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WHY THIS GUIDE?

This Reference Guide provides management/leaders of the organizations which the Palm Beach
County Office of Inspector General (OIG) has oversight jurisdiction (the County and municipal
governments, the Solid Waste Authority, and the Children’s Service Council) with information
regarding: 1) OIG responsibilities and activities; 2) management’s responsibilities related to the IG
Ordinance (Article XII, Section 2-422 and 2-423, Palm Beach County Code); and, 3) how the OIG
and management work together to promote efficiency, effectiveness, and integrity in government.

We often say, “Good government is everyone’s business.” In this respect, the OIG works in
collaboration and partnership with management to improve efficiency and effectiveness, while
preventing and detecting fraud, waste, and abuse. This Guide is intended to strengthen this
partnership through increased understanding of what the OIG does, how we do our work, and
your related responsibilities.

A guide to this Guide:

1. If you are a new government manager and/or unfamiliar with the Office of Inspector
General, read this Guide from cover to cover.

2. If you are a seasoned government manager who is familiar with the Office of Inspector
General, you may want to first read/review your responsibilities under the IG Ordinance
beginning in Section C/page 15; then to page 12 for an example (a success story) of how the OIG
and management works together; and page 14 for training/outreach briefings and materials are
available from the OIG. Finally, when you are contacted by the OIG regarding an
inquiry/investigation, audit, or review in your organization, you can refer to the applicable area in
Section B of the Guide.

3. If you are a Palm Beach County citizen, government employee, vendor, or anyone
interested in understanding why and how the Office of Inspector General was created, what we
do, and how we work with management (leaders within the organization we oversee) to promote
efficiency, effectiveness, and integrity in government, read this Guide from cover to cover.

More information on the OIG, frequently asked questions, our reports, tips, trends, best practices,
and other reference materials can be found on our OIG website: http://pbcgov.com/0OIG/. If you
have any questions or suggestions on how we can work together better in our mutual goals as
stewards of the taxpayers’ dollars; or to improve our OIG role in providing insight, oversight, and
foresight; or, thoughts on improving this Guide, please contact us by phone at (561) 233-2350 or
Email: inspector@pbcgov.org.



http://pbcgov.com/OIG/
mailto:inspector@pbcgov.org
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Section A — OIG JURISDICTION AND AVTHORITIES

OFFICE OF INSPECTOR GENERAL
MISSION, VISION, AND VALUES

Mission Statement (Why we exist and What we do)

Our purpose (why we exist) is to provide independent and objective insight, oversight, and
foresight in promoting efficiency, effectiveness, and integrity in government.

Our promise (what we do) is to accomplish this through audits, investigations, and contract
oversight activities.

Vision Statement (Where we are going)

To lead as a catalyst for positive change throughout local governments and public organizations in
Palm Beach County with an inspired and skilled team that strives for continuous improvement.

Values (What we believe and How we behave)

Professionalism — We take pride in our purpose, profession, products, results, and conduct.
Respect - We are respectful of others and recognize their value.

Integrity - We do the right thing, the right way, for the right reason.

Dedication - We are dedicated to our purpose, our work, and our community.

Excellence - We strive for excellence in everything we do.

“Enhancing Public Trust in Government”

Oversight

Holding government
accountable for
resources and

erformance -
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Section A — OIG JURISDICTION AND AVTHORITIES

BACKGROUND/HISTORY

The Office of Inspector General (OIG), Palm Beach County, Florida was established after a grand
jury report issued in early 2009 cited repeated incidences of corruption among multiple members
of the Palm Beach County Board of County Commissioners and the West Palm Beach City
Commission. In response to that report, community leaders in Palm Beach County began a
comprehensive effort to develop an ethics initiative aimed at restoring public trust in government
and establishing a more transparent operating model for its citizens. In December 2009, the Palm
Beach County Board of County Commissioners adopted an Ordinance that established the OIG to
oversee Palm Beach County government. In November 2010, 72% of the voters approved a
countywide referendum to amend the County Charter and permanently establish the OIG. At the
same time, a majority of voters of each municipality approved an expansion of OIG jurisdiction to
cover each of the 38 municipalities within the county.

THE OIG ENABLING LEGISLATION

The OIG enabling legislation, known as the Inspector General (IG) Ordinance, was drafted in 2011,
by the IG Drafting Committee comprised of representatives from the municipalities, County,
League of Cities, citizens appointed by the County, and the Inspector General. Once completed, the
IG Ordinance was unanimously approved by the Board of County Commissioners with an effective
date of June 1, 2011. The duties and responsibilities of the Inspector General, county and
municipal officials and employees, contractors and others are outlined in the IG Ordinance (Article
XII, Section 2-421-2-452, Palm Beach County Code), which is available on our website at:
http://pbcgov.com/0IG/.

THE OIG’s JURISDICTION

County and Municipal Officials and Employees, Contractors, and Others. The IG Ordinance
(Article XII, Section 2-422, Palm Beach County Code) establishes OIG jurisdiction over:

- All elected and appointed county and municipal officials and employees,

- County and municipal agencies and instrumentalities, contractors, their subcontractors and
lower tier contractors, and

- Other parties doing business with the county or municipality and/or receiving county or
municipal funds.

Other Organizations. Two special districts have voluntarily entered into agreements for the
provision of OIG services - Children’s Services Council and Solid Waste Authority.

Not under OIG Jurisdiction. The Property Appraiser, the Sheriff, the Supervisor of Elections, the
Clerk of the Circuit Court, the Tax Collector, and the School District.
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Section A — OIG JURISDICTION AND AVTHORITIES

THE OIG’s RESPONSIBILITIES/AUTHORITIES

Conduct investigations, audits, and reviews related to past, present and proposed
county or municipal programs, accounts, records, contracts, change orders, and
transactions.

Receive, review, and investigate any complaints regarding any municipal or county
funded projects, programs, contracts, or transactions.

Establish a "hotline" to receive complaints, from either anonymous or identified
persons.

Have full and unrestricted access to records.

Have power without limitation to audit, investigate, monitor, inspect, and review the
operations, activities, performance, and procurement processes including, but not
limited to, bid specifications, bid submittals, activities of the contractor, their
subcontractors and lower tier subcontractors, its officers, agents and employees,
lobbyists, county and municipal staff, and officials.

At his or her discretion, attend all duly noticed public county or municipal meetings
relating to the procurement of goods or services, and may pose questions and raise
concerns consistent with the functions, authority, and powers of the inspector general.

Recommend remedial actions and follow up to determine whether recommended
remedial actions have been taken.

Require affected parties to provide statements, produce documents, records, and other
information.

Subpoena witnesses.
Administer oaths in taking statements.
Make criminal referrals to law enforcement agencies.

Serve as an “appropriate local official” of the County and any municipality for the
purposes of “whistle-blower” protection provided by Section 112.3188(1), F.S.

Coordinate with the county administrator and municipal manager or administrator to
develop public awareness strategies to inform government officials and employees, as
well as the general public, of the authority and responsibilities of the OIG.

Exercise any of the powers contained in the IG Ordinance upon his or her own initiative.
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Section A — OIG JURISDICTION AND AVTHORITIES

OFFICE OF INSPECTOR GENERAL ORGANIZATION

The OIG is comprised of three divisions: Investigations, Audit, and Contract Oversight.

Citizens
of

Palm Beach County

Inspector
General
Committee

Inspector General

General
Counsel
Administration
Audit Contract Oversight Investigations

The IG reports to the citizens of Palm Beach County. He or she is selected by the Inspector General
Committee and given a four year contract approved by the Palm Beach County Board of
Commissioners. The IG provides a six month update on IG activities to the public and the IG
Committee along with an annual report, issued in December.

Due to the municipal lawsuit against the County over funding issues (currently in the appeal

process), the OIG has never been fully funded and currently has funding for only 23 (58%) of the
40 authorized positions.
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Section A — OIG JURISDICTION AND AVTHORITIES

STANDARDS FOR THE OIG AND ACCREDITATION

PEER REVIEWS BY THE ASSOCIATION OF INSPECTORS GENERAL

With all this independence and authority, a common question is “Who
watches the Inspector General?” or “What standards does the OIG
follow in its investigations, audits, and reviews?” The Association of
Inspectors General (AIG) is a national professional organization
comprised of IGs from the federal, state, and local levels of
government. The AIG Principles and Standards for Offices of Inspector
General (Green Book) is one of the main standards we use. It provides
guidelines for the overall operations of OIGs, as well as, specific
standards for investigations, audits, and other IG related activities.
OIG audits are performed in accordance with Generally Accepted
Government Audit Standards (Government Auditing Standards [Yellow Book], issued by the
Comptroller General of the United States). In August 2015, the OIG was peer reviewed by the AIG.
The AIG found our office “met all relevant standards” and is a “commendable organization.”

ACCREDITATION BY THE COMMISSION FOR FLORIDA LAW ENFORCEMENT ACCREDITATION

The Commission for Florida Law Enforcement Accreditation (CFA) is the
designated accrediting body for law enforcement and OIGs within the State
of Florida. Not every State law enforcement agency or OIG obtains or
maintains this high standard of accreditation status. The OIG received its
initial accreditation from CFA in February 2012 and was re-accredited in
February 2015. CFA Assessors noted in their report, “the assessment was
flawless...the OIG presents an image that exudes respect for the County and
is also reflective of the professional attitude found in its leadership and
members.”

The OIG receives an external peer review/assessment by both the AIG and the CFE every three
years. These reports are published on our OIG website.
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Section B — OIG ACTIVITIES

INVESTIGATIONS

The OIG conducts investigations based on 1) allegations/complaints received or
2) self-initiated from red flags discovered in our audits, reviews, or through “data
mining.” Any individual may file a complaint with the OIG. He or she may do so in
person, by telephone, fax, mail, or by completing the electronic complaint form
found on our website. Additionally, a complaint may be filed anonymously. The
IG is “an appropriate local official” for purposes of Florida state public sector
“whistle-blower” protection (discussed in more detail on page 8).

While OIG investigations are administrative in nature, criminal violations are sometimes
discovered during the investigative process. When a determination has been made that the
subject of an investigation has potentially committed a criminal violation, those findings are
coordinated with local law enforcement agencies or are referred directly to the State Attorney’s
Office or the US Attorney’s Office for criminal investigation and prosecution.

The following describes what happens/the process when the OIG receives allegations/complaints
or when we consider investigating matters.

COMPLAINT INTAKE/OIG HOTLINE

We receive hundreds of allegations/complaints each year from concerned citizens, elected and
non-elected officials, vendors, and employees. For each allegation/complaint received, we
conduct an analysis to determine what actions we will take.

1. Some allegations may be anonymous and provide too little information to be able to take any
further action.
2. Some allegations are not in the jurisdiction of our Office and; therefore, are forwarded to the
appropriate investigating organization.
3. For those allegations under our jurisdiction, some of the factors used in evaluating our
decision whether to investigate include:

- The specificity of the allegation

- The seriousness of the allegation

- The effect/impact on government operations

- The age of the allegation

OPTIONS ONCE WE DECIDE TO TAKE ACTION ON AN ALLEGATION

1. Management Referral - complaints which are forwarded to respective management for
appropriate handling. No response to the OIG is required.

Examples of complaints that may be referred to management might include:
- An allegation of a municipal administrative receptionist who was rude and
unprofessional to the public.
- An allegation of an employee who left work early one day without authorization.
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Section B — OIG ACTIVITIES

2. Management Inquiry - forwarded to respective management for further inquiry. A response
to the OIG is required. The OIG will review the response to determine what further action will be
taken.

Three actions may be taken after the OIG reviews management’s response:

(1) If the information provided by management sufficiently answers the questions raised
by the allegation(s) and any appropriate administrative actions were taken, the OIG
will close the case.

(2) If the OIG determines that more information is needed and that management is best
suited to acquire the information, the OIG may request more information or action be
taken by management.

(3) If the OIG determines a formal OIG investigation be initiated to more fully address the
allegation (s), an OIG investigation will be initiated.

* It is important to note that a Management Inquiry is considered part of the OIG investigative
process. Therefore, information received by the OIG from management in its inquiry is confidential
and exempt from disclosure under Florida Public Record Law and cannot be released to the public
until the OIG determines the investigation/inquiry is closed. In order to protect the integrity of, and
to avoid interfering with the investigative process, we ask that management refrain from discussing
or disclosing any information until the OIG determines the investigation/inquiry is closed.

3. Formal OIG Investigation - investigations conducted by OIG investigators are in accordance
with Principles and Standards for Offices of Inspector General (Green Book) and Commission for
Florida Law Enforcement Accreditation (CFA) standards. The investigations will result in a
published report.

Subjects of the allegations (those who are named in the report) are given 10 calendar days to
respond to the draft report and have their statements included in the published final report.
When our report makes recommendations to management, management is provided 10 calendar
days to provide a written response that will be included in the published final report. For
investigations involving complaints by a “whistle-blower,” both subjects of the investigation and
management are given 20 calendar days to respond to OIG draft reports.

INVESTIGATIVE REVIEWS

Investigative reviews conducted by the OIG assess program areas to determine compliance with
laws, regulations, and policies; to examine potential red flags for fraud, waste, or abuse; or to seek
areas of program improvement. These may be initiated in response to a complaint, management
concern, or self-initiated by the OIG.
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Section B — OIG ACTIVITIES

FLORIDA STATE PUBLIC SECTOR WHISTLE-BLOWER’S ACT AND THE IG

The Florida legislature enacted the Florida Whistle-blower’s Act, sections 112.3187-112.31895,
F.S. in 1986 to prevent state and local government agencies and the companies that contract with
agencies, from taking retaliatory action against employees who report to an appropriate agency
violations of law, rule, or regulation by the public employee or independent contractor.

The 1G is “an appropriate local official” of the county and of any municipality for purpose of
whistle-blower protection provided under section 112.3188 (1), F.S. The name or identity of any
individual who discloses in good faith to the IG information that alleges that an employee or agent
of an agency or independent contractor:

(a) Has violated or is suspected of having violated any federal, state, or local law, rule, or
regulation, thereby creating and presenting a substantial and specific danger to the public’s
health, safety, or welfare; or,

(b) Has committed an act of gross mismanagement, malfeasance, misfeasance, gross
waste of public funds, or gross neglect of duty

may not be disclosed to anyone without the written consent of the individual, unless the IG
determines that: the disclosure of the individual’s identity is necessary to prevent a substantial
and specific danger to the public’s health, safety, or welfare or to prevent the imminent
commission of a crime; or the disclosure is unavoidable and absolutely necessary during the
course of the audit, evaluation, or investigation.

Local public employees protected by the Whistle-blower’s Act may file a complaint alleging
retaliation with the appropriate local government authority within 60 days of the retaliation if the
authority has established by ordinance an administrative procedure for handling such complaints.
If the local government authority has not established an administrative procedure by ordinance or
contract with the Florida State Division of Administrative Hearings, the local public employee may
within 180 days of the retaliatory action, bring civil action in court. We suggest you speak with
your counsel regarding any questions you may have regarding rights under Section 112.3187 (8)
(b), F.S.
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Section B — OIG ACTIVITIES

AUDITS

The Audit Division conducts comprehensive, independent, and objective
performance audits and activities and is committed to providing timely,
useful, and reliable information. Our audits are intended to add value by
helping management strengthen internal controls, prevent fraud, waste, and
abuse and identify opportunities to operate more efficiently and effectively.
All audits are performed in accordance with generally accepted government
auditing standards (Yellow Book).

Our professional audit staff hold various certifications which include:

- Certified Fraud Examiner - Certified Internal Auditor
- Certified Inspector General - Certified Inspector General Auditor
- Certified Information Systems Auditor - Certified Public Accountant

Certified Government Auditing Professional

HOW DO WE DECIDE WHAT TO AUDIT? -> RISK BASED

Our “audit universe” is comprised of the County, 38 municipalities, Solid Waste Authority, and
Children’s Services Council with hundreds of identified auditable units. To make the most
effective use of our resources focusing on areas of high risk for fraud, waste, and abuse, as well as,
areas where costs can be reduced or revenue increased, annually we conduct a comprehensive
risk assessment. We compile a risk assessment matrix using information obtained from several
methods of research and information gathering. Each risk is rated based on significance and
impact. We assess a final risk rating for the identified risks and develop the annual risk
assessment and audit plan. The following graphically describes this process.

y g -« DS R
e|nterviews with

management Assessment eDetermination of Audit
Division time budget

*Risk Assessment Surveys

eReview of Board/Council *Draft Audit Plan

meeting minutes eDevelop risk factors and a .
Rating System eConsult with OIG

eComprehensive Annual management

Financial Reports . .
*Create a Risk Matrix ¢ Finalize the Audit Plan

eAnalyze the Information
collected eFinalize risk ratings

Understandlng \_ J U Y,
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Section B — OIG ACTIVITIES

HOW DO WE CONDUCT OUR AUDITS
The following describes the major steps of the audit process:

1. Letter of Engagement. Prior to the commencement of an audit, the OIG will send a letter of
engagement to management. This letter of engagement will include a description of the audit,
identify the audit scope and objectives, and provide the specific time frame (review period) that
the audit will cover. The letter will also request an Entrance Conference be scheduled to discuss
the audit scope, methodology, and objectives in more detail.

2. Entrance Conference. Atthe entrance meeting OIG auditors and management discuss the
audit scope, methodology, and objectives in more detail. This is a time of information sharing,
asking and answering questions, and arranging for the beginning of the audit fieldwork.

3. Fieldwork. The records requested will depend on the scope and objectives of the specific audit
being conducted. In addition to records, auditors will generally request to talk to various
personnel involved in the operations under review to learn specifically how activities and
transactions are carried out, and to obtain data needed to test controls and verify transactions.
During the course of the review, auditors will keep appropriate management officials informed of
any identified deficiencies or weaknesses that may require immediate attention. Communication
is very important to the audit process.

4. Exit Conference. An Exit Conference will be held with management regarding the findings of
the audit. Issues or concerns may be addressed at this time. The auditors will make every attempt
to resolve any differences of opinion prior to issuing the final report of audit findings and
recommendations. A draft audit report is provided to management at or after this meeting.

5. Draft Audit Report. The auditor will prepare a draft report of issues that were identified
during the audit and suggest recommendations designed to improve operational efficiencies and
effectiveness. Upon receipt of the draft report, management has 20 calendar days from the date
of receipt to respond to the findings and recommendations contained in the audit report. The
draft report, as well as documents, correspondence, and information received by the OIG from
management during the audit is confidential and exempt from disclosure under Florida Public
Record Law and cannot be released to the public until the OIG distributes the final audit report. In
order to protect the integrity of, and to avoid interfering with the audit process, we ask that
management refrain from discussing or disclosing any information until the OIG distributes the final
audit report.

6. Final Audit Report. The final report of audit findings and recommendations will include any
changes agreed upon by the OIG and management; will summarize management's response; and
will include a copy of management's complete response. The final report, with management’s
response, is distributed to management, the jurisdiction’s elected officials, the Inspector General
Committee, media, and posted on the OIG’s website.

7. Follow-up. Once the final report is issued, a quarterly follow-up review is conducted to
determine if report recommendations and appropriate corrective actions have been implemented.
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Section B — OIG ACTIVITIES

CONTRACT OVERSIGHT

The Contract Oversight Division (COD) is responsible for reviewing
procurement and contracting activities of the County, all 38
municipalities, and other government entities within the OIG’s
jurisdiction. The goal of the COD is to promote competition,
transparency, accountability, integrity, and efficiency throughout the
procurement and contracting processes. To that end, we:

e Periodically attend contract selection meetings and provide feedback, where appropriate;

e Conduct contract oversight reviews of an entity’s procurement process which may result in
recommendations to address shortcomings, irregularities, and/or opportunities for
improvement;

e Promote full and open competition and arm’s-length negotiations with vendors and
contractors so that public funds are used in the most efficient and effective manner.

e Review meeting agendas and minutes to identify areas or situations where the integrity of
the procurement process may be at risk.

e Respond to requests for assistance from entities under our jurisdiction and to citizen and
vendor complaints;

e Provide relevant data/information that supports effective procurement practices; and,

e Conduct/provide procurement and fraud awareness training.

The County Code, Article XII, Section 2-423(8) requires the IG to be “notified in writing prior
to any duly noticed public meeting of a procurement selection committee [sealed bids,
proposals, or negotiations] where any matter relating to the procurement of goods or
services by the county or any municipality is to be discussed.” We request that notifications be

sent to 1g contracts@pbcgov.org.

CONTRACT OVERSIGHT REPORT TYPES

1. Letter to Management - a letter to management which provides our observations with
suggestions, guidance, and/or best practices to enhance the procurement/contracting process.

2. Contract Oversight Report

e An official notification to management identifying material weaknesses in the
procurement/contracting process that may, or may not, comply with established policy and
procedures. The OIG will make recommendations and request a response from
management, or

e A detailed report based on an in-depth review of one or more procurement/contracting
process/activity/area that identifies risk(s) and irregularities, and opportunities for
improvements. These may be initiated in response to a complaint or expressed concern; at
the request of management as a tool for program improvement; or, as a result OIG staff’s
risk assessment. The OIG may provide guidance and/or make recommendations and may
request a response from management.
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Section B — OIG ACTIVITIES

EXAMPLE OF HOW THE OIG AND MANAGEMENT WORK TOGETHER TO
IDENTIFY FRAUD, WASTE, AND ABUSE; AND MAKE GOVERNMENT BETTER

In 2015, the OIG received an anonymous complaint alleging South Central Regional Wastewater
Treatment and Disposal Board (Board) employees were retaining proceeds from scrapping of
copper wire owned by the Board. The cities of Boynton Beach and Delray Beach established the
Board in 1974 as a special district for the treatment and disposal of wastewater. We conducted an
initial inquiry and referred the complaint to the State Attorney's Office for criminal investigation.
Additionally, the Governing Board requested that we conduct an audit of the facility.

We found significant control weaknesses in all areas we reviewed, and made 40 recommendations
to strengthen internal controls over the financial and administrative operations of the Board. The
Board concurred with all 40 recommendations, and at the time of our finalized audit report the
interim Executive Director had implemented 21 recommendations and had begun to take action
on the remainder of the deficiencies we identified.

We identified $2,247,519 in questioned costs, $1,630,407 in avoidable costs, and $61,274 in
identified costs for potential return. Additionally, we referred questionable transactions involving
expenditures of approximately $145,000 to the State Attorney’s Office. Finally, the resultant State
Attorney’s investigation led to the arrest of a former Board senior staff member on charges of
Grand Theft.

How we work together:

EXAMPLE:
South Central Regional Wastewater Treatment and Disposal Board

2.
Office of
Inspector
General
Hotline

3.
OIG
Investigations

Identified $145,00Q
in questioned
transactions

1.
Citizen/Gov
Employee
Observed
Wrongdoing

4.

State Attorney
Office
Public

Corruption Unit

Justice is Served
» Arrest for Larceny
-Grand Theft

Benefit to Citizens/Government
* $2.2M in Questioned Cost,

* $61K that can be recovered,

* $1.6M in potential future savings to
taxpayers.
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Section B — OIG ACTIVITIES

OUTREACH, EDUCATION, AND PREVENTION

Outreach is an important component of OIG operations, and takes place both inside and outside of
government. OIG outreach includes education on what we do; common trends and best practices;
red flags to assist in spotting fraud, waste, and abuse; and, ways to contact our office. OIG
outreach plays an important role in the prevention of fraud, waste, and abuse, as well as,
promoting efficiency, effectiveness, and integrity in government. Our outreach program
emphasizes two-way sharing of information. Our success depends on listening as much as
speaking.

TRAINING AND OUTREACH

Education/Awareness Publications & Announcements

OFFICE OF INSPECTOR GENERAL
NEWSLETTER

“A Quarterly Publication of the Office of Inspector General. Palm Beach County”

S OFFICE OF INSPECTOR GENERAL
PALM BEACH COUNTY

OIG Tips AND TRENDS #2015-0004

John A Carey SEPTEMEBER 2015 Inepector General
Inspector General Accredited

OFFICE OF INSPECTOR GEMERAL

UPDATE AND LESSONS LEARNED Request for Proposal (RFP) Evaluation Criteria

FROM RECENT PROJECTS
June 2015

John A. Carey, Inspector General

| s " REPORT

Updates from your Inspector General
May and November 2015

Protecting Your Tax Dollars

The IG and staff take every opportunity to make public speaking appearances in an effort to
increase public awareness of the activities of our office. Our staff attends meetings and makes
presentations to the business and citizen communities, in addition to several government groups,
throughout the year. We also present an OIG orientation session at the County’s new employee
orientation training and leadership/supervision classes. We offer this presentation to any
organization to whom the OIG provides oversight services.

Stakeholder’s groups are an important part of the OIG’s outreach and information sharing
initiative. The IG periodically meets with citizen, business, and government leaders in smaller
stakeholders’ meetings to discuss how to better inform the citizens in these communities of our
role, function, and achievements, as well as, providing a mechanism for feedback on improving our
operations. On every correspondence we issue, we have a link to encourage feedback on the
quality and effectiveness of the services we provide.
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Section B — OIG ACTIVITIES

Citizens can follow us on Twitter, Facebook,
or through our website, subscribe to receive
emailed notices of OIG reports and
newsworthy items.

OIG WEBSITE - VALUABLE RESOURCE

Our website is continuously updated to
include all recent OIG activity. An
important feature on the website is a
section labeled “Tips, Trends, and Training.”
Here we post briefings and information
updates throughout the year along with
other helpful information to the public and
government employees. The website
contains a wealth of information and
provides an accountability of our work
product. Please take the time to visit our
website at: http://www.pbcgov.com/0IG/

AVAILABLE OIG TRAINING AND OUTREACH INFORMATION

Welcome from the
Inspector General

Thank you for visiting the website of the
Ofice of Inspecior General (OIG). Our
purpose (why we exist) is to provide
independent and objective  insight,
oversight, end foresight in  promating
efficiency. eflectiveness, and integrity in
govemment. Our promise (what we: do)

Integrity, Dedication. and
refiect our PRIDE in serving the ciizans of
Paim Beach County.

By vote of the citizens, our jurisdicion
includes the Courty Govemment snd
esch of the 38 municipalifies. Other public
entiies that have voluntarily entered into
contracts for our oversight include the
Children's Services Council and the Solid
Waste Authority.

It is an honor to serve as the IG of Palm
Beach County. | sm commited to
championing openness.  integrity. end
continuous improvement in govemment,

Sincerely,

John A. Carey
Inspector Geners]

Inspector Genersl John A, Carey - Open
Letier o the Gifizens of Paim Beach

County

OFFICE OF INSPECTOR GENERAL

PAIM BEACH COUNTY
ENHANGING PuBLIc TRUST IN GOVERNMENT

John A. Carey
Inspector General

|G Hotline: 877-283-7068

(Toll Free)

What Have We Done /
What Are We Doing?
B/28/2010 - 902015

We Listen
624 Hatine / OMce Cale

1,599 Comespongences

We Guard and Save Taxpayers'
Dollars

13,350,020 Found In Questaned Coste

1,844,504 Found In [deniien Coste

$13,787.311 Discoversd in Avoidatis Costs

We Make Government Better

Oversight
.
e
P

A
Insight . rd‘ y \
. _--)
s
— =

Re-Acoredited February 26,

2015, CFA G012

30 Saconds Apout e
‘Ofice of Inzpector General

EMREPORT

T=WASTE, FRAUD
/ OR ABUSE

oversight acthies. The Il o

a

34% Man3gemENt AccpiaNce Rale

402 \mplzment=a

27 Not Implemented

48 PEnaing Impemengton

" 3
0IG Dashboard

Updated 10142015

Subscribe to

0IG Email Updates

PBC-OIG 2015 Peer Review Opinion Letter

08-24-15 Annual Updste to the OIG Strstegic
Plan Fiscal Years 2012 - 2016

‘20150003 - Local Gonstrucéion Freference
Plainffis” in IG funding lawsuit fle Motice of
‘Aogeal (5/5/2015)

OIG Newsletter - Spring Edition 2015
16 Funding Lawsuit Final Judgment

Recent Reports
For a list of ll reports completed this
click here).
10-02-15 - Fiscal Year 2016 - Annual Risk
Assecsment and Audit Plan - 2016-AP-0001
08-22-15 - South Gentral Regional

Wastewster Treatment and Dispesal Board
At - 2015-A-0003

082116 PBC Fire Ressve - Promobional
Testing - 2015-0007

08-18-2015 - Municipality Procurement
Review - 2015-R-0001

12:30-14 - Riviers Beach - Vehicle Lesses -

20140011 (Amended)
Follow Us On =
i

The following lists some of the information available from the OIG. Presentations can be adapted

to meet the specific needs and time available.

TRAINING/PRESENTATIONS/BRIEFINGS

- Palm Beach County OIG Overview/The IG’s Role in Promoting Ethics in Government
- The OIG and Management Working Together to Make Government Better

- OIG Orientation for New Supervisors
- OIG Orientation for New Employees

- Lessons Learned from OIG Audits, Investigations, and Reviews
- Internal Controls: What are they and why are they important?

- Red Flags that May Point to Fraud
- A Profile of a Fraudster

- Florida State Whistle-blower Act and What You Need to Know

OTHER INFORMATION/POSTERS/HANDOUTS/O0IG HOTLINE CARDS

Posters, hand-outs, pamphlets, information papers (Tips and Trends), and OIG HOTLINE cards are
periodically distributed. These are also available on request.
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Section C — MANAGEMENT RESPONSIBILITIES

MANAGEMENT REQUIREMENTS/RESPONSIBILITIES

In addition to the basic requirement under the IG Ordinance (Article XII, Section 2-422, Palm
Beach County Code) to “fully cooperate with the inspector general in the exercise of the inspector
general’s functions, authority and powers,” further mandated requirements of County, municipal,
and other organizations under the 1G’s jurisdiction include:

¢ Notifying the OIG of “possible mismanagement of a contract (misuse or loss exceeding
$5,000), fraud, theft, bribery, or other violation of law which appears to fall within the
inspector general’s jurisdiction.”

“The county administrator and each municipal manager, or administrator, or mayor
where the mayor serves as chief executive officer, shall: 1) promptly notify the
inspector general of possible mismanagement of a contract, fraud, theft, bribery, or
other violation of law which appears to fall within the jurisdiction of the inspector
general...”

This means whether or not you have reported these to the State Attorney’s Office or
local law enforcement, or want to conduct an internal investigation, the Ordinance
requires that these be reported to the OIG.

Other areas that should be reported “which appears to fall within the jurisdiction of
the inspector general” include “mismanagement, misconduct, and other abuses by
elected and appointed county and municipal officials and employees, county and
municipal agencies and instrumentalities, contractors, their subcontractors and lower
tier subcontractors, and other parties doing business with the county or a municipality
and/or receiving county or municipal funds.”

e Creating/Maintaining written local procedures for notifying the OIG of “possible
mismanagement of a contract (misuse or loss exceeding $5,000), fraud, theft, bribery,
or other violation of law which appears to fall within the inspector general’s
jurisdiction.”

“The county administrator and each municipal manager, or administrator, or
mayor where the mayor serves as chief executive officer, shall: ... 2) coordinate
with the inspector general to develop reporting procedures for notification to the
inspector general.”

- Good examples of written local reporting procedures include:
0 Informing employees what allegations must be forwarded to the OIG;
0 Describing various methods of reporting to the OIG (e.g. email, FAX, U.S.
mail, IG Hotline, in person); and,
0 Information about the state “Whistle-blower” Act and protections
available for reporting certain matters to the IG.

Page | 15



Section C — MANAGEMENT RESPONSIBILITIES

e Notice of Procurement Selection Meetings.

- “The inspector general shall be notified in writing prior to any duly noticed public
meeting of a procurement selection committee where any matter relating to the
procurement of goods or services by the county or any municipality is to be
discussed. The notice required by this subsection shall be given to the inspector
general as soon as possible after a meeting has been scheduled.”

- Please send notifications to igcontracts@pbcgov.org.
e Develop Training/Awareness Programs

- Coordinate with the IG “to develop public awareness strategies to inform
government officials and employees, as well as the general public, of the authority
and responsibilities of the inspector general.”

- “Strategies shall include but not be limited to inclusion in the government’s web
page with a link to the office of inspector general website, publication of notices in
the government’s newsletters, and posting information about the OIG in
government employee break rooms and other common meeting areas.”

Palm Beach County government web page, is one of several good examples of how to display and
link to our OIG website.

e | R £ - 2 % | £ paimeaach Counny Gaven.. < [ e

T Gdk View Fawodtes Took Help
& Evahos G Google [ Pages - Littie Black Bosk 57 HRE 3716IMS 3 OG Home o] 5 eGuide ¥ Paben Beach Cousty Gereer. [ PEC Portal G0 Dffice of Iapecter Genera..

#§ Select Language ¥

e
P PEC Home ¥ T Want Ta...  Residonts: | ¥ Fusiness ¥ Visifors ¥ Gowernment »on vices rtmn o

“ouu are ere: Palm Beach County Governiment

Subscribe to the Count e News

s r Falm Beach County Responds to a Chan

Soemisaions | i Y ool subscrive
| Mﬂﬂ”’ﬂlﬂ @ Message from the Coumty Admanistrator .

4 3 Sharing Our Progress and Resources -

STAY CONNECTED DIGEI Y
Changing Climate & :::_'::":m CIuIRy s Crun Ieiive b
A by Is _
Go Green Initiative: Pglicias and pmgr.u-na puamamn, matural raunun:n EVENT ‘. COUNTY
O CALENDAR \\* CODE
% initlatives are In place that enhance the qu:lq' af lfe and - b

mmmm L7 resilience of cur

v REPORT WASTE,
" , FRAUD DRABUSE

Palm Beach County is committed to transparency. This website has earmed a 2012 Sunny Award fram the nonprofit erganization, Sunshine
Review. In 5o daing, Palm Beach County eared an A+ score for the second strasght yeer, placing it n the top 100 of more than 6,000
government websites reviewsd Balou, i Ltbe county in ach such a high

This OIG was established to "Enhance Public Trust in Government”, The OIG has complete independent oversight sutharity to ensure
countaility and transparency to the citizens of Palm Beach County.

Uniriep Lano DeveLoPMENT g.EDQ}
USE REGULATIONS PROJEC

Palm Beach Coun Sl LLOEY

See Section B, page 14, for a more detailed listing of training/awareness briefings and materials
available from the OIG to assist you in your training/awareness responsibilities.
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Section D — GLOSSARY OF OIG TERMS

GLOSSARY OF OIG TERMS

Abuse - Abuse includes misuse of authority or position for personal interest. Examples of abuse
include creating unnecessary overtime, requesting staff to perform personal errands or work
tasks for a supervisor or manager, misusing the official’s position for personal gain, or making
procurement or travel choices that are contrary to policies or are unnecessarily extravagant or
expensive.

Allegation - An allegation is a statement or assertion of wrongdoing by an individual that is
formulated by the IG. An allegation contains four essential elements: who, improperly, did what or
failed to do, in violation of an established standard. Allegations are refined by the OIG based upon
evidence gathered during the course of an investigation or inquiry.

Anonymous Complainant - A person who is reporting an allegation to the OIG and does not
want her/his identity known. The OIG does not attempt to discover who the individual might be
and the report refers to the person as an anonymous complainant.

Audit - independent examination with the objective to improve an entity’s operations, review
internal management controls, and reduce the potential for fraud and illegal acts. In other words,
audit is a systematic and independent examination of data, statements, records, operations, and
performances for a stated purpose (objective), which provides reasonable assurance that the
information is free from error, or fraud. OIG audits are conducted in accordance with Government
Auditing Standards established by the Comptroller General of the United States.

Avoidable Costs - Avoidable costs are dollars an entity will not have to expend, and/or the
increase in revenue, over the three year period following the issuance of the OIG report, if the
OIG’s recommendations are implemented.

Complainant - Any individual making an allegation to the OIG.

Evaluation - Sometimes referred to as an inspection or review, is a process that evaluates,
reviews, studies, and/or analyzes the programs and activities of an agency. An
evaluation/inspection/review may provide factual or analytical information, monitor compliance,
measure performance, assess the efficiency and effectiveness of programs and operations, or
share best practices. Evaluations are performed in accordance with the AIG Principles and
Standards for Offices of Inspector General (Green Book).

Evidence

Appropriate Evidence - appropriate evidence refers to the quality of evidence. Appropriate
evidence is relevant, valid, and reliable for addressing the objectives of OIG work and
supporting findings and conclusions. The OIG staff must obtain sufficient, appropriate
evidence to provide a reasonable basis for their findings and conclusions.

Preponderance of Evidence - enough evidence to make it more likely than not that a
particular fact is true or not true. It is the standard used to determine that a person,
corporation, or other legal entity committed a certain offense. “Enough evidence” normally
means more than 50 percent evidence to support a fact.
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Section D — GLOSSARY OF OIG TERMS

Sufficient Evidence - sufficient evidence refers to the quantity of appropriate evidence used to
support the findings and conclusions related to the objectives of the work performed by OIG.
In assessing the sufficiency of evidence, the OIG staff should determine whether enough
evidence has been obtained to persuade a knowledgeable person that the findings are
reasonable. Stronger evidence may allow less evidence to be used. However, large volume of
evidence does not compensate for a lack of relevant, reliable, and valid evidence.

Finding - results of an IG review where the issue is significant enough to warrant informing
senior management. Findings from inspections and audits generally relate to inefficient program
operations or noncompliance with laws, regulations, polices, and/or procedures; and are
complimented by recommendations (see Recommendation).

Fraud - Fraud is generally defined as an illegal act to obtain something of value through willful
misrepresentation. Examples of fraud include falsifying timesheets, misapplying funds, stealing
government funds or property, making false statements or falsifying documents to conceal illegal
activity, and overcharging government contracts.

Identified Costs - Identified costs are those dollars that have the potential of being returned to
offset the taxpayers’ burden.

Inspection - Synonymous with evaluation or review. See Evaluation for full definition.

Internal Controls - Integral component of an organization’s management that provides
reasonable assurance that effectiveness and efficiency of operations, reliability of financial
reporting, and compliance with applicable laws and regulations are being achieved. Internal
controls include processes for planning, organizing, directing, controlling, and reporting on agency
operations. In the broadest sense, internal controls include the plan of organization, methods, and
procedures adopted by management to meet its goals.

Investigation - An investigation is a planned, systematic search for relevant, objective evidence
from individuals, documents, tangible objects, or data to prove or refute allegations of wrongdoing
and determine the truth of the matter. Investigations are performed in accordance with the AIG
Principles and Standards for Offices of Inspector General (Green Book) and The Commission for
Florida Law Enforcement Accreditation standards.

Investigative Reviews - Investigative Reviews assess program areas to determine compliance
with laws, regulations, and policies; and to examine potential red flags for fraud, waste, or abuse;
or, to seek areas of program improvement. These may be initiated in response to a complaint,
management concern, or self-initiated by the OIG.

Inquiry - A systematic search for information, knowledge and truth about certain things and
matters of public interest. While an inquiry is usually done through questioning and probing into
the circumstances relating to the matter at hand, an investigation is done more carefully and by
thoroughly inspecting details in an organized manner and assessing facts which are uncovered in
the process. See also Preliminary Inquiry.
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Section D — GLOSSARY OF OIG TERMS

Management Inquiry - Forwarded to respective management for further inquiry. A response to
the OIG is required. The OIG will review the response to determine what further action will be
taken.

Management Referral - Complaints which are forwarded to respective management for
handling. No response to the OIG is required.

Misconduct - Improper conduct undertaken 1) with the knowledge the conduct violates a
standard or willful disregard for that possibility; 2) with the intention to harm another; or, 3) for
the purpose of personal profit, advantage, or gain.

Preliminary Inquiry - A quick, informal investigation into reported facts and circumstances to
decide if they warrant a full inquiry and/or investigation. The purpose of the preliminary inquiry
is to determine if the questioned conduct occurred, and if so, whether it constitutes a violation. A
preliminary inquiry is often completed to determine what further action(s), for example a formal
investigation or audit, may be undertaken by the OIG.

Questioned Costs - A cost that is questioned by the OIG because of:

= An alleged violation of a provision of a law, regulation, contract, grant, cooperative
agreement, or other agreement or document governing the expenditure of funds;

= A finding that, at the time of the OIG activity, such cost is not supported by adequate
documentation; and/or

= A finding that the expenditure of funds for the intended purpose is unnecessary or
unreasonable in amount.

= Assuch, notall questioned costs are indicative of potential fraud or waste.

Recommendation - Proposed actions that address findings identified in an audit, review, or
investigation. The OIG tracks recommendations until management fully implements corrective
actions, and reports all outstanding recommendations to the public in the OIG annual report.

Referral - A referral is a complaint that is designated to be more appropriately handled by an
organization or agency outside the OIG.

Reprisal/Retaliation - Reprisal/Retaliation is taking or threatening to take an unfavorable
personnel action or withholding or threatening to withhold a favorable personnel action on an
employee for making or preparing a protected disclosure.

Review - Synonymous with evaluation or inspection. See Evaluation for full definition.

Risk - A function of the perceived threat’s impacting an activity, the probability of the threat’s
existence within the activity, and the impact should the threat persist or the activity fail due to the
threat.

Subject - A person or an entity being investigated. A person or an entity becomes a subject when

credible information exists to believe that they committed a particular offense or violated a
certain policy, rule, or regulation.
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Suggestion - An idea or a plan put forward by the OIG for consideration by management based on
an inspection or audit. Suggestions do not require management response, and the OIG does not
track suggestions or report on their implementation status.

Suspect - A known person suspected of committing a particular criminal offense.

Waste - Waste involves the taxpayers not receiving reasonable value for money in connection
with any government-funded activity due to an inappropriate act or omission by persons with
control over or access to government resources. Waste goes beyond fraud and abuse and most
waste does not involve a violation of law. Rather, waste relates primarily to mismanagement,
inappropriate actions, and inadequate oversight.
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A copy of this Guide is posted on the Office of Inspector General, Palm Beach County website at
www.pbcgov.com/OIG. If you have any questions or suggestions on how we can work together
better in our mutual goals as stewards of the taxpayers’ dollars; or to improve our OIG role in
providing insight, oversight, and foresight; or, thoughts on improving this Guide, please contact us
by phone at (561) 233-2350 or Email inspector@pbcgov.org.

REPORT FRAUD, WASTE OR ABUSE

To report alleged fraud, waste, abuse, mismanagement or misconduct relative to county or
municipal government, Children’s Services Council, or Solid Waste Authority, use one of the
following methods:
e (Complete complaint form on web site at www.pbcgov.com/OIG and send to
Inspector@pbcgov.org
e Write to Office of Inspector General, Palm Beach County, P.O. Box 16568, West Palm
Beach, Florida 33416
e (all the Office of Inspector General HOTLINE at: (877) 283-7068



http://www.pbcgov.com/OIG
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