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EXECUTIVE SUMMARY

In accordance with the Fiscal Year (FY) 2020 Annual Audit Plan, a Cash Handling Policy
Compliance audit was conducted of the Building (Building) Development Services Department.
A summary of the audit objectives, results and recommendations follows.

The overall objective of this audit was to determine compliance with the City of Laredo’s (City)
Cash Handling Policy and to evaluate if proper internal controls are in place for monitoring
payment collection procedures.

Building Department personnel tasked with processing, depositing and accounting for daily
collections are complying with most of the requirements outlined in the City’s Cash Handling
Policy. Proper internal controls are in place and working when in full compliance with the policy;
however, there were some areas noted that could use some improvement with the Building
Department’s process. We determined that:

¢ There was one (1) instance where a receipt was issued by an employee other than the
corresponding teller of the cash receipts batch; and,

¢ There was one (1) instance where not all required Cash Receipts Listing report
supporting documentation was submitted to the Financial Services Department nor
maintained in the Building Department’s file.

Based off of the results noted, we recommended that the City’s Cash Handling Policy be
followed; specifically that:

¢ Each employee who receives cash have a separate cash box or register drawer and is
responsible for balancing his or her cash on hand at the close of each business day;

e Employees relieving cashiers for breaks or lunch must have their own cash drawer and
must open individual receipt batches;

e Tellers utilize the “lock or log off” feature on their computers whenever they leave their
workstations in order to avoid having other tellers issue receipts from cash batches that
do not correspond to them; and,

e The required distribution of receipts be maintained with the original issued to the
customer, the second duplicate sent to Financial Services with the Cash Receipts Listing
report and the third duplicate retained by the receiving department.

Proper monitoring controls are being maintained by the Financial Services Department with
random spot checks conducted on a monthly basis of the Cash Receipts Listing reporting
submitted. Any violations noted are reported monthly to the corresponding department(s), the
City Manager’s Office and the Internal Audit Division.

Building Department’s response to this audit can be found under Appendix A on page 5.

A more extensive report of all the audit results and recommendations can be found in the
following report.
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