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Background 

The Office of Internal Audit (OIA) conducts cyclical audits in order to assist the Finance 
Department with year-end closing activities leading to the preparation of the Annual 
Comprehensive Financial Report (ACFR). The cyclical audits also include inventory. OIA 
annually conducts a risk assessment where we asked the City’s fiscal officers for their input on 
areas of risk. The FY24 risk assessment indicated that inventory was an area of great concern.  
The City of Alexandria has large reserves of assets including individual items such as office 
supplies which are expensed, stockpiles of inventory with combined values of over $5,000 that 
are reported on the City’s balance sheet, and fixed assets which are capitalized. According to the 
ACFR for FY24 the City had over $7.6 Million worth of inventory and supplies.   

Due to the materiality of inventory as well as concerns identified in the FY24 risk assessment, 
OIA placed a City-wide inventory audit on our audit plan. This will be the first comprehensive 
audit of inventory operations since FY21 due to the COVID-19 pandemic. Keeping accurate 
records of inventory is crucial for the following reasons:  

• They improve operations due to understanding the level of current stocking.
• They aid with accurate budgeting and financial decisions
• Inventories are a strong deterrent against theft
• Inventory records allow for estimation in the event of fire, damage, or other loss.

Objective, Scope, & Methodology 

One of the main objectives of this audit was to obtain an understanding of A.R. 4-4 Inventory of 
Supplies and Materials and the requirements of each department under the regulation. The 
controls that we tested that were listed in A.R. 4-4 are 1) the requirement to utilize a perpetual 
inventory system to track inventory and 2) conducting a yearly physical inventory. Furthermore, 
we researched industry best practices regarding inventory and included segregation of duties, the 
existence of policies and procedures, and physical security assessment in the scope of our audit 
for each department.  

To assess the accuracy of the inventory totals provided to the Accounting Division, we conducted 
a test count for each department. The selection of the test count items was based on materiality 
and risk. In addition to the test count we created a control checklist to see which of the controls 
the departments had incorporated. The departments we included in this report were:  

• Alexandria Police Department (APD) - Property and Evidence Section and Police Range
• Alexandria Fire Department (AFD) - AFD Bunker, AFD Fleet, and AFD Emergency 

Medical Services (EMS)
• Department of Emergency and Customer Communications (DECC)
• Office of Historical Alexandria (OHA)
• Recreation, Parks, and Cultural Activities (RPCA)
• Sheriff’s Office
• Transportation and Environmental Services (T&ES) - Public Works Services (PWS), 

and Traffic and Signals Division
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Conclusion 

The current policy states that every department is required to complete an annual inventory, and 
we have determined that every department within our scope complies with this requirement. The 
other main requirement is to utilize a perpetual inventory system, and we determined that while 
some have such a system, others need their system optimized, and some have no such system in 
place. Furthermore, there are other key industry practices mentioned in this report that should be 
included in an updated A.R.  

A.R. 4-4 took effect on June 28th, 1991, and we believe that it must be updated to include the key 
industry practices mentioned in this report. The process to update this regulation would be best 
facilitated by experts at department level operating with support from OIA under the leadership 
of the Finance Department. A team of experts could be assigned to a tiger team which could 
more rapidly draft an updated A.R. for the Finance Department. To facilitate continuous 
improvement, the tiger team could meet semi-annually to discuss new opportunities and 
challenges related to inventory. Therefore we are making the following recommendation.  

Recommendation 

1. We recommend that the City Manager direct the Finance Director to convene a standing
tiger team to update A.R. 4-4 and assist with development of department level policies.

Department Response 

Departments provided a written response to our recommendations which are included in the 
following pages.  



DATE:  JANUARY 16, 2025 

TO: ROBERT SNYDER, CHIEF INTERNAL AUDITOR 
THROUGH: RENEE GORDON, DIRECTOR-DEPARTMENT OF EMERGENCY & 

CUSTOMER COMMUNICATIONS (DECC) 

FROM:  
      

SUBJECT: AUDIT RESPONSE TO AUDIT OF INVENTORY OPERATIONS 

This memo has been prepared to update our department/office’s response to the Office of 
Internal Audit (OIA)’s recommendations.  

1. Add the recommended inventory procedures already being completed into 1.15 DECC
Equipment and Property. Added inventory procedures should include the overall process
as well as highlight two of the key controls that are already in place which include
segregation of duties and the bi-monthly inventory.

We agree with the recommendation to include the bi-monthly inventory and segregation of 
duties in our procedure 1.15 DECC Equipment and Property.  We will update the policy to 
reflect these practices and ensure that they are documented as part of our standard operating 
procedures.  
2. Consider expanding the inventory being reported to the Accounting Division.

We will review our current inventory list and identify any supplies and parts related to our 
radio systems that are not currently reported to the Accounting Division.  We will work 
towards including these items in our inventory reports as appropriate to enhance visibility and 
efficiency in our inventory purchasing process.  
3. Formally designate an inventory custodian for the Department and have them sign the

Authorization for Fiscal Matters form when issued by the Finance Department.

We will formally designate an inventory custodian for the Department and ensure that they 
sign the Authorization for Fiscal Matters form once it is issued by the Finance Department. 
This will help in formalizing the assignment of responsibilities and improve our internal 
controls.  

Please contact: 
 

Division Chief of Public Safety Communications Systems 
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OHA will formally designate , Assistant Director of Education and Museum 
Operations, as the inventory custodian responsible for overseeing OHA shop inventory 
management. Upon issuance of the updated Authorization for Fiscal Matters form by the 
Finance Department, we will ensure the designated custodian signs and adheres to the 
responsibilities outlined. 

  

ATTACHMENT: Office of Historic Alexandria Shop Inventory Policy 
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DATE:  JANUARY 19, 2025  

TO: ROBERT SNYDER, CHIEF INTERNAL AUDITOR 

FROM: ADRIANA CASTAÑEDA, DIRECTOR TRANSPORTATION AND 

ENVIRONMENTAL SERVICES    

SUBJECT: AUDIT RESPONSE TO CITY-WIDE AUDIT OF INVENTORY 

This memo has been prepared to update the Department of Transportation & Environmental 

Services (T&ES) responses to the Office of Internal Audit (OIA)’s recommendations received on 

December 30, 2024, based on OIA’s audit conducted in June 2024.  

1. Explore COTS inventory systems and consider adopting and integrating them for both

divisions.

UPDATE RESPONSE: T&ES currently utilizes several software systems, including 

, to track and manage assets. While these 

systems meet current needs, T&ES acknowledges that exploring Commercial Off-The-Shelf 

(COTS) inventory systems may offer additional functionality or improved integration across 

divisions. In May, T&ES began pursuing  and held an initial 

meeting with the ITS project intake team. Following this, consultations were held with ITS to 

evaluate the system and determine its feasibility. While  showed potential, ITS 

recommended prioritizing  instead to avoid redundancy. 

Moving forward, T&ES will work collaboratively with ITS and RPCA to implement  

 as a perpetual inventory system. However, as implementation depends on resources 

outside the department, T&ES cannot commit to a definitive timeline. The department remains 

committed to making progress on this recommendation and will provide updates as they become 

available. 

2. Segregate the duties of receiving, ordering, and issuing supplies to ensure that no single

employee can perform all functions for Street & Sewer Maintenance, formerly Public

Works Division.

UPDATE RESPONSE: Separating duties is essential for maintaining internal controls and 

accountability. T&ES recognizes this and will address the issue by drafting and implementing a 

written policy that clearly defines the roles and responsibilities for receiving, ordering, and 

issuing supplies. This policy will be accompanied by appropriate training and implemented 

within 90 days. A draft of the policy will be shared with the Office of Internal Audit for review 

prior to implementation. 
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In the interim, T&ES will establish compensating controls, including the realignment of the 

warehouse manager and Public Works Coordinator roles, to ensure duties are appropriately 

segregated while permanent solutions are being finalized. 

3. Create formal policies regarding inventory. The policy should include procedures for the

inventory process as well as key controls for both divisions.

UPDATE RESPONSE: T&ES complies with Administrative Regulation 4-4 and conducts 

annual physical inventories exceeding $5,000 in value, the department recognizes the need for 

a more comprehensive inventory policy specific to the department. Building on the framework 

provided by the Asset Management Objectives Policy (10.2), T&ES will develop and implement 

a formalized inventory policy that includes procedures for inventory management, reporting, 

and controls. 

The new policy will incorporate existing practices such as biannual inspections, annual reporting 

to the Accounting Division, and the use of software systems, while also addressing key controls 

to prevent errors and fraud. This policy will align with overarching city regulations and master 

plans to ensure consistency across divisions. T&ES anticipates finalizing this policy within the 

next 90 days. 

4. Formally designate an inventory custodian for the department and have them sign the

authorization for fiscal matter form when issued by the Finance Department for both

Departments.

UPDATE RESPONSE: To centralize accountability and ensure compliance with inventory 

policies, T&ES will designate an inventory custodian responsible for overseeing inventory 

management and ensuring alignment with city policies. This custodian will coordinate physical 

inventories, maintain system updates, and liaise with the Finance Department. 

The designated individual, Public Works Coordinator, will sign the Finance Department's fiscal 

authorization form as part of the formalization process. T&ES will also integrate this designated 

process into the new inventory policy, ensuring consistency and clarity. T&ES aims to finalize 

this modification (designation) within 60 days and provide documentation to the appropriate 

departments. 

5. Consider expanding the inventory being reported to the Accounting Division for Street &

Sewer Maintenance.

UPDATE RESPONSE: T&ES acknowledges the importance of expanding inventory reporting 

to enhance transparency and provide a more accurate financial picture of Street and Sewer 

assets. While T&ES currently conducts detailed inventories of assets exceeding $5,000, the 

department will also include lower-value items and consumables that are critical to operational 

efficiency. 

Over the next 90 days, T&ES will conduct a comprehensive inventory of surplus materials 

within Street & Sewer Maintenance. Results will be reported to the Accounting Division, and 

any excess inventory will be properly disposed of through the appropriate surplus process. This 

action plan ensures compliance with the best practices and improves asset management. 

6. Explore collaboration with RPCA regarding consolidation of inventory operations
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UPDATE RESPONSE: T&ES recognizes the potential benefits of collaborating with RPCA 

to consolidate inventory operations. Such collaboration could streamline processes, reduce 

redundancies, and improve resource utilization across departments. T&ES has initiated 

discussions with RPCA and ITS to align inventory practices, particularly regarding the 

implementation of Cityworks Storeroom. 

Moving forward, T&ES will continue to explore opportunities to integrate inventory systems 

and processes with RPCA and other departments, leveraging existing expertise and resources. 

T&ES anticipates conducting a joint review of inventory operations within the next six months 

to identify specific areas for consolidation and improved efficiency. 

 

 

. 

Thank you 
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DATE:  MARCH 20, 2025 

TO: ROBERT SNYDER, CHIEF INTERNAL AUDITOR 

FROM:  FELIPE HERNANDEZ, JR., FIRE-EMS CHIEF 

SUBJECT: AUDIT RESPONSE TO CITY-WIDE AUDIT OF INVENTORY 

This memo has been prepared to update our department/office’s response to the Office of 

Internal Audit (OIA)’s recommendations.  

1. Segregate the duties of receiving, ordering, and issuing supplies to ensure that no

single employee can perform all functions for Fire Fleet, Bunker, and EMS.

Segregating the ordering, receiving, and issuing responsibilities will require hiring additional 

employee(s) through the budget development process. AFD will research options to achieve 

the desired outcomes of the report recommendation, such as: hiring dedicated staff, job-

sharing a position for receiving across the functions, or consolidating inventories. Use of 

restricted duty personnel is not a desired option for this objective as the primary effort for 

someone on restricted duty is recovery, physical therapy, and work-hardening for return to 

operational status. 

2. Create formal policies regarding inventory. The policy should include procedures

for the inventory process as well as key controls for all 3 divisions.

AFD will develop policies and procedures to address inventory management. The new policies 

and procedures for each inventory stockpile will address the issues raised in the audit report 

that can be followed realistically given the limitations in resources for storage facilities, 

staffing, and budget. 
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4. Consider expanding the perpetual inventory systems to interface with purchases for

Fire Fleet and Fire Bunker.

AFD would gladly participate in a joint venture to interface inventory systems with the City’s 

purchase order system of the enterprise resource planning (ERP) software. Development of 

such interface(s) will require a project under the oversight, management, and budget of City 

ITS to evaluate and enhance software security for the ERP; and design, configuration, and 

implementation of interface tools for each inventory system to communicate with the ERP. 

5. Explore Commercial Off the Shelf (COTS) inventory tracking systems for Fire

EMS.

AFD will research implementing a software solution for Fire EMS inventory. Options 

currently available to AFD include, 1) expansion of Property Tracker in use by AFD Bunker; 

2) expanding AFD’s use of the  to develop the equipment

module for inventory management; 3) expanding AFD’s use of the  to

develop the assets and supplies modules for inventory management; and 4) expanding 

 inventory system for AFD use.

6. Formally designate an inventory custodian for the department and have them sign

the authorization for fiscal matter form when issued by the Finance Department for

AFD.

AFD will ensure that employees with inventory responsibilities sign as inventory custodians 

once the Finance Department updates the Fiscal Matters form to include the inventory 

custodian responsibilities. Supervisors will provide first level reviews with AFD Fiscal serving 

as a backup when supervisors are not available. 

 

 

 

21




