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Introduction:

On January 13, 2022, the Office of the City Auditor sent a memorandum (Appendix A) to the
Mayor of Syracuse, Ben Walsh and the Commissioner of the Department of Parks, Recreation
& Youth Programs, Julie LaFave. The memorandum formally announces the Office of the City
Auditor initiating a Performance Audit of the procedures and practices employed in the issuing
of permits for the facilities operated by the Department of Parks, Recreation & Youth
Programs, including the record of monies in permit fees collected over the last three and a half
calendar years, per request by City of Syracuse 2" District Common Councilor, Patrick J.
Hogan (Appendix B).

The Office of the City Auditor is responsible for reviewing the activities of all the Departments
of the City in accordance with the Syracuse Charter Section 5-501 (#1) (Appendix C).

Consistent with Section 5-501 of the City of Syracuse Charter, additionally this Audit is a
follow-up to the Facilities Audit of the Department of Parks, Recreation & Youth Programs
conducted previously by the Office of the City Auditor, published on April 17, 2018.

Objectives and Scope:

The primary objectives and scope of the Audit are:

e Complete a full review of the procedures and practices involved in the issuance of permit
fees for the facilities operated by the Department of Parks, Recreation & Youth Programs.

e The Performance Audit covers the time period from January 1%, 2019, through June 30™,
2022.

e Follow-up with the Department of Parks, Recreation & Youth Programs on the
Recommendations from the 2018 Facilities Audit.

e Provide a listing of monies in permit fees collected from January 1%, 2019, through June
30™, 2022.
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Methodology:

The Office of the City Auditor used the following methods to review and assess the procedures
and practices employed by the Department of Parks, Recreation & Youth Programs in the
issuance of required facility permits for athletic purposes and special events:

We reviewed the Facilities Audit of the Department of Parks, Recreation & Youth
Programs conducted previously by the Office of the City Auditor, published on April
17", 2018.

We met and discussed policies and procedures for reserving a facility or specific location
with the following Department of Parks, Recreation & Youth Programs staff members:

o Julie LaFave, Commissioner of the Department of Parks, Recreation & Youth
Programs

o Britney Farmer, Special Events Coordinator
o Trevor Wallace, Adult Athletics Coordinator

When meeting with the staff of the Department of Parks, Recreation & Youth programs,
we requested and subsequently received a Management Response regarding the five
Recommendations made in the previously referenced 2018 Facilities Audit, as a follow-
up in determining if the Recommendations were implemented to eliminate deficient
internal controls as documented in the 2018 Audit.

When meeting with the Parks staff, we requested and subsequently received a thorough,
beginning to end Permit Processing Guide (for new employees), used by the City of
Syracuse in scheduling/reserving facilities, collecting payments and issuing permits for
facility usage.

When meeting with the Parks staff, we requested and subsequently received a detailed
schedule of monies in permit fees collected for the past three and a half calendar years
(January 1%, 2019 — June 30th, 2022), broken out by specific facility/location and
calendar year.

NOTE: The Office of the City Auditor recognizes the cooperation and efforts and transparency
made by the Department of Parks, Recreation & Youth Programs staff to answer all requests
for information made by the Office of the City Auditor during our research.
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Background:

The previous term Office of the City Auditor conducted a Performance Audit on the management of
the Department of Parks, Recreation & Youth Programs facility usage, covering the time period of
April 1%, 2017, through December 31%, 2017. The main objective of the Audit was to reconcile
facility reservations to permits, and facility usage to payments of permit fees, to evaluate the internal
controls involved in the facility usage management.

During the internal controls evaluation of the Audit, significant deficiencies were identified, focused
mainly on adverse organizational abilities in the record keeping practices of the Parks Department.

Here is a directly-quoted summation of the significant findings from the 2018 Facilities Audit:

o “Itis our responsibility to communicate internal matters representing significant deficiencies
of the internal controls. During our internal controls evaluation, we discovered adverse
organizational abilities in their record keeping practices. The Parks Department brings in
revenues through various contractual agreements with local leagues and specially permitted
events. This is a large operation responsible for maintaining and regulating several indoor and
outdoor recreational facilities across the City of Syracuse.”

o “We engaged in conversations with staff regarding policies and procedures for reserving a
facility or specific location. The Department has use of eTrak, an online data collection
service that allows the staff to schedule and track information of each facility. It allows or the
input of contact information of each party renting a facility and has the ability to track daily
payments of each permit and rental. It also allows for the collection of data for summer camps
and programs. We learned you can reserve a location without payment, but you will not
obtain a permit until payment is received for the reservation. The reserving party is allotted a
10 business day grace period in order to lock-in the reservation; any other parties interested in
the location are placed on a waiting list. The reservation information is not publicized on the
City website; you have to contact a staff member with eTrak access to find out whether a
facility or location is available. eTrak also allows for the data to be exported to a public
platform, like the City website, but that feature is not currently used. Information and
documentation for permit priority, fees, disciplinary action, inclement weather policy,
conditions of terms & limitations of permits are all available online or upon request.”

o “It should be noted that this department currently does not accept electronic payments or
credit cards. Once the funds from various activities.... are received by the CFO, they’re
recorded on a single running paper general ledger. It has recently been changed where each
activity now has its own paper ledger thus making it easier to track payments but still on
paper and an antiquated process.”

o “The (permit fee payment) deposits are not currently reconciled against the payments traced
thru the eTrak system. This procedure could easily track whether or not the daily amount
collected for rentals and services is accurate and whether internal fraud currently exists.”
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“Our evaluation of internal controls at the Syracuse’s Parks and Recreation Department
reveals a medium to high risk threat throughout the scheduling and accounting systems.
Policies and procedures must be implemented for these internal control operations because
they can reduce the opportunity for unethical acts. The absence of these policies leaves the
opportunity to commit errors and/or fraud. Some key problematic areas to consider are close
associations with clients, the ability for multiple employees to make changes within the eTrak
system, failure to produce accurate accounting records, inadequate monetary security systems
and miscommunications between staff.”

“Qur office detected highly material misstatements; we are paying special attention to
‘illegitimate credit memos’ and ‘falsified payments’ benefiting a local for-profit league,
authorized by the Commissioner of Parks. This activity is beyond the scope of the
Commissioners authority and does not have any supporting written policies or procedures.
This type of activity requires approval in the form of legislation passed by the Common
Council due to its direct effect against the general fund. The reputation and reliability of
financial statements, the effectiveness and efficiency of operations and compliance with
applicable regulations are all at risk.”

“The following is a sample summary”:

Burnet multi-purpose field usage by local for-profit leaque:

48 Days Between: May 1%t, 2017 — October 18t™, 2017

Requested Days: Monday’s & Wednesday’s
168 hours @ $15.00/hr. + $30.00 Permit Fee = Total Charge: +%$2,550.00

Payment reference:

5/12/2017
Credit Memo per Commissioner: (-$2,250.00)

Payment Received: $300.00 check received by a staff member, appropriately delivered to
the Administrative Officer and deposited to the General Fund.
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Burnet Park turf usage by “Commissioner’s Sports”:

20 Scheduled Occasions Between: June, 2017 — November, 2017

47 hours @ $75.00/hr. + $100.00 Deposit Fee + $30.00 Permit Fee = Total Charge:
+$3,805.00

8 hours @ $75.00/hr. + $100.00 Deposit Fee + $30.00 Permit Fee = Total Charge:
+$880.00

Payment Reference:

4/18/2017

Cash Payment: ($3,805.00)

8/15/2017

Credit Memo per Commissioner: ($880.00)

“A cash payment is normally referred to as a payment received to satisfy a charge for
services with cash being received by the Chief Financial Officer, deposited and documented
with a deposit receipt. A credit memo is used as way of satisfying a charge for services
with an electronic reimbursement with no actual payment being received in the process.
Commonly a credit memo is used to “waive” a fee where the Department feels it necessary.
This cash payment listed above has no record of any cash being received by the
department and/or deposited into the General Fund. Failure to obtain sufficient proof of this
accepted payment such as a deposit slip, suggests concealment through false revenue
disclosure. These acts could have displaced the City’s General Fund by a grand total of
$6,935.00.”

“Additionally, during the course of the audit we tested the eTrak system to fully understand
the process by which a facility is reserved, and payments received are documented. During
this meeting, we were able to detect transactions deleted by staff. In an interview with
multiple staff members, we learned that the deleted activity was a local lacrosse league, and
the deletion came at the request of the Commissioner. With multiple users allowed to make
any changes in the eTrak system, this is a significant weakness in controls because it allows
for the schedules to be altered at any time. The systems utilized by the Department are
poorly controlled and implemented by top management; the assessed control risk is high,
meaning the current internal controls leave the entity vulnerable to fraud and illegitimate

activities.”
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Burnet Park turf usage by local non-City affiliated lacrosse league:

9 Scheduled Occasions Between: Oct 2017 — Dec 2017

36 hours @ $150/hr. + $100.00 Deposit Fee + $30.00 Permit Fee = Total Charge:
+$5,530.00

Payment (per league organizer):

“Cash Payment: $3,825.00 was delivered to the Commissioner of Parks at the Department
Office on Spencer Street, with no receipt for payment provided to the league organizer. We
verified with the two employees who handle deposits that the cash was not delivered to
them by the Commissioner and therefore not deposited into the General Fund.”

“With multiple users allowed to make any changes in the eTrak system, this is a significant
weakness in controls, because it allows for the schedules to be altered at any time. The
systems utilized by the Department are poorly controlled and implemented by top
management; the assessed control risk is high, meaning the current internal controls leave
the entity vulnerable to fraud and illegitimate activities.”

“Continuing the investigation, we also discovered social media posts pertaining to the
unpermitted and ‘on no account’ paid usage of the Burnet indoor multi-purpose facility.
There is also pending evidence of non-city personnel with keys to city owned facilities.”

Dates of documented unscheduled, non-permitted and unpaid field usage:

September 2017

o 9/23 — Burnet Indoor Field
October 2017

o 10/14 — Burnet Indoor Field

o 10/7- Burnet Indoor Field
November 2017

o 11/7 — Burnet Indoor Field
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Listing of Monies in Permit Fees Collected — Adult Athletics:

*2022 is from January 1st, 2022 — June 30t 2022

Calendar Year

01.420010 - Adult Athletics (Permits & Turf) 2022 2021 2020 2019 Total

1| Barry Park Ball Diamond 5200 5250 530 530 5510
2| Barry Park Soccer Field #2 S0 ] SED S1ED 5240
3| Barry Park Soccer Main #1 S0 ] ] %30 5120
4| Burnet Park Multi-Purpose Lower 50 51,791 51,350 560 53,201
5| Burnet Park Multi-Purpose Lower Lights 50 52,745 51 463 50 54 208
6| Burnet Park Multi-Purpose Upper 50 50 5120 o000 51,020
7| Burnet Park Softball Field Bnl 550 %0 S0 S0 550
B| Burnet Park Softball Field Bn2 53,300 50 S0 50 43,300
9| Burnet Park Softball Field Bn3 [Lighted) 5310 50 S0 50 5310
10| Burnet Park Softball Field Bn3 Lighting 5405 50 S0 500 5445
11| Burnet Park Turf 57,000 $10,B85 52,900 52,533 423,318
12| clark-Spaulding Baseball Field 5350 5150 530 530 5560
13| clark-Spaulding Soocer Field #1 S0 ] &0 %30 530
14| clark-Spaulding Soccer Field #2 S0 %150 &0 =0 5150
15| Clary Multi-Purpose Field 600 %379 536 %30 51,045
16| comfort Tyler Ball Diamond 5250 %0 S0 %30 5280
17| cummings Field #1 S0 %0 S0 %30 530
18| Dr. Weaks Multi-Purpose Field 5250 31,620 S0 50 51 870
19| Eastwiood Heights Baseball Field 50 50 530 530
20| Eastwiood Heights Multi-Purpose Field 5100 5150 530 530 5310
21| Frazer Park Multi-Purpose Field 50 50 51,080 50 51,080
22| Homer-Wheaton Baseball Field 5150 5150 50 530 5330
23| Huntington Park Multi-Purpose Field 5050 50 S0 50 5050
24| Jubilee Park Lttle League Field S0 %150 &0 =0 5150
25| Kirk Park Bassball Field 5150 5275 S0 530 5455
26| Kirk Park Football Field S0 5365 S0 515 5380
27| Kirk Park Practice Footbzll Field S0 515 S0 %15 530
28| Lemoyne Baseball Field 5150 %150 S0 %30 5330
20| Meachem Multi-Purpose Field S0 %510 530 %270 SE10
30| Meachem Softball Field #1 Lighting 50 5630 S0 5630 51,260
31| Norwood Park Multi-Purpose #1 5150 5700 530 560 5040
32 | Norwood Park Multi-Purpose #2 5150 5450 530 560 SE00
33| Roberts School S0 50 S0 530 530
34| Roesler Park Basebzll Field #1 50 50 50 530 530
35| Schiller Park Soccer Fisld 5250 51,000 S1BD =0 51,430
36| Sherman Park Ball Diamond #1 5150 ] &0 %30 S1B0
37| sherman Park Ball Diamond &2 5100 ] &0 =0 5100
38| sherman Park Multi-Purpose S0 a0 530 %30 5150
39| sunmycrest Baseball Field S0 %250 5563 S0 SE13
40| sunmycrest Baseball Field Lighting S0 %0 5450 S0 5450
41 | sunmycrest Main Turf Fiald %E,962 518,336 5650 55,325 433,313
A2 | sunmycrest Main Turf Lighting 5364 5425 S0 5575 51,364
43 | sunmycrest Practice Turf Field 512 207 10,762 52,436 £2,723 428,127
44 | sunmycrest Practice Turf Field Lighting 53,242 52,262 SE3 5200 56,530
45| Thornden Park Football Field 5350 5540 530 5120 51,040
46 | valley Turf %2,750 3,702 51,936 52,501 410,979
47 | valley Turf Lighting 525 57E6 4628 5513 41,851
48 | Wadsworth Park Basebzll Field 5140 %150 &0 S5ES SETS
49| washington Sguare Park Soccer Field 550 %50 S0 %30 5130
50| westmoreland Park Baseball Field 50 50 50 580 500
Total $43,105 $59,B68 $15,055 $1E,044 $135,073
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Listing of Monies in Permit Fees Collected — Special Events:

*2022 is from January 1st, 2022 — June 30t 2022

Calendar Fear |

01220010 - Speoal EVents - Rentals 2022 2021 2020] 2015 Total|

1| Bandwezon [ City Stare] FE 542,200 51,430 55,130 30,260
2| Bairy PErk 53 311 5240 5300 5270
3 Biling: Park =0 5130 50 250 5240
4| Bob Cecile Comimunity Cenker 50 0 50 513C 5130
5| Burnet Perk 51m 5430 30 S3L0 5230
B| Clirton Sguare 56530 57,000 550 5270 514,270
7| Columbus Cirdie 3330 3230 330 5230 a0
B| Comtart Tyler Park Peilion 31,100 32,360 3240 51,213 54,783
5| Fayette Park [Fire Fighter's #ark] 5100 20 580 50 5180
10| Formain Perk [Polios Memcrial Park) %0 5120 50 5240 5330
11| Frankdin Sousre Park 51,073 5353 230 S e 52 810
12 | Geperator 51,430 51,600 50 S0 53,030
13| Greenway Circle =0 3] 330 230 580
14| Harower Sgusre et 3310 30 51,000 51,360
15| Homer Whesaton PErE =30 =0 50 S0 530
16| Homer Wheaton Pevilion =0 =0 390 30 S50
17| Irner Harbor 31,310 31,273 3200 5283 53,070
18| Kirk Parc =30 50 S0 530
19| Kirk Park Covensd Basketball Pavillion 3410 3430 380 5230 S1,130
20| Le=mverwartn PEk 3340 o ] 240 230 STC0
21| Lincoln Park et 3] 30 50 S
22| Lower OncndagEs Park S0 5230 50 SEC 5360
23| Magnarelli Symnasium 59,500 56,540 50 53,740 £15,100
24| McKinley Park =0 ] 30 50 S
25| Meachemi ?n':irgLn't 5300 51,300 560 S0 51,BE0
26| Onondeza Park 3100 3430 30 30 5330
27| Onondezs Perk Gazebo S4%Y 54,200 2420 5340 52,383
28| Onondess Pari Favilian 51,500 51,503 2270 51,113 54,850
29| Ormand Spencer Fark 3130 =0 30 60 5210
30| Pass Arborethem =0 3] 30 23 3G
31| Rand Tract =0 5200 50 50 5200
32| Sankofs Park 3470 3910 30 S240 51,350
33| Schiller Park SEM 5380 330 5140 S1,13¢
34| Schiller Park Gazeba =30 5233 530 5180 5313
35| Siaddy Park 3300 3400 330 S1an 5230
36| Spirt of Jubilee Park 3140 3410 30 5320 270
37| Thorniden Park =30 =0 50 FELE 5810
3B| Thornden Fark Amphitheater 333 31,453 3230 S3IED 52,420
39| Thornden Park Ce'rin;: House 5400 5450 5300 SEED 52,4590
40| Thornden Park Grove =0 5200 5120 50 5330
41 | Thornden Park Li'|' Poind =30 5300 2130 5300 5BC0
42| Thornden Park Favilian 31,910 33,253 2330 SE70 56,393
43 | Thornden Park Rose Garden SETS 5330 5333 5240 52,030
44| Undan Park 5330 5200 530 S0 5380
45 | Walrut Fari =0 =0 30 S3IED S3ED
85| Walrart Park [between &dsms and Harrison)] %0 5100 50 53C 5130
47 | Walnaut Fark |:-Erh‘be"| Kiarshall and A= '115:| =30 5200 50 5180 5430
28| Walnut Fari [betwsen Waverly and Marshali) =0 3400 30 S240 S0
49| Ward Eskery Park =0 ] 330 5130 210
50| Washington Squane Fark 2200 3330 30 SED SEL0
51| Wilson Park FEM 3460 30 380 51,160
Total 536,610 545,350 55,675 524,475 $115.E!.|'.1

10
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Parks Department Response to the Recommendations From the 2018 Facilities Audit:

1. Recommendation: Proper communication within management is essential to achieving the
goals of the department and informing employees about rules of conduct for dealing with
potential fraud. Whether the communication is from staff to management or management to
staff, providing clarity is most important and omits confusion, uncertainty, and ambiguity.

Response: Regular discussions and meetings are held with current as well as new employees
regarding facility payment due dates, collecting payments, as well as proper steps to process
payments so that the processes are being done the same by all divisions.

2. Recommendation: External communication to potential patrons of the facilities is also
important for the Department. Creating an online plateau for scheduling and marketing
would allow for an audience of customers to have a better idea of the resources available at
the organization. When possible, posting reserved (unpaid) and booked (paid) locations
would also be help disseminate information to the end users.

Response: Facility permits are now available online by visiting the Parks Departments new
software system at https://syracuse.recdesk.com. Constituents can now view the schedule of
the parks and apply for permits directly online. Once a request by a patron online is made, it
alerts them that the request has been submitted and will either be approved in 3-5 business
days with a follow up email containing a link to make the payment of the permit fee OR
someone from the department will reach out if there are further questions before approving
and sending the payment link.

Once a permit request is “approved” the RecDesk software sends the patron an email
containing a link directly to pay for their permit fee online via cred/debit card. They are given
a grace period of 3 business days to make payment. Patrons who do not have the means to pay
by card are able to still come directly to the Parks Department main office and pay by check,
cash, or money order. Payment by these methods are electronically logged and tracked in
RecDesk.

Since the implementation of credit card payments directly online, we find that most of our
constituents prefer this convenient method of payment.

3. Recommendation: The Parks Department currently has no existing legislation or any written
criteria for fee waivers. The department should have legal documentation of policies and
procedures pertaining to the discounting or waiver of fees for neighborhood groups, local
leagues, non-profits, etc. These discounts and waivers need to be approved by the Common
Council either individually or parameters need to be set for when fees can be waived by the
Commissioner.

Response: This is an area that the department is still working on and will continue to push for

a solution.
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4. Recommendation: Accounting practices should exist with elements to perform proper bank
reconciliations. Currently, paper ledgers are used to document permits and events that have
been paid. We believe that eTrak usage should be expanded. In addition to scheduling events,
storing contact data and payments received, eTrak should be used to collect payments with its
online payment system. The Department should be able to match deposit records to a daily
report made available thru eTrak. When our office requested information to perform this task,
the initial information was insufficient. After a review of eTrak with staff, sufficient data was
received.

Response: The department has moved on to electronic ledgers for monies collected. Since
moving to RecDesk all fees run through this system. We now have POS systems at our golf
courses and rinks for constituents to pay directly via credit card, cash, or check. All payment
methods run through this POS system in RecDesk. Permit fee payments, rentals, etc. also run
directly through rec desk.

Reports are run regularly by the admin office by pulling our revenue out of RecDesk that
includes and shows all payments collected. This reporting will show how much came in for
each of the following categories: Cash, Check/M.O., Credit Card. The report them further
breaks it down by the GL Account it was deposited into. Each division within the Parks
Department has their own GL Accounts that shows what they have collected during the time
period that the report was run for.

5. Recommendation: Based on the extensive number of programs and multiple facilities that the
Parks Department collects money for, it should be an operation that handles collections with
modern day standards. Currently, there is no ability to accept payment by credit cards or
electronic checks. We believe this is preventing the collection of revenues in some situations
and is unattractive to customers and clients who are accustomed to using electronic payment
methods. We were provided examples where residents attempted to pay electronically and
were turned down and asked to seek out the nearest ATM. The parks department should
consider accepting electronic payments as soon as possible. Parks staff advised us that they
were told electronic payments were not allowed by law; we were not able to find evidence of
such law. Currently the City accepts electronic payments for tax bills, water bills, and parking
violations. We believe that a similar system can be utilized for payment collection at the Parks
Department.

Response: We have corrected this issue by accepting credit card payments through RecDesk
both for facility permit payments and by using the RecDesk POS system at all 2 rinks and
both golf courses.
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Findings and Recommendations:

Finding #1: The significant deficiencies in internal controls found in the 2018 Performance
Audit of the Department of Parks, Recreation &Youth Programs have been addressed and
corrected to the point of becoming a strength of the Department.

Through serious self-reflection, planning and commitment to changing the culture at the Department
of Parks, Recreation and Youth Programs, the staff has been proactive in the implementation of the
recommendations from the 2018 Performance Audit. The addition of the RecDesk software has
given the Department and the potential patrons of the Department’s facilities a proper tool to improve
the efficiency of applying for, processing, and issuing facility permits. “Vulnerabilities to fraud and
illegitimate activities”, as documented in the 2018 Audit, have been eliminated, and the “antiquated
process” of tracking permit applications and collecting payments and issuing permits has been
overhauled and improved immensely. The new process has proven worthy of the large responsibility
for maintaining and regulating the multitude of indoor and outdoor recreational facilities across the
City of Syracuse.

Recommendation #1: Maintain and enhance the level of service provided to patrons going
forward.

Administration’s Response #1: The Administration appreciates the recognition and is pleased the
Office of the City Auditor is in agreement regarding the value of RecDesk as a software tool to
manage online registration, facility scheduling and payment information.

Finding #2: The Department of Parks, Recreation & Youth Programs still has no existing
legislation or any written criteria for fee waivers, as recommended in the 2018 Facilities Audit.

The Commissioner has acknowledged that this is an area that the Department is still working on and
will continue to push for a solution.

Recommendation #2: The Department should have legal documentation of policies and
procedures pertaining to the discounting or waiver of fees for neighborhood groups, local
leagues, non-profits, etc.

There may be certain reasonable instances where City of Syracuse residents and City non-profit
entities should be eligible for special discounts on facility permit fees, versus non-City residents
using the same facilities provided by the Parks Department. However, these discounts and waivers
need to be approved by the Common Council either individually or parameters need to be set for
when fees can be waived by the Commissioner.

Administration’s Response #2: The Administration agrees with the recommendation and fully
intends to resolve the concern with written policies and procedures, including legislation before the

Common Council, if warranted.
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Visual Guide on Processing Permits in RecDesk for New Employees:

The following is a visual guide, provided by the Department of Parks, Recreation & Youth Programs
during the course of our Performance Audit, for the period of January 1%, 2019, through June 30",
2022, on the processing of permits by Parks staff, through the Department’s RecDesk software

system.

Our Office strongly believes that this software is a significant and crucial upgrade from the
Department’s previous eTrak software, in terms of efficient permit processing and internal
security regarding vulnerability to fraud and illegitimate activities. We have high confidence in
the software’s capability and the performance of the staff of the Department of Parks,
Recreation & Youth Programs, in avoiding the internal control issues that were inherent in the

eTrak system.

Once a constituent applies for a permit directly online at https://syracuse.recdesk.com, the reservation
is efficiently processed through the steps presented below:

1 Department Dashboard
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2 Starting the Approval Process of an Online Reservation:

STEPS FOR PROCESSING ONLINE RESERVATIONS

From the home screen dashboard select the recent reservations tab

0 @ tpsisracuserctesccon X | [5 Newtsd

€ 00 Bm .
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online reservation.. Contot Tyer Park Pavlion  Onine | vice G202 1028AN
: ’ 76002 B00AN mbnm
Click on the park name in BLUE fiis " RS
THE2022 - 11:00 AM Neighborood Mest & Grael
Meacham ks Rink [ s ! RNR 48R W Ponal Actions ¥
B282022 - 7:00 PM Valey
o Shopping Cart
Lews Park 10 hoose e 6B 110PM
124022 - 100 M Reumion @peonaten
Innis Habes Inose | B2 1108AM
103072022 - 14:00 AM Witches and Heathens of CNY 4 tfarmer ¥
Thornden Park Liy Pood m voice 628202 T3%AM
B002022 - 5:30 PM Memoria
Kirk Park Coverod Baskelbad Pavito [ In hoitse yoice 02 0P
TI2022- 3:30 PM Prayer in the Park
Thomden Park Paviion [ In hous Ul R
129022 - 3:00 PM Cumudus Office Picnic
Mesthem ke Rink In house | 2602 TO5PM
B22022- 5:30 W Valey
N

Showng 1 to 10 of 100 entries
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Parks and Recreation Department Performance Audit — Permit Fees

3 Printing Permit Request:

Member. [ 4:1 name Facity- AN Facilities v

Click on FORM ACTIONS

i Flex Calendar

Date Range: - Reservation Id: 1148626

Apply Filier

Select Print Permit Request

] Usage Date Time #  Member Fee Security

@ Bithdayparty 852022  1200PM-4:00PM OIS ss000 5000

] Reserved Facility: Onondaga Park Pavilion
@ View/Edit Forms

(@ Notes 0 [ Documents 0 [

Print REQUEST TO RESERVE POLICY ¥ Shopping Cart

Reservation Id: {QEiiril) Golo Invoice
. pending itemis)
Note: Print Permit Request @ oy
Create Date: 6/29/2022
Created By: Online
! fom Print ALL Forms A bfarmer =

Private Note:
Edit Enfire Series

+ Onondaga Park Pavilion
Start Date Day Setup Time Teardown Group Size

B/5/2022 (Fri) Friday 0 min 1200PM-4:00PM 0 min 20 Edit Occurence

Line Description: Birthday party
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4 Exporting the Permit Request as a PDF For Future Printing:

JNE RESERVAILIVND
Select PDF and then Export to pull up
the permit request in a PDF file that
can later be printed.

Close this Box after you export itto a

PDF file
+
yracuse.recdesk.com; Director facilities/reservationsearch.aspxreservation_id = 114862 68mode=1 A& g
et desk arks, Recreation & Youth Frograms
22 Dashboard ~ Programs  Membarshi (L E  Membis  Leagues  Regiz atio
Facilly List ~ Reserve Faciity — Resenvalion Search Pesmitting Templatd Add New Faclity  AlteMged Check In - SelfCheck In  Resenvation Appraval
il Todsy B Wednesday, June 28, 2022 Redeivation Search

Reservation Forms ®
g |0 o < € ¢ of1 3 %] Export to the selected Format v !:)nrt o oE
Wit acn
Permit Request
Check In

O ust
& Bn Event Typa
[ et Kids Bithday Party

3 s
-
g
=
4

Parmits are 550 for every four (4) hours you book the park. Pleasa select the start and end time of your permit requas

Start Time Requested ing Cart
12aoE Py item(s)
End Time Requested
400 PM

Expocted Number of Attendants;
2

CONDITIONS, TERMS AND LIMITATIONS OF PERMIT Checking off 2ach ruls and regulation indicates you have raa
agree to sach ona

PERMITS
True - & parmit will give you axclusive rights to an area within a park of your choice. Separate parmits are requirad for
lacation you choase, and thare will be an additional permit fee for each area. The permit applicant should have an ori
of tha parmit on their dasignated parson at the event(s) and'or activity and be able to produce sald permit at any requ
time by the Dapartmant of Parks & Recreation staff or poice. If the permit halder is not going to use a fieldfacility, tha
dates and times may noi be assigned or transferred. These dates and times must be made aware fo the Department

immediataly.
PERMITTEE RESPONSIBILITY

Taiiw Marnaaas caisad by pealinancs o a narkiathbatic facilibdsminmant will b assassad as 0o tha cos 1o cnract @
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5 Assigning Appropriate Times For Online Reservations (based off PDF Permit Request):

i

syracuse recdesk.com/Director/f

m desk Syracuse Parks, Recreation & Youth Programs  fy

82 Dashboard  Programs ~ Memberships JEEIRLECEN Members  Leagues  Registration  Money POS  Repots  Admin

Faciidy List Reserve Facikty Ruservaton Search Permiing Template: Add New Faclity Altended Check In Sell Check In Reservatian Approval
i Todsy u ‘Wednesday, June 29, 2022 Resetvation Search
@ Support Center |
Member Fachity Al Faciities v
Date Range . Reservation |d 1148626
Apply Filtee

@ Print Version

& Go To Cnack In

Actions ~ e
Usage Data Time #  Member Feo Security : - -
@ Bngypety 85202 2ooPM-so0pM ) TGN 000 S0 IS0 W

Reserved Facilty: Onondaga Park Paullon —

ol Portal Achons ~

£ Notes 0 Documents 0 Tasks 0
Shopping Cart
Reservation it: (IIETY Goto nvoce ! 5
Mot @pevomy tens
Create Date: 6292022
Created By: Oniine 2 blsrmer v
Private Note:
Edi Enre Senes
+ Onondaga Park Pavilion
Click on EDIT ENTIRE SERIES to start
Start Date Day Setup Time Teardown Group Size
852022 (Fri) Friday Omin 1200PM-400PM  Omin 20 Eait Occumence asmlng the approprlate ﬂ based

off the exported PDF Permit Request

Line Description: Birthday party
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6 Assignment of Permit Fee

Birthday party # Eedin Detaily & O T Chack In
custemes [ wame | e
[
Wisibility Colar .:33.4:.:_' il Foal Adions ~
Status  Appraved w Shopping Cart
LTl WD pending tamis
X blarmar =
= Reservation Schedule
Standard Fee S50.00
Add-on Fes $0.00
Security Deposit 50,00
Total 550.00
v Onondaga Park Pavillon 1 thma s Click on the little PENCIL to edit the
Total F
Start Date End Date Status Al Fees times and assign the permit fee
rees « security) /
Birthday pany
e [ 350000 #

Send confirmation email to customaer

==




Parks and Recreation Department Performance Audit — Permit Fees

7 Editing of Reservation Time and Permit Fee:

cuserecdusk.com, Director facilities ProcessReservation.aspxloperation=EDIT&reservationid=1148626&ncback=1 P Ty = B .
-desk Syracisa Pais, ) & Youlh Programs #

08 Dashboard  Programs ~ Memberships SRS Members  Leagues  Regsiaion  Money P05 Repords  Admin

Faciity List Resanve Facliy Resarvalion Sgarch Farmitting Templabes Add New Faciity Astanded Chack In Saif Chack In Resarvation Approval

il Today is Wednesday, June 28, J002

Ed# Reservation

Edit Reservation
i= Edit Facility & Piinl Vessicn
@ Go To Check In
Facility * GroupSize*  Line Description
Onondaga Park Paviion w il Birthday party
SwartTime (4052022 12 »: 00 v PM « Set Up {mins) Al Forial Actions +
EndTime 080872022 4 ow: 00 v PM v [ o Shopping Carl
D) pending e
iE Edit Fees
3 olamer ~+
Pee Type FeeAmount  Rate Type Security Depasit Adjust the times for the permit based off of the request you
Permit Fae Blogck 1- 850 00 per occumance » 50 Per Ocoume 0 .
exported to a PDF File
- Salect & Fee Type - -~
Permit Fee Block 1 - $50.00 EncE - .
Permit Fee Block 2- 5 ¢ OCOUTANGE Then assign the appropriate fees ($50 for every 4 hours the

Parmit Fag Block 3 - $150 00 per accurrance

Cancel m booked the park)
e Then SAVE CHANGES
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8 Editing of Reservation Time and Permit Fee (Continued):

Birthday party

Cusbomer

Hon Besiden

Dace of Birth
Visibility
Status AR praved

Mote

iE Reservation Schedule

w Onondaga Park Pavilion

Start Date

Birthday party
80 2 1200 PM

send confirmation email to customer

Cancel Reservation

End Date

m [ Oo To Check In
w Ga To POS

§ Co To FlexFoms
Ciick Actions =

Color . 2337644

wll Porial Acons

w Shopping Cart
DD penang temis

L bfarmer =
standard Fae §50.00
Add-on Fee 50.00
Security Deposit 50.00
Tatal $50.00
1 time slotis)
Click SAVE RESERVATION
Taotal Fees
Status
[fees + secuarity)
= $50008 ~#

Save Reservation
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9 Completing Reservation:

omy/Director/facilities/processreservation.aspe Poperations COMPLETE_SAVED®reservationld= 1148625

- desk Syracuse Farks, Recreaton £ Youlh Programs ¢y

22 Dashboard Frograms Memberships Fadilities Leaguas Regstration Money POS Reporls Admin

Faciity List Fesere Faclity Aeservaten Search Permifiig Tergiabes Add Mew Faciity Afiended Check In Sell Check in Reserdalion Apgroval

i Today is Wednesday, June 28, 2002

W Flex Calendar

il Print Mersion
& Go To Chack In

Reservation Complete

Il Portal Ations T
Your resenvation was sawved

w Shopping Can
ﬂDn'mn: fern|s]

o riain | e s

A blamer =

Click VIEW RESERVATION
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10 Sending Permit Fee Invoice Fee to Customer:

22 Dashboard Programs Membarships

Reserve Faciity

acilly List

i Toosy B Wednesday, June 29, 2022

Mamber.
Dale: Range -
[ Usage Date Tima
& Binhday party 2022 12:00 PM - 4:00 PK

[ Reserved Facility: Onondags Park Pavilion

ahon & Youth Frograms

58 Parks,

Leagues Registration Money POS Repors Admin

an Approval

Add New Faciity  Atendec
Redarvabion Search
Facllty- AN Faciilies w
Reservation 14 1148626
AN o Prin! Version
& Go To Chack In
2 Membar Fag Sacurity

D BTG sso00  s000 () Bal Due

wil Portal Actons  —

(% Notes 0 Documents 0 Tasks @
Shopping Cart
Reservation i0: @ IEP Gololvoice il v
Note: D pending itemiz
Create Date: 62472022
Created By: Online £ blarmer =
Private Naote:
" Onencaga Fark Pavilon Click on GO TO INVOICE to send the
i i Seup  Time bl (L permit fee invoice to the customer
BS2022(F)  Frdsy omin 1200PM - 400 PM O min o Edil Occumence

Line Description: Birthday party
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11 Sending Permit Fee Invoice Fee to Customer (continued):

FeE desk

22 Dashboard Programs Memberships Facilities

Membars

: Parks, Racraation & Youth Programs.

Leagues Ragistration POS Reports Adimin

Irvaice List  Paymenl Search  Creale Invoice

il Today = Wednesday, June 28, 2022

[ Notes 0 Documents @

I8 Invoice #0085957

Customer Invoice Date Dug Date
"NAME™ 8/28/2022 BI2972022

tem Giy UniPrics  Amoent
‘Onondaga Park Pavillon 1 500000 50.00
aszne2

Birthaiay paty Delails

Hotes History

62072022 -4

sent invoice on 62022

Paymen! Reconciiaion

Payment Plan Templales

Aulo-Pay Higlory  Household Balances

Viesw Ivoice

Tasks 0O
Pt Involce
\owgice 8 Statuz Send Invokce to Customer
Ongassy [ OPEN | enge this Invoifig with Ancther
Create Agyment Plan
SocDep SaesTax  Amount Ous } I
000 50.00 Wark Imwoice a:
Sub Total 850,00
Sales Ta 50.00
Tatal S50.00
Lass Amount Faid 50.00)
! B bilarmer
Amount Due $50.00

Click on ACTIONS and then send invoice
to customer

Al Hew Mot
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12 Generation of Invoice Email to be Sent to Customer:

=2 Dashboard Programs Memberships Facilities Members Leagues Ragistration Money

Irvoice List Paymenl Search  Creale Invoice Paymeni Reconciafion  Aulo-Pay History Household Balances

il Today i Wednesday, June 29, 2022

Send bnvoice

= Send Invoice #0089997

o T i Flex Calendar
: AN
Add BCG o Print Viersion
cc: [ CMAME ]

& Go To Chack In

o Ga Ta POS

Subject: Inveice #0080907 - Syracuse Parks, Recreation & Youth Programes

& Quick Actions =

Wil Portal Acions =

AHNBIYV iLuBBBEX 20 0 o Shopping Cart
FEFE IR T N T TI I m D) pending itemis
BIIEESEEEE FA-Y = BB IE o' X, e ih 4
| Paragraph = || Defaut Feet v lsie v | D @ Ul ] 1oL
| NAME" |
Artached 15 a link to vour svoice. You can navigate to the lnvosce to view details and'or make an online payment. This is the invoice email that will be
Gio to Invoice now: Tnvaice H0089097 sent. You can add any additional info
you want to the bedy of the email and
then hit send
[l B HTML QP Words:28 Charactess: 156
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13 Adding Internal Tracking Notes on Generated and Sent Invoice:

88 desk

Syracuse Parks, Recreation & Youth Frograms  fy

22 Dashboard Programs Memberships Facilites Members Leagues Registration

Invoice List  Payment Search Create invoice

Payment Reconclaton  Payment Plan Templales  Auto-Pay Hislory  Household Balances
i Tocsy is Wednesday, June 29, 2022 View invoice
(@ Notes 0O Documents 0 Tasks O
_ Flex Calendar
= Invoice 0089957 m
& Print Version
Customer Invoice Date Due Dte Invoice # Status Total & Go To Cneck In
[ "NAME™ | 6/28/2022 61292022 0089997 [open | $50.00 ————
w GoTo POS
tem Ofy UntPrice Amopnt SecDep SalesTax  AmountDus Amognt P3id & Go To FaxForms
Onondaga Park Pavilion 1 50.00 50.00 000 50.00 0.00
852022
Birnday party De v Portal Achons ~
Sub Totas $50.00 o Shopping Cart
Sales Tax $0.00 @ perang temis
Total $50.00
55 Amount Paid 0.0
Ls ount Pal (50.00) £ blarmer v
Amount Due $50.00
Make a Paymenl
lote: syment o
Aad New Note
62012022 - 4

sent nvoice on 62822 \

Once the email is sent just add a note to the bottom with the date
the invoice was emailed
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14 Adding Sent Invoice to “In Process” Permit File for Tracking Payment Status:

Now go back to the original PERMIT REQUEST PDF that you exported and add the date that it was emailed, print it and place it in the "IN PROCESS" permit file to do a follow up on when payment is name

Iﬂ BN NCR: ReportBook - 2022-06-29T110800.268.pdf * - Foukt PrantamPOF o= @ E
HOME  COMVERT ~ EDIT = ORGANIZE COMMENT VEW FORM  PROTECT  SHARE  HELP q " Pl 2
Ohand G LN B inkden et | T Add Tet - T . Y tieb ks - [
sssar = 5 e = : @k
Raon® | 1eq Ohjects - """“_‘."'“
iris ReporBonk - 202206, X
=
]
“! Permit Request Invoice sent on 6/29/22 Print Date
) 6/29/2022
Qi "NAVE" |
Onondaga Park Pavilion - 8/5/2022 12:00 PM
o)
/i. | Event Type )
Kids Birthday Party
Permits are $50 for every four (4) hours you book the park. Please select the start and end time of your permit request:
Start Time Requested
12:00 PM
End Time Requested
4:00 PM
Fynerted Numher of Attendants-
1/1 b Alm ¥ nss »Q —dei®
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15 Receiving Payment for Invoiced Permit Fees:

NEXT STEPS...

Follow up will be needed on checking that payment has been made. If payment has not been made within 3 busi-
ness days of the invoice being sent a courtesy call is made giving them one more business day to complete pay-

ment. If payment is not made the reservation hold is canceled, the invoice is marked as closed with a note being
made in recdesk. 88 desk

Syracuse Parke, Recreation & Youlh Programs  fy

2 Dashboard ~ Programs ~ Memberships  Faclies ~ Members  Leagues  Regisiration

Example of the note:

nvoice List  Payment Search  Createlnvoice  Payment Reconollabon  Payment Flan Templstes  Aufo-Pay History  Household Balances

& Todey is Tuesday, July 12, 2022

View Invoice
G Wotes | 0 Documents 0 Tesks 0 S —
& Flex Calendar
i Invoice NOOBTS06 m
Click on ACTIONS and select
T " "
Cotlomer nvoica Dt Due Date Imvaica # Status ! & Go ToChackin Mark Invoice as Closed

m 51252022 512512022 0087506 $150.00 This will change the

"STATUS" of the invoice to
Lem S ML ST bRl wiAilE ATR I 20 DERR CLOSED because they no
Onondaga Park Pavilion 115000 15000 000 15000 000 & Gnick Achows = longer owe us payment due
842022

Street Addiction Insifute Inc. - Organizational Team Buikding A Fortal Acions + to no permit being issued
et o (B

W Shopping Cart
‘Sub Total §150.00

Q) panding itemiz

Sales Tax $0.00

Total §150.00
amar ¥

Less Amount Paid 150.00) A blarme
Amount Due §150.00
Paymer Histor
Ak N ot
Bi28/2022 -4

pesmil nat paid for, hold canceled, no permil issued
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16 After Payment of Permit Fees is Completed:

NEXT STEPS...
If payment has been made here is what the invoice will look like:

[f8€ desk

Farks, Recreation & Youth Frogams #

08 Dashboard  Prmgams ~ Memberships  Faciifies  Members

Leagues  Registrafion POS  Reports  Admin

nvoice st~ Payment Search  Creale Invoice  Payment Reconciiaion  Payment Plan Templates  Aulo-Pay History  Housahold Balances

W Today s Tuesday, July 12, 2022 Viaw Invoice

(G Notes O [ Documents 0 Tasks 0

The STATUS of the invoice will show with a green

IE Invoice #0090331 m PAID under it
Cstomer Invaice Dae D Dibe Invaice # Stalus Tolal @ Go Ta Chack in

| "NAME" | 71512022 TI6/2022 0080331 PAID) $5000|
|

o Ol UnitPrice  Amount SecDen  SalesTar  AmouniDup Amaurt Paid i Go To FieeFoms

Thamden Park Pavilion 1 5000 5000 0.00

932022

family party Detait:

It will also show the amount due as being $0.00

+ Portal Actions.

Sub Total §50.00
Saiers Tax §0.00
Total $50.00
Less Amount Pald (§50.00) . . . .
e ‘ Lt - You can click below in the history to see the entire
Amount Due §0.00

work flow of when the request came in, when the
request was approved and assigned a permit fee. It
Acity  Dalg  Descrighon

NEW 7152022 inweics created in e Amount of 000 Dnine- shows the date the Fa\fment was made and how it
UPOATE 716:2022 Status: OPEN | Invoios Amount $80.00 | Baance Dus: $50.00 | Dus Dste: 7152022 Bnugert

PAYMENT 7/6/2022 Payment |4 #TES00 applied in e amount of 850,00, Payment Type: CC. Paymen! Saurce Application was made
COMMUNITY

Onine-

UPDATE 7/6/2022 Status: PAID | Invoice Amount: 550 00 | Balance Due: §0.00 | Due Dale: 71512022 Oniing-
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Appendix:
Appendix A:

OFFICE OF THE CITY AUDITOR

CITY OF SYRACUSE, CITY AUDITOR NADER P. MAROUMN

Audit Engagement Memorandum

Date: January 13, 2022
To: Mayor Ben Walsh

CC: Julie LaFave - Commissioner of Department of Parks, Recreation &
Youth Programs

From: Nader Maroun, City Auditor

RE: Department of Parks, Recreation & Youth Programs Facilities
Performaance Audit

As requested by 222 District Councilor Patrick Hogan, the Office of the City
Auditor has initiated a Performance Audit of the Department of Parks, Recreation
& Youth Programs for the period of January 1, 2019 through December 31, 2021.

This Performance Audit will review the policy, procedures and practices utilized
in the izsue of permits for City facilities. This Performance Audit will include the
record of monies in permit fees collected, and staffing levels of the Department of
Parks, Recreation & Youth Programs.

If vou have any questions please feel free to contact our office.

Thank you.
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Appendix B:

Counet] Office: (315) 448-Bdnb
Fax: {315} 448-5423

Common Council Office
214 City Hall
Syracuse, MUY, 3202

CITY OF SYRACUSE COMMON COUNCIL

PATRICK J. HOGAN
Councilor = 2nd District

Drecember 10, 2021

Hon, Mader Maroun

Auditor

City of Syracuse

233 East Washington Street, Room 433
Syracuse, New York 13202

Dear Auditor Maroun:

[ am formally requesting a full audit of the Syracuse Department of Parks, Recreation & Youth
Programs® procedures and practices employed in the issuing of permits for their facilities,
including the listing of monies in permit fees collected over the last three years.

Commissioner LaFave has expressed the inability to compile estimates of permits fees. Omn this
matter, | am requesting an audit into the staffing levels of this department.

Please be advised former City Auditor Martin Masterpole conducted a 2018 Department of
Parks, Recreation & Youth Programs Facilities Audit with findings and recommendations.

Thank yvou for your consideration in this regard.

Sincerely,

Patrick Hogan
Chairperson - Parks, Recreation & Youth Programs (Veteran™s Affairs)
2™ District Councilor

ce: Bembers of the Syracuse Common Council

Commissioner LaFave, Department of Parks, Recreation & Youth Programs
Corey Driscoll Dunham, Chief Operating Officer

212 Bryant Ave. - Syracuse, N.Y, 13204 - phogani@syrgov.net
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Appendix C:

0]

(L.L. No. 24-1977; L.L_Ni#4-1992 §§,s*2 .
Editors Note: Chipier 75 ofﬂmﬁh SO 38 fmmd:rxrs scwc 19

Section 5-402. ¢ pro‘ge

)

property jfy

2)

taxatfs and;w chpropettyxsb

Sk tion§

Ihe

shall be deemed to be finally corrected as of September 30. Effective for the fiscal year beginning
July 1, 1994 and for each fiscal year thercafter, the assessment rolls shall be deemed finally
corrected as of March 31, 1994 and as of March 31 for each year thereafter,

The taxable status of real properysmilFedETermingdannually as of July 1. Effective for the fiscal
year beginning July 98 and !'or cach ﬁscal year hereiltigpthe taxable status of real property
shall be determisi®d as of Janug pJly, thereafteMing January 1,

CiT y &

A
AN
‘\

CENTR

p The ob pfflissioner of assessment shal! maintain a comprehensive and accilfigte’i 4 of all real
hic‘ heCity has anyi&ight, title or interest. %
<

& )
.\ Aintain records el maps of all {841 property iffithe cityghowing Which prg

w exempt frof taxation.

hcn authoriged by councifiicase reg § propertijowned '-v ok

!|("\/‘ ‘?«
.Ilu {1 &

af] omtme
cc. hg_ug

2
3
4

il (14 “ 5
%
(n duct,.q, u@ itdcopiil uﬂt
Hiear. d m" b%'an e
?‘lOU.S eputhor )’o Op %vﬂlﬁ{’ ‘

l “‘

Conduct speciiljaud dits whcncv&'ﬁf%‘hm'ymaﬁb‘b‘tﬂé Y shall ordengh to be made.
Fumish copies of all audlt cportsEmthesodiisialmiiieemed, to the mayor and the council.

Make such recommendations for the improved administration of affairs of the city government as
it shall deem proper.




