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Report Summary

The City of Galveston is in the process of evaluating the written
Standard Operating Procedures (SOPs) for the Public Works
Department Sanitation Division. SOPs serve the City of Galveston by
five different methods. First, the purpose of SOPs are to assist the
Sanitation Division in maintaining their quality control and quality
assurance processes and ensure compliance with governmental
regulations. Second, the development and use of SOPs minimizes
variation and promotes quality through consistent implementation
of processes within the organization even if there are temporary
personnel changes. Third, SOPs can indicate compliance with
organizational and governmental requirements and can be used as
part of human resource training programs since they provide
detailed work instructions. Fourth, SOPs minimize opportunities for
miscommunication and address safety concerns. Fifth, historical
data may be incorporated for use with SOPs and serve to be valuable
for reconstructing project activities when no other references are
available.

The Public Works Department is charged with establishing the
SOPs for the Sanitation Division administration within the City of
Galveston. In turn, the City Auditor Department is responsible for
evaluating the design and operating effectiveness of thase SOPs.
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Background
The City of Galveston is in the process of evaluating the written Standard Operating Procedures

(SOPs) for the Public Works Department Sanitation Division. SOPs serve the City of Galveston by
five different methods. First, the purposes of SOPs are to assist the Sanitation Division in
maintaining their quality control and quality assurance processes and ensure compliance with
governmental regulations. Second, the development and use of SOPs minimizes variation and
promotes quality through consistent implementation of processes within the organization even if
there are temporary personnel changes. Third, SOPs can indicate compliance with organizational
and governmental requirements and can be used as part of human resource training programs
since they provide detailed work instructions. Fourth, SOPs minimize opportunities for
miscommunication and address safety concerns. Fifth, historical data may be incorporated for use
with SOPs and serve to be valuable for reconstructing project activities when no other references
are available.

The Public Works Department is charged with establishing the SOPs for the Sanitation Division
administration within the City of Galveston. In turn, the City Auditor Department is responsible
for evaluating the design and operating effectiveness of those SOPs.

Objective

The objective of this report is to evaluate the design and operating effectiveness of the SOPs of
the compliance reporting internal control framework and financial reporting internal control
framework in the Public Works Sanitation Division.

(1) Compliance Reporting Framework - The objectives of internal controls over

Sanitation processes for a compliance reporting network is to ensure a complete set
of principles for the requirements, laws, and regulations that a municipal
government is subject to.

{2} Financial Reporting Framework - The objectives of internal controls over the

Sanitation division processes for a financial reporting network is to ensure a
comprehensive set of standards for determining measurement, recognition,
presentation, and disclosure.

Scope
The scope of this report is to evaluate the design and operating effectiveness of the two objectives

of internal controls over Sanitation processes identified above and then to evaluate the basic
components of each objective that appear to have the highest amounts of risk. The basic
components chosen by the auditors for this are described as:
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(1) Compliance Reporting Network

a)

b)

c)

Control Activities - The City of Galveston's control activities are the policies and
procedures that are performed by personnel that help ensure that management's
directives regarding compliance are carried out. The Sanitation Department has a
duty to maintain clearly written standard operating procedures at all times in the
performance of their job tasks.

Information and Communication - The information and communication
component includes the City of Galveston's identification, capture, and exchange
of information in a form and time frame that enable personnel to carry out their
responsibilities. It is a vital goal of the Sanitation Department to establish a
communication network with the citizens of Galveston.

Monitoring Activities - Monitoring activities access the City of Galveston's quality
of internal control performance over time. The Sanitation Department is charged
with administering to daily work such as the Recycling Center or trash hauling.
Hence, the Sanitation Department must be able to document proof of their
monitoring activities for such projects.

(2) Financial Reporting Network

a)

b)

c)

Rights and Obligations - All transaction balances properly reflect amounts
collected or should have been collected by the City of Galveston. The Sanitation
Department inherently does have a responsibility to the public to ensure private
trash hauling is licensed and the appropriate license fees are collected.

Valuation and Allocation - All transaction balances properly value and allocate
amounts that individuals or agencies paid to the City of Galveston. The Sanitation
Department oversees franchise fees paid to the City of Galveston by private trash
haulers.

Occurrence - Transaction balances should also represent accounts uncollected by
the City of Galveston when applicable. The Sanitation Department is bound to
cancel services to be performed for these types of accounts.
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Fieldwork Performed

The City Auditor Department researched the best practices, internal controls, policies, and
procedures for a Public Works Sanitation Division process within a local municipality and
compiled this research into a list. Each practice listed was then compared and contrasted to the
City Auditor’s observations on control design and operations of management to determine the
effectiveness of the compliance reporting framework and the financial reporting framework for
the Sanitation Division. The results of this fieldwork performed are not intended to replace
current management practices but rather to inform management of the internal controls, policies,
and procedures that are advantageous for a well-designed city sanitation process. The City
Auditor Department also noted if opportunities exist for the improvement of the existing SOPs

below in “City Auditor's Recommendations”.

Audit Findings

There are no findings for the City Auditor to report to The Mayor and City Council concerning
the Public Works Sanitation Division. The City Auditor Department will make itself available to
consult with the Public Works Sanitation Division should management choose to act upon
changing internal controls for compliance at the City of Galveston.

Staff Conduct

All staff acted in a professional and timely manner.

City Auditor’s Recommendations

1. A vital goal of the Sanitation Department, as mentioned in the “Compliance
Reporting Network”, is to establish a communication network with the citizens
of Galveston. The City Auditor’s Office is of the opinion that this has been
accomplished by the Sanitation Department. The City Auditor’s Office would
like to recommend an enhancement to this goal in that the City of Galveston
follows the direction of other cities to create a children’s program with the
Galveston Independent School District and other surrounding private schools.
The theory behind this concept is to start teaching future generations about
zero waste and its beneficial environmental impact. This program would
include all of the aspects of the Sanitation Department from picking up trash,
properly disposing of trash, touring the recycling center and viewing a
dumpster truck. Appendix 1 is an example of a flyer from another city that
teaches the types of items to recycle.
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City Manager's Response:

The Manager has reviewed the Auditors findings and recommendation and has no comments.
The Manager will discuss the recommendation related to the “children’s program” with the City's
Risk Manager and Legal Department to see if we can design and implement a risk free program
consistent with the Auditor’s program.
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