people to carry oul their responsibilities. (5) Modloring is a proc€ss thst ass€sres the

quality of interDal conrol performanc€ over time.

The e$ablishmenl and maintenanc€ of a systetn of intemsl controls is the

responsibility of management. The overall control environmeDt is s€t by msoagement witldn an

enriry. Managettrent's aBitudq awareoess and supervision are esseltial to the success o fany control

sy$em.

we recommend the Departrnent ofAdministration comply with C'hapter 5A' Article

8, Section 9 of the west Vi€inia Code. as amended.

Agenq's R.',ponse

The rcsporLslbw, Jor coin colleaions has been fiarslened b rhe Accounting

Sedon effeaive December 2001. Prccedures have beenlormolludro lnsure prcPer egrcgdon

of &des and dual confiol of the ctlledons.
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Department Not Erforclns Parklns Rules

The Depafttrent of Administration (Departn€o0 bas not enforced its ru16 in the

issuance aqd collection of urpaid psrking citations. Duriog ihe moDths of November 2000 and

Jaluary 2001. mo[ey was not collected from the pa*ing meteF 8nd parkhg citstions w€re not

issued. During the period July I, 1999 through June 30, 2001, the Department issued cirqdons

totalilg $45359.@ and collected oDIy $21,085.32 or,16% ofthe citatious iseued.

We were not given an explanatioo wby collections wef,e not made fiom the parking

mete6 during the month of November 2000. However, the month of Jqnuary 2001 was the

transition month in whi ch the new parking meters were inslalled and visitor parkilg was moved ftom

within tbe parking gamge !o the outside perimeter, therefore, the Departllent decid€d not !o make

collections for this month. For the cirations, staffofthe Departrnent's Ac{ounting Section stated that

Ertrploye€s had not been available to review the fil€s or to a$empt to couect the delinqueot smounts.

Howwer, tbey havebeen waiting forthe Secretary ofAdDinisFalion to spprovethe letterto besent

to violarors for the collectioD of unpaid citations. As of August 2001, approval had not been

received.

The Depaftnent h&3 rules in effect for the issuance and collection ofparking citafions.

L€gislative Rule Title 148, Series 6 Parking, conceming parking maers, ststes in psn:

'Section 4. Metered Parking.

The Secretary of Administration may install parking merers in any
al€as d€signsted for parking he or she considers prudent to permit
coovenient parking spacs for visiton to the capilol. The amoun! to
be charged for parking at metsn shall be ddsrnined by the
Sesetary.'

'Section 6.2. Metered Parkirg. The owner ofa motor vehicle
parked ar a parking meter with elapsed time during the hours of9:00
a-m. *rcugh 4:00 p.m. Monday through Friday, except holidays, is
subject to an oveltime pa*ing 6!e in ac$rdance with Sectioo 7 of

t
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this nrle. Monr vehicles ticketed berweeu 9:00 a-r!- and l2:00 noon

may be ticketed again between the hours of l:00 p.m. ald 4:m p.m.

with each ticket containing ao overdme pBrking fine itr accordaoce

with Section 7 of this mle. ln no event may a singulsr vehicle at a

shgle palkilg neter be ticketed more than twice in one working day.

Legislative Rule Title 148, Series 6 Parking, Section 7.2 coDcef,ling payoent of Eaes states:

Section 7.2. Paymenl "Payment offines is required within seventy-
two (?2) hou$ ofthe tinre the ticket was issued to eith€r the ticket
rec€ipt boxes provided by the Departm€nt ofAdministratioD or to tbe
address printed on the ticker. Fines not paid within seventy-two (72)

hours are subjecr to an additional fine not to exceed five dollars
($5.00). A summons may be issued for tickets not paid eithin (14)

days."

with the Departsnent not enforcing collection ofthe parting citatiols from violators'

the possibility exists for individuals to park at tle capitol Complex psrking meters for fiee. which

in tum may result in the Pa*ing Lots operating Fund becoming und€rfunded. The exPenses of

maintaining the pa*iog facilities may have to be paid by other frrnds within tbe Depertmenr

We recorunend the Deparqnent of Adrninistration comply with Sections 4, 6.2, and

7.2 of Legislative Rule 146, SeriB 6, Parki!.g.

Aaenclr's Response

The admiitstqdee overJght of the partdag operdons w&t reasslg,ted lo the

Purchastng Dtviston efreaive December 200 I. The daabase ol unpaid vloldon-s hos rccentSt

been updmed. Colleaion leners to vlolston wiII be sent it Msrch 2002. Cablna seeetodes,

buresu rrlmmissloners atd agenc! heads htiU receive copies ofsuch leaeB sen, to ,he emPloyees

in theb rcspedee agencies. The Accounting Seaion will provlde regulu rcpotdtg to,he

Purchadag Dleldon at ladhtde coUedon ol omoanb owed.
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Fh€ Cheqper Thar Pavhq Dallv Cost of Psrkhs Meters

Under the Departnent of Administrauon's (Depafinent) curent perki[g rules'

Legislarive Rule I48. Saies 6 Parking, it is to an individual's advantage to receive two parking

tickets rlaily (the maxiEum) rather thatr p8y the daily cost of a parking meter. Accodilg to the

Deparunent's Parking Ruleq a total oftwo parking tickets may b€ i$3ued during a six hotll period

each work day (9:00 &m. thrcugh l2:00 nooD and l:00 p.m. thrcugh 4:00 p.m.) for a minimum of

$3.@ per violation or a naximum of$6.@ per day. The lew parking meters imtalled 8t the Capitol

Complex parking faciliti€s curently require a fee of $ 1.00 per hour. Thereforq if an bdividusl

psrks at one of these meters all day dudng the normal work hous of State agenci€s (8:00 8.m.

through 5:00 p.m.) and pays the required fee, the individual would sPend $9.00, which is $3.00

higher than the cosr ofthe two citarions.

The same effect applies here as prwiorsly meotioned that the DepartoeDt is losing

money which in tum may result iD the Pa*hg Lots op€rating Fund becoming under funded ald the

expeDs€s of maintaining the parkiDg facilities to come fiom other fuods witbin the DepartEenl

Legislative Rule Title 148, Series 6 Parking states il] pan:

"6.2. Metered Pa*ing. The owner ofa motor vehicle parked at a
parking merer with elapsed time during the bours of 9:00 a-m.
thrcugh 4:00 p.m. Monday through Friday, exc€pt holidays, is
subject to an overtime parking fine in accordanc€ with Section 7 of
this rulq Motor vehicles ticketed between 9:00 &m. a.trd l2:00 noon
may be ticketed again berween the hours of l:00 p.m. 8nd 4:00 p.m.,
with each ticket conaining an overtime parking line in accordance
with Section 7 of this mle. [n no event may a singular vehicle at a
sbgle parking meier be ticketed more than nvic€ in one working day.

7.1 Fhes. A p€rsoD who violares this rute is subject to the followitrg
6nes:
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Handicapp€d Arca
Legislative Parkiog Arca
Reserved Palking Arca

s100.00
4.00
4.00
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3.00
3.00
3.00"

Pa*i[g i! Travel La.ue

Overtime Parking
No Parking Arca
Irnproper Parking

When we brought this EaltEr to the attentioD ofthe Director ofthe Gen€@l Servic€s

Divisioq he said the DepartEert is aware ofthe situation atd is in the process of amending the rules

to ircr€ase the cost of ovenime parking violations to al] amount that would discouage individuals

&om not wanting to deposit money into the psrking met€rs.

We recommend the Deparunent o f Administrarion amend Legislative RuleTitle I48'

Series 6 Parking Sections 6.2 Metered Pa*ing and 7.1 Fines.

AsencTr's Res!(rrrse

The Deparanent of Admintstrdon proposed changes to Leglsldve Rule 148'

Serles 6 Pqrldag, to address the fnanclo! dlshcentlve o pay the pa*ing mete* Tha proposed

rule k behg dellb*aed ln the 2002 leglslatlve sesston

Authorlzsdo! of hvolcca for PavEe|rt

In o ur test ofdisbEs€ment ftnsactiotls, we norcd 24 invoic€ totaling $34' I 9 I .62 thst

did not have the sppropriate approval signarure ne€ded for paymenl

Chapter 5A, Aflicle 8, Secrion 9 of rhe Wes virgirus Code, as amende4 stales i!

psn:

"The head of each agency shall:
. .. (b) Make and maintain records conbining adequate and prope!
documentation of the organizatioG functions, policies. decisions'
procedures and €ss€ntial transactions of the agvrcy d€igDed to

firmi"h info.mation !o protect the legal 8nd filsncial rights of tbe

state and ofpersons direcdy affected by the agpncy's activities. . . ."

According to &e procedures describ€d !o us by the Departm€nfs Prujec'ts Manager and the

Accounting Tecbniciall, Ceneral Services Division's invoic€s are sent to the Projects Msoagq or
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the Director ofGen€ral Services for &eir sigaature approving thern for paymeal However, ofthe

24 invoic€s meDtioned above we noted I9, otaling $28,974.@ were signed only by tbe Accoulting

Tecbnician with tbe stamp ceniryiug rbe items had been received and were approved for paymenL

We also noted 6ve invoic€s, lotaling $5B17.62, which did not have qry signature.

lf invoic€s arc being approved for paymeut by someone other tban the persoo

responsible for approva.l, paym€nrs could be made from the Parking Lots Op€rating Fund for

purchases that have not been authorized or for items or services tbat have not been received by the

D@artment.

we recorunend the DeparEnent ofAdministration comply with Chapter 5An Anicle

8, S€ctioo 9 of the West Virgiuia Code, as amended.

AqertE's Response

The Depart tent ls it the procas of updoing procedares ro lnsure that au

tanraaions are properly tpproved before submitsion for paymenl hocedurq wlll be aublBhed

vthb dte Accoundttg Secdon ,o msinubt s llsr of aathorlzed pe|9,o'.s The urya date u

complete thev qcdvitles b March 31, 2002

Ircorrect L€ave Balarce

During our examination of Employe€s' sick and annual leave balanc€s, differcnc€s

were noted for two employe€s when conpsring the employe€s' leave balances !o their corcspotrding

leave request forms and time sheets. The employees' leave balanc€s do not accurately reflect the

leave teken accoding to their completed leave request forms and/or time sheers. The firs employee

completd ut Application For kave With Payform on Awust I I, 1999 for4o bo|I3 ofa.Drual l€ave

for the pedod Septernb€r 7, I 999 through September I 3, I 999. However, only eigbt hours ofaunual

leave was deducted liom tle employees leave records. Therefore, there is a 32 hour difftrence

I
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b€fwee! the employee's leave record and leave request form which is signed by both the employee

and supervisor. The Department of AdministratioD was unable to provide us with the ernployee's

time sheet for the p€riod for verificstion of acnral time worked.

The second employee's time sheet for the week endiDg Deemb€r I 5, 2000 indicared

3.75 houn of leave were used on Dec€mber 15, 2000. The time sheet was sigqed by boft the

employee ald zupervisor, but tbe type o fleave was lot indicated. Tbe D€partm€ot could trot provide

us witb the eflployee's lerve request form, and the employee's leave records did not indicate any

leave had been wed.

As a result of the differences between the leave records, leave rcquest forms aod

corresponding time sheets, the two employe€s had overstated leave balances of32 houn and 3.75

hous, respectively.

Chapter 5,q. Anicle 8, Section 9 of the W€st virginia Code, a3 am€nde4 star€ ir

p8n:

*The head of€ach agency sball:
. . . (b) Make and nahtaia records containing adequae and proper
documentation of the organizatioru functions, policies, decisions,

Focedurs and essential transactions of the agency designed to
fumish information to protect the legal and financial rights of the

state and ofpe{sons directty affected by the agency's aoivities. . . ."

According to the Administrative Secretary ofthe Geoeral Services DivisioD' Ieave

is ooly entered into the leave system when a completed time sheer and le{ve request form have been

rec€ived. The Admilistrative Secrebry is not sure why therearedifferencts between these record,s"

bur it app€a$ the 3.75 houn indicated on the time sheet were never entered illo the leave systsE.

\i/e recommeod the DepsrtneDt of Administration comply with Chager 5A. A$icle

8, Segtion 9 ofthe West virginia Code. as amended.
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Asenq's Res&onse

In Februant 2002, the Deparbrren of Admbtittrsdon Implet renred 4 neht

aatomdsd lesve qstem tlpdaud procedura were daeloped orrd condnue to be r$aed lot the

nere sJ$rerrL Muldple levels ol rcvlew and approvat for leave tantadons ate a key Pqrt of the

$den The use of leo|e wlll be enrercd by thrckeepers AdJutt rrents w I be deGmbed by the

Payroll Sedon and communicaed o the tlmekeepenlor enuy. The PayoU Sedon wlU revlea

the lcave enoles for accuracl.

Ove4rqyEert of Dlvblo! of Perrounel AdEhlstratlve Fe€s

Division of Personnel Administrative fees. which are based on the tota.l Full Time

Equivalent (FIE) positions paid from a firnd were overpaid by $595.00. The details are explained

below.

Amourt Actualy Audlted AEount
Fbcal Pald for PersoDnel of Persourel
Year Admlnlstradve Feer Adrnlnktrattve Fees Dlfferelce

t
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2001

2000

$1,190.00

$ l,190.00

$93s.00

$8s0.00

s255.00

$340.00

The Parking Lots Op€radng Fund paid $595.00 in excess of the amount due for

personnel administrative fees. This additional amount was not a legitimate or authorized

disbunement of the firnd.

The Personal Servic€s Expenditure Schedules indicate the Parking Lots OFrstiog

Fund had a otal of five and oue-half and five FIE positions for fiscal year 2001 atrd 2000,

respectively; and according to the State of west Virginia's Ex@ditue Scbedule lDsructions for

Fiscal years 2001 and 2000, the Division of Persomel Administntive fees should cost $ 170.00 for
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each psrm&ent FfE positioo paid from the fund per year, which totaled $93 5.00 for fiscal year 2@ I

ard S85O.OO for fiscal year 2000. However, according to the schedules supponing the actual

WVFIMS paym€nt transactionq tbe Parking Lots Operatilg Fund paid Sl'190.@ for personnel

adminisnztive fees for each fuca.l year.

We recommend the Departsnent of Administration rcqu€st reimburseBEnt fiom lhe

Division ofPenonuel for the overpayments.

Agencv's Resoons'e

The Deparanent wil! Jormalle the procedures ln place for proper payment of

admtnlstradvefe* The tqrget d4te lor compbtion oJthis advlty is Morch 31,2002 The PaJtoA

Seaion wlll requx relnbu4ement from the Divhlon o! Penonnel lor the oeerPqlmena nobd

ln the rcport

suDDordre Doclme!tadon

The Deparrnent of Administration (Depqtment) was not able lo provide us with

supporting docurneotation for many ofthe disbusement and Pyroll transactions ofthe Parking LoE

operating Fund. The followilg doorments werc not available: two invoic€s supponing payment

tsansactioN in the amounts of $8,650.00 and M9l 0Ol rec€ipts and invoic€s supponirlg the

purchasing card statemenl tbr January 200I : an independent aPpraisal of land puchased by the

Agorcy, which is used to detemine the value 8nd purchase price ofthe property; time sheds for the

period July I, 1999 through December3l, 1999 for ernployees paid from tbe Parking Lols Operating

Fund; three Applicalion For Leave With Pay requ€$ furns; 8n4 the EPICS February 15' 2001

payroll regist€r.

Since fie Department wss tmable to provide us with these documeots supportilg

paym ent transactions. we were unable ro verif ifthe proper arnounb were paid" ifthe disbusemeots

were authorized and approved as aD a€tual State exp€nditu€s" and if the paymanrs were paid
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promptly. AIso, c.itbou! tbe time sheets we were urable to veliry tbe acruracy ofthe sick 8Bd alDual

leave balanc.es and to determine ifovenime paymens were properly authorized and correctly paid.

Chapter 5A, Afiicle 8, Section 9 oftbe West viryiriq Code, as aoende4 states iD

part:

"The head of each agenry shall:
. . . (b) Make and naintain records cootaining ad€quate and Fop€r
docunentation of the orgsnizatioD, fimctions, policies, decisioos,
procedures and essential transactions of the agency desigred !o
frmish information to protect the legal and financial rights of the
state and ofp€rsons dircctly affected by the agency's activities. . "

West Virginia state Auditor's office, State Purcbasing Card Program's Polici€s 8nd

Procedures dated July 2000 slates in part:

". . . A rec€ipt is required for all transacrions. A rcceipr must coutain
sp€cific informadon and meet certain cordidons:
Ar i-uvoice marked "Paid" or showing no balance due, must be

Fovided. . . ."

We recommend the Depsrtnent ofAdrninistrarion comply with Chapter 5A, Article

8, Section 9 ofthe West vilginia Code, as amended ard the west Virgilia State Auditor's ofnc€,

State Purchasing Card Program's Policies and Procedures.

Agenqv's Resoon*

The Accoundng Sec'tlon witt review it atchtvtttg practiccs

Strlndtrs of Purchase!

Dudrg ow examination o fthe Purchasing card r?nsactions. we noted thrce instanc€s

ofpuchases on a particular day tom a siugle vendor that exceeded the Pruchasing Card transactioo

limit of$1,000.00. The ransaction limit was avoided by stinging the purcluses ino two or more

separately invoiced transactions. Individually, the traDsactioN are less than S I,000.00, bltr the totsl

amoult of the items purchased is over the transaction limit. The details of these split tralrsactions

are dBcaibed as follows:
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IteE
Descrlpdon

Ballasts

Ballasls

Signs

Si$s

hvolce
Dqte

0a09l0l

ou09tol

0vl4/00

08/14/00

08/ 14i00

oul3nl
0al3r0l

08/ l4100

08/ l4100

08/14/00

t/25/N

tD5r00

Amourt

$ 540.@

540.00

$1,0E0.0q

s 4s3.00

753.72

6t 5n

st.268.22

s 423.00

643.00

$1,066.00

Date
Pald

Paint

Paint

Paint

tr25t00

t/25too

AIso, th€re is a gealer possibility purchss€s may have been made without proper

authorization becarse under the Departsnelt of AdminisEation's PurchasiDg DivisioD rules and

reguladon governirg purchases, a purchase order is required aod bids should be obtained when

possible for purchases over $ I ,000.00.

west virginia state Auditor's offic€, state Purchasing card ProgFfli's Policies and

Proc€dur€s $ates in Dan:

". . . strlngtrg - The intentional manipulation ofthe ordering billing
or psyment Focess in order to circumvent the ftnsaction limit . .

Stringing of purchas€s/charges is strictly prohibited . .

. . . Transacdor LlDlt - For tbe pedod begiDning July I' 1998' the

maximurD dollar amount permifted i.o I single transaction is
$1,000.00...'



Secrion 6.1.2 ofthe Departrnent ofAdministadon's, Purchasing Division's Agency

hrchasing MBnual $ares in pan:

'$1,001 ao $5,0fi1: A oinimrun of three (3) verbal bids shall be
obtand when possible. Docunent ad record all bids for public
record. . . An AEenc! PutchLse Odeh Vy-88, or TEAM-
Generaed Purchose Or&r is requircd. . . ."

In a fiscd year 1999 pos-audit ofccrtain purchasi4 card transactions, by the OfEce

offte State Auditor's Puchasiog Card Post-Audit Staff, tbe Ceneral Services Division was wriuen

up for 'Sringing of Purchas€s". The Audit stated in pafi:

'. , . The field audit revealed insrances in which invoic€s werc split
and proc€ssed as separare bansactions. This appea$ !o be an attempl
to circumve the one tho[sard{ollar transaction limit."

The Purchasing Card Progmm recomnended the General Services Division follow currett Policies

and Procedur€s and stay witiin the $ 1,000.@ transaction limil The Division replied that policies

aod proccdures would be followed.

Accordirg !o lhe Sralf of the General S€rvices Division, the purcbases were eitber

from sepsmte work orders, whi ch are completed for individual jobs performed by Geneml Servic€s,

or back orders. Staff also stated the orders may have beeo plac€d d different times, bu the vendor

completed the orders and billed the Divisio! on the same day.

We recommend the Departrnent of Administration comply with the west virginia

Stare Auditor's Office, State Purchasing cad ProgEm's Policies and Procedules and the State of

west virginia, DeparEnent of Administration's Puchasing Division's Agency Purchasing Manual.

Aaencv's Responf?

In Jattuary 2002, the Deput! Dtrccror olcenerql Senbe begon a dttgent rottsw

aad approvl olpurchose csrdholder ,ratgqcdons He aow revlzws sA month!! saemena qt d

su pp o rdng do c u m e ntqdo n-
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Aurhodzado! of PurchasLre Card Receiptr

While reviewing the receipE supporting fte purchasing c2td transactioDs Paid ftom

the Parking Lots Operating Fud for 6scal yean 2000 and 2001, we noted 1l irstanc€s of

purchasing cad receipts sigDed by someoDe otber than the audorized cardholder. The puchashg

cards are issued to the two Purchasing AssisranE for the Geneml Services Divisio$ however, I I

credit csd rcceipts lotaling $3,893.97 werc signed by oth€r €nPloyees within the General Services

DivisioIL

When purchasing cards arc used by individuals other than the authorized cardholder'

the secudry of the purchasing csd is comFomised. Therefore, there is a geater possibiliry of

unauthorized purchases aqd puchases that are not for the beirefit ofthe State.

wesi virginia state Auditor's officq Stqte Purchssing Card Prograrn's Policies and

Proc€dwes dated Ju.ly 2000 states it] part:

". . . Card Delegadon - The process ofallowing an individual other
thsn the cBrdholder whose name appeaF on tbe ftont of the
purchasing card o initiare or complete a transactioo. . . .

The person's name appearing on the purchasing card is responsible
for all transactions appeadng on the $atc[Dent and is resPonsible for
each card issued in bis or her name. . .Card DeleEption is stric{y
Prohibitd. . "

Card securiry was also mentioned in the audit of csrain pwch&3iDg csld tralsactioos

by tbe office of the State Audiror's Purchasing card Posl-Audit st8ff. The Audit ststed in pan:

". . . The field audit revealed insunces in which more than one Person
is autborizing transactions using the same Purcbasing Card The
audit revealed that it is common plactice to allow anployees who are

not csrdholdeG !o sign credit cird receipts, . . . This situation creates

serioru security risks for the individual cardholden that are

respoNible for every puchase made on tbeir csrd-

. . . The Purchasing Card Program recomrnends thar individual
cardholders keep their Purchasing Card in a secure location at all
times. lf a! employee needs to pick up a! order that was paid for
witb tbe Purchasing Card b) phone, the Purchasing Card Program
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reclmmeds tbat the employe€ sigtr ao iteniz€d invoic€. 8od that the
qedit c€d receipt be frxed to the acnral cardholder."

The General Services Division staffstared that they believed this was the most important filding in

the report and they were iorplem€otitrg steps !o overcome the 6nding.

According to the Statrof the General Servic€s Divisioo, phone oden are placed by

the Puchasing Assistants. Howev€r, b€cause ofthe large volume ofpuchasing cad purchases and

their additional purchasing duties, it is not possible for tbe Puchasing Assistants to take dme to pick

up these purchas€s. Therefore, other employee frequartly pick up th€se itsms ordered with the

purchasing card and coDsequ€ntly sign their name to the rec€ipl

We recommend the D€partmelt of Adminisratio! comply witb rhe west Virginis

State Auditor's Officq State Purchasirg Cad Program's Polici€s and Procedwes.

Aeencv's ResDonse

In January 2002, the Deput! Dtredor ofceneruI semlce b€gsn q stlngent revien,

and approval ofpurchqse ctrdholder aaascdons He now retlzr\ 4ll momhly srdemenE 4nd

s u ppo rth g do c u men ldo tL

Late Pavmetrtr Pald on the Purchalhe csrd

kl our examination ofthe Purchasing Card transactions, we noted two payments of

past due invoic€s that were paid with the Purchasing Card. These charges, for water cooler rental

and bonled wateq were billed monthty by the vendor but w<re not paid when they were due.

lnvoic€s for the montbs of May 1999 tbrcugh July 1999 were pald with the

Purchasing Card on october 15, 1999. There were nine invoices for these three months muling

$442.90. The invoic€s w€re not date stamped receive4 thereforg we were uoable to deterDhe how

long tbe Division had the i.Dvoic€s.

In additio[ we noted charges for bottled water aod warer cooler rentals for the

months of March 2000 through December 2000. which were not paid until April 26, 2001 on the
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purchssing card- Dud-og this perio4 there were 30 invoic€s totaling $ 1294.20, 8!d only three were

receipt date stamp€d. The three invoices for the Septemb€r 2000 chsrges were rcceived on Octobet

I 9, 2@0; bowwer, paymen! was uot made until April 26, 200 I , which is I 29 days beyond the 60

days allowed by tbe stale Code. we werc unable to determine the receipt date for the rsmai.tritrg 27

invoices.

The wesl viryinia code requir€s invoices to b€ paid promptty within 60 days oftbeir

rec€ipq however, the Depafinent has circumvented this requirement by using the puchasing card

to pay these late invoic.es. Additionally, interest should have b€en ass€ssed for the days €ach iovoice

was outstanding after the 60'" day of receipt for that invoic€.

Chapter 5A" tuticle 3, Sectio! 54 ofthe w€st virginia Code stat6 in pafi:

*Any propedy registercd and qualified vefldor who supplies services
or commodities to any state agetrcy shall be entitled to prompt
payment upon presvrtation to that agency ofa legitimate uocontested
invoice. . . a state check shall be issued in p8yment thereof within
sixfy days after a legitimate uncont€sted invoice is received by the
slate agency receivirg the services or commoditiB. Aoy state check
issued after such sixry days shall include interest at the curreD: rate'

According to the Purchasing Assiststrt the Departsnent w&s simply behind in payitrg

tbis vendor and is now trying to keep the paymens currenq and. the late payments resulted from the

time taken to gather all the docwtents for processing the psyments.

We recommend the Departrnent ofAdminiskation comply with Chapter 5A" Article

3, Section 54 ofthe West virginia Code.

Aaerrclr's Response

In Jutuary 2002,lhe Depuv Dlrcdor ofcenersl Senice begqt sdt getttrdlew

and apprcva! of putchq.g cardholder tansoaions He now rcdzws qll monthl! stdemena ond

s u p p o rtltt g do c ua e n udo tt"
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INDEPENDENT AUDMORS' OPINION

The Joint Committee on Goverffne and Financ€:

we have audited the statement of cash receipLs, disbursemens and changes in casb balance of the
Gereral Services Division's Parking OperatioDs ofthe west virginia Departm€nt ofAdmi.oistratio!
for the yean ended June 30, 2001 and Jure 30, 2000. The financial sntement is the responsibility
of the maragemvrt of the General S€f,vicrs Dvision's Parkilg Op€ratioDs of lhe west Virginia
DepaIlnent ofAdmidstration. Our r€sponsibility is to exprBs an opinion on the filancisl staterDent

based on our audil

Ercept as discussed in the following paragraph, we conducted our audit in sccordalc€ with gen€ral Iy
acc€pted auditilg staldards. Thos€ standards requirc that we plan and perform tbe audit m obuin
reasonable assurance as to whether tbe financial statemEnt is frEe from malerial Eisstatemeot. Atr
audit includes examining, on a test basis, evidence supponirg the amoults and disclowrcs in &e
financial statements. Al] audit also includes assesing tie accountiog pdnciples us€d and significant
estimates made by managernenl as well as evaluating the owrall financial starrnent presentation
We believe that our audit provides a reasonable basis for ow opinion.

we were unable to obtain sufficient coEpetert evidential manq rc daerE.ire whether recorded
parking meter reveru€s of $73,401.03 and $82,050.94 at June 30, 2001 and JuDe 30, 2000,
r6p€ctively, represent the amouDts actually collecred b€cause of the DeparEnelt of
Administration's weak intemal contsols over rhe collectioD ofsucb revetrues. The Department of
Adninistralion deliveas pa*ing meter clllections to a depository bank aud placts complete reliance
on the depository bark !o determine the amount of the collected parking meter revetruB. Also, tle
Departm€nt ofAdministration's interoal coDtlol structuG over parking meter rev€nues p€riodically
allowed ooly one individual to collect rwenues &om the parking meten with subs€quent delivery
ofsuch revenues to the depository bat]k without the omount ofcollected parking meter reveDue being
wimessed or indepeadently verified by another employee. we were unable to apply altemative
proc€dures ro satis& ounelves as to the faimess of the amoun6.

As descriH i! Note A the financial statement was prepared on the cash basis ofaccounting whicb
is a comprehensive basis ofaccounting other than genera.lly accepted accounting prbciples.
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h our opinion exc{pt forour irability !o delermine rbe actual amouDts ofcolle{ted parkitlg meter

revenue as s€t forth in lhe preceding paragfaptr. the financial suremerr refered to above pl€selts
fairly, in all material resp€rts, the rcveoues collected and expeoses paid ftom the G€neral Seryic€s

Division's Pa*ing Op€rations of the West Virginia Depaffnent of Adminisbation for the y€ars

eNlded June 30, 2001 ad Jutre 30, 2000 o! tbe basis of accounting described in Note A-

Resp€crfuUy submiBe4

Lesislative Post Audit Dvision

Novemb€r 30, 2001

Auditors: Edelbert Scltt, Supervisor
Chaf,les L. Lunsfor4 A uditor-i!{harge
Rhonda L. Combs
Melanie L. Nuckols, CPA
Trenton w. Monon

-35-



WEST VIRCINIA DEPARTMENT OF ADMINISTRATION

GENERAL SERVICES DTVISION - PARKING OPERATIONS

STATEMENT OF CASH RECEIPTS. DISBURSEMENTS

AND CHANGES IN CASE BALAI{CE

SPECIAL REVENUE

t
t
a

t
!
IYear Erded Ju[e 30.

2001 2000

Parlilne Lot! Olleradrs Fund 024G.610)

Cash Re€ipts:
Assigned Spaces Rental Income
Parking Mete! Revenues
Parking Fines
Board of fusk and Insurance Management Proceeds
Parking Guards Restitution

Disburs€rnents:
Personal Services
A-Dnual l-ucrenent
Employee Benefits
Curr€irt Erpqrses
RepaiF and Alterations
Equipment
Buildirgs
Land Pulchas€s
Public Employees Inswance Reserve

Cash Re$ipts (Underyov€r Disbusenents

Beginning Balance

EDding Balanc€

See Notes to Financu StdemenB

$340,545.43
73,401.03
1,329.0'l

0.00
300,00

42t,57 5.53

$370,352.68
82,050.94

26,12t.88

493,246.75
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81,325.13
950.00

38,039.'72
340,962.60
9l,399.91
58,890.09

0.00
r60,015.88

772.408.33

(3s0,832.80)

581.1't 5.72

s230.s42.92

64,6Ot.54
0.00

28,940.97
282436.32

15,930.71
t2,86'1.65
9,900.60

0.00
0.00

4t4.617.79

78,568.96

s032M,76

s58t.775.72
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WEST VIRGINIA DEPARTMEM OF ADMINISTRATION

GENERAL SERVICES DTVISION - PARKING OPERATIONS

NOTES TO FINAI\ICIAL STATEMENTS

Note A - Accountlng Pollcl€s

Accounting Method: The cash basis ofaccounting is followed therefore certain revenu€s and relsled
assets are recogoized when received rather *ran when eame4 and certain expsns€s arc recognized
when paid rather tban when the obligation is incuned. Accordingjy, the fi!8lcial stateEent is not
intended to pr€sent financial position and results ofopelations in clnformity with generally ac{€pted
accou!tirg prircipl€s.

NoteB-PelllorPls!

All eligible employees are mernbers ofthe West viryinia Public Employe€s' Retirernent System.

Employees' cootributioos 8re 4.5 oZ of their annual compen-sation ald ernployees have vested righs
under certain cirqmstanc€s. The Depsrtment of Administmlion's GeneEl Servic€s Division's
Pa*ing opsrations matches clntributions at 9.5% ofthe compensatioo ou which the ernployees

made contributions. The General Services Division's Parking Op€rations peNioD exp€nditurB were

8s follows:

Sp€cial Revenue

Year Ended June 30.
2001 2000

$iJ50l5 $5.ll?15
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STATE OF WFST VIRGINIA

OFFICE OF LEGISLATIVE AUDTTOR TO W'IT:

t, Thedford L. Shankliq CPA. Director ofthe Legislative Post Audit Divisiorl do

hereby ceniry that the repon ofaudit app€nded hereto was made mder my direction and supervisiorl

under the provisioos ofthe w6t VLginia code, chapte! 4, Article 2, as amended, 8!d tlut the sall]e

is a true aod clrrect copy ofsaid repon 
, .. _\

Giveo under my band tti" /4g auyo1 ( tftu 0 .zooz.

Legislative PDst Audit Dvision

Copy forwaded to tle Secretqry of Ihe Departnent of Adminiqmriotr to b€ filed as

a public record. Copies forwarded to the west viryilia Depanment of Admidstration: Covemor;

AEomey Genersl; snd State Auditor.
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idford L. shanklirl CP,{ Dirc{,tor
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