Audit Committee of Roanoke City Council
Emergency Operations Center (Room 159 South)
Noel C. Taylor Municipal Building
December 21, 2020 from 1:00 PM to 1:50 PM
1. Call To Order
The Committee Chair will call the meeting to order and ask the Secretary to call the roll
2. Approval Of The Minutes From The Last Audit Committee Meeting
The Committee Chair will ask if there are any comments or suggested revisions to the
minutes.
3. Audit Of Council Expenditures For The Year Ending June 30, 2020
Annual audit to verify members of city council complied with the travel and expense
policy and that expenditures were appropriately classified.
Documents:
COUNCIL EXPENDITURES REPORT FY20 FINAL.PDF
4. Audit Of Building Inspections
Review of the timeliness and quality of plan reviews and building inspections.
Documents:
BUILDING INSPECTIONS AUDIT REPORT.PDF
5. Follow Up Audit Of Transportation Landscape Maintenance
This audit reviewed improvements in the accuracy of performance data and compliance
with OSHA training requirements.
Documents:
TRANSPORTATION LANDSCAPE MAINTENANCE FOLLOW-UP (21-004)
FINAL.PDF
6. APA Review Of FY20 Collections And Remittances
APA annual review of state funds collected and remitted by the Treasurer, Commissioner
of the Revenue, Sheriff and Commonwealth's Attorney Offices.
Documents:
6 APA REVIEW OF FY20 COLLECTIONS AND REMITTANCES.PDF
7. Delay In Filing Required FY20 Financial Reports
This is the public notice required by law, acknowledging that the audit of the City's FY20
financial statements was not completed by the December 15 deadline.
Documents:
7 PUBLIC NOTICE RE AUDIT OF FY20 FINANCIAL STATEMENTS.PDF
8. Other Business

The Committee Chair will ask if there is any other business to bring before the
Committee.
9. Adjournment
If there is no other business, the meeting is adjourned.

The Committee Chair will ask if there is any other business to bring before the
Committee.
9. Adjournment
If there is no other business, the meeting is adjourned.
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BACKGROUND

On April 21, 2008, City Council passed a resolution approving the Travel and Expense Policy for City
Council. This policy established that Council Members are subject to the City’s Administrative
Procedures, while also addressing aspects of travel, business meals, outreach and budgeting that are
unique to their roles. The guidelines also included a requirement that Municipal Auditing review
Council expenditures annually for compliance with provisions of the policy. During September 2011,
City Council adopted revisions to the guidelines that provide for the acknowledgement of rewards and
special recognitions.
General expenditures necessary to conduct City Council business are accounted for in a centralized
City Council cost center. These general expenditures encompass items such as advertising notices
for public meetings, hosting of special events, installing and replacing technology, and hiring
appointed officers.
Each Council Member is provided a separate budget for personnel costs, as well as individually
incurred discretionary costs related to training, travel, business meals, and communications. All City
Council cost centers are encompassed under the City Council Department (200). Management has
established a unique accounting unit for each Council Member as follows:
Adopted
FY2020
Budget

Unit

Unit Title

1110
1112
1161
1116
1154
1159
1162
1163

City Council
Mayor Lea
Vice-Mayor Cobb
Council Member Price
Council Member Bestpitch
Council Member Davis
Council Member Osborne
Council Member White-Boyd

$
$
$
$
$
$
$
$

Total for Department 200

$ 256,415

39,226
33,138
33,893
28,625
32,238
32,244
32,243
24,808

Ending
FY2020
Budget*
$
$
$
$
$
$
$
$

49,124
37,238
34,566
27,197
33,177
31,444
32,897
25,459

$ 271,102

Actual FY2020
Expenditures*
$
$
$
$
$
$
$
$

42,605
33,565
33,705
26,171
31,919
30,450
31,581
24,307

$ 254,303

*Per AC532YE Report, August 25, 2020

The City Clerk’s Office serves as administrative support to Members of City Council. This includes
securing travel arrangements, preparing required forms, obtaining approvals, and ensuring Council
Members are generally informed as to policies and the status of their spending. The City Clerk is also
responsible for reviewing Council Members’ monthly purchasing card statements and verifying
receipts have been submitted to document the items or services purchased.
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OBJECTIVES

1.

To determine if Members of City Council substantially complied with the Travel and Expense
Policy adopted September 6, 2011.

2.

To determine if Council expenditures were appropriately classified and in accordance
with the adopted budget for the Fiscal Year ending June 30, 2020.

3.

To ensure payments to Council Members were not made in exchange for goods or
services.

SCOPE
Our review encompassed all City Council expenditures for the period from July 1, 2019 through June
30, 2020.

METHODOLOGY AND RESULTS
1.

We reviewed 100% of budget transfers to verify each appeared reasonable and those related
to Council travel were properly approved.
There were four budget transfers during the year and all appeared reasonable. One of the
transfers involved business meals, training and travel budgets, which was appropriate under
the Travel and Expense Policy for City Council. One action provided one-time funding for the
National League of Cities Conference in San Antonio, TX and annual membership for Mayor
Lea to the US Conference of Mayors. Another transfer covered costs incurred for work
performed in City Council chambers. Finally, a $19,538 reduction in funds was processed to
reduce budgets related to the outbreak of COVID-19.

2.

We compared actual expenditures to final amended budgets.
Total actual expenditures of $254,303 were $16,799 or 6.2%, less than the final amended
budget of $271,102. As of the date of this report, no member of Council had overspent their
allotted budget; however, final year-end journal entries and transfers were not yet complete.

3.

We reviewed 100% of “Training and Development” expenditures for each Council Member and
verified compliance with the following requirements:
a.
b.
c.

Proper forms were completed
Forms were signed by Council Member
Forms were approved by the Department of Finance
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d.
e.
f.
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Expenditures appeared related to City of Roanoke business
Proper supporting documentation accompanied travel forms
Expenditures were within City of Roanoke Travel and Purchasing Card Policy
guidelines

Training and Development expenditures totaled approximately $10,904 for Fiscal Year 2020.
These disbursements were accompanied by properly signed and approved travel forms, were
related to City business, had proper supporting documentation, and were substantially within
the guidelines of the City of Roanoke Travel and Purchasing Card Policies.
4.

We selected 100% of “Business Meals and Travel” expenditures for each Council Member and
the City Council cost center, and verified compliance with the following requirements:
a.
b.
c.
d.
e.
f.

Proper forms were completed
Forms were signed by Council Member
Forms were approved by the Department of Finance
Expenditures appeared related to City of Roanoke business
Proper supporting documentation accompanied travel forms
Expenditures were within City of Roanoke Travel and Purchasing Card Policy
guidelines

Business Meals and Travel expenditures totaled approximately $4,569 for Fiscal Year 2020.
These disbursements were accompanied by properly signed and approved travel forms, were
related to City business, had proper supporting documentation, and were materially within the
guidelines of the City of Roanoke Travel and Purchasing Card Policies.
5.

We reviewed 100% of expenditures posted to the City Council cost center (excluding postage
and printing) and verified compliance with the following requirements:
a.
b.
c.
d.
e.

Invoices or receipts were on file
Expenditures appeared reasonable
Expenditures were posted to the correct line item
Monthly Purchasing Card statements were signed by the City Clerk or
Deputy City Clerk
Council Meeting occurred on the day for which food was purchased

We reviewed 65 expenditures totaling approximately $42,605 along with Mayor Lea’s Dues
and Membership costs of $5,269. Disbursements appeared reasonable and supporting
invoices or receipts were on file. Additionally, monthly Purchasing Card statements were
reviewed and signed by the City Clerk or Deputy City Clerk and materially posted to the
correct line item. Food purchases occurred on stated Council Meeting days.

Page 3

September 28, 2020

6.

Report #21-003

We reviewed direct cellular telephone expenditures for each Council member and verified they
appeared reasonable based upon substantive analytics over the monthly charges.
Cellular telephone expenditures [excluding stipends] totaled approximately $2,809.
Disbursements appeared reasonable based upon substantive analytics over monthly charges.

7.

We reviewed payments to Council Members made outside of Department 200 to ensure they
were not in exchange for goods or services.
There were no additional payments to a Council Member outside of Department 200 during
Fiscal Year 2020.

8.

We reviewed the City Clerk’s correspondence with Council Members in order to verify each
member was provided with a monthly report of detailed expenditures on a timely basis.
We determined that the City Clerk’s Office provided Members of City Council a summary
report of expenditures timely for all 12 months (100%).

9.

We requested that each Member of City Council sign a statement certifying that all of his or
her expenditures were, to the best of his or her knowledge, in accordance with City policy and
necessary to fulfill his or her duties.
All Council Members provided confirmation that their expenses were necessary to fulfill their
duties and in accordance with City policy, to the best of their knowledge.
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Exhibit 1
Council Members Expenditures
Year-Over-Year Comparison
Fiscal Year 2020

1.3%

6.3%
-11.4%
9.6%

-2.4%

Per AC532 Report, as of August 25,2020

(1) Includes both direct payments for cellular services and stipends paid to Council Members
(2) Expenditures were for Mayor Lea's annual membership to the United States Conference of Mayors. In the prior year these costs were
allocated to the general City Council Unit (see Exhibit 2)
(3) The $(250) of expenditures for Mayor Lea consists of a reimbursement for event registration paid in the prior fiscal year. Reimbursement was
made in the current fiscal year due to not the Mayor not being able to attend.
(4) Resigned from Council in December 2018, Council Member White-Boyd appointed to fill remainder of term.

Exhibit 2
City Council Unit Expenditures
Year-Over-Year Comparison
Fiscal Year 2020

Line Item

Current Year

Fees for Professional Services

$

66

Administrative Supplies

$

Expendable Equipment

$

Dues and Memberships (1)

$

$ Inrease /
(Decrease)

Prior Year
$

% Change

$

300

1,504

$

2,132

$

(628)

-29.5%

-

$

4,672

$

(4,672)

-100.0%

9,013

$

14,109

$

(5,096)

-36.1%

(44) $

(234)

44

-78.0%

Training and Development (2)

$

-

$

Food

$

1,696

$

2,964

$

(1,269)

100.0%
-42.8%

Printing

$

-

$

52

$

(52)

-100.0%

Special Events

$

6,912

$

4,127

$

Gratuities

$

2,152

$

1,296

$

856

66.0%

Postage

$

158

$

658

$

(500)

-76.0%

Other Equipment (3)

$

21,105

$

-

$

21,105

100.0%

Total:

$

42,605

$

30,267

$

12,339

40.8%

2,785

67.5%

Per AC532 Report, as of August 25, 2020

(1) See note 2 on Exhibit 1
(2) Prior year expenditures consisted of two expenditures and two refunds related to various
Council Member trips which, when netted, were immaterial in balance.
(3) Expenditures were related to upgrades to Audio Visual equipment in City Council chambers
necessary to ensure compatability with RVTV.

Exhibit 3
CITY OF ROANOKE, VIRGINIA
REVISED
TRAVEL AND EXPENSE POLICY FOR CITY COUNCIL
September 6, 2011
The purpose of this policy is to establish guidelines for the
Members of City Council for the expenditure of City funds for travel and
other expenses. Council recognizes the responsibility of its Members to
represent the City on various occasions, and it is the intent of this policy
to guide Council Members as to the appropriateness of incurring
expenses for such occasions. Council also acknowledges the need for an
equitable policy, one that is in keeping with its obligation to be
accountable to the citizens of the City of Roanoke.
The following provisions relating to travel and other reimbursable
expenses shall apply to the Members of City Council:
1.

Members of City Council shall be subject to City Administrative
Procedures pertaining to purchasing, travel, and business
expenses, except as otherwise provided in Subsection 7.

2.

Documentation: It shall be the duty of the City Clerk’s Office to
prepare the required documents for travel and business expenses
for Members of Council as prescribed by administrative
procedures. The Member of Council for whom forms are prepared
shall review them for accuracy and personally sign the forms. The
Director of Management and Budget shall review these forms for
completeness and compliance with City policy before signing as
approver.

3.

Budgeting: Each Member of City Council shall be allocated funds
for phone and internet services, dues and memberships, training,
business meals, gratuities, and postage through the City’s annual
budgeting process. Budget transfer requests must be justified in
writing and shall require approval by a simple majority of the other
Members of City Council.

4.

Meals with Members of Council, Council-Appointed Officers, or
members of City boards and commissions will be reimbursed to the
extent funding is available. Meals that are principally related to
understanding and promoting the mutual interests of the citizens
of Roanoke shall qualify for reimbursement to the extent funding is
available. The names of the persons who dined, the purpose of the
meeting and an itemized receipt must be provided to the City
Clerk’s Office for appropriate processing.
Page 1 of 3

5.

Boards and Commissions: Travel is authorized for Members to
attend meetings of the Virginia Municipal League and the National
League of Cities, and for service on committees or as officers of
such organizations. In addition, the Mayor is authorized to attend
the annual conference of the U. S. Conference of Mayors. Travel is
also authorized for Council Members to attend meetings of
organizations or groups to which they have been appointed by
Council to represent the City. All other travel by Members of
Council shall be approved in advance by the Council. If advance
approval by Council is not feasible, advance approval from the
Mayor shall be obtained. The City Clerk shall sign all travel
vouchers submitted by Council Members certifying that the travel
has been approved by Council and is in compliance with this policy.

6.

Community Events: As government dignitaries, Members of City
Council are expected to represent the City at events hosted by
charities and other public service oriented organizations. The cost
of admission to such events will be paid by the City to the extent
provided for within each Council Member’s budget. A printed
invitation or announcement of the event indicating the date,
sponsoring organization and costs must be provided to the City
Clerk’s Office for payment or reimbursement.

7.

Rewards and Special Recognition: Roanoke City Council believes
that, under certain circumstances, it is appropriate to recognize
hard work, exceptional achievements and certain critical events
relating to its employees and citizens. In this regard, Council’s
appreciation may be expressed through the provision of a tangible
reward or a non-monetary expression of gratitude or sympathy.
Therefore, City Council may elect to approve the expenditure of
City funds for recognitions that generally fall within the following
categories:
1) Exceptional performance of an employee, individual, or group;
2) Retirement of an employee or individual who has rendered
exceptional service, extraordinary longevity, etc.;
3) Serious illness or death;
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4) Other: It is acknowledged that occasions may arise that are
worthy of recognition by City Council which are not otherwise
addressed in this Policy. In such cases, the City Clerk may
expend funds for such purpose, after having obtained the
informal concurrence of a majority of the members of City
Council.
8.

The City Clerk’s Office shall provide an overview of appropriate
administrative procedures and a copy of this policy to the Members
of Council, as well as any future revisions.

9.

The City Clerk’s Office shall provide Members of Council with a
monthly report of detailed expenditures.

10.

The Municipal Auditing department shall review
expenditures annually for compliance with this policy.
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AUDIT OBJECTIVES & CONCLUSIONS

1. Does the Building Safety Division appropriately perform plan reviews in accordance with its
quality and timeliness standards?
Yes – Plan reviews were conducted by staff properly certified by the Virginia Department of
Housing and Community Development. Building Safety employees appropriately reviewed
plans when required, stamping their approvals on plans once all review comments were
addressed. Data indicated employees typically completed plan reviews within one to two
days of the Division’s stated performance goals. The volume of plans submitted and their
relative complexity fluctuate, affecting the Division’s ability to meet timeliness goals while
maintaining quality.
2. Are building inspections performed appropriately by credentialed personnel in a timely
manner?
Yes with Qualifications – Inspections performed during 2019 met the Division’s timeliness
goals. All inspections were conducted by personnel who held the required certifications or
who were exempt from those certifications based on their tenure in the position. Our review
of finalized permits with Certificates of Occupancy indicated that all required inspections
were performed.
We noted that 25% of permits issued during 2019 were reported in the system as having
expired. Nearly one-third of expired permits had no inspections scheduled, either due to
inactivity or due to permit holders failing to request inspections. The Division has not
developed follow up protocols for inactive permits, in part due to capacity issues and the
scarcity of recommended practices. In some cases, inspections were completed and were
simply pending final administrative steps to close the permits.
Elevator and Cross Connection permits are issued by the City and expire after 12 months
based on Uniform Statewide Building Code (USBC) requirements that they be inspected at
least annually. Property owners are responsible for engaging a third party inspector. These
inspectors are responsible for filing the inspection reports with the City and paying the
permit fees. We noted a significant number of elevator and cross connections with expired
permits between 2016 and 2018 for which applications to renew the permits had not been
filed through 5/1/2020. Evidence indicates that many elevators and cross connections are
not inspected as frequently as required by code.
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BACKGROUND
The City of Roanoke’s Building Safety Division, a function of the Department of Planning,
Building, and Development, administers applicable building codes to promote the health, safety,
and welfare of Roanoke citizens. The Division consists of three key functions to perform these
tasks:

•Administrative process to ensure nature of work is
appropriate in City
•Permit defines the scope of work being performed

Permits

Plan Review

•Process prior to permit issuance of ensuring building
plans are compliant with applicable codes
•Approved plans constitute an agreement with City and
builder for appropriate work

Inspections

•Initiated by the permit holder after work has been
performed
•Compares the work performed to applicable building
codes to ensure it meets safety standards

The City’s Permit Center, separate from the Building Safety Division, serves as a one-stop
center for developers, contractors, and citizens undertaking projects. The Center’s services
allow for a seamless and efficient intake of applications and handling of the permit issuance
process. Their operations were not directly subject to this audit as our analysis focused on the
Building Safety Division.
The Building Safety Division, headed by the Building Commissioner, is divided geographically
into two sections managed by the Deputy Building Commissioners. They oversee one (1) Plans
Examiner and five (5) Building & Combination inspectors (when fully staffed):

Building
Commissioner
Deputy Building
Commissioner ‐
North Side
Building &
Combination
Inspectors

Deputy Building
Commissioner ‐
South Side

Plans Examiner
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Applicable Laws & Regulations
The Building Safety Division enforces regulations for building and construction outlined in the
Virginia Uniform Statewide Building Code (USBC). The USBC is technical and detailed,
requiring training and knowledge of building methods and specifications. The Board of the
Virginia Department of Housing and Community Development (“DHCD”) amends and adopts
the USBC on a 3-year basis. The Board bases the technical requirements on nationally
recognized building and fire codes published by the International Code Council (ICC).
The USBC is divided into three (3) stand-alone parts:

Part I ‐ Virginia
Construction Code

Part II ‐ Virginia
Existing Building Code

Part III ‐ Virginia
Maintenance Code

•Regulations specific to
the construction of new
buildings and structures

•Regulations related to the
rehabilitation of existing
buildings and structures
•Includes repairs,
alterations, additions, and
changes of occupancy

•Regulations related to the
maintenance of existing
structures (enforced at
the option of local
governments)
•City's Code Enforcement
Division enforces these
regulations

Inspectors and Plan Reviewers must maintain certifications with the DHCD, demonstrating their
knowledge of the USBC. The Virginia Administrative Code, 13VAC5-63-50 Section 105, sets
out the experience and certification requirements for local building officials, including
Commissioners, Inspectors and Plan Reviewers. The DHCD publishes a listing of all certified
local building officials in the Commonwealth along with the certifications each official has
achieved. Exhibit 1 shows the various DHCD certifications available to Building Safety
personnel.
The USBC requires the local Building Commissioner to have at least five years of building
experience as a licensed industry professional and to be certified in accordance with the Virginia
Certification Standards (VCS) within one (1) year after being appointed. Technical Assistants
are required to have at least three (3) years of experience and general knowledge of the
construction industry. They must be certified in appropriate subject areas within 18 months of
being employed by the local building department.
The DHCD provides training and certification programs for local building personnel and requires
the following key items:
-

Applications for certification require the endorsement of the applicant’s supervisor and
proof of successful completion of approved certification exams.
Page 3
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-

Applicants must attend and complete the code academy core module along with code
academy training.

-

Once certified, certificate holders must attend periodic maintenance training designed by
the DHCD and obtain sixteen (16) hours of continuing education approved by the DHCD
every two years.

Roanoke City’s Building Safety Division personnel typically take ICC examinations in order to
obtain certifications to meet the DHCD’s requirements. A comprehensive list of the certifications
available along with their associated examinations and required classes is included with Exhibit
1 of this report.
Building Safety Division Accreditation
A subsidiary of the ICC, the International Accreditation Service (IAS), provides accreditation to
local building departments internationally. The accreditation process proceeds in the following
manner:

Self‐
Evaluation

On‐site
Evaluation

Report and
Accreditation

•Building Inspection Division performs a comprehensive self-evaluation
against accreditation criteria by completing a checklist
•Documentation outlines policies and procedures related to Plan
Reviews, Building Inspections, and other administrative procedures

•IAS-certified lead evaluators come onsite to evaluate compliance with
IAS accreditaion criteria (AC251)
•Visit construction sites and interview community stakeholders
(developers, realtors, homeowners, and more) to evaluate the
Department's competence

•Provides localities with comments and findings on practices, produces
report
•Locality provides responses, can include a follow-up evaluation
•Once approved, accreditation certificate is issued
•Re-accreditation is required a minimum of once every three (3) years
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Roanoke City’s Building Department achieved re-accreditation from the IAS in December 2019.
The current re-accreditation is valid through November 1, 2021. Issues identified in the 2019
accreditation report were generally minor.
One issue highlighted in accreditation was the Division was not performing required annual
internal audits to verify department policies and procedures were properly followed. The IAS
recommends that a knowledgeable person independent of the function being audited perform
these quality assurance reviews. For example, a Plan Reviewer could audit the Inspection or
Permit function.
The Division also revised its performance metrics pertaining to quality assurance reviews to
align with the IAS recommended standards. Errors identified in quality assurance reviews must
be categorized based on the severity of the issue. The Building Safety Division revised its
definitions and performance goals based on the 2019 accreditation report:
Building Safety Division’s
Definitions & Examples*

Building Safety Division’s
Performance Goal

Life-Safety
Errors

Any significant issue with Fire Suppression or
Alarms, Means of Egress or Fire Ratings.

100% of audited Plan
Reviews & Inspections will
have 0 life safety errors**

Major Errors

Building Code Data, Accessibility
Requirements, Sizing of pipes for plumbing or
electrical, Conduit Fill and Mechanical
Combustion, Intake, Exhaust air requirements.

80% of audited Plan Review
& Inspections will have no
more than 5 major items
missed

Minor Errors

Signage and Labeling, Energy Requirements,
no tracer wire installed for plastic piping.

80% of audited Plan Reviews
& Inspections will have no
more than 5 minor items
missed

* These are examples but are not limited to afore mentioned examples.
** Aligns with IAS standard required to achieve accreditation

Quality assurance reviews serve as a key element of the Building Safety function in the
following manner:
-

Helps ensure employees consistently follow the Division’s procedures, and that
procedures work as intended.

-

Promotes employee development and collaboration as they review each other’s work
and share best practices.
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Provides for continuous improvement as employees refine procedures based on quality
assurance results.

Management indicated that ongoing workloads and staffing vacancies have continued to
constrain the Division’s capacity to perform quality assurance reviews. Since the IAS will follow
up on quality assurance reviews as a matter of course, we excluded these reviews from our
audit.
External and internal stakeholder comments gathered by IAS during the accreditation process
were positive. External stakeholder indicated Building Safety personnel are accessible, fair and
experienced. Accuracy, timeliness, and professionalism (customer service) were all highly
rated. Internal stakeholders were also complimentary of the Building Safety Division, describing
employees as “team players” and “very knowledgeable.” Internal stakeholders indicated that
hiring experienced, certified personnel was the most significant challenge facing the Division.
The Building Safety Division provided appropriate corrective action plans to the IAS.

Financial & Staffing Overview

Building Safety Division Revenues &
Expenditures
1,200,000
REVENUES & EXPENDITURES ($)

To support building safety
functions, the Division
assesses permit fees.
Roanoke City Council
adopts these fees, which
are included in the City’s fee
compendium. Permit fees
primarily fund personnel
expenditures. Fluctuations
in construction demand
cause revenue variations
from year-to-year. Large
projects can significantly
impact revenues as permit
fees are progressively
structured.

1,000,000
800,000

120,692

93,832

780,673

784,028

712,570

FY16‐17

FY17‐18

FY18‐19

125,660

600,000
400,000
200,000
‐
Actual
Personnel

Non‐Personnel

Fee Revenues

Declines in personnel costs during FY2018-19 were attributed to personnel vacancies. At the
beginning of our audit the Division had two (2) inspector roles vacant. Given the limited staffing,
two vacancies can significantly affect the Division’s capacity to perform its essential functions.
The ability to hire and retain qualified inspectors and plan reviewers represents a significant risk
to the Division.
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As shown in the graphic on the
right, many factors can play a role
in staffing vacancies. Two
concerns noted by management
were 1) compensation levels, and
2) the relative complexity of the
work compared to other regional
localities. Management is
concerned that compensation
levels may not be competitive once
factors such as the higher degree
of complexity and more demanding
schedules are factored in. During
the course of the audit they had an
inspector resign from his position,
who attributed moving to another
locality due to getting a 27% pay
raise from the other locality.
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Job Demands

Compensation
& Benefits

Other Factors

Staffing
Vacancy
Factors
Management
& Leadership

Job Market

Development
Opportunities

We met with the City’s Human Resources Department (HR) to discuss employee retention and
recruitment in the Building Inspections Division. HR was familiar with the challenges related to
recruiting qualified candidates to fill open positions. HR noted that building inspectors required
technical knowledge and trades skills that have been in high demand during a period of very low
unemployment.
At our request, HR gathered data on pay ranges for Building Safety positions at other localities.
We supplemented the pay range information with data from the Federal Bureau of Labor
Statistics (BLS). We performed additional analysis of inspection volumes and job postings for
other localities. Variables such as years of experience and past performance were not
accounted for in the data from other localities or BLS. Inconsistencies in how positions are titled
and what duties are assigned to them from one locality to the next also made comparisons
difficult.
Ultimately, we excluded compensation from the scope of our audit due to the challenges noted
above and time constraints. We provided our analysis to HR and the Building Inspections
Division in the hopes that additional efforts will be undertaken to ensure position grades and
promotion structures support retention of highly qualified inspectors.
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Information Systems
The Building Safety Division documents all plan reviews, inspections, and other building permit
activities within the TRAKiT system. The system’s eTRAKiT module allows customers to
conduct most of their business with Building Safety Division online. This includes applying and
paying for permits, requesting inspections, and seeing pending items. The Division also requires
building plans to be submitted online so that they can be electronically incorporated into the
permit file in TRAKiT. Inspectors utilize tablets that that allow them to document inspections
results remotely, as well as manage their schedule during the day.
The annual maintenance fee for TRAKiT was $71,400 in FY2019 and FY2020, and was paid by
the Building Safety Division. This represents the largest non-personnel cost for the Division.
Key Performance Aspects
Three (3) main aspects are significant to the Building Safety Division in determining success:

Timeliness

Quality
Customer
Service
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These performance aspects require the Building Safety Division to take a balanced approach to
their work. For instance, an approach that heavily focuses on timeliness and strong customer
service may sacrifice quality. The three (3) performance aspects are interrelated but can also
conflict with one another, requiring discretion when determining the best management
approach. The Planning, Building, and Development Department’s Five (5) Year Strategic Plan
attempts to balance these performance aspects for the Building Safety Division as follows:

Building Safety Division's Approach to Work
•Make all aspects of our processes as easy as possible for customers
•Maintain the Division's focus on outcomes of public safety and quality buildings
•Single point customer service requires collaboration and integration with other aspects of
development review, such as site plans and inspections
•Inspectors focus on corrective action instead of punitive action
•Routine collaboration with fire marshals and code enforcement officers
•Accreditation is a tool for legitimacy, adoption of best management practices and minimum
standards

Our audit procedures looked primarily at aspects of timeliness and quality. We assessed
timeliness by comparing performance data to performance goals set by the Building Safety
Division. We evaluated quality by looking at staff experience and credentials, verifying plan
review and inspection documents were properly completed, and confirming that department
policies and USBC requirements were being followed. We did not have the technical expertise
needed to re-perform plan reviews or inspections. These limitations underscore the importance
of the Building Safety Division conducting their own Quality Assurance reviews.

Page 9

June 25, 2020

Report # 20-016
Objective 1: Plan Review

Objective:
Does the Building Safety Division appropriately perform plan reviews in accordance with its
quality and timeliness standards?
Yes
Scope:
Analysis was performed over permits issued and plan reviews conducted during calendar year
2019. Given the technical nature of construction documents, assessment of quality in relation to
technical requirements was not performed. Instead, assessment of appropriate review was
based upon department policies and procedures.
Results:
Plan Review Timeliness
The Building Safety Division’s goal is to complete plan reviews within ten (10) business days for
commercial building plans and within five (5) business days for residential building plans 90% of
the time. This accounts for the time between submission of a building plan with a permit
application to when Plan Examiners perform the review and provide comments. The City’s
website further specifies that the Division attempts to respond to resubmissions within five (5)
business days.
We identified 2,201 plan reviews conducted during calendar year 2019 by the Building Safety
division. This figure excluded “on-demand” items for which reviews were expedited or waived
due to being smaller, low risk projects. It also did not include Asbestos, Statement of Special
Inspections, Water/Sewer affidavits, or Cross Connection permit reviews as these were worked
by 3rd Parties. The Building Safety Division’s involvement in these reviews was cursory and did
not require detailed analysis of design elements.
We sorted the 2,201 plan reviews into initial reviews and resubmissions. Of these, we excluded
“building floodplain” and “building sign” reviews for which performance goals were not
established.
Initial Reviews
While a majority of initial plan reviews are not completed within the targeted number of days, the
average time to complete these reviews is on or very close to target:
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Review Type

Count

Commercial Building Review
Residential Building Review

749
245

Average Workdays
to Review
10.6
5.0

Division
Goal
10.0
5.0

%
Timely
38.9%
53.9%

The number of workdays to complete a review were typically only a few days over the Division’s
performance goal as shown in the following graphs:

Commercial Plan Review
Workdays

Residential Building Review
Workdays
Division Goal
5 Workdays

0

# of Occurrences

# of Occurrences

Division Goal
10 Workdays
90% of Reviews
were completed
by 16 workdays

10

20

30

40

0

# of Workdays to Complete Review

90% of Reviews
were completed
by 8 workdays

5

10

15

# of Workdays to Complete Review

Resubmissions
Reviews of resubmitted commercial building plans required more time than the five (5) day goal
in the majority of cases. Residential building resubmissions took less than 5 workdays to review
on average, approaching the 90% timeliness goal overall:
Review Type
Commercial Building Review
Residential Building Review

Count
634
126

Average Workdays
to Review
6.8
4.4

Division
Goal
5.0
5.0

%
Timely
44.2%
65.9%

Management indicated there were a variety of factors contributing to extended times for plan
reviews:
-

Inspector vacancies necessitated having Plan Reviewers perform inspections at times
High volume of plan reviews associated with an influx of local development
High complexity, especially with some commercial building plans
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Division management stated that the primary focus was on ensuring quality reviews during peak
demands and staffing shortages. Quality plan reviews help ensure contractors address issues
before construction, reducing the potential for problematic inspections and avoiding costly
rework.
Comments included in the Division’s 2019 Accreditation Report from external stakeholders also
appeared to be understanding of this approach:
-

“Some plan reviews have exceeded the stated 10 days service goal, however; you can’t
fault the Building Division because the current system does let the customer see where
a plan review is held up.”

Certified Plan Examiners
The Virginia Department of Housing and Community Development (DHCD) requires local
building officials to pass specified competency examinations and complete specified classes in
order to be a Certified Plans Examiner. Exhibit 1 of this report lists the classes required for
certification. These certifications are required by the Virginia Uniform Statewide Building Code
(USBC) in order for local Plans Examiners to be knowledgeable of USBC requirements. The
USBC further provides Plans Examiners an 18-month grace period after hire or promotion to
attain certification.
Utilizing the DHCD’s published listing of local building safety personnel and their certifications,
we verified plans approved by the City’s Building Safety Division were reviewed by properly
certified employees. As outlined in Exhibit 1, Plans Examiners may be certified in:
-

Commercial Building
Residential Building
Energy and Trades (electrical, mechanical, plumbing)
Fire Protection
Commercial and Residential Building (Combination Building Plans Examiner)

Our analysis excluded permits that did not require a Certified Plan Examiner, as well as reviews
that consisted of verifying work performed by 3rd parties.
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Plans examined in calendar year 2019:

Plan Review Type

Amusement Device

Plans
Examiner

Examined By:
Building
Deputy
Commissioner
#1

Deputy
#2

Total

-

26

13

-

39

Commercial Building Review
Fire Department Review
Amusement Devices
Plan Revision - Commercial
Building
Plan Revision – Residential
Building

163

13

148

744

1,068

-

2

9

-

11

4

-

69

272

345

62

-

-

1

63

Residential Building Review
Resubmission Residential
Building Review

386

-

-

4

390

4

-

-

4

8

Total

619

41

239

1,025

1,924

The DHCD does not offer certifications related to examining plans for amusement devices and
Fire Department reviews of amusement devices. However, the employees who performed
these plan examinations were certified as amusement device inspectors. Accordingly, we
considered these plans to have been appropriately reviewed. We also noted one employee
who approved plans prior to being certified, but within the 18-month grace period allowed by the
USBC.
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Building Plan Resubmission Testing
When issues with building plans are detected in initial plan review, customers are required to
revise building plans to appropriately address comments provided by the Plans Examiner. The
resubmission process occurs in the following manner:
Plans Examiner provides review comments to Permit Applicant
•Comments typically emailed to contractor /designer using standard template format
•Provide instructions to customers on how to submit responses

Applicant makes revisions
•Submits the revised documents through E‐TRAKiT
•Standard form made available to for customers to document responses

Resubmission Review Performed
•If items are addressed > Proceed to permit issuance
•If items are not addressed > provide additional review comments

As construction progresses, changes in the scope of work or construction plans may also
require resubmission of plans for examination. In these instances, revisions are submitted
directly to the Permit Center, who then routes them to the appropriate Plans Examiner, for
review under the original permit.
We identified 920 permits for which plans were resubmitted in 2019. Our sample of 25 permits
provided approximately 2.7% coverage over the resubmission population.
We determined that plan review comments were properly addressed for 22 permits before being
approved. In three (3) cases, resubmitted plans were not marked approved but did not require
any subsequent approvals:
-

One (1) was on a permit that was ultimately denied

-

One (1) was simply “information” related to ongoing construction that did not involve
changes to the original building plans

-

One (1) approval was pending due to needing a Statement of Special Inspection, which
the contractor eventually submitted

Due to the technical nature of building code requirements, we did not evaluate the quality of
review performed or the associated responses from permit holders. Our assurance is limited to
verifying resubmissions addressed initial review comments prior to the building plans being
approved.
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Plan Review Approval Testing
Once a plan satisfies all requirements, the Plan Examiner applies an approval stamp to the
plan. This stamp indicates plans are compliant with the USBC and work performed in
accordance to the plan will pass inspection. Approved building plans are required to be
maintained on-site at the construction site where contractors and inspectors can review them to
determine if work has been conducted according to plan.
Of our population of 2,201 plan reviews performed in 2019, 335 reviews were denied or on
permits never issued. Accordingly, we selected a sample of 47 permits (2.5% coverage of
approved plan reviews) to determine if each included properly approved plans and that all
pages requiring stamped approval were stamped. We noted that 46 of 47 (98%) included the
required plans and approval stamps. Ten (10) permits did not require stamped approvals based
on the nature of the work. The plans for the one exception appeared to have been accidently
overwritten with plans approved by the Zoning Division.

Plan Review Exemption Testing
Not all permit applications require a plan review. Projects that are small and relatively simple
often do not require building plans. The City’s “Fast-track” process allows issuing a permit
without a plan review in these cases. More costly projects that do not require engineering or
site plans may also be issued a permit through the fast-track process, on a case-by-case basis.
The Building Safety Division has published a guide, “Permit Application Requirements for
Residential Structures,” on its website which specifies when construction plans are and are not
necessary. The City’s guidelines appear to be consistent with Section 109 of Virginia’s Uniform
Statewide Building Code (USBC) and the DHCD’s “Related Laws Package.” The USBC
provides local building officials with a measure of discretion in determining when building plans
are required. The DHCD’s “Related Laws Package” requires plans to include the seal of a
Registered Design Professional for certain construction projects.
We tested a sample of permits that typically require a plan review, but which were not assessed
a plan review fee, to determine if plan reviews were waived in accordance with USBC
requirements and Building Safety Division policies. We sampled 25 of 1,632 applicable permits
providing approximately 1.5% coverage.
Testing showed 21 of 25 permits did not require plan reviews; the remaining four (4) included
plan reviews that were not assessed a fee:
-

One (1) permit was related to a previously reviewed and approved Comprehensive
Development Plan. The permit related to re-wiring electrical components throughout the
site and only required reviewing the plan to ensure it was consistent with the
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comprehensive plan previously approved. Separate stamped and approved reviews
were not necessary and the plan review fee was appropriately waived.
-

One (1) permit for a full roof replacement was voided after determining a commercial
permit was needed instead of a residential permit (as the work performed was on a 4apartment house). Plans were submitted, reviewed, and approved under a separately
issued permit.

-

Two (2) permits included reviews of the associated building plans and should have been
assessed plan review fees. Both were “Commercial Mechanical” permits that typically
don’t require plan reviews and for which the TRAKiT system does not automatically
assess the fee. Staff are expected to add the fee manually, when appropriate. This
practice is in place to avoid inappropriately charging customer fees when they are
typically not required.

In discussion with management, they indicated plan reviews are often not required on
Commercial Mechanical and Commercial Electrical permits. We analyzed data from TRAKiT for
Commercial Mechanical and Commercial Electrical permits to determine if staff manually
assessed plan review fees when appropriate. We noted fees were oftentimes not manually
added to these permits when plan reviews were performed but the impact was minimal:
-

100 Commercial Mechanical and Commercial Electrical permits had a Commercial
Building Plan Review performed during calendar year 2019

-

79 of these plans were not assessed a Plan Review fee

-

Unassessed plan review fees totaled $2,077 based on 10% of the base permit fee.

-

Unassessed plan review fees in FY2019 were less than 0.3% of the Building Safety
Division’s prior fiscal year revenues of $773,001.
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Objective 2: Building Inspections

Objective:
Are building inspections performed appropriately by credentialed personnel in a timely manner?
Yes with Qualifications
Scope:
We evaluated processes for assigning and scheduling inspection requests as of 2/28/20.
We analyzed inspection records for activity occurring in calendar year 2019.
Results:
Inspection Timeliness
Timely inspections help contractors address issues early and more economically, while also
helping them to stay on schedule. When the local building official is unable to conduct an
inspection within two business days, the USBC allows customers to engage a third party to
perform the inspection. The local building official must still approve the work, using the third
party’s reports, and complete other associated paperwork.
The City’s Building Safety Division schedules inspections requested by customers before 4PM
to take place the following business day. Requests received after 4PM are scheduled for the
2nd working day. Emergency inspection requests may be scheduled the day of the request, but
are not guaranteed. Customers can request inspections in one of two ways:
-

Online through the publically available eTRAKiT system
By calling the City’s automated phone system

The inspections typically required for a given type of permit are included on the permit placard
provided by the City. Customers can use their mobile phones to scan QR codes on the placard
to request inspections in eTRAKiT.
The Building Safety Division’s goal is to perform 95% of inspections within 48 hours of receiving
the request. TRAKiT data indicated that the Building Safety Division performed over 13,000
inspections in 2019. The data shows that the Building Safety Division met its performance goal,
as well as the standards outlined on the Division’s website:
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Completed Before Requested
Completed the Day Requested
Not Completed ≤ 48 Hours of Request
Total

Report # 20-016
# of Inspections
394
12,518
327
13,239

The majority of the 327 inspections that
were not performed within 48 hours of
being requested were special inspections,
certificates of occupancy, and asbestos
inspections. No other inspection type
accounted for more than 11 inspections.
Customers scheduled Special Inspections
and Asbestos Inspections directly with
independent 3rd parties who performed the
inspections. As such, these inspections
do not reflect on the performance of the
Building Safety Division. Untimely
inspections are the result of these 3rd
parties not submitting required inspection
results to the Building Safety Division as
required under a permit.

% of Total
3.0%
94.5%
2.5%
100.0%

Building Inspections
Not Completed ≤ 48 Hours
of Request

129

137

20

41

Building CO / TCO

Special Inspections

3rd Party / Asbestos

Other

Building CO / TCO inspections are actually administrative reviews of completed inspections
prior to issuance of a Certificate of Occupancy. Any pending items that could impact public
safety must be addressed before the review is marked completed.
We also analyzed inspections completed more than four (4) days before or four (4) days after
being requested (48 inspection records). The majority of these outliers were determined to be
related to Special Inspections or Building Certificate of Occupancies. We reviewed the system
logs and found no evidence of inaccuracies or inappropriate edits of records.
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Inspector Certification
USBC Section 105.2.1, Qualifications of Technical Assistants, stipulates that local inspectors
shall be certified in appropriate subject areas within 18 months of becoming a technical
assistant. It provides an exception to the 18-month requirement for inspectors employed by the
locality before September 4, 2018, the effective date of the2015 USBC currently in place for
local building departments in Virginia.
Using TRAKiT data and certification records on the Virginia DHCD’s website, we were able to
identify any inspection performed in 2019 by an Inspector without the specified certifications.
The USBC does not mandate certifications for Commercial and Residential Energy inspections.
Accordingly, we excluded these types of inspections from our analysis.

Type of Work
Residential – Building
Residential – Electrical
Residential – Mechanical
Residential – Plumbing
Commercial – Building
Commercial – Electrical
Commercial – Mechanical
Commercial – Plumbing
Commercial – Fire
Amusement Device *

# Conducted by
Certified Inspector
1,856
1,496
1,323
1,243
2,023
667
922
859
80
21
10,490

# Conducted by
Non-certified
Inspector
0
0
0
0
6
794
108
125
13
0
1,046

% Conducted by
Certified
Inspector
100%
100%
100%
100%
99.7%
45.6%
89.5%
87.3%
86.0%
100%
90.9%

* Six (6) inspections were signed-off by an inspector who did not have certifications. However, in discussion with
management, these inspections were conducted jointly by this staff and certified staff in an effort to garner
experience. This is in an effort to meet experience requirements for Amusement Device Inspector certifications

We determined that Inspectors who performed commercial inspections without the specified
certifications were either within the 18-month window for completing certifications, or were
employed prior to September 4, 2018, making them exempt from the requirements of USBC
105.2.1. All Inspectors were certified to conduct residential inspections, consistent with
management’s expectation that Inspectors obtain residential certifications before progressing to
commercial certifications that are more complex.
Only three (3) Division staff members held the electrical certification for commercial
construction, one of which departed in July 2019. The other two are management personnel
whose other responsibilities limit their availability to conduct field inspections. The Combination
Inspector primarily responsible for electrical inspections for commercial construction is the most
experienced inspector on staff and holds all other certifications. The Building Commissioner
stated that this Inspector has demonstrated competence in all aspects of the USBC.
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Inspection Completeness Analysis
USBC Section 113.3, Minimum Inspections, requires seven (7) inspections depending on the
nature of the construction project:
1. Inspection of footing excavations and reinforcement material for concrete footings
prior to the placement of concrete.
2. Inspection of foundation systems during phases of construction necessary to assure
compliance with this code.
3. Inspection of preparatory work prior to the placement of concrete.
4. Inspection of structural members and fasteners prior to concealment.
5. Inspection of electrical, mechanical and plumbing materials, equipment and systems
prior to concealment.
6. Inspection of energy conservation material prior to concealment.
7. Final inspection.
While screening the TRAKiT data for finalized permits with a Certificate of Occupancy issued in
2019, we noticed seven (7) permits with voided “Building CO Sign-off” inspections. We
determined that these permits were appropriately voided, as the associated work did not require
a certificate of occupancy.
This left 201 finalized permits that were issued COs in 2019. We selected a sample of 20
permits for review, providing ~ 10% coverage of the population.
Our testing confirmed that the Building Services Division completed the required minimum
inspections, as applicable for the work involved. The majority of the permits tested did not
require all of the minimum inspections. For example, remodel or renovation work that does not
alter the original structure would not require footing, foundation, concrete preparation, or
structural member inspections. Certificate of Occupancy permits associated with building
change-of-use requests did not involve construction work, thus requiring only a “final inspection”
by the Building Safety Division or the Code Enforcement Division. Each permit we reviewed
had at least one inspection and had all the necessary minimum inspections performed based
upon the nature of the work specified in the permit application or building plans.
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As we reviewed inspection records, we noted four (4) permits had final approvals of rough-in
work entered at the same time as the permits were finalized. Rough-in inspections would be
expected to occur before concealment and well in advance of final inspections. The Building
Commissioner stated that project work does not necessarily occur sequentially and that rough-in
work may be completed in one part of a project before other rough-in work is started.
Inspectors can “partially approve” the completed rough-in work so that construction can
continue to progress on that part of the project. Once all of the rough-in work is completed to
code, the Inspector should finalize (or “approve”) the inspection but may forget to do so.
Inspectors would issue a “denial” if rough-in work was not compliant with code. We did not note
any open “denials” in the file histories for these four (4) permits that might indicate there were
unresolved issues.

Expired Permits
USBC Section 113.1.2, Duty to Notify, requires customers to notify local officials when
construction reaches a stage of completion requiring inspection. A permit without an inspection
or other signs of “substantial progress” for six (6) months is subject to revocation under USBC
Section 110.6, Abandonment of Work. The TRAKiT system automatically assigns a permit
expiration date six (6) months from the issuance date. The system automatically moves the
expiration date to be six (6) months from the date of the most recent inspection.
Customers failing to comply with the Duty to
Notify requirement presents challenges to local
building departments nationwide. Expired
permits can represent projects that were never
started or were abandoned before completion.
More importantly, expired permits may
represent projects that were partially or fully
completed without having the work certified as
compliant by an independent inspector. This
introduces some degree of risk to public safety
that needs to be assessed in order to determine
appropriate steps local officials can take to
manage expired permits. The USBC places the
responsibility for enforcement of provisions of
the USBC on the local building department in
Section 104.1, Scope of Enforcement.

Expired permits introduce some
degree of risk to public safety based
on the potential for substandard
construction to go undetected.
907 of 3,553 permits issued during
2019 [25.5%] were expired and not
finalized as of 4/15/2020
USBC Section 104.1, Scope of
Enforcement, places responsibility on
the local building department for
enforcing the USBC’s provisions.

During audit planning, management indicated that expired permits were a challenge and had
been discussed with the accreditation organization. Accreditation staff could offer no bestpractice solutions and indicated continued efforts to manage the volume of expired permits
would satisfy accreditation standards. Management noted they have most recently posted
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signage in the Permit Center notifying customers not to let their permits expire. Other efforts
have been made in the past to mitigate this issue.
Knowing these factors, we elected to analyze the expired permit population to understand the
volume and magnitude of this issue. After noting a significant portion of permits issued in 2019
(907 of 3,553 permits or 25.5%) were expired without being finalized by 4/15/2020, we analyzed
the population of expired permits to identify underlying causes that may be contributing to the
high volume. Our analysis identified three (3) primary factors:

Issues with
Administrative
Closure
Elevator &
Cross
Connection
Certifications

Unscheduled
Inspections

Expired
Permits

Unscheduled Inspections
A large proportion of the expired permits, 286 of 907 [31.5%], never had an inspection
scheduled. In discussion with the Building Commissioner, the Building Safety Division lacks the
time to follow-up with customers while managing the current volume of inspection demand. The
Building Safety Division attempted to utilize automated notifications in the past, which generated
increased call volumes that were also a challenge to manage. As such, the Building Safety
Division was not following-up on expired permits during 2019 or early 2020.
Issues with Administrative Closure
We noted multiple issues with permits that had scheduled and undergone inspections without
being marked as finalized. These remained open and later expired due to inactivity. Some of
the more common administrative issues identified included the following:
-

97 Water and Sewer Line replacement permits [10.7% of all expired permits] were not
marked as “approved” or manually finalized after all necessary inspections were
completed.
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-

18 Sign Permits for temporary, seasonal signs were reviewed and approved by the
Permit Center but the permits were never marked as finalized although they are only
valid for a short duration of time (typically less than 30 days).

-

13 expired permits were shown as having all inspections either approved or voided but
the permit was not finalized as of 4/15/2020

-

12 Amusement Device permits remained open in the system after the event they were
provided for had been concluded.

While these issues have little impact on public safety, they add clutter to the system making it
more difficult to identify expired permits that might involve uninspected work. Alleviating issues
similar to the ones noted above would reduce the volume of expired permits and could facilitate
a stronger assessment of where the Division should follow-up.
Elevator & Cross Connection Certifications
Elevators and cross connection (backflow prevention) devices must be inspected annually to
verify they are functioning properly:
-

Virginia Maintenance Code, Section 606.1 (General), stipulates an annual periodic
inspection and test is required of elevators and escalators should be performed.

-

Virginia Plumbing Code, Section 312.10.1 (Inspections), states annual inspections shall
be made of all backflow prevention assemblies and air gaps to determine whether they
are operable.

Similar to other permits, these inspections are required to be self-requested by the property
owners. However, responsibility for enforcing USBC requirements ultimately rests with the local
building department.
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Annual inspections for elevators and cross connections are performed by 3rd Party inspectors
engaged directly by the property owners. The standard process for issuing annual certifications
is as follows:

Device
Certification
Issued

•Based on valid
initial inspection
once placed into
service

3rd Party
inspector
performs annual
inspection

Inspection
results submitted
to Permit Center

•Required by City to •Module in eTRAKiT
be licensed with the developed to allow
3rd party to submit
State
•3rd party contracted results
by device owner

New
Certification
issued

•If passed,
certification valid for
one year from
issuance date
•If failed, City issues
a Denial Letter
requiring repairs for
certification
•Payment of $45 fee
to City required
before certification
letter issued

Elevator and Cross Connection Permits (which are essentially the annual certification) expire
after one year. These accounted for a large portion (288 of 907 [31.8%]) of the expired permit
population. The Planning Department expected the re-certification process to be relatively selfmaintained as 3rd party inspectors have a financial incentive to conduct inspections at least as
often as required by law. As such, Planning was not actively monitoring re-certifications to
ensure permit holders were undertaking the required annual inspections.
We identified sites with elevator and cross connection devices based on tax map identifiers and
addresses. This approach did not account for multiple elevators or cross connection devices at
one site. However, it allowed us to determine which sites had received annual certifications in
the past and therefore would be expected to receive annual re-certifications associated with
properly remitted inspection results by 3rd party inspectors.
Data analyzed indicated that many sites are not obtaining annual device certifications from the
City of Roanoke and many have not had passing inspections in the past year (as of 5/1/2020):

Sites with a certification in 2016 – 18 without
current renewals (in 2019 or 2020*)
Sites with a passing inspection in the past year**

Elevators
181 of 426 [42.5%]

Cross Connections
170 of 443 [38.4%]

153 of 443 [34.5%]

283 of 503 [56.3%]

* As of 4/15/2020 (date of analysis performed by audit)
** Sites that had an elevator or cross connection certification at some point since 2016; based on analysis completed
as of 5/1/2020
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There were also sites where their most recent elevator and cross connection certification
inspections results included at least one (1) “failed” inspection. This was noted for 48 sites with
elevator certifications and 12 sites with cross connection devices. Inspection results did not
state the nature of the failures or the actions needed to address the failures. Therefore, the City
did not follow up on these failed inspections.
There were also significant delays when issuing new certification letters once inspections were
completed. Certification letters provided to customers were set automatically to expire 12
months after issuance, so the delays ultimately extended the time between inspections well past
the state requirement for annual inspections. During 2019, data showed the lag between when
inspection results were submitted and issuance of new elevator certifications was nearly 3.5
months:

Average Days to Issue Elevator Certifications
120
111.73

100

104.84

80
60
40
37.80
20
3.89
‐
2016

2017

2018

2019

Permit Center staff attributed the delay to 3rd party inspectors not paying permit fees timely. The
City does not issue permits until the fees are paid. Staff indicated elevator inspectors prefer to
remit payment for multiple inspections in one batch. Cross connection device inspectors do not
typically hold payments and as such there was not a similar delay in issuance of those permits.
Once the payment is processed, the Permit Center issues an updated certification letter. The
expiration date should be adjusted to reflect the need for a re-inspection and re-certification
within one year of the previous inspection date instead of the issuance date.
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SUMMARY OF MANAGEMENT ACTION PLANS

Management Action Plan – Expired Permits (Unscheduled Inspections)
Inspectors will review the list of expired permits every 7 – 14 days and contact the Permit
Holders to schedule pending inspections or cancel the permits, as appropriate.
Assigned To
Neil Holland, Building Commissioner

Target Date
Complete

Management Action Plan – Expired Permits (Administrative Closures)
The Building Safety Division has added an inspection step to all future permits prompting
Inspectors to review and address incomplete or unneeded inspections.
Assigned To
Neil Holland, Building Commissioner

Target Date
Complete

Management Action Plan – Elevator & Cross Connection Permits
Planning Building and Development will modify elevator and cross connection permits to be
annual renewals rather than one-year permits. This will allow us to build a database of all
elevators and cross connection devices in the city, and to issue timely expiration notices to
owners.
Assigned To
Neil Holland, Building Commissioner
Valerie Staten, Permit Center Coordinator

Target Date
12/31/2022
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MANAGEMENT COMMENTS

Planning Building and Development is aware that the Building Official is responsible for
addressing expired permits including annual certification of elevators and cross connection
devices. We recognize that this is important. However, we do not have the staff resources to
keep up with this work while also managing active projects, which has been the department
priority.
Through analysis of Permit Center and Building Inspection processes, the audit identified three
causal primary factors of expired permits, each of the factors are addressed below.
The first factor to be addressed will be, “Issues with administrative Closure”. This is when one or
more types of inspections listed on a permit is not inspected and approved (Scope of work did
not require certain inspections). There are several causes to why this happens but a common
change will help mitigate the frequency of this type of oversite. The change that needed to be
made was to add an inspection to review the permit for completeness at the end of a project, to
address incomplete or unneeded inspections. This change has been implemented and is
reducing the number permits that have this type of issue.
The second factor to be addressed is, “Unscheduled Inspections” which is when the owner of
the permit, most frequently a Contractor or Home Owner, has not called to schedule an
inspection for over six months. The remedy or improvement for this issue is to perform reviews
on permits that have expired, once every 7 to 14 days. This is to identify the permits that no
one has requested an inspection on some or all of the inspections listed on the permit. When
the determination of which permits have not had any inspections or all the inspections listed on
the permit requested, the Permit Holder is then contacted to follow up on the outstanding
inspections or lack of activity on the permit. This process is also active and being performed at
this time.
As noted in the audit report, Planning Building and Development expected that the third party
elevator and cross connection inspection process would be self-regulating by property owners
annually inspecting and maintaining their equipment. This is not always the case.
To address the third issue related to elevator and cross connection inspections, Planning
Building and Development will:
1. Modify our permit process so that permits will be renewed each year (rather than
issuing completely new permits). This will allow us to build a database of all elevators
and cross connection devices in the city.
2. Expand the current renewal process to include proactive notifications of expiring/expired
permits and to notify property owners of their obligations to repair devices that do not
pass inspection.
Page 27

June 25, 2020

Report # 20-016

3. Expand the current process to include code enforcement follow up on devices that are
not repaired in a timely manner.
Please note that the Permit Center has one position currently unfunded and other administrative
positions were eliminated between 2008 and 2010 and have not been replaced. Issuing
proactive notices (#2) and coordination with code enforcement (#3) cannot be implemented with
current staff levels. Adding the LicenseTRAK module to TRAKiT could alleviate some of this
pressure by allowing further process automation.
Priorities
As noted, we have limited resources to address these concerns with current resources. Our
priorities with current staffing and TRAKiT capability are:
1. Send regular expiration notices in the effort to have applicant complete their work or
request extension to complete the work.
2. Modify the Elevator and Cross Connection permitting process so that we build an
accurate database of such devices in the city.
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Exhibit #1

Combination

Commercial Inspector

Residential Inspector

Official Roles

Virginia Certification Requirements
for Code Officials
CERTIFICATION

REQUIRED VBCA CLASSES

REQUIRED EXAM(S)

Building Official

 Advanced Official
 Core

 Certified Building Official (ICC Only - 3 Parts)

Fire Official

 Advanced Official
 Core

 Inspector 1031 Course and Exam
(Through VA Department of Fire Programs)

Property Maintenance
Official

 Advanced Official
 Core
 Property Maint. Inspection

 Property Maintenance and Housing Inspector
(ICC Only)

Residential Building
Inspector

 Core
 Building Inspection-Residential

 B1-Residential Building Inspector (ICC) or
1A-Building-1 & 2 Family Dwelling (NCPCCI)

Residential Electrical
Inspector

 Core
 Electrical Inspection

 E1-Residential Electrical Inspector (ICC) or
2A-Electrical-1 & 2 Family Dwelling (NCPCCI)

Residential Mechanical
Inspector

 Core
 Mechanical Inspection

 M1-Residential Mechanical Inspector (ICC) or
4A-Mechanical-1 & 2 Family Dwelling (NCPCCI)

Residential Plumbing
Inspector

 Core
 Plumbing Inspection

 P1-Residential Plumbing Inspector (ICC) or
5A-Plumbing-1 & 2 Family Dwelling (NCPCCI)

Residential Energy
Inspector

 Core
 Energy – Residential
 Building Inspection-Residential

 79-Residential Energy Inspector/Plans
Examiner (ICC Only)

Commercial Building
Inspector

 Core
 B2-Commercial Building Inspector (ICC) or
 Building Inspection-Commercial
1B-Building General (NCPCCI)

Commercial Electrical
Inspector

 Core
 Electrical Inspection

 E2-Commercial Electrical Inspector (ICC) or
2B-Electrical General (NCPCCI)

Commercial Mechanical  Core
Inspector
 Mechanical Inspection

 M2-Commercial Mechanical Inspector (ICC) or
4B-Mechanical General (NCPCCI)

Commercial Plumbing
Inspector

 Core
 Plumbing Inspection

 P2-Commercial Plumbing Inspector (ICC) or
5B-Plumbing General (NCPCCI)

Commercial Energy
Inspector

 Core
 Building Inspection-Commercial  77-Commercial Energy Inspector (ICC Only)
 Energy-Commercial

Combination Residential
Inspector

Requires all of the following DHCD Certifications shown above:
 Residential Mechanical Inspector
 Residential Building Inspector
 Residential Plumbing Inspector
 Residential Electrical Inspector

Combination
Commercial Inspector

Requires all of the following DHCD Certifications shown above:
 Commercial Mechanical Inspector
 Commercial Building Inspector
 Commercial Plumbing Inspector
 Commercial Electrical Inspector

1 of 2
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Plans Examiner

Inspector - Other

Fire

Virginia Certification Requirements
for Code Officials – 2 of 2
CERTIFICATION

REQUIRED VBCA CLASSES

REQUIRED EXAM(S)

Fire Prevention
Inspector

 Core

 Inspector 1031 Course and Exam
(Through VA Department of Fire Programs)

Fire Protection
Inspector

 Core
 3B-Fire Protection General (NCPCCI Only)
 Fire Protection Systems Inspection

Permit Technician

 Core
 Permit Technician

 14-Permit Technician (ICC Only)

Property Maintenance
Inspector

 Core
 Property Maintenance Inspection

 Property Maintenance & Housing Inspector
(ICC)

Elevator Inspector

 Core
 Elevator Inspection

 6B-Elevator General (NCPCCI) or
Qualified Elevator Inspector (QEI/NAESA)

Amusement Device
Inspector

 Core
 Amusement Device Inspection

 Amusement Device Inspector (NAARSO)

Residential Building
Plans Examiner






Core
Building Inspection-Residential
Plan Review-Residential
Plans Review-Structural

 R3-Residential Plans Examiner (ICC Only)

Residential Energy
Plans Examiner

 Core
 Energy-Residential
 Plan Review-Residential

Commercial Building
Plans Examiner






Commercial Energy
Plans Examiner

 Core
 Energy-Commercial
 Plans Review-Structural

Combination Building
Plans Examiner

Requires both of the following DHCD Certifications shown above:
 Residential Building Plans Examiner
 Commercial Building Plans Examiner

Electrical
Plans Examiner

 Core

 E3-Electrical Plans Examiner (ICC) or
2C-Electrical Plan Review (NCPCCI)

Mechanical
Plans Examiner

 Core

 M3-Mechanical Plans Examiner (ICC) or
4C-Mechanical Plan Review (NCPCCI)

Plumbing
Plans Examiner

 Core

 P3-Plumbing Plans Examiner (ICC) or
5C-Plumbing Plan Review (NCPCCI)

Fire Protection
Plans Examiner

 Core
 Plans Review-Commercial

 F3-Fire Plans Examiner (ICC) or
3C-Fire Protection Plan Review (NCPCCI)

Core
Building Inspection-Commercial
Plans Review-Commercial
Plans Review-Structural

2 of 2

 79-Residential Energy Inspector/Plans
Examiner (ICC Only)
 B3-Building Plans Examiner (ICC) or
1C-Building Plan Review (NCPCCI)
 78-Commercial Energy Plans Examiner
(ICC Only)
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AUDIT OBJECTIVES & CONCLUSIONS

Audit Objectives:
1. Are key performance data consistently and correctly recorded for management reporting
purposes?
Yes – The Transportation Division replaced the paper forms previously used to record
performance data, with an asset and work order management system (VUEWorks) in
November 2019. Right of way mowing and maintenance schedules are setup in the system
and assigned to crews. Crew Leaders enter performance data on computer tablets while at
the job site. The required data fields display on the tablets, forcing Crew Leaders to enter
the information in order to mark the work order as completed. This has improved data
quality, completeness and reporting.
2. Are employees in the Transportation Landscape Maintenance group completing all required
Occupational Safety and Health Administration (OSHA) training?
Yes with Qualifications – Risk Management covers required OSHA training through
monthly in-person safety meetings at the Public Works Service Center. Since topics are
covered incrementally over the course of the year, some of the required content is not
communicated to seasonal employees. Various circumstances can also cause full-time
employees to miss one or more monthly meetings during the year.
An overview of OSHA safety rules has been incorporated into the City’s virtual orientation
for new employees. All seasonal employees will be required to view this overview beginning
September 1, 2020. Risk Management plans to record a presentation that covers all of the
content required by OSHA, enabling management to present the material to seasonal and
new employees during their first week of work.

End of Audit Objectives and Conclusions

Page 1

September 16, 2020

Report # 21-004
BACKGROUND

The primary goal of the Landscape Maintenance group of the City’s Transportation Division is to
maintain the City’s medians and rights of way (ROW) including:







Mowing
Controlling and abating weeds
Maintaining turf
Collecting litter
Mulching
Pruning

The group also manages a number of vacant properties purchased by the Roanoke
Redevelopment and Housing Authority on behalf of the City.
The Landscape Maintenance group currently employs 16 permanent and eight (8) seasonal
employees full time from April through November of each year. These employees are
organized into seven (7) crews:
-

Three (3) Turf Crews are responsible for mowing and edging the turf, as well as collecting
litter. These crews use walk-behind mowers, weed-eaters, blowers, Ventrac mowers, and
zero turn mowers.

-

One (1) Landscape Crew is responsible for spraying and pulling weeds, edging, planting,
collecting litter and limited mowing in medians. The crew uses walk-behind mowers, weedeaters, blowers, and zero turn mowers.

-

One (1) Beautification Crew is responsible for maintaining and managing the park sites.
The crew uses walk-behind mowers, weed eaters, blowers, and zero turn mowers.

-

One (1) ROW Tractor Crew is responsible for larger sloped areas, areas with heavier brush
and areas behind guardrails that other crews cannot reach. This crew uses large tractors
with A-Boom and Sidehog attachments.

-

One (1) Ventrac Crew is responsible for mowing and trim work of smaller but steeper areas
that aren’t well suited to the turf crews or tractor crew. The crew uses walk-behind mowers,
weed-eaters, blowers, zero turn mowers, and the 8-wheeled Ventrac with a 72-inch cut.

Each crew has a crew leader who directs the work and oversees crew performance. Two (2)
Crew Supervisors coordinate the work of the crews, monitor compliance with safety protocols
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and performance standards, and fill in when crews are short-staffed. A Landscape Coordinator
oversees the entire group and reports to the Manager of Transportation.
The Landscape Maintenance group also operates an Outdoor Power Equipment (OPE) Shop
that maintains and repairs the tools and equipment used by the median and ROW landscape
crews, as well as Parks and Recreation, and the Stormwater Division. The OPE Shop also
services tools and small equipment used by other City departments when requested.
The three (3) Turf crews maintain a total of 133 sites on a 14-day cycle, while the Ventrac Crew
maintains 18 sites on a 14 day cycle. The ROW tractor crew mows approximately 308 rough
and steep slope areas between City streets and adjoining private parcels on a 16-day cycle.
The Landscape and Beautification crews focus on weed abatement, landscape maintenance
and mowing at approximately 57 sites including concrete medians, turn lanes, bridge decks, full
and partial blocks of brick sidewalks. Crews also apply herbicide at 133 locations throughout
the City.
Crews also perform traditional landscaping activities such as turf grass fertilization of medians
and rights of way, as well as plant and shrub maintenance at the following locations:
1.
2.
3.
4.
5.
6.

Martin Luther King, Jr. Memorial
Valley View Boulevard
Crystal Spring Village Center
Williamson Road Medians – turf and trees only; no landscape maintenance, just mowing
Public Works Service Center
Municipal Building Green Roof

The Beautification Crew is responsible for sites that were taken over from Parks and
Recreation, such as the multiple islands on Wells Avenue across from the Hotel Roanoke.
The Transportation Division also oversees the following contracts for landscape maintenance
and mowing:


Creative Nursery and Landscapes – landscape maintenance to the I-581 interchange at
Orange Avenue [$10,800 annually]



RC Lawncare, Inc. - turf grass maintenance and mowing for Roanoke Redevelopment &
Housing Authority (RRHA) lots, Roanoke Centre for Industry & Technology (RCIT), and
the new 811/911 Center [$37,040 annually]
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In November 2019, the Transportation Division began using VUEWorks software to manage its
assets, including right-of-ways and medians. Landscape Maintenance has mapped all locations
it is responsible for maintaining into the software, and assigned a work order schedule and crew
to each. Crew Leaders use computer tablets to record performance data for each location,
including hours worked by each crew member, and conditions such as grass height and the
amount of litter collected. The tablets require Crew Leaders to enter specific data before they
can mark work orders completed; this helps ensure all data are entered. Crew Supervisors
review each work order before marking them closed, helping to catch errors and ensure
completeness.
Our original audit looked at the following aspects of Landscape Maintenance as of June 30,
2016:
-

Employee safety
Success in meeting established cycle times for mowing, trimming and weed control
Performance management / oversight of contracted landscape crews

During our 2017 follow up audit, we noted improved documentation of safety inspections, and
more timely close outs of equipment maintenance and repair work orders. Issues with
incomplete performance data and completing required OSHA training needed additional
improvements.

End of Background
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Objective 1: Performance Data

Crews were not consistently completing the Weekly Crew Leader Reports in 2017. Examples of
incomplete information include:


Equipment Resources: Operating hours on equipment meters were not recorded at the
beginning of each day



Crew Production: Bags of litter collected, as well as weekly equipment preventative
maintenance and cleaning, were not consistently documented



Signatures: Crew leaders did not consistently sign, and crew supervisors never signed
the weekly reports



Landscape Areas Maintained: Dates and descriptions of work performed at each
location were not consistently documented

Management planned to hold a team meeting to discuss properly completing forms and the
purpose of the information being recorded.
Action Completed / Issues Resolved – Yes

Follow Up - July/August 2020
Scope: We reviewed all closed work orders for the 2020 mowing season (as of 7/30/20) for the
following activities, to determine if key fields were substantially completed:







Mowing
Manual Landscaping
Aquatic Herbicide
Broadleaf Spraying
Contract Mowing Inspection
Equipment Maintenance

Results:
The Transportation Division implemented VUEWorks software in November 2019, automating
work order management and eliminating many of its paper forms, including the Weekly Crew
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Leader Report. All mowing and landscape sites have been mapped into this geographical
information system (GIS) based software. Management held multiple team briefings / trainings
prior to the 2020 mowing season explaining what information must be documented and the
purpose of the information.
Crew leaders enter work order data in the field using a City-issued iPad, which updates the
records in real-time. When marked complete, the crew supervisor is notified that the work order
is ready for his review and approval. The crew supervisor ensures that all required data are
recorded and closes the work order once all tasks are satisfactorily completed and documented.
For the 2020 mowing season (April 1, 2020 – November 30, 2020), the GIS Specialist setup
recurring work orders assigning each mowing and landscape site to the appropriate crew on a
14-day or 28-day cycle. The remaining work order activity types (Aquatic Herbicide, Contract
Mowing Inspection, and Equipment Preventative Maintenance) were not setup as recurring, and
must be manually created by the crew leader when work is performed.
The Landscape Turf Crew Supervisor uses VUEWorks to track quality and performance of
contract mowing. The supervisor enters inspection dates, ratings, and any comments about the
quality of the work.
VUEWorks will also enable scheduling and documenting routine preventive maintenance work
on the equipment, once the equipment records are converted from the FASTER system into
VUEWorks. This conversion was pending at the time of our audit fieldwork.
Mowing and Manual Landscaping Work Orders
There were 640 closed mowing work orders and 234 closed manual landscaping work orders in
VUEWorks from 3/1/20 through 7/30/20. Data captured for bags of litter included a “0” for the
majority of the work orders:



480 of 640 mowing, or 75%
123 of 234 manual landscaping, or 53%

Data captured for grass height included a “0” for the majority of the mowing work orders, as
well. A total of 392 of the 640 work orders, or 61% recorded grass height in inches as “0.”
Grass height is not recorded on manual landscaping work orders, as these areas are typically
flowerbeds.
The GIS Specialist noted an ongoing issue with the iPad app that allows crew leaders to enter
information in the field. During the 2020 mowing season, the “Bags of Litter” and “Grass Height”
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fields unexpectedly disappeared from work orders leaving crew leaders no place to enter the
data. Once notified, she was able to edit the settings in the work order app and add the fields
back to the work order display. The vendor expects the next upgrade will correct this issue. In
the meantime, the GIS Specialist has asked the crew leaders to notify her when the prompts
disappear so she can address the issue more timely.
The percentage of mowing work orders reporting zero (0) bags of litter and zero (0) inches of
turf grass height decreased significantly in June and July 2020:

Percent of Work Orders by Month Recording "0"
Bags of Litter and Inches in Grass Height
120%
100%

100%

60%

78%

82%
69%

80%
58%

58%

74%

40%

37%

20%
0%

4%
March

April
"0" Litter

May

June

July

"0"Grass Height

Eighty-two (82) mowing work orders included a reason why work was not performed, such as
“didn’t mow due to drought,” “no growth,” “old already done,” etc. These accounted for 73 of
480 work orders that reported “0” bags of litter collected, and 67 of 392 that reported grass
height was “0” prior to mowing.
While not part of the app issue noted above, we also noted that fewer manual landscaping work
orders have reported zero (0) bags of litter since April 2020:
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Landscape Maintenance Work Orders
Reporting "0" Bags of Litter
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Aquatic Herbicide Work Orders
There were 130 closed aquatic herbicide work orders in VUEWorks from 3/1/20 through
7/30/20. Regulatory required data was captured as follows:

Field
Location
Applicator and Certification
Amount (applied)
Temperature
Active Ingredient
Application Time
Wind Dir & Speed

Completed
130
129
120
128
130
129
128

Blank /
"0"
0
0
10
2
0
1
2

Exception
Rate (%)
0.00%
0.00%
7.69%
1.54%
0.00%
0.77%
1.54%

The activity called “Herbicide Spraying” was changed to “Selective Broadleaf Spraying” at the
request of the crew supervisor. We reviewed these work orders as well, noting there were only
six (6) valid closed work orders:
Field
Location
Applicator and Certification
Amount (applied)
Temperature
Active Ingredient
Application Time
Wind Dir & Speed

Completed
6
5
5
6
5
6
5

Blank /
"0"
0
1
1
0
1
0
1
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Contract Mowing Inspection Work Orders
There were 14 closed work orders for contracted mowing work:

Field
Location
Inspection Date
Rating
Comments

Completed
13
14
14
13

Blank /
"0"
1
0
0
1

Exception
Rate (%)
7.14%
0.00%
0.00%
7.14%

The work order without a comment had a rating of 100, meaning that the contractor work was
exceptional.
Overall, we concluded that key fields are substantially complete and relevant data is captured to
ensure goals and employee performance standards are achieved.

End of Objective 1

Page 9

September 16, 2020

Report # 21-004
Objective 2: OSHA-Required Training

In the prior audit, 33% of Transportation Landscape Maintenance employees had not completed
one (1) or more safety training courses required by OSHA.
In response, crew supervisors were to ensure newly hired full-time landscape maintenance
employees completed employee orientation within 60 days of hire. The Landscape Coordinator
planned to work with the Risk Management Safety Specialist to schedule OSHA training for
seasonal employees at the beginning of the mowing season.
To ensure compliance with OSHA’s training requirements, the Risk Management Safety
Specialist planned to:


Offer monthly training that reinforces and updates the initial training presented in
employee orientation.



Offer required training to seasonal employees within 60 days of season start date.



Maintain training records and alert management of no shows and make-up dates.

Action Completed / Issues Resolved – Yes with Qualifications

Follow Up – August 2020:
Scope:
We evaluated processes in place to ensure Landscape Maintenance employees complete
safety training as required by OSHA. We reviewed training records for all current employees
hired prior to or during the 2019 mowing season.
We compared the content in Risk Management’s New Employee Orientation (NEO) module as
of July 27, 2020, to OSHA’s stated requirements. We reviewed NEO records to verify all current
Landscape Maintenance employees hired from January 1, 2019 through July 14, 2020,
completed the training.
Results:
All new full-time employees are required to attend New Employee Orientation within 60 days of
the date of hire. The Office of Safety and Risk Management presents a “Safety and Risk
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Management” session during orientation which all participants electronically acknowledge upon
completion. The session includes, among other things, an overview of the following required
components of OSHA:

Blood Borne Pathogens
Hazard Communication
Hearing Conservation & PPE
Lockout/Tagout
All ten (10) Landscape Maintenance employees hired into full-time positions from January 1,
2019, through July 14, 2020, successfully completed New Employee Orientation. Five (5) of the
10, or 50%, were unable to complete the course within the 60 day goal.
Historically, Human Resources has not required seasonal staff to attend its two-day New
Employee Orientation course. Risk Management was to provide the OSHA training component
to seasonal employees when seasonal work began. However, there was no record of this
training having been provided to seasonal staff in 2019 or 2020.
In April 2020, new employee orientation was transitioned to a virtual format due to COVID 19
issues. The course is now available on demand, which may help Transportation ensure new full
time staff complete the course within 60 days of hire. Effective September 1, 2020, seasonal
staff will also be required to view portions of the training, including the OSHA overview
presented by Risk Management.
The Risk Management Safety Specialist’s monthly trainings are intended to provide updated
and more in-depth information on specific safety topics. Department managers are responsible
for ensuring employees attend these courses. Attendance is documented on paper sign-in
sheets.
Four (4) of 16 (25%) current full-time and seasonal Landscape Maintenance employees hired
prior to or during the 2019 mowing season, did not complete one (1) of the four (4) monthly
courses in CY2019:
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# Incomplete
2
0
1
1

% Incomplete **
18%
0%
8%
6%

** % Incomplete determined by the date the course was offered vs. the employee's hire
date
Two (2) were seasonal employees - one newly hired during the 2019 mowing season, the other
hired in 2018.
Due to COVID-19, only one (1) OSHA-required training course has been offered in 2020 as of
the date of our fieldwork. The course, Bloodborne Pathogens, was presented on 7/21/20. Eight
(8) of the 26 employees (or 31%) did not complete the course; one was a seasonal employee.
Based on progress over the past two follow up audits, and given the ongoing transition to ondemand, virtual training, future follow up audits are deemed to be unnecessary.

End of Objective 2
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SUMMARY OF MANAGEMENT ACTION PLANS

Management Action Plan – OSHA Training (All Employees)
This action plan will address how we will ensure all employees receive required OSHA training
in a timely manner.
Risk Management, (with the assistance of Human Resources), plans to record a presentation
that covers all of the content required by OSHA. This presentation shall be shown to new fulltime employees and seasonal employees during their first week of work.
This training will be in addition to the current practice of a monthly safety training that reinforces
and expounds on the OSHA requirements.

Assigned To
Gene Pritts, Safety Specialist

Target Date
01/01/2021

End of Summary of Management Action Plans
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MANAGEMENT COMMENTS

Both Transportation Division and Risk Management very much appreciate City Auditor staff
member, Cari Spichek, for her professional manner and approach during this follow-up Audit.

End of Management Comments
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Sherman P. Lea, Sr.
Mayor
City of Roanoke
Dear Mr. Lea:
We have reviewed the Commonwealth collections and remittances of the Treasurer,
Commissioner of the Revenue, Sheriff, and Commonwealth’s Attorney of the locality indicated for the
year ended June 30, 2020. Our primary objectives were to determine that the officials have maintained
accountability over Commonwealth collections, established internal controls, and complied with state
laws and regulations.
The results of our tests found the Treasurer, Commissioner of the Revenue, Sheriff, and
Commonwealth’s Attorney complied, in all material respects, with state laws, regulations and other
procedures relating to the receipt, disbursement, and custody of state funds, except as follows.
The Treasurer did not maintain sufficient internal control over state funds as described below.
Properly Remit Sheriff’s Fees
Repeat: No
The Treasurer did not remit the correct amount of Sheriff’s fees to the Commonwealth during
the audit period as required by § 15.2-1609.3 of the Code of Virginia. This resulted in the Treasurer not
remitting $250 to the Commonwealth. The Treasurer should remit this amount during fiscal year 2021
and ensure proper accounting for Sheriff’s fees in the future, as this will ensure compliance with Code
of Virginia requirements.
Improve Internal Controls Over Manual Receipts
Repeat: No
The Treasurer did not properly secure and manage manual receipts. We noted that one manual
receipt book could not be located for the audit and there is no supervisory review of used receipts to
ensure completeness and sequential issuing. In addition, the Treasurer does not maintain a log of
manual receipts books.
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The Treasurer should establish proper procedures to improve internal controls relating to manual
receipts. These procedures should include properly securing receipts, requiring timely supervisory
review of manual receipt activity, and maintaining a log for tracking manual receipt books.
Perform Monthly Reconciliations
Repeat: No
The Treasurer did not perform adequate monthly reconciliations of the accounting records to the
Commonwealth’s accounting and financial reporting system reports. Complete monthly reconciliations
are a significant internal control and are essential for determining the reliability of information.
The Treasurer should reconcile assessments, collections, and uncollected balances to the
Commonwealth’s reports on a monthly basis as required by § 58.1‐3168 of the Code of Virginia and
submit correction requests timely. Proper procedures will ensure complete and accurate recording of
tax assessments and collections.
We discussed this comment with the Treasurer on August 11, 2020 and we acknowledge the
cooperation extended to us during this review.

Sincerely,
Martha S. Mavredes
Auditor of Public Accounts
MSM:vks
cc:

Robert Cowell, City Manager
Evelyn W. Powers, Treasurer
Sherman A. Holland, Commissioner of the Revenue
Timothy A. Allen, Sheriff
Donald S. Caldwell, Commonwealth’s Attorney

APA Review of Commonwealth Collections and
Remittances for the Year Ended June 30, 2019
Management Responses

MEMORANDUM
TO:

Evelyn W. Powers, Treasurer of the City of Roanoke

FROM:

Randall Johnson, Senior Auditor

DATE:

August 5, 2020

SUBJECT:

Possible Finding

We have identified certain practices or conditions, which are being considered for inclusion in
your audit report. We appreciate your consideration of this issue.
[X]

Internal Control finding that could be reasonably expected to lead to the loss of revenues
or assets, or otherwise compromise fiscal accountability.

[ ]

Compliance Finding.

Properly Remit Sheriff’s Fees
Repeat: No
The Treasurer did not remit the correct amount of Sheriff’s fees to the Commonwealth
during the audit period as required by §15.2‐1609.3 of the Code of Virginia. This resulted in the
Treasurer not remitting $250 to the Commonwealth. The Treasurer should remit this amount
during fiscal year 2021 and ensure proper accounting for Sheriff’s fees in the future, as this will
ensure compliance with Code of Virginia requirements.
Management Response: We did have two instances where the funds did not get remitted
timely. The one in January was due to staff out sick and a new cashier who put the envelope in
the vault in the mail box of the staff who does this task. The backup cashier was also out sick.
The envelope got pushed back into the back of the mail slot and did not get noticed until July.
We realize this and have made sure that all of the cashiers know that these payments are to be
given to the Supervisor if they staff who perform the duties is out sick/vacation. We did have a
lot of staff out sick in January and two brand new cashiers. The other instance was where the
cashier picked up the wrong line on the document and remitted an amount that was not correct.
We have made some changes by asking the Courts and the Sheriff’s staff to send to us each time
by e‐mail the BU011 report so that we can match these to the daily work. This way we will also
know that something has been delivered to our office and not get overlooked.
[x ]

I acknowledge receipt of the above finding.

Page 1 of 2

Signature
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August 5, 2020

Title

Date

Evelyn W. Powers

evelyn.powers@roanokeva.gov

Printed Name

E‐Mail Address

MEMORANDUM
TO:

Evelyn W. Powers, Treasurer of the City of Roanoke

FROM:

Randall Johnson, Senior Auditor

DATE:

August 5, 2020

SUBJECT:

Possible Finding

We have identified certain practices or conditions, which are being considered for inclusion in
your audit report. We appreciate your consideration of this issue.
[X]

Internal Control finding that could be reasonably expected to lead to the loss of revenues
or assets, or otherwise compromise fiscal accountability.

[ ]

Compliance Finding.

Improve Internal Controls over Manual Receipts
Repeat: No
The Treasurer did not properly secure and manage manual receipts. We noted that one
manual receipt book could not be located for the audit, there were receipts missing from the
manual receipt books that were presented for audit, and there is no supervisory review of used
receipts to ensure receipts are properly completed and issued sequentially. Finally, the Treasurer
does not maintain a log of manual receipts books.
The Treasurer should establish proper procedures to improve internal controls relating to
manual receipts. These procedures should include properly securing receipts and requiring
timely, supervisory review of manual receipt activity, and maintaining a log for tracking manual
receipt books.
Management Response:
The receipt book that was missing was not used last year and we keep the unused receipt
books in our supply cabinet. We gave the book to another City department to use. We have now
made a receipt log and have put all the receipt books on this log and will going forward log who
has the receipt book. The one receipt book that had missing pages was filed in a separate folder
and marked as it was so full that the pages came separated from the book. The folder was located
after the Auditor left. We scanned in the receipts and sent them to Randall Johnson.

[X ]

I acknowledge receipt of the above finding.
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Title

Date

Evelyn W. Powers
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Printed Name

E‐Mail Address

MEMORANDUM
TO:

Evelyn W. Powers, Treasurer of the City of Roanoke

FROM:

Randall Johnson, Senior Auditor

DATE:

August 5, 2020

SUBJECT:

Possible Finding

We have identified certain practices or conditions, which are being considered for inclusion in
your audit report. We appreciate your consideration of this issue.
[X]

Internal Control finding that could be reasonably expected to lead to the loss of revenues
or assets, or otherwise compromise fiscal accountability.

[ ]

Compliance Finding.

Perform Monthly Reconciliations
Repeat: No
The Treasurer did not perform adequate monthly reconciliations of the accounting
records to the Commonwealth’s accounting and financial reporting system reports. Complete
monthly reconciliations are a significant internal control and are essential for determining the
reliability of information.
The Treasurer should reconcile assessments, collections, and uncollected balances to the
Commonwealth’s reports on a monthly basis as required by § 58.1‐3168 of the Code of Virginia
and submit correction requests timely. Proper procedures will ensure complete and accurate
recording of tax assessments and collections.
Management Response: I have made a copy of our June 2020 Cardinal report that we
used to do the monthly reconciliation. On the very last page I did notice the $7,400 Estimated
2019 Income. The one thing that was confusing was that it was listed at the end and not part of
our monthly total. I agree that she should have seen it but she has a medical issue going on with
her eye sight and she missed it. When I questioned her about it with my review she forgot to call
right away. The State had already noticed the mistake as this was not the City of Roanoke’s it
was a payment that belonged to Virginia Beach and was a keying error on the State’s part. I have
also attached the e‐mail showing this. Therefore, this was not that we did not do reconciliations
for the entire year this was an error for June 2020. I have attached the June report and the e‐
mail from the State showing they knew that they had a keying error. This attachment is in the e‐
mail to Randall Johnson, Senior Auditor.
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[X ]

I acknowledge receipt of the above finding.

Signature
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Treasurer

August 5, 2020

Title

Date

Evelyn W. Powers

evelyn.powers@roanokeva.gov

Printed Name

E‐Mail Address

DEPARTMENT NAME

Address
Address
Phone
Email address
www.roanokeva.gov

December 15, 2020

Martha S. Mavredes
Auditor of Public Accounts
101 North 14th Street, 8th Floor
PO Box 1295
Richmond, VA 23218

Dear Ms. Mavredes:
The City of Roanoke’s Fiscal Year 2020 Comparative Cost Report (CCR) submission will be
delayed beyond the December 15th deadline. Our external audit is still pending due to the delay
in the completion of fieldwork, as a result of staff turnover in the Finance Department.
We will provide all required documentation as soon as our external audit review is complete,
which is anticipated to be finalized by December 31, 2020.
Please contact us if any additional information is required.

Sincerely,

Amelia C. Merchant
Director, Department of Finance
City of Roanoke
215 Church Avenue, SW
Roanoke, VA 24011
amelia.merchant@roanokeva.gov
(540) 853-5218

ACM/acb

