
1.0 PURPOSE 

To: Council in Committee of the Whole 

From: Ron Foster 

Auditor General 

To present a report on the audit of controls over cash receipts in the City's recreation 
facilities. 

2.0 RECOMMENDATION 

Item: 

AG-11-11 
File: 

C-I 000 

It is recommended to City Council: 

Date of Report: 

November 18,201 1 
Date of Meeting: 

November 28,201 1 

Subject: Audit of Controls over Cash Receipts in the City's 
Recreation Facilities 

That the recommendations contained within Report AG-11-11, "Audit of Controls over 
Cash Receipts in the City's Recreation Facilities" dated November 18, 201 1 be endorsed 
and referred to the Interim Commissioner of Community Services for a report back to the 
Community Services Committee. 

PUBLIC REPORT 

3.0 EXECUTIVE SUMMARY 

Although no major concerns were identified during the audit, the following changes are 
recommended to strengthen safeguards over cash receipts: 

9 Staff should balance their cash receipts and complete a cash summary report at the 
end of each shift. If the total cash and cheque receipts are less than $50, the cash 
receipts should be stored in the safe until $50 has been accumulated for deposit; 

Amounts on daily cash summary reports should be independently verified by 
designated staff the same day that they are completed; 

9 The amounts of garbage bag tags and swimlskate tickets sold should be reconciled to 
the inventory on-hand at the beginning and end of each day; 

9 Locker coins should be collected by two staff at the end of each month; 

9 The number of voids and refunds processed by cashiers should be reviewed by 
designated staff at the end of each shift. Large numbers of voids or refunds should be 
brought to the attention of program supervisors to assess their appropriateness; 
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9 Customers should be required to sign a form to acknowledge the receipt of small cash 
refunds (under $10) and program coordinators or supervisors should authorize the 
issue of refunds in writing; 

9 Coin orders should be balanced at the beginning of each shift and independently 
verified by designated staff at the end of each day; and 

9 The cash handling procedure should be updated to reflect the above 
recommendations. 

Management agrees with these recommendations and will implement revised procedures 
on a timely basis. 

4.0 INPUT FROM OTHER SOURCES 

9 During the preparation of this report, input was obtained from the following individuals: 

- City Manager. 
- lnterim  omm missioner, Community Services 
- Commissioner, Coroorate Services 
- Director, ~inance services 
- Director, Recreation and Culture Services 

5.0 ANALYSIS 

5.1 Objectives 

9 The objectives of the audit were to assess the adequacy of internal controls over 
receipts in the City's recreation facilities and to assess compliance with the City's cash 
handling procedure. 

5.2 Scope 

9 This audit examined internal controls over the collection, recording and deposit of 
receipts in all of the City's recreation facilities between August 1, 201 1 and 
August 31, 201 1. This was a regularly scheduled audit rather than an investigation of 
an incident. 
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5.3 Procedures 

9 The audit included a review of the City's procedures, activities, assignment of duties 
and reports regarding the collection, recording and safeguarding of receipts in the 
City's recreation facilities. 

5.4 Background 

9 The Recreation and Culture Services Branch of the Community Services Department 
has budgeted annual revenues of approximately $6.9 million for 201 1. Monthly 
revenues from the recreation facilities were approximately $0.5 million in August 201 1. 

5.5 Findings 

9 Testing indicated that staff do not balance cash receipts on a daily basis in one of the 
facilities. It is recommended that staff in all facilities balance their cash receipts and 
complete a cash summary report at the end of each shift. Daily cash and cheque 
receipts less than $50 should be stored in the safe. Once $50 has been accumulated, 
a bank deposit should be prepared. 

9 Cash summary reports are not always verified independently to ensure that sales 
amounts agree with cash on hand. It is recommended that amounts on daily cash 
summary reports be independently verified by designated staff the same day they are 
completed. Designated staff includes recreation information clerks, program 
supervisors or program coordinators, pool supervisors and facility supe~isors. 

9 The amounts of garbage bag tags and swimlskate tickets sold within two of the 
facilities were not being reconciled consistently or accurately. It is recommended that 
the amounts of garbage bag tags and swimlskate tickets be reconciled to the 
inventory on-hand at the beginning and end of each day. 

9 Locker coins are not collected by two staff on a regular basis in all of the facilities. It is 
recommended that locker coins be collected by two staff at the end of each month. 

9 This audit indicated that controls over voids and refunds are inadequate. It is 
recommended that the number of voids and refunds processed by cashiers should be 
reviewed by designated staff at the end of each shift. Large numbers of voids or 
refunds should be brought to the attention of program supervisors to assess their 
appropriateness. 
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4 Cash refunds under $10 are periodically issued by staff. It is recommended that 
customers be required to sign a form to acknowledge the receipt of all cash refunds 
and that program coordinators or supetvisors be required to authorize the issuance of 
cash refunds in writing. 

9 Testing indicated that coin orders are not being balanced at the beginning of all shifts 
or verified independently at the end of each day. It is recommended that coin orders 
be balanced at the beginning of each shift and independently verified at the end of 
each day by designated staff to ensure adequate controls are in place over these 
funds. 

> No irregularities or cash shortages were noted during the audit. 

4 It is also recommended that the cash handling procedure be updated to reflect the 
recommendations in this report. 

4 Management agrees with these recommendations and will implement revised 
procedures on a timely basis. 

6.0 FINANCIAL IMPLICATIONS 

4 Implementing the recommendations contained wRhin this report will improve controls 
over receipts in the City's recreation facilities. 

7.0 RESPONSE TO THE COMMUNITY STRATEGIC PLAN 

4 The Office of the Auditor General assists Council in holding itself and its 
administrators accountable for the quality of stewardship over public funds and for the 
achievement of value for money in City operations. Taking action and ensuring 
accountability is one of the objectives contained within the Community Strategic Plan. 

Auditor General 


