
SUBMITTAL TO THE BOARD OF SUPERVISORS
COUNTY OF RIVERS!DE, STATE OF CALIFORNIA

ITEM:2.6
(tD # 21269)

MEETING DATE:
Tuesday, February 28, 2023

FROM : AUDITOR CONTROLLER

SUBJEGT: AUDITOR CONTROLLER: lnternal Audit Report 2023-309 Riverside County

Facilities Management Follow-up Audit, All Districts. [$0]

RECOMMENDED MOTION: That the Board of Supervisors:

1. Receive and file lnternal Audit Report 2023-309: Riverside County Facilities

Management Follow-up Audit

ACTION:Gonsent

MINUTES OF THE BOARD OF SUPERVISORS

On motion of Supervisor Spiegel, seconded by Supervisor Gutierrez and duly carried, lT

WAS ORDERED that the above matter is received and flled as recommended.

Ayes:
Nays:

Absent:
Date:

xc:

Jeffries, Spiegel, Washington, and Gutierrez

None
Perez
February 28,2023
Auditor

Kim Rector
C

Deputy
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SUBMITTAL TO THE BOARD OF SUPERVISORS COUNTY OF RIVERSIDE,
STATE OF CALIFORNIA

C.E.O. RECOMMENDATION: Approve

BACKGROUND:
Summary
We completed a follow-up audit of the Riverside County Facilities Management
Department. Our audit was limited to reviewing actions taken as of August 22, 2022, lo
correct findings noted in our original audit report 2021-006 dated June 29,2021. The
original audit report contained eight recommendations, all of which required implementation
to help correct the reported findings.

Based on the results of our audit, we found that of the eight recommendations:

. Seven of the recommendations were implemented.

. One of the recommendations was not implemented

For an in-depth understanding of the original audit, please refer to lnternal Audit Report

2021-006 which includes "Attachment A" of this audit report along with your department

status letter as "Attachment B." You can also find the original audit report at:

Https://aud itorcontroller.oro/divisions/internal-audit.

lmpact on Citizens and Businesses
Provide an assessment of internal controls over the audited areas.

SUPPLEMENTAL:
Additional Fisca! lnformation
Not applicable

ATTACHMENT:

A: Riverside County Auditor-Controller - lnternalAudit Report 2023-309: Riverside County

Facilities Management Follow-up Audit.

FINANCIAL DATA Current Fiscel Yoar: Noxt Fiical Yoar: Totsl Co.t: Ongolng Co.t

COST $ 0.0 $ 0.0 $ 0.0 $ 0.0

NET COUNTY COST $ 0.0 $ 0.0 $ 0.0 $ 0.0

SOURCE OF FUNDS: N/A
Budget Adjustment: No

For Fiscal Year: nla
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February 28,2023

Rose Salgado
Director
Riverside County Facilities Management
3133 Mission Inn Ave
Riverside, CA92507

Subiect: Internal Audit Report 2023-309t Riverside County Facilities Management
Follow-up Audit

Dear Ms. Salgado:

We completed the follow-up audit of Facilities Management. Our audit was limited to
reviewing actions taken as of August}2,2022, to help correct the findings noted in our
original audit report 2021-006 dated lane29,2CI21".

We conducted our audit in accordance with the International Standards for the

Professional Practice of Internal Auditing. These standards require that we plan and

perform the audit to obtain reasonable assurance that our objective, as described in the

preceding paragraph, is achieved. Additionally, the standards require that we conduct

the audit to provide sufficient, reliable, and relevant evidence to achieve the audit
objectives. We believe the audit provides a reasonable basis for our conclusion.

The original audit report contained eight recommendations, all of which required
implementation to help correct the reported findings. Based on the results of our audit,
we found that of the eight recorunendations:

o Seven of the reconunendations were implemented.
o One of the recornmendations was not implemented.
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Summary of the conditions from the original audit and the results of our review on the
status of the implementation of the recommendations are provided in this report. For an
in-depth understanding of the original audit, please refer to Internal Audit Report 2021.-

006 which includes "Attachment A" of this audit report along with your department
status letter as "Attachment 8." You can also find the original audit report at
https: / / auditorcontroller.ors/ divisions / internal-audit.

We thank you and your staff for the help and cooperation, The assistance provided
contributed significahtly to the successful tompletion of this audit.

fr,"-28*,2
Ben ]. Benoit
Riverside County Auditor-Controller

Q* b
By: Ren€ Casillas, CPA, CRMA

Deputy Auditor-Controller

cc: Board of Supervisors

Jeff A. Van Wagenen, County Executive Officer
Dave Rogers, Chief Administrative Officer
Grand Jury
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Internal Service Billing

Finding 1: Documentation of Changes to Billing Records

'We identi-fied improvement areas of internal conh'ols within the department's

documentation for changes to billing records, including user department's occuPancy/

square foot usage, and billing account. These billing records are used to split the costs

between multiple tenants in one building, generate invoices, and process journal

entries. Further, we noted department did not have standard procedures to ensure

supervisory review and documentation of changes to the billing records. Board Policy

B-28, Chnrges for hrterunl Sentices, states, "ISF and GSS department shall maintain detail

records of goods and services billed. These records shall be made available to user

department or the Auditor-Controller upon request. All records are subject to audit."

Our review identified the following:

o Two (17.5%) out of 17 sampled building units in which the changes occurred alter

user departments certified the services on the annual space occuPancy certificatiory

were not properly documented. The evaluation of space was performed by Facilities

Management staff upon user department request. However, no documentation

evidenced the building space remeasurement and user departrnent's agreement on the

updated square foot usage. As such, we were not able to validate the changes to billing
components in the Dynamics.

. Three (17.6%) out of L7 sampled building units in which departments occupied the

county-owned space and received custodial services with inter-department verbal

agreements did not have documentation with the current building occupant. As such,

uier department did not certify the space for the square foot usage, and the county

building list was not updated during the event to evidence the occuPancy and to ensure

billing records were properly documented.

Absence of formal written procedures to ensure billing records are reviewed, properly

documented, and leave an adequate audit hail, inhibits the ability to hace billing errors

when changes are entered to the billing system, making it harder to identify the root

cause of any errors and provide Facilities Management an efficient and effective way to

course correct when needed."

IPage 4
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Recommendation 1.L

"Establish internal procedures to document changes made to billing records."

Current Status 1..1: Implemented

Recommendation 1.2

"Ensure an independent review and appropriate level of approval of documentation
utilized to support changes in billing records before entering in the Dynamics system."

Current Status L.2: Implemented

Finding 2: Billing to User Departments

"Facilities Management billed custodial and maintenance costs in the amount of
$141,,961, to a user department for the services provided to another user deparhnent.
Although it ceased in May 2020, this stopped after the department being billed brought
it to their attention. Facilities Management states this was the result of an agreement
between these two departments and was instructed to process the billings in such
manner. However, Facilities Management could not provide supporting documentation
regarding the agreement.

Standard Practice Manual 100L, lnternnl Control, state that county departments and
agencies shall establistu document, and maintain an effective system of internal controls
to provide reasonable assurance to ensure accuracy, reliability, and timeliness of
financial records and reports.

Facilities Management does have internal controls in place to initiate, review, and
approve department billings. However, it previously lacked the processes to formalize
and document the agreements that are out of their normal business process like the
condition stated above. Furthermore, its processes do not have the internal controls to
monitor and ensure these types of agreements do not go beyond the intended period, In
the instance above, the billing for services of one department that pertained to another
department occurred for 17 billing cycles. When a department is billed for services
pertaining to another county agency, it impacts their respective operating budget and
its ability to carry out its mission."

Page 5 I
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Recommendation 2.1

"Establish a process to document special agreements with user departments."

Current Statue 2.1: Implemented

Recommendation 2.2

"Establish internal controls to monitor special agreements and ensure they are
maintained within the intended period."

Current Status 2.2: Implemented

Finding 3: Inventory at Customer Facilities

"Facilities Management did not maintain adequate inventory for custodial supplies at
customer facilities. This is important since Facilities Management directly bills user
departments for the materials used. This part of their billing is separate from the hourly
billing rate for the services rendered. Standard Practice Manual 801 (SPM 801),lnaentory
Policies, states that all county departrnent must maintain adequate inventory records,
must establish written procedures to train and inform employees in regarcl to
inventories, and stockrooms must be enclosed with limited access by authorized
personnel.

During our review of custodial inventory at four selected stockrooms, we identified the
following:

. Department did not have formal written procedures for conducting inventory
counts at customer facilities prior to our internal review.

o Inventory records and physical counts were not adequately monitored at different
customer facilities. We noted the following for inventory records:

o Four out of four custodial stockrooms where inventory listings were not
reconciled, and missing items were not identified and documented.

o Four out of four custodial stockrooms where supply sign-out sheet did not
clearly indicate the employee's name and item description that could be reconciled

IPage 6
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with the inventory listing. In addition, custodians did not log the supplies used in
the sign-out sheet maintained at each custodial storeroom.

. Three out of four custodial stockrooms where inventory physical count did not
match with the inventory listing provided by the custodian lead at the customer

facility storeroom. In addition, we also observed a new item was placed in the stock

shelf at one custodial storage without being added to the inventory listing.

. When a supply shortage occurred at one of the sites reviewed, supplies were
transferred from one customer to another without supervisory review and approval. In
addition, no entry was entered into the PeopleSoft to credit the original customer for the

transferred supplies.

o Custodial supplies are not held in secure location. From the selected building
locatiory we observed a customer storeroom was not locked. In addition, materials
dropped off at a building docking station were not require proof of delivery by
receivers. As suctr, delivered supplies were not counted or inspected prior to dispersing
to customer storerooms. Custodial staff occasionally noticed missing items as they
distribute the materials to customer storerooms.

Inadequate inventory records at custodial stockrooms hinder their ability to monitor
and safeguard department supplies, as well as to accurately bill customers for supplies
used."

Recommendation 3.1

"Establish formal written procedures and provide adequate supervision and training
for staff at the county facilities and ensure consistent compliance with the Standard
Practice Manual 801 (SPM 801), lnoentory P olicies."

Current Status 3.1: Implemented

Recommendation 3.2

"Periodically perform physical inventory and update the inventory listing at county

facilities which will ensure an adequate inventory record."

IPage 7
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Current Status 3.2: Not Implemented

At the time of our teview (December 19,2022) we were unable to perform physical
inventory verifications as department staff was unable to provide documentation to
support their latest inventory veri{ication. Facilities Management Policy No. 700-25,
Supply lnuentory nt Customer Fncilities, states, "A complete physical inventory at the
customer facility must be completed at the end of each month."

Recommendation 3.3

"Establish written procedures to track supplies transfers and credit the original
customer for the transferred items."

Current Statue 3.3: Implemented

Recommendation 3.4

"Update internal control policy over inventory delivery that requires the review and
proof of delivery to all customers, as well as to safeguard the supplies distributed to all
county facilities."

Current Status 3.4: Implemented

!Page 8
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Rose Salgado
Director of Facilities Management
Riverside County Facilities Managernent
3133 Mission Inn Ave
Riverside, CA92507

Subject: Internal Audit Report 2021-006: Riverslde County Facilities Management
Billing Audit

Dear Ms. Salgado:

ln accordance with Board of Supervisors Resolution 83-338, we completed the audit of
Riverside County Facilities Management to provide management and the Board of
Supervisors with an independent assessment of internal controls over billing,

We conducted our audit in accordance with the International Standards for the
Professional Practice of Intemal Auditing. These standards require that we plan and
perform the audit to obtain sufficient, reliable, relevant, and useful informaHon to
provide reasonable assuranoe that our objective as described above is achieved. An
internal audit includes the systematic analysis of information to evaluate and improve
the effectiveness of internal controls. We believe this audit provides a reasonable basis
for our conclusion.

lntemal controls are processes designed to provide management reasonable assurance of
achieving efficiency of operations, compliance with laws and regulations, and reliability
of financial and non-financial information. Management is responsible for estabtishing
and maintaining adequate internal conbols. Our responsibility is to evaluate the internal
controls.

Our conclusion and details of our evaluation are documented in the body of this audit
report.
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Internal Audit Report 2027-0062 Riverside County Facilities Management Billing Audit

ln accordance with paragraph III.C of the Board of Supervisors Resolution 83-338,
management responded to each reported condition and recommendation contained in
our report. Management's responses are included in the report. We will follow-up to
verify that management implemented the corrective actions.

PauI Angulo, CPA, MA
Riverside County Auditor-Controller

By: Ren6 Casillas, CPA, CRMA
Chief lnternal Auditor

cc: Board of Supervisors
Jeffrey Van Wagenenfr., County Executive Officer
Grand Jury

IPage 2
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Internal Audit Report 202l.006t Riverside County Facilltles Management Billlng Audit

Executive Summary

Overview

Riverside County Facilities Management (Facilities Management) is comprised of ten
divisions operating through general fund, special revenue funds, and intemal service
funds. Facilities Management has a total adopted budget of $236 million for FY 2020-27
with 438 authorized positions that manage approximately 15 million square feet of
county owned and leased facilities. County of Rioersiile, Fiscsl Year 2020/21 Adoptecl Budget
Volume 7, Decentber 2020, 275.

The Facilities Management internal service funct includes custodial, maintenance, and
real estate. Each division provides professional services to county and non-county
agencies on a cost-reimbursement basis. The internal service billings of custodial and
maintenance are the focus of this review.

Audlt Objective

Our objective is to provide management and the Board of Supervisors with an
independent assessment about the adequacy and effectiveness of internal controls over
Facilities Management internal service billing. Internal controls are processes designed to
provide management with reasonable assurance of achieving efficiency of operations,
compliance with laws and regulations, and reliability of financial and non-financial
information.

Audit Scope and Methodology

We conducted the audit from August17,2020, through March 30,2021, for operations
from fuly L,2018, through March 30,202'J,. Following a risk-based approach, our scope
included the following:

o Internal service billing system
o Custodial inventory nronitoring at county facilities

Audit Highlights

Sttttunary of Existittg Cotditions

o Documentation of changes to billing records including usey's occupancy, square foot
usage, and billing account does not provide an audit trail of who initiated the changes,

Page 4 I
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supervisor review, and department approval over the billing records. Without
documented audit trail, changes entered to the billing system cannot be traced in case of
errors, making it harder to identify the root cause of any enors, and provide Facilities
Management with an efficient and effective way to course correct when needed.

r Facilities Management billed custodial and maintenance costs to a user department
for the services provided to another user departmentwithout formalized agreement and
documentation. When a department is billed for services pertaining to another county
agency, it impacts their respective operating budget and its abiLity to carry out its mission.

o Inventory is adequately monitored at the departmen(s purchasing warehouse.
However, when custodial supplies are distributed !o the county facilities, department did
not have formal written procedures to maintain adequate inventoly monitoring controls.
Adequate inventory monitoring ensures inventory physical count, ordering, and billing
ho customers are reliable.

Srtnnnary of hnprooetnafi Opporfiuities

o Establish internal procedures to properly document change requests made to billing
records. This will ensure that an audit trail with proper review and approval is evidenced.

o Establish a process to document special agreements with user departments and
monitor special agreement to ensure they are maintained within the intended period.
This will ensrue Facilities Management recovers the achral cost of providing services to
user deparbnents.

o Establish formal written procedures and provide adequate supervision and uaining
to staff to ensrue consistent compliance with the Standard Practice Manual 801 (SPM 801),

hruentory Policies, for crrstodial suppties maintained at county facilities. This should
include procedures to update the inventory listing at customer facilities resulting from
periodically performed physical counts and reconciliations, supply transferred credits
given to the original customers, safeguarding the custodian stockroom, and obtaining
proof of delivery from all customer facilities.

Audit Conclusion

Based upon the results of our audit, we identified opportunities for improvement of
internal controls relating to internal service billing and custodial inventory monitoring at
county facilities.

Page 5 I
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Internal Service Billing

Background

Board of Supervisor Policy B-28, Clnrgeslor lntennl Sentices, directs county deparhnents
and districts in providing consistent services and cost recoveries. The policy defines the
billing mechanism for internal service fund departments that provide services to other
county deparhnent or agencies as a self-sustaining entity. Internal service fund
departments are requiled to annually calculate and submit a rate to the Board of
Supervisors for approval. The rates are sufiect to continuous monitoring and adjusting
at mid-year to reflect the internal service fund financial performance and operations. User
deparbnents receive invoices at the adopted billing rates based on acfual usage and other
direct pass-tlrru costs as related to suppliesr pflrts, and other contract services.

In line with the county's effort to improve business process, Facilities Management has
implemented Dynamics Billing Solution Model (Dynamics) and built in comprehensive
PeopleSoft project costing that automates the internal service billing process. It also
improves business practices by data tracking, rnonitoring, and reporting of custodial and
maintenance services.

Custodial services provide routine comprehensive services including housekeeping
serices, carpet cleaning, janitorial equipment, restsoom sanitation, interior and exterior
window washing, emergency clean-ups, and pest conkol. For FY 202U27, custodial
services productive hourly rates for regular and overtime are V7,72 and $60.00,
respectively. The rates are proiected to recover 10294Y, of custodial operating costs in FY
2020-21..

Maintenance services maintains county building infrashucture and provides preventive,
corrective, and regulatory compliance maintenance services to county owned and leased
facilities including energy services, heating, ventilating, air conditioning (HVAC),
plumbing, electrical, carpentry, and construction. For FY 2020-21.., maintenance services
regular productive hourly rates for maintenance worker and grounds worker are $81.26
and $58.12 and overtime hourly rates for maintenance worker and grounds worker are
$101.69 and$72.79, respectively. The rates are projected to recover 98.43% of maintenance
operating costs in FY 2020-2t.

The chart below illustrates the operating incomes for custodial and maintenance internal
service funds by comparing the revenues and expenditures from FY 2018-19 through FY
2020-27.

!Page 6
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Maintenance and Custodial Internal Service Funds
Operating Revenues and Expenses

36,011,205 33,?6/5,751

32"467l{o

33,720,717
34,258,253

31,050,639

75,6n,(62
74,59t271

r*506,46
73,8d2,n4

L3,957,il8
13,559,99lt ru 1l

Maintenance
Services

CustodialSenrices Maintenance CustodialServices
Services

Maintenance
Services

Cuslodial Services

FY20lE-l9 FY2019.20 FY2020-2r

lExpenditures uRevenues

Objective

Our objective is to provide management and the Board of Supervisors with an
independent assessment about the adequacy and effectiveness of internal conhols over
Facllities Management internal seraice billing.

Audit Methodology

To accomplish these objectives, we:

o Obtained an understanding of Supervisor Poliry B-28, Chargeslor lnternal Seruices, and
other county compliance standards.

IPage 7

o Conducted interviews with key personnel and performed walkthroughs with
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r Obtained and reviewed department procedures related to internal service billing for
custodial and maintenance services.

o Obtained a listing of custodial and maintenance services billing proiects and reviewed
the billable units and clients associated with these billing projects in the Dynamics
system.

o Verified for appropriate levels of management review and approval over department
billing records.

o Selected and reviewed sample of employee timecards for appropriate level of
management review and approval.

o Selected and reviewed sample billing invoices to determine the accuracy of billing
information.

o Analyzed deparhnent billing iournal pulled form Riverside County PeopleSoft
financial systems against the selected sample billing invoices.

Finding 1: DocumentaHon of Changes to Billing Records

We identilied irnprovement areas of internal controls within the deparhnen(s
documentation for changes to billing records, including user deparhnen(s occupancy,
square foot usage, and billing account. These billing records are used to split the costs
between multiple tenants in one building, generate invoices, and process journal enhies.
Further, we noted department did not have standard procedures to ensure supervisory
review and documentation of changes to the billing records. Board Policy B-28, Charges

for lntenml Sentices, states, "lSF and GSS deparhtent shall maintain detail records of
goods and services billed. These records shall be made available to user department or
the Auditor-Controller upon request. All records are subject to audit."

Our review identified the following:

o Two (11.8%) out of 17 sampled building units in which the changes occurred after
user departments certified the services on the annual space occupancy certification, were
not ProPerly documented. The evaluation of space was performed by Facilities
Management staff upon user deparhent request. However, no documentation
evidenced the building space remeasurement and user departmen(s agreement on the
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upclated square foot usage. As such, we were not able to validate the changes to billing
components in the Dynamics.

r Three (17,6%) out of 17 sampled building units in which departments occupied the
county-owned space and received custodial services with inter-deparhrent verbal
agreements did not have documentation with the curent building ocorpant. As such,
uset deparhnent did not certify the space for the square foot usage, flnd the county
building list was not updated during the event to evidence the occupancy and to ensure
billing records were properly documented.

Absence of formal written procedures to ensure billing records are reviewed, properly
documented, and leave an adequate audit trail, inhibits the ability to trace billing errors
when changes are entered bo the billing system, making it harder to identify the root cause
of any errots and provide Facilities Management an efficient and effective way to course
correct when needed.

Recommendation 1.1

Establish internal procedures to document changes made to billing recorcls.

Managemen(s Responae

"ParHally Concur. Facilities Management (FM) conducts an annual Space Occupancy
Certification (SOC) of all county departments in accordance with Board Policy H-9 and
H-27. When changes are indicated on the SOC, FM verifies the changes. FM has
implemented a re-certification of any space changes submitted by Department Heads. In
January 2021, FM implemented the Space Occupanry Addendums to certify space
changes requested mid-year. In additioru FM began implementing a practice of
uploading all occupancy e-mail communications, addendums, as well as documenting
verbal exchanges with occupying deparbnents in the pertinent BAA table."

Actua/estlmated Date of Corrective Action: ]anuary 2021

Auditor's comments:

Our testing included an instance in which changes to the space happened after the
deparhnenfs claimed implementation date. However, deparhentcould not provide us
with a re-certification of space submitted by Department Head which shows the need for

IPage I
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the recommendation. This is to ensure any changes to the building space or occupants is
timely reviewed and documented.

Recommendation 1.2

Ensure an independent review and approptiate level of approval of documentation
utilized to support changes in billing records before entering in the Dynamics system.

Managemenfs Response

"Pattially concur. The annual Space Occupanry Certifications of all county deparhnents
are acknowledged by customer departnnents with changes which are verified by FM. FM
has implemented a re-cerHfication of any space changes submitted by Deparhnent Heads
and approved by management prior to making changes to billing records.

Additionally, in January 2021FM implemented a Space Occupancy Addendum for mid-
year dranges for the purpose of:

. Acknowledging receipt of the change notification.
o Documenting the verification of all occupancy requests.
. If applicable, acknowledgment by the rest of the building occupants of the vetified

change.
o Documenting re-dishibution of space and billing impacts.
o Acknowledgement and documentation of Dynamics Billing system updates,
r Documentation is now uploaded ho all affected Dynamics billing system records."

Actua[eeHmated Date of CorrecHve Action: January 2021

Audito/e comments:

Our testing included an instance in which changes to the space happened after the
department's claimecl implementation date. However, department could not provide us
with a re-certification of space submitted by DepartmentHead which shows the need for
the recommendation. This is to ensure any changes to the building space or occupants is
timely reviewed and documented.

Page 10 I
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Finding 2: Billing to User Departments

Facilities Management billed custodial and maintenance costs in the amount of $141,961.

to a user department for the services provided to another user department. Although it
ceased in May 2020, this stopped after the department being billed brought it to their
attention. Facilities Management states this was the result of an agreement between these

two departrnents and was instructed to process the billings in such matrner. However,
Facilities Management could not provide supporting documentation regarding the

agreement,

Standard Practice Manual 7001, Internol C-ontrol, statre that county departments and
agencies shall establish, document, and maintain an effective system of internal controls
to provide reasonable assurance to ensure accuracy, reliability, and timeliness of financial
records and reports.

Facilities Management does have internal controls in place to initiate, review, and

approve department billings. However, it previously lacked the processes to formalize
and document the agreements that are out of their normal business Process like the

condition stated above. Furthermore, its processes do not have the internal controls to
monitor and ensure these types of agreements do not go beyond the intended period. In
the instance above, the billing for services of one department that pertained to another

department occurred for 17 billing cycles. When a department is billed for services

pertaining to another county agency, it impacts their respective operating budget and its

ability to carry out its mission.

Recommendation 2.1:

Establish a process to document special agreements with user deparhnents.

Management's Response:

"Partially Concur. InJanuary zDz1,FMimplemented the Space Occupancy Acldendums

to certify space changes requested mid-year with supporting Deparhnent Head written
approvals.In addition, FM began implementing a practice of uploading all occupancy e-

mail communications, addendums, as well as documenting verbal exchanges with
occupying departments in the pertinent BAA table."

ActuafEstimated Date of Corective Action: January 2021

IPage {1
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Internal Audlt Report 2021-005: Riverside County Facilities Management Billing Audit

Recommendation 2.2:

Establish internal controls to rnonitor special agreements and ensure they are maintained
within the intended period.

Management's Reoponse

"Partially Concur. Finding #2 involved the East County Emergency Operations Center
(EOC) (IN0710) and the Fire Department (Fire). ln 201.8, the Fire Deparhnent provided
an accounting string for the EOC that was used through April2020 when Fire requested

that EOC costs be reallocated directty to the Emergency Management Department (EMD)
for EMD space. The Dynamics billing system was updated, and a journal was prepared
as requested. This amount included both custodial and maintenance costs.

Special billing agreements will be monitored closely with scheduled follow-up requests

or meetings with customer departsnents. The Special billing agteements are

memorialized via a document, such as the SOC Addendum or e-mail and uploaded into
the pertinent BAA table."

Actua[estimated Date of Corective AcHon: fanuary 2021

Finding 3: Inventory at Customer Facilitiee

Facilities Management did not maintain adequate inventory for custodial supplies at
customer facilities. This is important since Facilities Management directly bills user
departments for the materials used. This part of their billing is separate from the hourly
billing rate for the services rendered. Standard Practice Manual801 (SPM 807'),lnaentory
Policies, states that all county deparhnent must maintain adequate inventory records,
must establish wriften procedures to train and inform employees inregard to inventories,
and stockrooms must be enclosed with limited access by authorized personnel.

During our review of custodial inventory at four selected stockrooms, we identified the
following:

. Deparhnent did not have formal written procedures for conducting inventory counts
at customer facilities prior to our internal review.
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Internd Audit Report 2021-005: Riverside County Facilities Management Billtng Audit

r Invento{y records and physical counts were not adequately monitored at different
customer facilities. We noted the following for inventory records:

r Four out of four custodial stockrooms where inventory listings were not
reconciled, and missing items were not identified and docurnented.

o Four out of four custodial stockrooms where supply sign-out sheet did not clearly
indicate the employee name and item description that could be reconciled with the
inventory listing. tn addition, custodians did not log the supplies used in the sign-out
sheet maintained at each custodial sboreroom.

o Three out of four custodial shockrooms where inventory physical count did not
match with the inventory listing provided by the custodian lead at the customer
facility storeroom. In addition, we also observed a new item was placed in the stock

shelf at one custodial storage without being added to the inventory listing.

o When a supply shortage occurred at one of the sites reviewed, supplies were

transferred from one customer to another without supervisory review and approval. In
addition, no entry was entered into the PeopleSoft to credit the original customer for the

transferred supplies.

o Custodial supplies are not held in secure location. From the selected building location,
we observed a customer storeroom was not locked. In addition, materials dropped off at
a building docking station were not require proof of delivery by receivers. As such,

delivered supplies were not counted or inspected prior to dispersing to customer

storerooms. Custodial staff occasionally noticed missing items as they distribute the

maherials to customer storerooms.

Inadequate inventory records at custodial stockrooms hinder their ability to monitor and

safeguard department supplies, as well as to accurately bill customers for supplies used.

Recommendation 3.1:

Establish formal written procedures and provide adequate supervision and uaining for
staff at the county facilities and ensure consistent compliance with the Standard Practice

Manual 801 (SPM 801\, Inuentory Policies.
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Internal Audit Report 2021-005: Riverside County Facilities Management Billing Audit

Management's Response

"Concur. A revised inventory control and security procedure will be adopted for the
Custodial Services Division (CSD) to ensure employees understand the requirements and
expectations when managing supply inventory according to SPM 80l,Inaeutory Policies."

Actua[estimated Date of Corrective AcHon: 1une25,2021,

Recommendation 3.2:

Periodically perform physical inventory and update the inventory listing at county
facilities which will ensure an adequate inventory record.

Managemen(s Reoponse

"Partially concur. Monthly custodial inventory is performed but is not consistently
adhered to. Custodial staff have been advised to comply with inventory procedures
including the monitoring and safeguarding of custodial supplies. Further, all custodial
supply closets and cabinets will be locked."

Actual/estimated Date of Corrective Action: ]une 25,2021

Recommendation 3.3:

Establish written procedures to track supplies transfers and credit the original customer
for the transferred items.

Management's Response

"Partially concur. AII supply transfers are documented on the Supply/Equipment
Transfer Form. However, an inventory update in Peoplesoft was not part of this practice.
The revised inventory control procedure will address and outline the expectations for
updating each inventory list to ensure an accurate inventory count and accurate
inventory updates in Peoplesoft."

Actua/estimated Date of Corrective AcHon: June 25,2021
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Internal Audit Report 2021-0A62 Riverslde County Facllities Management Billing Audit

Recommendation 3.4:

Update internal control policy over inventory delivery that requires the review and proof
of delivery to all customers, as well as to safeguard the supplies distributed to all county
facilities.

Management's Response

"ParHally concur. Effective immediately, CSD will work with the FM Purchasing
Division to schedule deliveries when GD staff are available to receive and verify the
delivery. This ensures a real time, accurate count of the supply orders. Currently, some
customer departments benefit from having access to supplies that have been delivered to
their facility during non-custodial work hours. Moving forward, supplies will be locked
in closets and cabinets."

ActuallEctimated Date of CorecHve Action: |une 2021
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ATTACHMENT B

Rose Solgodo
of Focllities

The fo! current status of the reported findlnge and planned correctlve actlons
Audlt Report 2021-006: Rlverslde County llllanagement Audit.

Z ?-'

Authorized S Date

Flndlng 1: Documentatlon of Ghangeo to Bllllng Records

We identified improvement areas of internal controls rvithin the department's documentation for changes to

billing records, including gser department's occupancy, square foot usage, and billing alcount. These billing
re"orJs are used to spliithe costs beh^,e€n multiple tenants in one building, generate invoices, and process

journal entries. Furthir, we noted department did not have standard proceduros to en_suro suPervisorY revierv

and documentation of changes to the billing records. Board Policy B-28, Chargos for Intemal Services, states,

"lSF and GSS departmont lhall maintain detait records of goods and services billed. These records shall be

made available to user department or the Auditor-Controller upon rcquest, All records are subject to audit."

Our review identified the following:

r Two (11.8Yo') out of 17 sampled building units in which the changes occurred after user

departments certified the services on the annual space occupancy certification, were not

properly documented. The evaluation of space wae performed by Facilltiee Management

staff upon user department request. However, no documentetion evldenced the buildlng

space remeasurement and user department's agreement on the updated square foot usage'

As euch, we were not able to validate the changee to billing oomponente ln the Dynamics.

o Three (17.60/0) out of 17 sampled building unito ln which departments occupied the county-

owned space and received custodial services with inter-department verbal agreements did

not have documentation with the current building occupant. As such, user dopartment did

not certify the space for the square foot usage, and the county building list was not updated

during the event to evidence the occupancy and to ensure billlng records were properly

documented.

Absence of formal written procedures to ensuIt billing records are reviewed, properly dooumsnted, and leave

an adequate audit trait, inLibits the ability to trsce billing enors when changes are ontered to tho billing
system, making it harder to identifi the root cause of any erors and provido Facilities Managemont an

efticient and effective way to course correct when needed.
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Current Status

Reported Findi ng Corrected? es No

Reconrmendation I .l

Establish internal procedures to document changes made to billing records.

Management Reply

"Partially Concur. Facilities Management (fM) conducts an annual Space Occupancy Certification (SOC) of
all county departmonts in accordance rvith Board Policy H-9 and H-27. When changes are indicated on the

SOC, FM verifies the changes. FM has irnplemented a re-cerlification of any space changes subnritted by

Department Heads. In January 2021, FM irnplemented the Space Occupancy Addendums to certifr space

changes requested mid-year. ln addition, FM began implementing a practice of uploading all occupancy e-

mail communications, addendums, as well as documenting verbal exchanges rvith occupying deparlments in

the pertinent BAA table."

Current Status

Conective Action: x Fully Implernented n Partially Implemented E Not Implemented

Description of the corrective action taken (or pending action and estimated date of completion for
corrective action that is or not

Recommendation 1.2

Ensure an independenl review arrd appropriate levelof approval of documentation utilized to support changos

in billing records before entering in the Dynamics systetn.

Management Reply

"Partially Concur. The annual Space Occupancy Certifications of all county departrnents are acknowledged

by customer depa(nrents rvith cianges rvhich are verified by FM. FM has implemented a re-certification of
uny rpa"r changes subrnitted by Departrnent Heads and approved by rnanagement prior to making changes to

billing records.

Additionalty, in January 2021 FM implemented a Space Occupancy Addendum for mid'year changes for the

purpose of:

o Acknowledging receipt of the change notification.

FM continues to conduct annual Space Occupancy Certifications, verifring any modifications

of space, as well as Space Occupancy Addendums if changes occur mid-year. All relevant

email communications are stored in the pertinent BAA table.

tr



. Documenting the verification of all occupancy requests.

. lf applicable, acknowledgment by the rest of the building occupants of the verified change,

o Documenting re-distribution of space and billing impacts.

o Acknowledgement and documentation of Dynamics Billing system updates.

o Documentation is now uploaded to all affected Dynamics billing system records."

Current Status

Fully Implemented n Partially Implemented E Not ImplementedCorrective

Description of the corrective action taken (or pending action and estimated date of completion for
correclive action that is or not

Finding 2: Billing to User Departments

Facilities Management billed custodialand rnaintenance costs in the amount of $141,961 to a user depaftnrent
for the services provided to another user department. Although it ceased in May 2020, this stopped after the
department being billed brought it to their attention. Facilities Management states this was the result of an
agreement between these hvo departrnenls and was instructed to process the billings in such manner.
Horvever, Facilities Management could not provide supporting documentation regarding the agreement.

Standard Practice Manual l00l,Internol Control, state that county departrnents and agencies shall establish,
document, and maintain an effective system of intemal controls to provide reasonable assurance to ensure
accuracy, reliability, and timeliness of financial records and repofls.

Facilities Management does have internal controls in place to initiate, revierv, and approve departrnent
billings. However, it previously lacked the processes to formalize and document the agreements that are out
of their normal business process like the condition stated above. Furthennore, its processes do not have the
internal controls to monitor and ensure these types of agreements do not go beyond the intended period. In the
instance above, the billing for services of one department that pertained to another department occured for l7
billing cycles. When a department is billed for services pertaining to another county agency, it impacts their
respective operatirrg budget and its ability to carry out its mission.

Current Stahrs

Reported Finding Corrected? Yes No

All department requested Space Occupancy changes are required to submit a Form 5 for FM
and EO (if required) review and approval. Addendums for mid-year changes are reviewed and

approved by requesting deparlment head, other building occupants if necessary, and signed off
bv FM manasement nrior to ntakins chanses to the huildins records and BAA tahle.

x



Ilecotnmendatiorr 2.1

Establish a process to document special agrccnrents rvith user departmettts.

Management Reply

"Partially Concur. ln January 2021, FM inrplemented the Space Occupancy Addendums to certify space

changes requestecl mid-year rvitlr supporting Dcpartrnent l-lead written approvals, ln addition, FM began

irnplJrnentirig, a practice of uploading all occupancy c-lnail colnlnuttications, addendunls, as rvell as

documenting verbal exchanges with occupying departrnents in the pertinent BAA table."

Current Status

Conective A Fully hnplemented I Partially Implenrented fl Nof lmplernented

Description of the corective action taken (or pending action and estimated date of completion for
p lanned corrective actiott that is or not i

Recommend alion 2.2

Establish internnl controls to nronitor special agreements and ensure they arc maintained within the intended

pcriod.

Management Reply

"Partially Concur. Finding #2 invotved the East County Emergency Operations Center (EOC) (lN07l0) and

rhe Fire bepannrent (Firel, In 2018, the Fire Departrnent provided an accoutttirtg string for the EOC that was

used through April 2020 rvhen Fire requested that EOC costs be reallocated directly to the llntergency

Managemeit Departtnent (EMD) for EMD space. 'Ihe t)ynatnics billing system rvas updated, and a journal

ruas piepared as requested. This arnount included both custodial and maiutetlallce costs.

Special bilting agteements rvill bc monitored closely with scheduled follow-rrp requests or nteetings rvith

customer depirtments. The Special billing agreements are mernorialized via a docttment, such as the SOC

Addendum or e-mait and uploaded into lhe pertinent BAA teble."

Curent Status

Corective Acrion[TlFully Implemented tr Partially Implemented D Not Intplemented

Description of the cogective actioll laken (or pending action and estintatcd date of cornpletion for

lanned corective action that is or not

In Jangary 2021, FM began certi{ying mid-year space changes using the Space Occupancy

Addenduin as well as uploading all relevant emails and documenting verbal communications

with the occupying department in the pertinent BAA table.

Special billing agreements are memorialized in an SOC Addendum and e-mail

corespondence is uploaded into the pertinent BAA table.

p



Finding 3: lnventory at Customer Facilities

Facilities Matragenrent did not nrairrtain adequate inventoty for custodial strpplies at customer facilities' This

is important sirrcc Facilities Management directly bills uscr depa(ntelts for the tnaterials used. This part of
their billing is se;:arate from the hourly billing rate for the services rendercd. Standard Practice Manual 801

(SPM 801j,lnvcntory Policie.s, statcs that all county dcpartment must rnainlain adequate invetltory ttcords,

must establish rvritten procedures to train and infonn enrployees in regard to inventories, and stockrooms

rrtust be enclosed rvith lirnited acccss by authorized personnel.

During our review of custodial inventory at four selected stockrooms, we identified the following:

. Department did not have formal written procedures for conducting inventory counts at
customer facilities prior to our internal review.

o Inventory records and physical counts were not adequately monitored at different customer
facilities. We noted the following for inventory records:

o Four out of four custodial stockrooms where inventory listings were not reconciled,
and missing items were not identified and documented.

. Four out of four custodial stockrooms where supply sign-oul sheet did not clearly
indicate the employee name and item description that could be reconciled with the
inventory listing. ln addition, custodians did not log the supplies used in the sign-out sheet
maintained at each custodial storeroom.

o Three out of four custodial stockrooms where inventory physical count did not match
with the inventory listing provided by the custodian lead at the customer facility storeroom.
ln addition, we also observed a new item was placed in the stock shelf at one custodial
storage without being added to the inventory listing.

. When a supply shortage occured at one of the sites reviewed, supplies were transferred
from one customer to another without supervisory review and approval. ln addition, no entry
was entered into the PeopleSoft to credit the original customer for the transferred supplies.

. Custodial supplies are not held in secure location. From the selected building location, we
observed a customer storeroom was not locked. ln addition, materials dropped off at a building
docking station were not require proof of delivery by receivers. As such, delivered supplies were
not counted or inspected prior to dispersing to customer storerooms. Custodial staff occasionally
noticed missing items as they distribute the materials to customer storerooms.

Inadequate inventory records at custodial stockrooms hinder their ability to monitor and safeguard
department supplies, as well as to accurately bill customers for supplies used.

Current Status

Reported rrinding Corrected? tl Yes t] No



Recommendatlon 3.1

Establish formal written procedures and provide adequate supervision and training for staff at the

county facilities and ensure consistent compliance with the Standard Practice Manual 801 (SPM

801), I nventory Policies.

Management Reply

"Concur. A revised inventory control and security procedure will be adopted for the Custodial

Services Division (CSD) to ensure employees understand the requirements and expectations when

managing supply inventory according to SPM 8O1, lnventory Policies-'

Curent Status

Corrective Action Fully Implernented fl Partially Implemented fJ Nor Implernerrted

Description of the corective action taken (or pending action and estinrated date of completion lor
corective action that is or not i

Recommendation 3.2

periodically perform physical inventory and update the inventory listing at county facilities which will

ensure an adequate inventory record.

Management Reply

..parlially Concur. Monthly custodial inventory is performed but is not consistently adhered to. Custodial staff

have bein advised to conrply with inventory procedures including the ntonitoring and safeguarding of
custodial supplies. Funher, all custodial supply closets attd cabinets rvill be locked'"

Current Status

Corective Action: Fully Implemented tr Partially Implemented E Not Implernented

Description of the conective action taken (or pending action and estimated date of completion for

corrective action that is or not

x

FM has implemented a revised inventory control and security procedure and provides training

to new hires as they come on board and quarterly to ensure consistent compliance with the

SPM 801 Inventory Policies

x

FM is consistently providing monthly inventory inspections at county facilities and updating

the inventory list ai necessary to ensure accurate accounting of inventory. All custodial

supply locations are locked and secttred.

Recommendation 3.3



Establish written procedures to track supplies transfers and credit the original customer for the
transferred items.

Management Reply

"Partially concur. All supply transfers are documented on the Supply/Equipment Transfer Form.

However, an inventory update in Peoplesoft was not part of this practice. The revised inventory
control procedure will address and outline the expectations for updating each inventory list to
ensure an accurate inventory count and accurate inventory updates in Peoplesoft."
Current Status

Corective Action: Fully Implcrnented f Ilartially Implemented I Not Irnplemented

Description oIthc corrective action taken (or pending action and estimated date of completion for
coreclive action that is or not

Recommendation 3.4

Update internal control policy over inventory delivery that requires the review and proof of delivery
to all customers, as well as to safeguard the supplies distributed to all county facilities.
Management Reply

"Partially Concur. Effective immediately, CSD will work with the FM Purchasing Division to
schedule deliveries when CSD staff are available to receive and verify the delivery. This ensures a
real time, accurate count of the supply orders. Currently, some customer departments benefit from
having access to supplies that have been delivered to their facility during non-custodial work hours.
Moving fonrvard, supplies will be locked in closets and cabinets."

Current Stahrs

Conective ActiorE Fully Implemented [l Partially Implemented E Nor Implemented

Description of the corective action taken (or pending action and cstimated date of completion for
corrective action that is or not

x

On a weekly basis, Supply Transfer Forms are completed by Custodial staff, reviewed by
Custodial Supervisors for conrpleteness and submitted to FM Accounting who then ensures that
the inventory is credited by creating an Express Put-Away to return items in the Peoplesoft
Inventory Module and an Express Issue to translbr the items to the proper building/custotner.
Monthly updates are made to the iuventory tracking sheets.

FM Purchasing has implernented a process to contact the daytime supervisor to arrange
delivery of supplies. Once supplies are delivered, verified, and signed off on the Matcrial
Supply Request, they are placed in a secured/locked closet.


