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e There were four contracts for which bills were sent exceeding contracted

amounts:
Contract Amount }
Billed
Over

Southern Nevada Water Authority-Yuma | $2,510
| Clapper/Cuckoo-Amendment 3

USDA Forest Service-Amendments 2 and 4 $32,318
and
$3,445

National Park Service $2,500

County of Riverside $53,789

e There was one contract for which checks received could not be accounted for:;

Contract Amount In
Question
National Park Service $5,000

In some instances it was noted that there were periods of low staffing in prior years so
invoices were not sent out for long period of time. When revenue for services is not
collected in a timely manner, interest income on the cash is lost. Also, when terms of
the contract are breached, the contract and grant revenue the museum has secured
could be jeopardized.

Recommendation: Organize a clear, central billing and record keeping process for all
contracts. Assign staff to ensure that invoices are sent out in a timely manner, that
invoices agree to contract terms and that records of receipts are kept in an accessible
location.

Management response:

Agree:

Centralized billing and record keeping will be implemented and the Administrative
Supervisor will oversee/monitor the process by the establishment of monthly billable
tracking procedures.

The Museum uses activities codes as a tracking mechanism. Activity codes are

assigned to projects to track all project-related activities. Also, an annual invoice
schedule is distributed to staff. The Museum Administrative Supervisor will ensure
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invoices are being prepared and mailed based on that schedule. When invoices exceed
45 days, the Administrative Supervisor will notify Division Heads that invoices are
missing for that billing cycle. The Museum Director will be notified when invoices aren’t
being submitted in a timely manner.

Currently the division managing the contract has all related documentation.
Administration maintains all original contracts (copy forwarded to division upon Board-
approval). Back-up fiscal records are maintained in Administration as they pertain to
labor (EMACS, personnel files, etc), Accounts Payable, and Accounts Receivable. This
helps each staff have access to the information required to perform their appropriate
duties.

Auditor’s response:
The department’'s response addresses planned action to prevent reoccurrence of this
finding.

Finding 6: Organization over resources and procedures could be improved.

Good contract practices require organization and standard procedures to minimize time
spent managing each contract as well as to track budgetary and other resources spent
on each project. Good human resource practices require tracking all resources (time)
and accounting for backup procedures when planning supervision requirements.

In trying to obtain information for this review we noted the following conditions:

¢ Contracts, payment logs, invoices and reports could not all be found in one place
for any particular file. Parts of each file could be found in Administration, with the
division head and with the division assistant. |AS (Internal Audits Section) staff
was consistently sent from one section to another in search of required
documentation.

¢ There were two grants for which no reports or financial records could be located:

Grant Amount Received
Union Pacific Foundation Grant $3,000
Weingart Foundation Grant $50,000

e There was one grant for which reports did not have the director's signature as
required for certification:

Grant Amount Received
Institute of Museum and Library Services $61,092
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e Museum staff does not have procedures set up to track the whereabouts of
employees. In our search for all required documentation we were unable to
locate the necessary staff at times, and supervisors were unaware whether that
employee was in the office, at lunch, break, etc. Also, other museum staff could
not locate employees whose supervisors were out in the field. There were no
backup procedures set up for the time the division heads are in the field.

e Documentation requested to complete this audit required multiple attempts over
several weeks to be received. We sent emails, set up meetings, sent follow up to
the director, but did not receive all information as of January 8, 2009.

Unnecessary resources may be spent on tracking and researching contracts when clear
procedures are not created and followed. There is a potential for waste and abuse of
County time without active tracking of all staff time. There is also the potential for
customer service to be compromised because there is inadequate staff available to
answer questions.

Recommendation: Set up procedures to ensure that complete files can be found in
one place for each project, and that at any given time the progress of the project can be
determined. Create backup supervision plans for when supervisors cannot be in the
office. Consider creating a tool that staff can use to determine when someone is out of
the office, such as a sign-out board.

Management response:
Agree:

The Administrative Supervisor, through direction of the Director, will develop procedures
to ensure that all files can be found in a central location and that more than one person
has knowledge and can access these files to provide the progress at any time. A
system will also be in-place to track employee’s out-of-office conducting fieldwork,
attending meeting and conferences, etc.

Auditor’s response:

The department’s response addresses planned action to prevent reoccurrence of this
finding.

Summary

Since the contract management practices in place at the Museum are jeopardizing
relationships with agencies that may also be contracting with other County departments,
they may be jeopardizing all grant revenue for the County. We strongly recommend
that the Museum implement the above recommendations immediately or cease to apply
for any grant contracts.
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Management response:

Contract and grant funding has been a fundamental part of the County Museum for
more than thirty-years to maintain programs, exhibits, educational and research
outreach to the residents of San Bernardino County and the region. Pursuant to the
Auditor's findings and recommendations, the County Museum will immediately
strengthen and implement business and fiscal management of all contractual and grant
oversight as indicated in the above recommendations. Furthermore the County
Administrative Office will assist in oversight of the implementation and monitoring of the
County Museum contract and grant management. We encourage the ACR to review
the County Museum'’s progress regarding contract and grant management in the future.

Thank you very much for the cooperation extended by your staff during the course of
this audit.

Respectfully submitted,

Larry Walker
Auditor/Controller-Recorder
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