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                            Domestic Animal Services 
 

 
OBJECTIVES AND SCOPE 
 
The objective of this Management Advisory Report is to review the cash handling and cash receipts 
procedures utilized at the Collier County Domestic Animal Services Shelter (DAS). A limited scope review 
commenced after Internal Audit received information from the Clerk’s Finance Director that DAS had 
discovered that monies were missing. This review initially included determining how much money was 
missing. In addition, the review evaluated whether adequate safeguards and controls existed prior to the 
defalcation, and whether DAS has changed procedures, following the discovery of the shortage, to better 
safeguard cash. The scope of the review has been limited to assessing the DAS’ cash handling and cash 
receipts procedures. The Collier County Sheriff is investigating the defalcation and has assumed 
responsibility for documenting the financial details and disposing of the matter. 
 
 
BACKGROUND 
 
DAS receives payments from the public and veterinary clinics for animal licenses, pick up fees, boarding 
and permit fees, dangerous dog registrations, adoptions, cremation fees and court ordered violation fees. 
After receiving payment, DAS employees process a three copy receipt, giving the white copy to the 
customer. After processing by the Finance Department, DAS keeps the pink copy, and Finance retains the 
blue copy (Exhibit 1). 
 
 
As reflected in the DAS organizational chart, Director Jodi Walters manages an Animal Control Supervisor 
(who supervises Animal Control Officers), Kennel Technicians, a Veterinarian (who supervises a Veterinary 
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Technician), and an Administrative Assistant. The Administrative Assistant, Rachel Jacofsky, was responsible 
for supervising the Customer Service Representatives, the Customer Service Specialist and Fiscal Technician 
(Exhibit 2). 
  
 
The Fiscal Technician, Shirley Kenney, initially discovered that a few receipts were missing. She found 
bundles of receipts and unprocessed checks in the Administrative Assistant’s desk drawer. She was out of 
the office that day, but was asked about the bundles upon her return. The Administrative Assistant’s job 
responsibilities included supervising the fiscal employees, as well as checking off the receipts in the 
logbook and taking the deposits to finance. Upon being confronted, the Administrative Assistant admitted 
that since last fall she had not been depositing all the payments she received (both cash and checks) and 
had taken some money for herself. Immediately after this, the Director asked her to provide more 
information about the defalcation.  The Administrative Assistant stated that she would provide DAS with 
checks and cash receipts that she still possessed. The Administrative Assistant was terminated on August 
5, 2002, after admitting to committing the defalcations referred to in this report. DAS and Internal Audit 
reviewed records provided by her. DAS has estimated that the Administrative Assistant withheld funds 
totaling $11,697.00. This included $3,866.00 in undeposited checks that DAS recovered. The checks were 
recently deposited and credited to DAS (Exhibit 3). 
 
 
Internal Audit interviewed Jodi Walters, Shirley Kenney and Gloria Rodezno, Customer Service Specialist, and 
they provided records for this review. Internal Audit reviewed applicable DAS Procedures Manual sections with 
interviewees. These included both old procedures in effect prior to the defalcation, and new procedures 
instituted by DAS after discovery of the defalcation, to improve efficiency and controls. 

 
 
 
FINDINGS  
   
 
1. Prior to instituting new procedures, Domestic Animal Services (DAS) lacked adequate control for 
safeguarding monies and receipts. 
 
Sufficient controls include separating the functions of authorizing, recording and custody. Assigning one 
person to perform more than one of these tasks, without oversight, enhances the risk of theft and 
concealment. Prior to the defalcation, inadequate controls gave the former Administrative Assistant sole 
responsibility for reviewing and supervising all of the following tasks: balancing all monies and receipts 
handled by employees, preparing deposits, and examining contents of employee’s locking moneybags. 
Under the controls instituted after the defalcation, both the Fiscal Technician and a DAS Supervisor now 
individually account for and review all receipts and funds received for deposit. 

 
 
 
Recommendation 
 
As now established, one employee and a supervisor should reconcile and review all receipts 
issued, payments received, deposits prepared and contents of moneybags each day. 

 
Have two DAS employees, including a Supervisor, sign off that they have reviewed these records. 
Select an official backup person in case of absence or unavailability of either individual. Utilize the 
updated forms, specifically: 

 
Form A- Receipts Spreadsheet to track receipts as they are processed and to ensure proper 
accounting for all receipts (Exhibit 4).  
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Form B-  Receipt Tracking Report to track the prenumbered receipts issued to DAS employees 
(Exhibit 5).  

 
Form C- Receipts/Funds For Deposit to reconcile receipts with deposits (Exhibit 6). 
 
  
 
2. Prior to instituting new controls, DAS did not require adequate individual accountability for 

receipts and deposits. 
 
To maintain control over cash, custodians should sign to acknowledge receipt thereof. Issued receipt 
forms should be periodically reconciled with completed forms to reveal which receipts remain 
outstanding. 
Only one person matched and reconciled the blank receipts issued to fiscal employees with the 
written receipts ultimately issued to customers. The previous procedures did not insure that all 
customers’ payments were being deposited. 

 
 

Recommendation 
 

Continue to follow the new DAS procedures. 
 

            Internal Audit reviewed the new procedures and controls with DAS. These policies require fiscal 
employees to sign for receipts they receive, prior to issuing them. These procedures also require DAS 
employees to reconcile issued and unissued receipts, and to verify that all monies are deposited 
(Exhibit 7).  
 
 

3. Prior to instituting new controls, DAS did not compare its deposits with the Finance 
Department reports of deposits.  

 
DAS delivers and deposits monies and checks almost daily to the Finance Department. Several days 
later, DAS receives a Control Deposit report and official receipt generated by Finance. The Finance 
Department report lists all receipt numbers, the names of the customers, payment codes and amounts 
received for each item deposited. It also includes total monies received by category (Exhibit 8). Prior 
to this review, DAS had not prepared its own deposit slip or deposit item ticket record. Consequently, 
it had not been confirming that all sums delivered to Finance were being deposited. 

 
            
     Recommendation 

 
For every deposit, DAS should prepare and maintain a record, listing each receipt number and 
amount, the total deposited and the deposit date. 

 
DAS should modify Form C, Receipts and Funds For Deposit and add the following:  The amount 
deposited for each individual receipt listed and the deposit date and total. These entries provide DAS 
with its own record to cross check the Finance Department’s report on deposits. 

 
 

4. DAS has been utilizing multiple policies, procedures, forms and controls    pertaining to license 
tag collections.  
 
The Animal License Tracking Procedure policy - revised 10-01-01, which had been in effect prior to the Internal 
Audit review, described general procedures for obtaining and issuing license tags. The policy did not include 
existing money handling procedures and which forms should have been prepared by DAS and veterinary clinic 
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personnel. (Exhibit 9). These requirements were listed in separate policy statements. A new policy for License 
Tracking Procedures was revised as of 10/15/2002. The money handling procedures and documentation 
requirements are included in this policy (Exhibit 10). 

 
Multiple sources for policies and procedures can be difficult to follow because the applicable rules can be 
hard to locate and may be contradictory. One comprehensive source makes researching correct policies 
and procedures more efficient and timely. 
           
 

 Recommendation 
 

             Continue to follow all policies and procedures for license tag collections as recently combined into 
one comprehensive document.  

 
  Widely disseminate the new combined policy. Insure DAS and veterinary clinic personnel are familiar with 
and carefully follow all license tag and fiscal reporting requirements.  
 
 
 
 
CONCLUSION   

 
 

The Internal Audit Department encourages DAS to strictly adhere to the new policies and procedures 
to lessen the likelihood of any future defalcations. 

 
The Internal Audit Department would like to thank Director Jodi Walters, Fiscal Technician Shirley 
Kenney and Customer Service Specialist Gloria Rodezno for their cooperation and assistance in this 
review. 
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       DOMESTIC ANIMAL SERVICES - EXHIBIT LISTING 
 
 

1. Receipt Form 
      

2. DAS Organizational Chart 
 

3. Redeposit of withheld checks 
 

4. Form A- Receipts Spreadsheet 
 

5. Form B- Receipt Tracking Report 
 

6. Form C- Receipts/Funds for Deposit  
 

7. DAS Procedure- Money Handling and Receipt Procedures- revised 10-16-02 
 

8. Finance Department’s Deposit Report 
 

9. DAS Policy- Animal License Tracking Procedure- revised 10-01-01 
 
 10.   DAS Policy- License Tracking Procedures- revised 10-15-02
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