2725 Judge Fran Jamieson

Agenda Report Way

Viera, FL 32940

Consent

F.9. 8/2/2022

Subject:

Acceptance and Approval of Internal Audit Reports.

Fiscal Impact:
No fiscal impact.

Dept/Office:
County Manager’s Office

Requested Action:
Itis requested that the Board of County Commissioners acknowledge and approve the Internal Auditors’
Reports.

Summary Explanation and Background:

The Internal Auditors completed the following Audit Reports:
e Public Records Request Function
e American Rescue Plan Act Grant

These reports were reviewed by the Internal Audit Committee on July 13, 2022.

Clerk to the Board Instructions:
N/A
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mberly Powell, Clerk to the Board, 400 South Street o P.O. Box 999, Titusville, Fiorida 32781-0999 Telephone: (321) 637 2001
‘ Fax: (321) 264-6972
Kimberiy. Powelr@brevardclerk.us

August 3, 2022

MEMORANDUM
TO:  Frank Abbate, County Manager
RE:  Item F.9., Acceptance and Approval of Internal Audit Reports

The Board of County Commissioners, in regular session on August 2, 2022, acknowledged and
approved the Internal Auditors’ Reports.

Your continued cooperation is always appreciated.
Sincerely,

BOARD OF CAUNTY COMMISSIONERS
RACHEL M. SADOFF, CLERK/ "
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CARR Carr, Riggs & Ingram, LLC
. / ‘ R I RIGGS & 215 Baytree Drive
e, \ § INGRAM Melbourne, FL 32940

CPA avi
s and Advisors 321.255.0088

321.259.8648 (fax)
CRIcpa.com
Transmittal Letter

June 29, 2022

The Audit Committee of

Brevard County, Florida

2725 Judge Fran Jamieson Way
Viera, Florida 32940-6699

Pursuant to the approved 2021/2022 internal audit plan, we hereby submit our internal audit of the American
Rescue Plan Act (“ARPA") Grant. We will be presenting this report to the Audit Committee at the next
scheduled meeting on July 13, 2022.

Our report is organized in the following sections:

Executive Summary This provides a summary of the observations and
testing results related to our internal audit of the
ARPA grant.

Background This provides a general overview of the ARPA
grant.

Objectives Approach and | The internal audit objectives and focus are
Results expanded upon in this section as well as a review
of the various phases of our approach and the
results of our audit procedures.

We would like to thank all those involved in assisting the Internal Auditors in connection with the internal
audit of the ARPA grant.

Respectfully Submitted,
l
&M%ﬁy f L&W, L.L.C.

INTERNAL AUDITORS
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Executive Summary

Overview

The American Rescue Plan Act of 2021 is a $1.9 trillion coronavirus rescue package designed to facilitate
the United States' recovery from the devastating economic and health effects of the COVID-19 pandemic.
Brevard County was allocated $116,920,177, and received its initial tranche of funding in the amount of
$58,460,088.50 on May 18, 2021 and the remainder of the funding was received on June 9, 2022.

These funds may be used for four categories:
1. Public health emergency with respect to Coronavirus Disease or its negative economic impacts
2. Premium pay to eligible workers
3. Revenue replacement for the provision of government services to the extent of the reduction in
revenue of the county
4. Investments in water, sewer, or broadband infrastructure

The Treasury's final ruling detailing the final compliance requirements was published on January 6, 2022.

Objective, Approach and Results

The primary purpose of the internal audit of the ARPA grant function was to test the accuracy and
compliance of the lost revenues calculation for 2021 and the quarterly project and expenditure report due
April 30, 2022.

We obtained support for the lost revenues calculation and recalculated ther lost revenue based on the
formula and other grant specifications. See results noted below.

Additionally, we noted that the County has expended funds during this quarter under four clean water
projects, and we agreed the expenditure amount in the report to the general ledger detail without exception
for the programs totaling $1,360,297.40.

_ Summary of Results
(See within for expanded results)

Internal Audit Period
February 1, 2022— May 31, 2022

Lost Revenues Calculation

(@eteber 1:’3302282_1 )S Sptember Expenditure Report Project Allocations
: (January 1, 2022- March 31,

To be submitted on the next iy .
Quarterly report in July 2022 2022) Submitted: April 26, 2022

Quarterly Project and

All aspects of the calculation | The report was reviewed and | All of the proposed projects
appeared accurate. submitted on time. approved through March 31,
2022 were allowable projects
based upon the -category

assignment.
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Background

Overview:

ARPA activities are initiated and developed at the local level based upon a community’s perceptions of its
local needs and priorities. Each entitlement grantee receiving ARPA funds is free to determine what
activities it will fund as long as certain requirements are met.

Allowable Activities and Unallowable Activities:

Allowable activities fall under one of four categories:

Public Health and Negative Economic Impacts caused by the Public Health Emergency

Premium Pay for Essential Workers

Water and Sewer and Broadband Infrastructure Improvements

A O N

Replace lost public sector revenues

Unallowable activities include:

1. Contributions to Pension Plans
Debt Payments
Contributions for Reserve Funds

Paying Settlements of Judgments

o > 0N

Programs with requirements that undermine CDC Guidance

Lost Revenues

The lost revenues calculation is detailed in the interim final ruling, and expanded options were allowed for
by Treasury's final ruling issued January 6, 2022.

The rate of growth is determined as the higher of either 5.2% standard rate or the actual rate of the county.
The actual growth rate is calculated using the average annual revenue growth in the last full three fiscal
years prior to COVID -19 public health emergency.

The counterfactual revenue is then calculated for each year utilizing either a fiscal or calendar year for
2020, 2021, 2022, and 2023, utilizing the formula below.

n
base year revenue x (1+ growth adjustment)iZ

The counterfactual revenue is then compared to the actual revenue, and the difference is the lost revenues
for the period.
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Background - continued

Schedule of Funding and Period of Performance:

The County received $58,460,088.50 on May 18, 2021, and received the remaining $58,460,088.50 on
June 9, 2022. The funds can be used for expenditures from March 3, 2021 through December 31, 2026.
Any funds expended January 1, 2025 - December 31, 2026 must be obligated by December 31, 2024 and
can only be spent on what was obligated. Any funds not spent on what was obligated by December 31,
2026 must be returned to the U.S. Department of Treasury.

Procurement:

The procurement guidelines are the same as all other federal grants. Purchases must be made following
the requirements in 2 CFR §200.318 through 200.327. Purchases above the simplified acquisition
threshold (currently at $250,000), must be bid or noncompetitive procurement methods should be
documented. Quotes should be obtained for small purchases (purchases between the simplified acquisition
threshold and the micro-purchases threshold (currently at $10,000)).

Prior to entering in to subawards or contracts with award funds, the County must verify that contractors
and/ or subrecipients are not suspended, debarred, or otherwise excluded pursuant to 31 CFR §19.300.

Reporting:

The County has a population that exceeds 250,000 residents; therefore, is subject to the following reporting
requirements.

1) Interim Report - due August 31, 2021

2) Recovery Plan Performance Report - due August 31, 2021

3) Project and Expenditure reports - due quarterly 30 days after the end of each quarter, beginning
with January 31, 2022

4) FFATA reporting is being done by the Treasury on behalf of all recipients. The threshold is
increased to $50,000 for subawards, and this information is included in the Project and Expenditure
reports for the Treasury to perform the reporting.

The Recovery Plan Performance report is required to be publicly accessible.

Subrecipient Monitoring:

Subrecipients need to be monitored to ensure they are in compliance with the terms and conditions of the
subaward and use the funds for authorized purposes. For any subaward agreements, the County would

need all the required information in the contracts pursuant to 2 CFR §200.332. Currently, the County does
not have any subrecipients for the ARPA grant.

Staffing

Key personnel involved the ARPA grant include:

Name Title

Jill Hayes Budget Director

Fazie Khan Special Project Coordinator IV
Kathy Wall Central Services Director
Anthony Hagan Grant Manager
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Objectives and Approach

Objectives
The objectives of this internal audit included the following:

» Test the accuracy and compliance of the lost revenues calculation for 2021.

e Test the accuracy and compliance of the quarterly project and expenditure report, due April 30,
2022.

o Determine if approved projects are allowable.

Approach

Our internal audit approach consisted of three phases:

Planning

During the first phase, we discussed with the Budget Office the options they had selected in calculating the
lost revenues calculation. Management provided their preliminary planned projects for ARPA spending
which consisted of the vaccine incentive program, water and sewer infrastructure, and revenue replacement
projects.

Testing

Our procedures included obtaining an understanding of how the lost revenues calculation was performed,
testing the accuracy of the calculation and discussing any elections to ensure proper compliance. Our
procedures also included reviewing a draft of the project and expenditure report due on April 30, 2022 prior
to submission.

Reporting

At the conclusion of our analysis, we summarized the results of our procedures into a report and conducted
exit interviews with the Budget Office and the County Manager to discuss the details of our results.

110



17

uswdinbs pue suonesado anosay all4 10} NG 8$

sjjoiduou snoueA 1oy W/ LS sanuaAsl J0Joss allgnd jsoj adeiday

s308(01d 81njonJiseljul JOmas Jojem SNOLIBA 10} UOIIW ¢ sjuawaAoidw| ainjonyiselju] pueqpeolg pue Jomas pue JaJep\ '€
‘AioBajes siy Joy panoidde usaq aaey sposloid oN 0g SIONIOAN [BNUSSST J0) Aed WNIWRIH  °Z
SAUSDU| BujdoeA Joj uoljjiw z$ | AdusBiaw3 yiesH dland aui AQ pasneo sjoedwy olwouoo] saebap pue yiesH signg  °|

s|ejo] 109foud paroiddy Alobaren

'¥20Z ‘L€ Joquieda ybnoiyy parebiiqo aq ueos spund "zzog ‘L¢ Aienuer Jo se sjosfoid paroidde Joj mojaq 9|qe) By} 995

‘2202 ‘9z 1udy uo papiwgns podsl sinyipuadxs 1osfoid ayy ul pals)) sjosfoid mau ou a1em alay] Juswubisse Alobajes a) uodn paseq sjosfoid ajgemole
aiam spoafoid pasodoud 8y Jo |1 "220g ‘L€ Adenuer yBnoiyy sBunesw snoleA 18 uoissIWWoD ay) Aq parocsdde aiom eyl sjosfoud ayy Jo || pamainal SAA

suonedojjy Joaloid ‘¢
's|eloueUl LZ0g JeaA [eosy uo paseq spoded Juanbasqns ur pajepdn
oq |Im SIYL "0 1e pajou 1M SBNUSASI [ENJOBUBIUNGD PUB |BNJOE AYM S| Jey) pUe o|qe|ieA. JOU SEM UOIBWLIOJUI 8Y} Jey} XOg JuswLwod ay) ul pajou Apadoid
Aunog ay] zzoz Ae [hun uoneinoles sy) wiopad 0} AJUNOY 8y} IO S|GE[IBAR JOU SEM )| ‘S|qe|leAe sem uofjeluloul ay) ji wodal |gog |1udy 8y ui pauodss aq 0}
pey Ajuo uoneuwsoyul siy) ‘epinb Buiuodsi s Ainseai| ay) Jed ‘senusaal 1so| | Z0Z U} Buipsebal uonew.oyur Jsa o) Alunog ay; pajdwold Ajuo [epod ay ‘Jeypng

‘Burpodal 1oy aoueldwos ay)
49A0 $]0J3U09 [eussyul Jodoid Bulinsus ‘100811 186pNg ay) AQ PaNILIGNS PUE PaMBIASI UBY} PUB A JOJeUIPIo0D) 198l01d [e1ads ayy Aq peledald sem podai ayl

‘suonduosep Jivy) uodn
paseq Alobejes sedoud ay) ul atem uodas sy} ul pajsy| syoefoud ||y -1aslosd yoes 1oy papodal syunowe ainjipuadxs aAle|NWND 8y} paje|nojesal pue ‘uoldaoxa
Inoyum |ieyap Jebpa| jesaush sy o) wodss ayy ul 1Z0Z ‘L€ UdIe papus Jeuenb ay) Joj Junowe aJsnyipuadxa ay) peaibe am pue ‘ssuenb sy Buunp sipsloid
1noj} Jspun spunj papuadxa sey Aunog ay] "s1ep anp ay) 0} Joud ZzZoz ‘0¢ [dy enp sem jey) podeas ainjpuadxa pue j08foid puodss ay) pasedaid yuswebeuepy

saumpuadx3 pue bupioday Altapeny g

"anp sem podas Aanenb .z ay) Jeye zzoz Aep ul pesedaid sem uonenojes sy se podal Auspenb jxeu ay) ul papodal 8q [jim siunowe sy |
‘ajelnooe paieadde uonenojes ay) Jo syoadse (Y

"1L20g Jeah
[e9sl) 4O} 6£9°09.°9Z$ 4O sanusAal 180l ul Bunnsss |,88'cG/‘8G/ ¢ JO anuansl [enjoeUsiuN02 8y} 0} paledwod ZyZ'66°L LS Sem PajeINd|ED BNUBASS |eNn1dY ay |

‘(Ainsesu | sy Jo Juswypeda(q
3y} Aq pauinbai se) 0z0z Jeah [easly 10} pejos)es suondwinsse awes ay) Buizin .zoz Jeek [e9s1} BY) uodn paseq anuaAsl Jso| ay) pajejnojed Auno) ay; ‘Ajleniu;

uonejnaje) sanusAey Jsoy 'L

sj|insay



)
fdrevard

Internal Audit Committee of
Brevard County, Florida

Internal Audit of
The Public Records Request Function

Prepared By:
Internal Auditors

b CARR
RI RIGGS &
INGRAM

CPAs and Advisors

112



Table of Contents

TranSMILtAl LETLOE .......c.icciiiiiieieiiieesinie s reste s rtessas st asaesessseses s e s esesaraess e seaessseetessenensnassneresases 1
EXECULIVE SUMMAIY ...ttt e e eessesssesarssaessses e s sesesssesssnsesessnsesnneeamessese st esnsnseseressnesssereeassans 2
BACKBrOUNG ...ttt ettt st eenesaesenees s s et sse e s eetereetssn et eeensesennres 3-11
Objectives and APPIrOACH ....c..cciiiiricie ettt sesr et esses e s e aeseessaeseesenessaesesesasse e senennsasaes 12
ObSErVAtIoNS MALIIX .....cov ittt easesseses s en st s s ars s sae s s asssssassssessssesseneseeneanens 13-19

113



CARR Car, Riggs & Ingram, LLC
1GG 215 Baylree Drive
—\\ ¥ RI PH%RSA& Melbourne, Florida 32940

(321) 255-0088
CPAs and Advisors (321) 259-8648 (fax)

www.cricpa.com

Transmittal Létter

June 29, 2022

The Audit Committee of
Brevard County, Florida

2725 Judge Fran Jamieson Way
Viera, Florida 32940-6699

Pursuant to the approved 2021/2022 internal audit plan, we hereby submit our internal audit of the
Public Records Request function. We will be presenting this report to the Audit Committee at the

next scheduled meeting on July 13, 2022.

Our report is organized in the following sections:

Executive Summary This provides a summary of the observations and results related to
our internal audit of the Public Records Request function.

Background This provides an overview of the Public Records Request function
including select statistics and benchmarking with other Florida
Counties.

Objectives and Approach The internal audit objectives and focus are expanded upon in this

section as well as a review of our approach.

Observations Matrix This section provides the results of our internal audit procedures,
including our recommended actions and management’s responses
for both the Current and Future States (i.e. current and future
Public Records Request systems).

We would like to thank all those involved in assisting the Internal Auditors in connection with the
internal audit of the Public Records Request function.

Respectfully Submitted,

&Mfﬂﬂgy ," L@pq—um, L.L.C.

INTERNAL AUDITORS

B !
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Executive Summary

Overview

Pursuant to Chapter 119 of the Florida Statutes (“F.S.”), records created by County official business
are public and are available for inspection unless specifically exempted by Florida Statute. Public
citizens can request documentation and records from the County through a “Public Records
Request”. It is the responsibility of the County to coordinate a public records request and ensure all
requests comply with Chapter 119 F.S., also known as the “Public Records Act.” To date, a
comprehensive audit of the County’s policies and procedures in administering public records requests
has not taken place. Risks to the County include improper dissemination of information and failure
to comply with Chapter 119 F.S. The County has an obligation to responsibly administer public
records, make records available to the public, and protect exempt information.

Objective

The primary objective of this audit was to assess the design and effectiveness of internal controls
over the Public Records Request (“PRR”) function and related processes, and to assess the County’s
compliance with certain laws, rules and applicable County policies and procedures (“Current State”).
During the audit the County decided to procure new PRR software. As such, the objective of our audit
also included identifying PRR controls and processes that should be factored in to the implementation
of the new PRR software in the process of being procured (“Future State” or “Next Request”).

Observations/Recommendations

Observation ratings are a subjective evaluation of the severity of the concern and the potential
impact on the operations. An observation rating of “High” represents an issue of immediate concern
and could cause significant operational issues if not addressed soon. A “Moderate” rating is an issue
that may also cause operational issues and does not require immediate attention but should be
addressed as soon as possible. Observations given a “Low” rating could escalate into operational
issues but can be addressed through the normal course of conducting business. The following is a
summary of observations noted related to the current PRR system (“PRRT” or Current State”).

Observation Risk Rating
1. Entering Public Records Request Moderate
2. Closing Public Records Request Moderate
3. Public Records Request Consultations with County Attorney Office Moderate
4. Monitoring Open Public Records Request Moderate
5. Public Records Request Accessibility -

The following represents our Observations related to the Future State. Since they are related to the
implementation and configuration of the new software, each have the same level of priority.

Observation

1. Implementation and Configuration of New Public Records Request Software

2. Public Records Request — Online Layout/Configuration

B B 115




Background

Overview

The County Attorney’s mission is “to act as legal advisor to the Board of County Commissioners and
Brevard County’s Records Management Liaison Officer for the State of Florida. In addition, the County
Attorney’s Office (“CAO”) tracks public records requests and assists department records custodians
with responses.”*

“As the County’s Records Management Liaison Office for the State of Florida Records Management
Program, the County Attorney provides advice on records management activities for all County
Departments maintaining such activities. In addition, the CAO continues to experience large numbers
of Public Records Requests involving many hours of researching, compiling reports and responding
to the requests.”*

There were approximately 2,047 PRRs processed and closed by the County in fiscal year 2021
compared to 1,577 in fiscal year 2020 for an increase of 470 - about 30% (unaudited data provided
by the CAO).

The County’s current PRR application (“PRRT”) was developed by the County’s IT Department and
modified in September 2020 and June 2021. During the course of our audit, the CAO determined to
procure a new commercial PRR application from a 3" party vendor (Next Request).

Staffing

Key personnel from the CAO and the Department of Information Technology (IT) that were involved
in our internal audit of the Public Records Request function include:

Name _ Title

Abigail Jorandby

County Attorney

Jessica Bayne

Legal Office Administrator, Legal Support

Nadia Foll

Legal Support, Public Records Coordinator

Melissa Powers Attorney llI
Robin Rogers Attorney Il
Alex Essesse Attorney lll

Lois Boisseau

Assistant Director, IT

Vicki Rose

Business Analyst Il, IT

*Source: (Annual Operating and Capital Budget Adopted FY 2021-2022| BREVARD COUNTY).
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Background - continued

County Attorney’s Office
Organizational Chart

[ Board of County Commissionars ]
(—‘ﬁ Chris Reilly
el Abigail Senior Law
Legal Records Jorandby Clerk

Management
Specialist

County
Attorney

Christi Alex Melissa
Schverak Sarah Esseesse Justin BoWErs Heather
Att Beazley Deputy County Caron Balser

urney Attorney
m Attorney 1 Attorney Attorney I Attorney !l

= ‘/
Nadia Foll Jacquelyn
Calvin Khan Legal Office Guadalupe
Legal Support Karen Lane

Administrator Public Records

Legal Support

Coordinator

e =y

Line represents who the individual reports to and/or supports.

During June 2022, Nadia Foll became the Legal Office Administrator upon Jessica Bayne’s departure and Jacquelyn
Guadalupe became the Public Records Coordinator.

PRR Policy and Process

The Board of County Commissioners Policy and Procedures to facilitate the County’s compliance with
Florida Statute Chapter 119, also known as the “Public Records Act” is included in the Brevard County
Board of Commissioners Policy No. 22 - Records Management Program (BCC-22) and fully addressed
in Administrative Order No. 47 — Coordination of Public Records Requests (AO-47) respectively.

The purpose of BCC-22 is “to establish a records management program that provides efficient,
economical, and effective control over the creation, utilization, preservation, protection, storage,
public access and final disposition of agency records.” [Bold, italics - Internal Auditors].

“Brevard County is committed to the requirements set forth in Chapter 119, Florida Statutes,
governing access to public records, also known as the Public Records Law. The purpose of this
Administrative Order is to provide guidelines and procedures for all County administrative personnel,
department directors and staff to assure compliance and uniformity with regard to the handling of
requests for inspection and copies of public records not exempted by State law” (AO-47).

The County as a whole is responsible to comply with the Public Records Act while the County Attorney,
or his or her designee, is identified and defined as the Records Management Liaison Officer who is
“responsible for directing and administering the County’s Records Management Program” (BCC-22).
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Background - continued

PRR Policy and Process — cont.
AQO-47 defines key definitions relative to the PRR process:

Public Records - all documents, papers, letters, maps, books, tapes, photographs, films, sound
recordings, data processing software, or other material, regardless of physical form, characteristics
or means of transmission, made or received pursuant to law or ordinance or in connection with the
transaction of official business of any agency. This includes electronic records, such as any data files
or databases, word processing files, spreadsheets, digital photos, voice and video recordings,
electronically generated or maintained documents relating to County business and any other
electronic messages relating to County business, including text messages, tweets, written
communication on social networking websites and email.

Records Custodian - an employee appointed by the director of each county department to oversee
the management, retention and timely disposition of their records whether maintained on-site,
offsite, in electronic systems or stored at the Records Management Center; and assists in carrying out
the [PRR] requirements of Section 119.07, Florida Statutes.”

Records Coordinator — the individual appointed by the County Attorney to coordinate the County’s
response to public records requests in conjunction with the Records Custodians from each
department.

Requestor — the person requesting to inspect and/or receive copies of public records.

Redacting — to electronically conceal or manually black out from a copy of an original public record
any information deemed confidential or exempt from disclosure by statute.

Public records include (but are not limited to):

» Records (paper or electronic) relating to County business whether generated on work or
home computers, phones, or other electronic devices including, but not limited to email, text,
and voicemail.

e All materials made or received by the County in connection with official business which are
used to perpetuate, communicate or formalize knowledge.

e Draft documents, whether on paper or electronic, once they have been sent to or circulated
to another person or persons.

Public records do not include (but are not limited to):
e Personal emails, text messages, social media messages, or substantially similar
communications that do not involve official business of the County
e Draft documents that have not been circulated to another person or persons.
e Personal notes concerning County business unless they are circulated or sent to others or if
they were taken with the intention to perpetuate, communicate, or formalize knowledge.
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Background - continued

PRR Policy and Process — cont.

To facilitate “Transparency & Open Data” the County includes a link on the County website
homepage: brevardfl.gov:

Transparency & Open Data

Request public records, search legislation and reports, and use mapping data that gives you access to Brevard County information,

Request Public Records | County Meetings Open Data Application

Clicking “Request Public Records” takes the requestor to the following page:

Welcome to the Brevard County Board of County Commissioners Public Records Request page, In accordarice with Chapter 119, Florida Statutes, the
County hereby designates the County Attorney's Office as the custodian of public records for entities under the jurisdiction of the 8ravard County
Board of County Commissioners, You can make 3 verbal request for public records by calling the Public Records Request Coardinator at {321) 633-2071.
ordsRequest@BrevardFLgov. Under Flarida law, you are not requirad to identify yourself or to submit a public

or by emailing your request to Publich
records request in writing. To make an anonymous public records request, please call the County Attorney's Office at the number above and ask for the
Public Records Coordinator, who will process your request through the County’s Public Records Request Tracking System. Howaver, depending on the

nature of a request, certain fees and/or costs may nesd to be collected befors a request can be fulfilled. Therefore, a point of contact may be required,

As an alternative, you can use the online form on this page when reguesting records maintained by Brevard County Board of County Commissioners
ONLY. In order for the County to successfully respond to your request via the online form, 3 complete description of the records needed and currant
contact infermation such as a telephone number OR email address is requested to complete your online request,

THE ONLINE FORM SHOULD NOT BE USED IF YOU WANT RECORDS FROM THE CLERK OF THE COURT, PROPERTY APPRAISER. SCHOOL BOARD
SHERIFF'S OFFICE, SUPERVISOR OF ELECTIONS, TAX COLLECTOR, OR OTHER LOCAL OR MUNICIPAL OFFICIALS. These entities have their own public
records custodians pecause they are separate legal entities independent of the Brevard County Commission and its departments.

Administrative Order Board Policy & Diractive Fax Request Form

The following agencies (not the Brevard County Board of County Cc issioners) are the custodians of the public records identified below:

Cletk of the Cwcunt Court Civil Cases, Criminal Cases: Case Searches: Marriage Licenses. Jury Duty, Payment of Citations, Official
Records (Recorded Documents) etc,

Property Appraiser  Property Research. Map Searches, Homestead Exemption: Tax Facts, Recant Sales, ste.
Tax Celiector Online Farms, Driver Licenses & Registration, Disabled Parking Permits. Pay Taxes Online, etc.

Sheriff's Office Case Reports: Arrest Reports, Crime Line, Etc.

superviser of Elections  Vatar Education, Voter Registration, Election Results, Statistics. Precinct Maps

Further, as indicated above, the County website lists other agencies (including a link) with guidance
for the types of public records requests that do not fall under the Brevard County Board of County
Commissioners’ (BOCC) jurisdiction.

To provide further guidance as to the BOCC'’s PRR policy and processes, the website includes links to
BCC-22 and AO-47.

If the requestor does not have online access or prefers not to utilize the online feature on the website,
the requestor can make a PRR by email, telephone, or in person.
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Background - continued

PRR Policy and Process — cont.

As indicated on the prior page above, the County website provides guidance and instructions as to
the requestor’s rights under the Florida Public Records Act and how to submit a PRR to the BOCC.

The online form is included on the website for the requestor to make the PRR using the County’s
online Public Records Request Tracking application (“PRRT”):

Public Records Request Form

First Name Last Name
Street Address
ZipCode City State
Phone # Fax # Email
Subject *
!
Requested Records *
3000 Charactars Remaining,
Please check the box below
™
I'm nol a robot
1eCAPTCHA
Drivacy - Tows

Source: https://brevardfl.gov/publicrecordsrequest
If the requester submits a PRR online using the above form, the PRR goes directly to the CAO

Records Coordinator in the PRRT application. The CAO Records Coordinator goes into PRRT and
routs the PRR request to the applicable department(s) Records Custodian to fulfill the request.
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Background - continued

PRR Process — Key Steps — Current Process
AO-47 details the steps/responsibilities in V. Responding to a Public Records Request.
The following represents a summary of the key steps in the PRR Process:

e Public records are received by email, telephone, mail, online, or walk-ins.

e Allrequests are entered into the public records request tracking system and the responsive
department is added to the request.

* An acknowledgment email is sent to the requester with the public records request tracking
number and AO-47.

e If the request takes extensive staff time, the department or records coordinator will provide
a cost estimate/invoice to the requester.

e If a cost estimate/invoice is not needed the department begins fulfilling the request.

e When the full payment is received, the Department is notified and begins fulfilling the
request.

e If payment in not received within 30 days, the request is closed.

e If additional time to fulfill the request was needed, the requester will receive an invoice for
the difference, once that payment is received the requester will be provided the records. If
there is no additional cost, the department custodian or the records coordinator will provide
the responsive records to the requester electronically via email or via email with a share file
link that contains the responsive records. After the response is provided to the requester, the
responsive docs and/or relating emails are uploaded into the public records tracking system

and the request is closed.

B DY



Background - continued

PRR Process — cont.

Public Records Request Process Flow

Requestor E

Requesls records through

webpage, phone call, mail,
email, or in person

h

) @
le

Records Coordinator
Creales & assigns web-form requests
to appropriate Records Custodian

Records Custodian
Enter lhe request into PRRT
Contact lhe Records Coordinator if the

Automated email
acknowledgement of
request from PPRT

7| PRR pertains to emails, requires mulliple

departments to gather records, or was
not subimitlied to e comedt depatment

Records Coardinator
Fadilitate multi department requests
and those involving email searches

r stodian

h 4

Clarify the request, if needed.

IT/County Attome
Perform PRR email search

|

Reagords Custodian

If extensive search
needed

|dentify responsive records and/or
estimate search time required

Provide the requestor with an

—— eslimate for staff time and the cost of

duplication prior to fulfilling the
mayes!

Recor todian
— Collect all fees befare gathering or
duplicating records

Record todian
Locatefidentify records
Review records

Records Custodian
Close any open requests after

30 days with no contact from the
ragquesion

Close Out
PRR

A 4

Records Custodian
Record PRR status and
resolution in PRRT Update the
P public records tracking software

Redacl exempt/confidential
Legal 3 .
Review information.
Needed Seek legul counsul It neadad,
h 4
Counly Attomey
Review records and provide
guidance to departmeni/Records v
Cuslodian =
- Recor ustodian
Make all non-exempt records
> available to the requestor for
Records inspeclion or copying wilhin a
ready for easoneble tmeframe
release =

Boee

program with records provided
in responsa to PRR and location

of records
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Background — selective statistics

Brevard County of Commissioners

PRR - Fiscal Years - 10/1 - 9/30

2500
2000
1500
1000
500
0
2019 2020 2021
m PRR Reviewed and Closed 1667 1577 2047

® PRR Reviewed and Closed

PRR - Calendar Years - 1/1 - 12/31

2500
2000
1500
1000
500
0
2019 2020 2021
% PRR Reviewed and Closed 1452 2043 2013

“ PRR Reviewed and Closed

Source; CAO — unaudited.
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Background — selective statistics — cont.

Brevard County of Commissioners

Average Days to Close by Fiscal Year

18
16
14
12
n 10
.
O
o 8
6
4
2
0
2020 2021
W Avg. Days to Close 16.8 159
m Avg. Days to Close
Brevard County Compared with Other Florida Counties
10/1/2020 - 9/30/2021

3,500

3,000

2,500

2,000

1,500

1,000

500

Brevard Pasco Sarasota*
m Public Records Requests 2,000 3,200 2,800

® Public Records Requests

Chart Data Source: Obtained from respective counties (unaudited) — rounded to nearest one-hundred.
Populations for Counties (2020 census): Brevard: 607K, Pasco: 562K, Sarasota: 434K (source: U.S. Census Bureau).
*Sarasota: PRRs amount provided was a range: 2500 to 3000.
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Objectives and Approach

Objectives

The objective of this audit was to assess the design and effectiveness of internal controls in place over
the Public Records Request function and related processes, and to assess the County’s compliance
with certain laws, rules and applicable County policies and procedures. Additionally, during the audit
process, the County determined to procure new PRR software. As such, the objective of our audit
also included identifying potential PRR controls and processes that should be factored in to the
configuration and utilization of the new PRR software that the County is in the process of purchasing
(Next Request).

Approach
Our approach consisted of four phases:

Phase One — Assessment and Understanding

We held an entrance conference with key personnel involved with the PRR function to discuss the
scope and objectives of the internal audit work, obtain preliminary data, and establish working
arrangements. We reviewed Florida Statutes, administrative orders, County policies/procedures, and
other relevant resources.

Phase Two — Process and Controls Analysis/Documentation

We gained an understanding and documented the current PRR process. We conducted interviews
with management and staff and documented their respective roles in the processes. We updated our
understanding of the processes and relevant controls. We obtained PRR data from PRRT to obtain
an understanding of the volume and type of PRRs processed by the County including the average days
to process the requests from submission to fulfillment. See Background section.

Since the County is in the process of purchasing the Next Request application, we also included
process observations/recommendations (Observations — Current State section) based on our internal
audit of another Florida public sector entity that utilizes the Next Request for PRR processing.

Phase Three - Benchmarking

We reviewed and compared other Florida public sector entities to gain an understanding of how
these entities are managing PRRs while complying with applicable Florida laws and administrative
rules. Benchmarking results for certain metrics are summarized in the Background section.

Phase Four — Reporting and Recommendations

At the conclusion of our procedures, we documented our understanding of the Public Records
Request function and summarized our observations related to this function for both the Current and
Future States. We conducted an exit conference with management and have incorporated
management’s responses into our report. We prepared our report and related observations and
provided copies to appropriate County personnel.

12
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