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TRANSMITTAL LETTER 

December 21, 2020 
  
Ms. Jane Rudolph  
Director, Department of Parks and Recreation  
 
Ms. Maria Meredith 
Director & CFO, Department of Management and Finance 
 
Arlington County, Virginia 
2100 Clarendon Blvd 
Arlington, VA 22201 
 
Pursuant to the contract and related statement of work for Arlington County, Virginia (“the County”), we hereby present the audit:  Department of Parks and Recreation 
(“DPR”) – 55+ Program. Our report is organized in the following sections: 
 

Executive Summary 
This section includes a background summary of the function, the objectives and approach, and a detailed description of 
the observation(s) noted during this audit. Identified with each observation is the recommended action(s), and 
management’s corrective action plan, including the responsible party and estimated completion date. 

Background 
This section provides an overview of the function within the process and pertinent operational control points and related 
compliance requirements.   

Objectives and Approach 
The audit objectives and focus are expanded upon in this section as well as a review of the various phases of our 
approach. 

Process Maps This section illustrates process maps, which depict data flow, key control points and any identified gaps. 

 
As described in our objectives and procedures outlined on pages 18 and 19 of this report, the observations noted are based on our analysis of the processes, 
documents, records and information provided to us by the County. This audit focused on evaluating the soundness of internal control policies to safeguard assets 
and on reviewing compliance with County policies.  We offer no assurances that schemes or fraudulent activities have not been, or are not currently being perpetrated 
by any person within the areas reviewed. 
 
We would like to thank the staff and all those involved in assisting RSM US LLP with this internal audit. 
 

Respectfully Submitted, 

 
 
 

RSM US LLP

RSM US LLP 
1861 International Drive 

Suite 400 
McLean, VA 22102 

O: 321.751.6200 
www.rsmus.com 
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Number of Observations by Risk Rating 
(See page 19 for rating definitions) 

 High Moderate Low 

DPR – 55+ Program 1 2 2 

 

EXECUTIVE SUMMARY 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
  

Background 

Arlington County’s DPR 55+ Program offers a broad range of services and activities for 
participants’ social, cultural, physical, intellectual, emotional and economic needs and 
interests. The DPR 55+ Program offers hundreds of courses/activities each month.  
Courses/activities include a mix of on-site and off-site offerings and include one-time 
events as well as multiple-session courses/activities. 55+ Program courses/activities fall 
into the following categories:  

 Education and cognitive stimulation; 

 Fitness and sports; 

 Arts and creativity; 

 Social activities and recreation; 

 Health and wellness; 

 Travel; 

 Volunteer opportunities; and 

 Senior governance.  

The County maintains multiple policies that govern 55+ Program operations, including, but 
not limited to: Arlington County Funds Handling Policy, DPR Funds Handling Policy, and 
the Arlington County Purchase Card (“PCard”) Program Manual. 

From a funds handling perspective, a total of 7,662 resident payment transactions related 
to 55+ Programs were completed during CY 2019 totaling $344,190. Payments are 
accepted at 10 DPR locations, as well as online, by phone, and by mail. Additionally, 304 
PCard purchases were completed related to 55+ Programs totaling $150,699. 

DPR has an adopted FY 2021 expenditures budget of $49.2M, of which approximately 
$13.1M is provided through revenues received, and approximately $36.1M is provided 
through tax support. DPR is budgeted for 427.28 FTEs in FY 2021. The 55+ Program 
accounts for approximately $1.95M (4.0%) of the total DPR FY 2021 expense budget, and 
18.73 (4.3%) of the budgeted DPR headcount. 

 
Overall Summary / Highlights 

The observations identified during our assessment are detailed within the pages that 
follow. We have assigned relative risk or value factors to each observation identified.  
Risk ratings are the evaluation of the severity of the concern and the potential impact 
on the operations of each item. There are many areas of risk to consider in 
determining the relative risk rating of an observation, including financial, operational, 
and/or compliance, as well as public perception or ‘brand’ risk. 
 

Objective and Scope 

The objective of this internal audit was to evaluate and determine if the 
system of internal controls over revenue recognition and funds 
handling were appropriately designed and operating effectively to 
adequately safeguard County assets. Detailed testing was performed 
within the following focus areas: 

 Reviewed the planning, pricing and costing of courses/activities 
associated with the 55+ Program 

 Evaluated the controls associated with payment processing, 
including: 

o Collection of funds 
o Receipting 
o Cash handling 
o Depositing funds 
o Recording of revenue 
o Credits/refunds 
o Overages/shortages 

 Assessed DPR monitoring of course goals and cost recovery 

 Evaluated compliance with County purchasing policies 

 Assessed the handling and safeguarding of resident payment 
funds and assets related to 55+ Program courses/activities. 

The scope of the review included 55+ Program courses/activities 
offered, along with resident payment transactions, purchases made 
during the review period, and related assets that were maintained and 
distributed during the audit period of July 1, 2018 to December 31, 
2019. 

 

We would like to thank all Arlington County team members who assisted us throughout this internal audit. 

Fieldwork was performed March 2020 through October 2020. 
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EXECUTIVE SUMMARY (CONTINUED) 

Detailed Observations  

Observation 1. Programmatic Goals and Cost Recovery/Pricing Procedures 

High Based on reporting out of RecTrac specific to the 55+ Program, 1,020 courses/activities took place during our review period (July 1, 2018 
to December 31, 2019). 

According to the 55+ Program procedural document (“55+ Program Plan”): 

 “A program planning tool is used to help organize thoughts, plans, and decisions as development takes place for new programs. It 
includes the program purpose, goal and objective, expected outcome, and details of how the program will take place along with a 
timeline. It will also be used to assist the Programming Supervisor and Unit Manager in making resource allocation decisions by 
providing detailed information about program costs.”  

 “Once a new program is approved by Programing Supervisor, programs will then go through a final process based on whether it is 
a Free or Fee Program. For Free programs a Letter of Intent is set up with the program presenter that is signed off by the [Community 
Recreation Division] CRD Division Chief. For a Fee Program, it must be part of the budget process and is initiated by submitting a 
new Cost Recovery Form to set fees for the program as part of the budget development process. The program staff complete these 
forms which are then approved by the Unit Manager before submitted to DPR Finance.” 

As part of our review, we noted the following based on inspection and inquiry: 

 Documentation was insufficient to substantiate that DPR met its cost recovery goals for the 55+ Program. 

 Post-program reconciliations are not performed to assess achievement of cost recovery goals for each course/activity. DPR 
management noted that an annual review of all programs is performed, but the departmental policies do not clearly document the 
review elements, or how evidence of the review is to be documented. 

 One Program Planning Tool, created in 2005, was utilized for all 55+ classes, activities, trips, and events within our scope period. 
This document focuses on high-level purpose, goal, objectives, expected outcomes, and timeline of the 55+ Program and does not 
provide sufficient support to “assist the Programming Supervisor and Unit Manager in making resource allocation decisions by 
providing detailed information about program costs” as specified in the 55+ Program procedural document. For example, for timeline 
the document states, “center programs are conducted year round” and for location the document states, “all senior centers.” 

Based on our testing of 25 sampled courses/activities we noted the following: 

 Nine instances in which the cost recovery forms provided as support covered a category of courses/activities and not the specific 
course/activity selected for testing.  

o These “category” cost recovery forms provide fee ranges for classes (e.g.: “$12-$18”) and activities (e.g., $25 -$68) and 
cost recovery (e.g.: “Up to 85%”), and they estimate the cost of supplies and contractor expenses. 

 Three instances in which a completed Letter of Intent was not provided.  

 13 instances where evidence of cost recovery approval was limited to the Board resolution which approve a range of fees based 
on program type. For these 13 instances, there was no evidence of approval of individual Cost Recovery Forms.   

 No Programming Supervisor approval of new programs was evidenced on the Program Planning Tool.  
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EXECUTIVE SUMMARY (CONTINUED) 

Detailed Observations (continued) 

 

Observation 1. Programmatic Goals and Cost Recovery/Pricing Procedures (continued) 

 Non-adherence to programmatic goals and cost recovery requirements could result in an inefficient allocation of County resources and 
recovery of program costs, misappropriation of program funds, and the failure to meet the needs of program participants. 

Recommendation We recommend the following: 

 DPR should clarify its course/activity goal-setting, pricing, and approvals processes as stated in the “55+ Program Plan”. Since 
the form has not been updated/revised since 2005, a question exists as to its usefulness. DPR should ascertain at what level the 
form should be completed to be value added and meet its objective.  To meet its stated objective, it would appear that all documents 
should be specific to a certain group of courses/activities or specific to each course/activity and properly maintained.  

 Any changes to a program’s goal-setting, costs, and approval processes should be formalized through updates to the 
corresponding “55+ Program Plan” document.  

 DPR should evaluate its procedures to validate it is meeting the cost-recovery goals with sufficient documentation. This should be 
formalized and documented in desk procedures. The procedures should include a review of a sample of programs to ensure the 
cost recovery goals are being met and validate that all required documentation was completed and retained. Periodic reviews help 
to improve processes and controls over time as a form of feedback and quality assurance. 

 Following the completion of every paid courses/activities (or as appropriately defined), DPR should perform a cost recovery review 
to determine whether cost recovery goals were met. If cost recovery goals were not met, determine the root cause and if any action 
should be taken for future programs of within the same category (ex. adjust pricing). This review should be documented and 
retained for reference as needed.  
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EXECUTIVE SUMMARY (CONTINUED) 

Detailed Observations (continued) 

 

  

Observation 1. Programmatic Goals and Cost Recovery/Pricing Procedures (continued) 

Management’s 
Action Plan 

1.a.&b. Response: DPR believes it is adhering to the processes as stated in the 55+ Program Plan.  The program plan document will be 
updated to clarify how the tool is used. The tool is used when developing a broad category of programming like the 55+ Senior Center 
Program which includes several activities ranging from fitness classes to senior travel.  
Responsible Party: CRD: 55+ Unit Manager 

Target Date: June 2021 

1.c. Response:   DPR will develop a desk procedure on meeting cost recovery goals and the use of cost recovery worksheets.  DPR 
developed a process in 2020 to clearly approve individual Cost Recovery sheets and will update the Cost Recovery sheets to include 
approval signature lines for the staff member completing the cost recovery form and their supervisor.  DPR will review to ensure that 
programs requiring an LOI have one on file, the review will include any current and future program offerings. DPR will save LOIs in a 
central location to be easily located for reference. 
On a pilot basis, DPR will perform a quality assurance review on a quarterly basis. DPR will select a sample of classes/event and ensure 
cost recovery goals are being met and all supporting documentation is retained. After a year, DPR will assess the effectiveness of this 
process and coordinate with DMF as to the value of making it permanent.   
Responsible Party: DPR Finance Unit: DFO and Operating Budget Analyst 

Target Date: July 2021 (prior to the next cost recovery review process) October 2021 to commence Quality Assurance Review 
(insufficiently fee programs currently due to COVID) 

1.d. Response:  As stated in response to 1c., DPR will develop a desk procedure that will require clear documentation that the cost 
recovery goals are being met.  DPR will work with Department of Management and Finance to ensure it reflects the appropriate 
accountability at the right level.  From a cost-benefit analysis it is not feasible to conduct a review as every paid program is completed. 
During the cost recovery process fees are developed based on a minimum number of participants aligned to the cost recovery goals. If the 
enrollment target is not met the class is cancelled. It should be noted that DPR monitors; on a monthly, quarterly and annual basis, the 
total expenses by cost center compared with revenue received to ensure the cost recovery goal is met. The 55+ cost centers being 
monitored include senior adult classes, senior adult travel and senior adult programs. Any anomalies identified are then researched – if an 
issue with fees is identified the class offering is flagged for in depth review during the next cost recovery cycle.  

Responsible Party: DPR Finance Unit: DFO and Operating Budget Analyst 

Target Date: July 2021 (prior to the next cost recovery review process) 
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EXECUTIVE SUMMARY (CONTINUED) 

Detailed Observations (continued) 

Observation 2. 55+ Program Ticket Purchases 

Moderate The 55+ Travel Program manages approximately 200 trips per year/five thousand participants generating about $215 thousand of 
expenses that are processed by the program staff. Tickets for 55+ Program day trips are purchased by the 55+ Travel Program Supervisor 
using their P-Card. Per inquiry, it was noted that prior to purchasing event tickets, the 55+ Travel Program Supervisor obtains a list of 
registrants from RecTrac and creates a document that includes the names of registered ticket recipients, and a total number of tickets to 
be purchased. The exception to this practice is events for which tickets are purchased further in advance because of demand or a minimum 
purchase requirement. In these instances, the number of tickets to be purchased are based on the required minimum purchase, or the 
maximum number of registrants and the historical demand for similar events.  

According to the 55+ Program Refund Policy: 

 No refunds are granted on any trips which require meal reservations, tickets or chartered transportation unless staff is able to sell 
the reserved space.  

 No refunds are granted within 48 hours of trip departure time. 

 Refunds for medical reasons must be accompanied by a physician’s note and shall be considered on a case by case basis. 

As part of fieldwork we noted the following: 

 Per inquiry, the 55+ Program Unit Manager noted that they review the registrant list as part of the P-Card review, and initial the 
document as evidence, but that the document is not retained as evidence within PRISM.  The 55+ Travel Program Supervisor 
stated that the signed hard copies are retained in a file in their office at the Recreation Center, but that the information is not 
currently accessible due to COVID 19 restrictions. 

 Based on our sample of 35 travel events, we noted four instances in which refunds were issued to registrants without paid 
replacement attendees due to registrant illness/health without obtaining a physician note or other medical documentation, which 
is a violation of the documented refund policy. 

o We further noted that there is insufficient evidence to document that refunds are issued only in instances where 
tickets/reserved spaces were able to be sold to other registrants as required by the Refund Policy. Per inquiry with the 
DPR Finance Officer, Excel trip sheets are maintained outside of RecTrac and used by staff to validate that the refund 
policy is followed, but the sheets do not provide sufficient detail to validate refund appropriateness.  

The lack of an independent review of a documented reconciliation of purchased tickets to attendees increases the risk of inappropriate 
purchases and the misappropriation of County funds.  Further, failure to retain evidence of reconciliation increases the perceived risk that 
an incorrect number of tickets were purchased, resulting in a loss of revenue to the County. 

Noncompliance with the 55+ Program refund policy requirements increases the risk for inappropriate refunds that could result in a loss of 
County revenue. 
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EXECUTIVE SUMMARY (CONTINUED) 
Detailed Observations (continued) 

Observation 2. 55+ Program Ticket Purchases (continued) 

Recommendation We recommend the following: 

 The 55+ Travel Program Supervisor should reconcile the number of tickets purchased for each activity to a final number of 
participants on a consistent basis. Discrepancies should be investigated and resolved. The reconciliation should be provided to 
the 55+ Program Unit Manager.  

 The reconciliation of the number of tickets purchased for each activity to a final number of participants from RecTrac should be 
retained as part of the P-Card support packet on a consistent basis.  

 If refunds are allowed for instances involving the health of registrants, the refund policy should be updated to allow for an exception 
to be made to accommodate the refund request. 

Management’s 
Action Plan 

Response: The 55+ Travel Program Supervisor will review final reconciliations of tickets purchased with tickets used by participants on 
a monthly basis (during 1:1 check in with 55+ Unit Manager) through a shared OneDrive folder accessible to the 55+ Program Unit 
Manager and DPR Finance Unit. PCARD reconciliations will note that this back-up is on file with the Program Supervisor. 

DPR will update the refund policy regarding maintaining medical documentation support for cancellations due to medical reasons.   

Responsible Party: DPR Finance Unit and DPR SOP Group: DFO, Operating Budget Analyst, SOP group members, 

Target Date: June 2021 for refund policy changes.  Reconciliations will commence when events resume.  (They have been postponed 
due to COVID.) 
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EXECUTIVE SUMMARY (CONTINUED) 

Detailed Observations (continued) 

Observation 3. 55+ Program Funds Handling 

Moderate According to the County’s Funds Handling Policy: 

 “9.2. Supporting documentation for deposits made directly to the bank must be submitted to the Treasurer’s Office within 24 hours 
of each deposit. The documentation will include a Cash Receipt Input Form (CRIF), unless a different system generated 
mechanism is approved by the Comptroller. This may be hardcopies or automated forms, as applicable and must include complete 
and correct accounting distribution(s).” 

According to the DPR Funds Handling Policy: 

 “The Cash Receipt Input Form (CRIF) must be included in the CRIF package.” 

 “At least two employees must account for the funds received upon changes in shifts and daily when closing the facility. For locations 
where less than two DPR employees are on duty, an alternate plan approved by the Division Chief and the Department Director 
of Budget and Finance must be on file. The individual receiving cash should not be the same person providing the service.” 

Based on our sample of 25 transactions, we noted the following:  

 Four instances in which the Cash Balancing Worksheet, which provides evidence of review by a second individual, was not signed 
by two employees.   

o Per the DPR Budget & Management Specialist, three of the four instances were specific to a small location where only 
one employee was present. An approved alternate plan, which is required for locations with less than two DPR employees 
on duty, was not available for our review. 

o For one of the four instances, the Cash Balancing Worksheet was completed but not signed. 

During our review we noted that CRIFs were no longer prepared and included as part of the information packet provided by each center. 
RecTrac (program management and point of sale system) has developed the capability to communicate daily with PRISM (the County’s 
financial system) to allocate deposited funds into the correct account codes, which has eliminated the need for an actual CRIF to be sent 
to the Treasurer’s Office for allocation. This process change has not been formalized through documented Comptroller approval. 

Noncompliance with funds handling policy requirements increases the risk for misappropriation of County funds.  

 

file:///C:/Users/e034190/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/5VQDD3G1/page%20number


 
Internal Audit  
Department of Parks and Recreation – 55+ Program 
Report Date: December 21, 2020 
 

9 

EXECUTIVE SUMMARY (CONTINUED) 

Detailed Observations (continued) 

Observation 3. 55+ Program Funds Handling Testing (continued) 

Recommendation We recommend the following: 

 DMF and DPR should update their respective policy documentation to accurately reflect the current, approved funds handling 
processes.  

 The Cash Balancing Worksheet should be signed by two employees on a consistent basis.  If there are sites that do not have two 
employees available to dual count cash, an alternate plan should be documented, approved, and retained to evidence that appropriate 
controls will prevent or detect the loss of County revenue.  

Management’s 
Action Plan 

Response: DPR will submits its request and policy documentation to reflect the current process to the Comptroller for approval. DPR will 
locate the alternate plans for locations with less than two DPR employees on duty, if no plan is located, DPR will draft a plan and have it 
approved by the department director. All plans will be saved in a central location accessible to the DPR Finance Unit and staff approved 
for cash handling. 

Responsible Party: DPR Finance Unit, DFO, Operating Budget Analyst 

Target Date: Updated policy – Complete. June 2021 for location and/or documenting alternate plans. 
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EXECUTIVE SUMMARY (CONTINUED) 

Detailed Observations (continued) 

Observation 4. Post-Program Surveys 

Low We noted that according to the 55+ Program procedural documents (“55+ Program Plan”): 

 “The Office of 55+ Programs uses participant surveys to assess customer satisfaction and outcomes. Other tools used to evaluate 
programs include course evaluations at the end of a class series, customer satisfaction surveys following a trip, social event 
evaluations that solicit suggestions for future programs, “pre” and “post” measures of learning or progress in wellness programs, 
and surveys of needs and interests undertaken by senior center advisory councils.” 

Based on our testing specific to surveys and feedback for the 25 sampled courses/activities, we noted the following: 

 12 instances for which no evidence of the post-course/activity survey was provided. 
o We noted that two additional sports and fitness surveys were not disbursed to participants due to resource limitations and 

priorities during COVID 19 response.  

During our review we also noted that the “55+ Sports & Fitness Survey” and “55+ Travel Survey” were generic and not structured to obtain 
feedback on an individual course offering or trip/event. 

Failure to solicit and obtain specific, targeted feedback from participants regarding their experiences and perceptions could result in course 
offering, trips, or events failing to meet the designed objectives for participating residents. 

 

Recommendation We recommend the following: 

 Post-completion surveys should be requested from participants on a consistent, timely basis, and surveys should be structured to 
allow participants to provide feedback specific to each course/activity. 

Management’s 
Action Plan 

Response: DPR will review current survey templates and include an open-ended response option, if needed 

Responsible Party: CRD: 55+ Unit Manager and program staff 

Target Date: March – June 2021 
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EXECUTIVE SUMMARY (CONTINUED) 

Detailed Observations (continued) 

Observation 5. 55+ Program PCard  

Low According to the County’s Purchase Card (PCard) Program Manual: 

 “It is mandatory that Card Holders obtain and retain all itemized invoices/receipts, packing slips, and charge tickets.” (Section D, 
Purchasing Guidelines) 

 “For all meal purchases, a “purpose statement” and list of attendees must be attached to the receipt or written on the receip t. If 
this is for a sizeable group (i.e. more than five – an event similar to the Marine Corps Marathon for police) – then a description of 
the event and estimate of number of people fed should be included.” (Section D, Purchasing Guidelines) 

 “There are dollar limits per transaction and per month as well as a limit to the number of transactions each Card Holder may make 
in one day and in one month.” (Section E, Purchase Card Restrictions) 

Further, there are 55+ Program policies regarding P-Card purchases as outlined in the “Staff Purchasing Guidelines” document provided, 
including: 

 “A Food approval form must be submitted and approved by the CRD Division Chief before purchasing food.” 

Based on our sample of 42 PCard transactions, we noted the following: 

 Four instances in which a DPR food approval form was not provided as part of the PCard support documentation—ranging from 
$10.29 to $837.50.  

 For three instances, there was no “purpose statement” (i.e. description of event and number of attendees fed) provided. 

Lack of consistent adherence to County and 55+ Program PCard policies increases the risk of inappropriate purchases and the 
misappropriation of County funds. 
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EXECUTIVE SUMMARY (CONTINUED) 

Detailed Observations (continued) 

Observation 5. 55+ Program PCard Program (continued) 

Recommendation We recommend that a re-emphasis be provided to those involved with the PCard program (Card Holders, Card Managers, designated 
Approvers, and Department Directors or his / her designee) of the supporting documentation required to substantiate purchases.  

Management’s 
Action Plan 

Response: DPR will conduct targeted p-Card refresher training with all p-Card holders in the 55+ program unit. DPR will review the Food 
Approval Form policy and make updates if necessary, regarding food approval forms for travel events. 

Responsible Party: DPR Finance Unit, DFO, Operating Budget Analyst, p-Card Manager 

Target Date: June 2021 
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BACKGROUND, OBJECTIVES AND APPROACH 

Background 

Overview 
DPR operates recreational facilities throughout the County. DPR’s facilities range from parks, sports fields, nature and community centers to water playgrounds 
(spraygrounds), playgrounds and a skate park. DPR’s mission is to promote wellness and vitality through dynamic programs and attractive public spaces. DPR acts 
as stewards to the County’s natural resources and provides affordable recreational programs and services for people of all ages, abilities and interests. DPR offers 
courses/activities for all ages, including: 

 Early Childhood 

 Youth and Families 

 Teen and Entrepreneurship 

 55+ 

 Therapeutic Recreation 

 Summer Camps 

DPR has an adopted FY 2021 expenditures budget of $49.2M, of which approximately $13.1M is provided through revenues received, and approximately $36.1M is 
provided through tax support. DPR is budgeted for 427.28 FTEs in FY 2021. The 55+ Program accounts for approximately $1.95M (4.0%) of the total DPR FY 2021 
expense budget, and 18.73 (4.3%) of the budgeted DPR headcount. 

55+ Program 

Arlington County senior centers offer a broad range of services and programs for participants’ social, cultural, physical, intellectual, emotional and economic needs 
and interests. Each center’s programs include:  

 Education and cognitive stimulation 

 Fitness and sports 

 Arts and creativity 

 Social activities and recreation  

 Health and wellness 

 Travel 

 Volunteer opportunities 

 Senior governance  

Arlington County has five community centers that offer a wide array of 55+ courses/activities, including: Arlington Mill Community Center, Aurora Hills Community 
Center, Langston-Brown Community Center, Lee Community Center and Park, and Walter Reed Community Center.  
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BACKGROUND, OBJECTIVES AND APPROACH (CONTINUED) 

Background (continued) 

Program Development 
The following chart shows illustrates the FY 2018 and FY 2019 revenue for 55+ Program Senior Day Trips and Senior Classes: 

 

 

The DPR 55+ Program offers hundreds of courses/activities each month. During the review period there were a total of 1,020 courses and activities offered.  
Courses/activities include a mix of on-site and off-site offerings and include one-time events as well as multiple-session courses/activities. Virtual courses/activities 
are also part of the 55+ Program services, allowing their senior residents to stay connected during the current times of COVID 19.  

The 55+ Program staff leverage a “program planning tool” in the development stage of new courses/activities. This tool allows 55+ Program staff to organize and 
document their thoughts, plans, and decisions, as well as the program purpose, objective, expected outcome, details of execution, and timeline. The program 
planning tool also specifies information related to program costs, allowing the Programming Supervisor and Unit Manager to use the tool in the course of making 
resource allocation decisions. Upon approval of design, programs may be reviewed additionally depending on whether they are categorized as free or fee-based. 
Subsequently, all programs are scheduled at the various County senior center locations. Advertisement of classes is currently published bi-monthly in the DPR’s 
“55+ Guide”, but will transition to a quarterly schedule in fall 2020.  

Fee-based Programs 
Fee programs are required to be included as part of the budget development process. Program staff are responsible for completing and submitting a Cost Recovery 
Form/Worksheet, which sets the fees for the new program. The Unit Manager approves this form, before submission to DPR Finance for final review.  

Free Programs  
A Letter of Intent, in which the specifics of the course/activity are agreed upon, must be set-up with the program presenter/facilitator during the initiation process for 
new free programs. The Community Recreation Division Chief provides official sign-off on the letter to indicate final approval.  
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BACKGROUND, OBJECTIVES AND APPROACH (CONTINUED) 

Background (continued) 

Funds Handling 
For calendar year 2019, a total of 7,662 resident payment transactions related to 55+ Programs were completed totaling $344,190. On average, 639 resident payment 
transactions were completed each month totaling $28,742. Payments are accepted at 10 DPR locations, as well as online, by phone, and by mail. Two of these 
locations (Thomas Jefferson Community Center and Registration office) at 3700 S Four Mile Run Dr, contain drop safes in which the cash is picked up by an armored 
car service, and checks are deposited on-site using a check remote deposit device. One of the ten locations (Aurora Hills) transfers their funds to the Registration 
Office to be deposited as part of the armored car service. Seven locations deposit both cash and checks themselves electing not to utilize the armored car service. 
On a daily basis, the bank deposit slip, RecTrac Cash Journal, drop safe vault receipt, and Cash Receipt Input Form (CRIF) are automatically reconciled. If there 
are discrepancies the Treasurer’s Office contacts DPR Finance to investigate for investigation and resolution.  

For online transactions, Treasurer’s Office allocates bi-monthly batches into DPR’s fund, which includes the 55+ Program payments. The online payment processing 
portal, MerchantConnect, is used to capture the County’s web transactions. On a monthly basis, a reconciliation is performed between the payments captured in 
MerchantConnect and RecTrac, with any necessary correction documented on the CRIF.  

The following chart illustrates the 55+ Program fees collected, by month, during CY 2019: 

  

Note that the fees collected are higher every other month. The months in which more program fees are collected align with the months in which the 55+ Program 
guides are released and registrations are received.  

As part of our review of the funds handling process, RSM tested a sample of transactions to verify that resident payments received related to the 55+ Program 
were completely and accurately recorded and deposited.  
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BACKGROUND, OBJECTIVES AND APPROACH (CONTINUED) 

Background (continued) 

The following chart illustrates the 55+ Program fees collected, by location, during CY 2019: 

 

 
The following chart illustrates the 55+ Program fees collected, by payment type, during CY 2019: 
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BACKGROUND, OBJECTIVES AND APPROACH (CONTINUED) 

Background (continued) 

Revenue 
Funds collected for 55+ course/activities are deposited to the bank along with funds collected for other DPR payments. The revenue specific to 55+ Program is 
identified through RecTrac reporting and recorded to the corresponding cost centers. Due to the number of individual courses, activities, and trips that occur each 
year, 55+ Program revenue is aggregated into four specific cost centers, which are: a) Senior Classes, b) Senior Adult Office, c) Senior Travel, and d) DPR Senior 
Adult Programs. The appropriate cost center is identified when each course, activity, and trip is set up in RecTrac. 

RecTrac auto-reports funds received through cash and checks to PRISM on a nightly basis. Funds received through credit cards are recorded to a credit card 
revenue account and allocated to the appropriate cost center using RecTrac reporting on a monthly basis. DPR Finance performs analyses to review 55+ Program 
revenue based on trending versus prior months and quarters, and year over year. For the audit period, we obtained PRISM reporting to verify the completeness of 
the revenue recorded to 55+ Program costs centers, compared to reporting provided from RecTrac for the same period. 

 
PCards 
For calendar year 2019, 304 PCard purchases were completed related to the 55+ Program totaling $150,699. PCard purchases are primarily related to items such as tickets, 

vouchers, supplies, and equipment for 55+ Program courses/activities. Currently, there are six DPR cardholders that may make purchases related to the 55+ Program.  
PCard use is governed by the County’s Purchase Card Program Manual and the DPR’s “55+ Staff Purchasing Guidelines” document. Each month, PCard 
reconciliations are performed using the statements, receipts, and any supporting documentation. The cardholder’s card manager and supervisor reviews and 
approves the PCard reconciliations. All staff with PCard authorization have completed the Arlington County Purchase Card Guidelines training. 

The following charts illustrate the total 55+ Program PCard spending and transactions, by month, during 2019: 
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BACKGROUND, OBJECTIVES AND APPROACH (CONTINUED) 

Background (continued) 
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BACKGROUND, OBJECTIVES AND APPROACH (CONTINUED) 
Objectives and Approach 

Objectives 
The objective of this internal audit was to evaluate and determine if the system of internal controls is adequate and appropriate, for effective funds handling and 
revenue recognition, including the recording, tracking, and monitoring of program revenue and related costs. 

The scope of this internal audit included a review of policies and procedures governing the management of the 55+ Program as well as other procedures that helped 
us achieve our primary audit objective. This internal audit did not include assessing the implementation, adequacy, safety and security of the programs. We reviewed 
documents and system reports supporting transactions that occurred from July 1, 2018 to December 31, 2019, as well as current practices and procedures from a 
sample of locations and related programs. 

Scope Limitation 
The original scope of the review initially included validating processes and controls related to funds handling and the physical security of 55+ Program assets through 
the physical inspection of a selection of DPR facilities. The COVID 19 pandemic resulted in the County closing many of its facilities to employees and visitors 
throughout the duration of our fieldwork. The closures had an adverse impact on our ability to perform all procedures that depended on on-site visits. As such, the 
scope of our review was modified to limit procedures pertaining to the physical safeguarding of funds and assets to inquiry only. 

Additionally, in some instances the COVID 19 pandemic limited DPR’s access to documentation that was requested in support of the funds handling testing. Specific 
instances of limitation were noted in our testing. 

Approach 
Our approach to the audit execution consisted of the following phases:   

Understanding and Documentation of the Process 
The first phase of this audit consisted primarily of inquiry and walkthroughs, in an effort to obtain an understanding of the key personnel, risks, processes, and 
controls relevant to the objectives outlined above. The following was performed as a part of this phase: 

 Conducted interviews with the appropriate representatives to discuss the scope and objectives of the audit work, obtain preliminary data, and establish working 
arrangements; 

 Conducted interviews with key personnel to obtain a detailed understanding of the in-scope process(es); 

 Documented flowcharts of the process(es); 

 Reviewed the applicable policies and procedures and agreements related to this project; 

 Performed walkthroughs to gain an understanding of the function and assess the design of internal controls; and 

 Developed a risk-based work plan for the evaluation of the design and operating effectiveness of processes and controls, based on the information obtained 
through our review, inquiry and walkthrough procedures. 

Evaluation of the Design and Effectiveness of Process and Controls 
The purpose of this phase was to test compliance and internal controls. Our fieldwork testing was conducted utilizing sampling and other auditing techniques to meet 
our audit objectives outlined above. Procedures included: 
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BACKGROUND, OBJECTIVES AND APPROACH (CONTINUED) 

Objectives and Approach (continued) 

 Obtained an understanding of the 55+ Program revenue structure; 

 Analyzed and determined how classes and programs are structured to include pricing and costing of programs; 

 Determined and documented the various forms used to collect revenues (i.e. cash, checks, credit cards); 

 Assessed adequacy of the receipting process; 

 Assessed adequacy of the bank deposit process; 

 Assessed adequacy of recordkeeping and recording of revenue to the system of record (RecTrac, and any other systems), if applicable, and general ledger 
(PRISM); 

 Assessed safeguarding of cash; 

 Assessed adequacy of program credits/reimbursements; 

 Assessed monitoring of program sustainability as compared to established goals and cost recovery; 

 Evaluated compliance with County and Department (if applicable) funds handling policies and procedures; 

 Verified that purchases were made in accordance with County policies (e.g. Procurement Card Policy); 

 Evaluated Handling and safeguarding of event tickets, vouchers, and equivalents; and 

 Reviewed records of overages/shortages and monitoring. 

Reporting 
At the conclusion of this audit, we vetted the facts and exceptions noted during the audit with the appropriate Stakeholder(s) and then prepared a draft report based 
on our findings. The draft report was submitted to the appropriate Stakeholder(s) for review. An exit meeting was held with the Stakeholder(s) and RSM to formally 
review and discuss the draft report and modify accordingly. The Stakeholder(s) provided their corrective action plan with estimated completion dates. In conjunction 
with DMF, we reviewed the Stakeholder’s corrective action plans to determine if a rebuttal was warranted. If a rebuttal was warranted, we documented and included 
after the Stakeholder’s corrective action plan. The report was finalized upon authorization from the Department of Management and Finance.   
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BACKGROUND, OBJECTIVES AND APPROACH (CONTINUED) 

Objectives and Approach (continued) 

 
 
 
 
 
 

  

Observation Risk Rating Definitions 

Rating Explanation 

Low 
Observation presents a low risk (i.e., impact on financial statements, internal control environment, public 
perception/brand, or business operations) to the organization for the topic reviewed and/or is of low 
importance to business success / achievement of goals and internal control structure.  

Moderate 

Observation presents a moderate risk (i.e., impact on financial statements, internal control environment, 
public perception/brand, or business operations) to the organization for the topic reviewed and/or is of 
moderate importance to business success / achievement of goals and improve its internal control 
structure. Action should be in the near term. 

High 

Observation presents a high risk (i.e., impact on financial statements, internal control environment, 
public perception/brand, or business operations) to the organization for the topic reviewed and/or is of 
high importance to business success / achievement of goals and improve its internal control structure. 
Action should be taken immediately. 
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APPENDIX A - PROCESS MAP: 
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APPENDIX A - PROCESS MAP: 
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APPENDIX A - PROCESS MAP: 
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APPENDIX A - PROCESS MAP: 
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