
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 TAMPA CONVENTION CENTER 

OPERATIONS 
AUDIT 06-22 

MARCH 30, 2006 
 

 





 

TAMPA CONVENTION CENTER 
OPERATIONS 
AUDIT 06-22 

 
 
INTRODUCTION
 
The Marketing Division is responsible for attracting events, in coordination with the Tampa Bay 
Convention & Visitors Bureau, to the Tampa Convention Center (TCC).  Once an event has been 
contracted, the Guest and Event Services Divisions coordinate all of the needs with the Operations 
Division.  Operations is responsible for providing the set up, tear down, and other ancillary services 
(e.g., telephone, electric, plumbing, booth cleaning, and Internet) for the licensees and their 
exhibitors.   
 
STATISTICS
 

 FY 2005 FY 2004 FY 2003 
    
Telephone $    141,761 $    174,017 $    176,816 
Temporary Utilities    1,175,525       896,993       909,952 
Equipment Rental       146,397       167,730       120,007 
Booth Cleaning       177,188       139,070       268,042 
Internet Sales       265,527       221,171       107,050

Total Revenue $ 1,906,398 $ 1,598,891 $ 1,582,387 
 
Source:  Financial Management Information System 
 
STATEMENT OF OBJECTIVES
 
This audit was conducted in accordance with the Internal Audit Department's FY06 Audit 
Agenda.  The objectives of this audit were to ensure that: 
 
1. Ancillary services provided were recorded and billed to the client. 
 
2. Adequate internal controls exist over inventory to prevent, and detect, errors and 

irregularities. 
 
3. A building maintenance program existed and was functioning properly.  
 
STATEMENT OF SCOPE 
 
The audit period covered TCC event activity that occurred from January 1, 2005, to 
December 31, 2005.  Source documentation was obtained from the Operations, and the 
Administrative and Fiscal Divisions.  Original records, as well as copies, were used as 
evidence and verified through physical examination. 
 
 

 



STATEMENT OF METHODOLOGY 
 
The sample size and selection were statistically generated using a desired confidence level of 
90 percent, expected error rate of 10 percent, and a desired precision of 5 percent.  Statistical 
sampling was used in order to infer the conclusions of test work performed on a sample to 
the population from which it was drawn and to obtain estimates of sampling error involved.  
When appropriate, judgmental sampling was used to improve the overall efficiency of the 
audit. 
 
To achieve the audit’s objectives, reliance was placed on computer-processed data contained 
in the TCC’s event planning system ConCentRICs (Convention Center Resource 
Information and Control system).  We assessed the reliability of the data contained in the 
event planning system and conducted sufficient tests of the data contained in the system.  
Based on these assessments and tests, we concluded the data was sufficiently reliable to be 
used in meeting the audit’s objectives.  
 
STATEMENT OF AUDITING STANDARDS
 
We conducted our audit in accordance with generally accepted government auditing 
standards.  Those standards require that we plan and perform the audit to afford a reasonable 
basis for our judgments and conclusions regarding the organization, program, activity, or 
function under audit.  An audit also includes assessments of applicable internal controls and 
compliance with requirements of laws and regulations when necessary to satisfy the audit 
objectives.  We believe that our audit provides a reasonable basis for our conclusions. 
 
AUDIT CONCLUSIONS
 
Based upon the test work performed and the audit findings noted below, we conclude that: 
 
1. Ancillary services provided were recorded and billed to the client.  Improvement could be 

made in the adherence to standard operating procedures. 
 
2. Internal controls over inventory were inadequate to prevent, and detect, errors and 

irregularities. 
 
3. A building maintenance program existed; however, monitoring of open work orders 

should be improved. 
 
While the findings discussed below may not, individually or in the aggregate, significantly 
impair the operations of the Operations Division, they do present risks that can be more 
effectively controlled.   
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INVENTORY 
 
The Operations Division (Division) maintains an inventory of materials and supplies.  The 
inventory records are maintained on ConCentRICs versus the City’s perpetual inventory 
system (ADPICS).  The inventory’s value was $214,015 as of January 18, 2006.  Internal 
controls over inventory operations need to be established and enforced by management.  Our 
audit disclosed the following: 
 

• Physical access to the inventory was not controlled.  Employees were allowed to enter 
warehouse area and select items from the shelves without the inventory custodian’s 
knowledge.  According to the Division’s standard operating procedures, a work order 
is required to request inventory and items withdrawn are written on the work order.   

• The inventory custodian can generate a work order. 
• No list of personnel authorized to withdraw inventory. 
• No formal procedure in place to monitor inventory for slow-moving or obsolete 

items. 
• No annual physical inventory conducted by an individual independent of the 

inventory and record keeping process. 
• Fiscal year beginning and ending inventory balances were not obtained. 
 

As a result of the above conditions, there is a risk that errors or irregularities could occur and 
not be detected. 
 
RECOMMENDATION 1 
 
Management should coordinate with the Purchasing Department’s Inventory and Stores 
Division for assistance in developing internal controls over the inventory process and to 
determine if TCC should record its inventory on ADPICS. 
 
AUDITEE RESPONSE 

 
A meeting has been scheduled for April 4, 2006 with the Purchasing Department’s Inventory & 
Stores Division for assistance in developing internal controls over the inventory process.  Once the 
meeting has been completed, written procedures will be developed that address the points disclosed 
during the audit process. 
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MAINTENANCE WORK ORDERS 
 
All maintenance work orders were not generated from ConCentRICs.  In some instances, 
manual work orders were issued and subsequently entered into ConCentRICs.  Manual work 
orders could be misplaced and not entered into ConCentRICs causing a lack of accountability 
and documentation of maintenance performed.   
 
In addition, management did not monitor the status of open work orders.  Our test of 20 open 
maintenance work orders disclosed that 15 of the 20 work orders, as of February 22, 2006, 
had not been closed in ConCentRICs, although it was represented that the work orders were 
completed.  These work orders had been opened for 5 to 21 months.  The ConCentRICs 
“Work Order not yet Completed Report” listed 1,265 work orders opened during the period 
of September 14, 1995, to February 20, 2006.  There were 822 of these work orders with a 
status of completed that had not been closed because the completion date had not been 
inputted into ConCentRICs.   
 
RECOMMENDATION 2 
 
All maintenance work orders should be generated from ConCentRICs and be closed in a 
timely manner upon the task being completed.   
 
AUDITEE RESPONSE 
 
It is not always practical for all work orders to be initially processed through ConCentRICs.  
However, procedures will be developed in the Operations Division SOP that addresses the 
concerns outlined in the audit.  These procedures will have to be reviewed and developed in 
conjunction with other departments in order to be more effective in how we use the 
ConCentRICs program for processing work orders. 
 
RECOMMENDATION 3 
 
Management should establish a procedure to monitor the status of open work orders utilizing 
the ConCentRICs report on a periodic basis.   
 
AUDITEE RESPONSE
 
The Operations Manager will conduct weekly meetings to go over the outstanding work 
orders and hold the supervisors accountable for ensuring the task is completed in a timely 
manner and the work order status is marked closed in ConCentRICs. 
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EQUIPMENT AND SERVICES PROVIDED - Show Management 
 
License Contracts for Show Management (entity hosting event) states that 100 percent of 
ancillary expenses must be paid 7 days prior to the event opening date.  Any overage will be 
refunded to the licensee within 30 days of event closing.  Additional services requested on-
site are billed on the final settlement.  A sample of events was selected to compare the final 
settlement to the initial equipment/services requested per the event document and additional 
on-site service requests.  The following instances were noted: 
 

• Equipment initially requested and paid for was not recorded on one final settlement 
form, and there was no documentation maintained in the file to support why 
equipment was not recorded.  The amount prepaid was applied to additional 
equipment requested during the event.  Policy Number CS-4140 (8) states “when 
equipment and services are requested by the client or ordered in the event document, 
there must be documentation noted in the file on whether or not the equipment and 
services were actually used.”  

• A Waiver Form was not on file documenting the waiver of a room turn charge 
totaling $3,300.  Policy Number CS-4140 states “A copy of all waiver forms . . . will 
need to be attached to the final settlement paperwork to ensure proper processing and 
documentation by Accounting.”   

• The event and/or exhibitor names were not annotated on the forms requesting 
additional services, nor did Show Management sign the forms.  Policy Number 
ADM-3004 states “the Convention Services Managers are responsible for gathering 
all charges for events and for ensuring that all paperwork is completed in its entirety 
and that Show Management should sign all service order forms if they are requesting 
services to be rendered.” 

• A client was charged $50 for 7 lost keys on the final settlement when the actual 
charge was $350 per the Lessee Work Order.  The error was not detected in two 
separate reviews of the final settlement by management. 

 
RECOMMENDATION 4 
 
Procedures should be strengthened to ensure adherence to management policies. 
 
AUDITEE RESPONSE
 
All individuals in the process of procurement of documentation will be held accountable for 
adherence to established policies.  Detailed notes explaining why the established procedure 
was not followed will be placed in the file, if the procedure was not followed as outlined. 
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RECOMMENDATION 5 
 
All forms requesting services should be properly completed and signed by Show 
Management. 

 
AUDITEE RESPONSE 
 
We concur and if the signature is unable to be attained, the form will note the reason. 
 
RECOMMENDATION 6 
 
The final settlement should be carefully reviewed to ensure all charges are calculated 
properly. 
 
AUDITEE RESPONSE 
 
We concur and will make certain that thorough reviews are conducted to ensure that all 
charges are calculated properly. 
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EXHIBITOR SERVICE ORDERS 
 
Exhibitors requesting ancillary services provided by the TCC complete a Service Order form 
for the applicable service and remit full payment to TCC either via credit card or check.  
There are two rates offered for each service, an advance rate is given for service orders 
postmarked 14 calendar days prior to the first day of event and a floor rate which is charged 
for orders requested less than 14 days through the end of the event.   
 
Our review of exhibitor Service Order forms disclosed, in some instances, exhibitor credit 
cards for service requests were not charged until several days after the service order was 
inputted into ConCentRICs.  This caused a delay in the remittance of funds from the credit 
card companies to the City.  In addition, waivers of the floor rate were not documented.  An 
unauthorized waiver of charging the floor rate represents a loss of revenue to the City. 
 
RECOMMENDATION 7 
 
Charges to exhibitor credit cards for services requested should be processed the same day 
that the service order is inputted into ConCentRICs. 
 
AUDITEE RESPONSE 
 
We concur.  The Guest Services Manager has revised the procedure (as of February 27, 
2006) to comply with this recommendation. 
 
RECOMMENDATION 8 
 
Waivers of charging the floor rate should be properly documented. 
 
AUDITEE RESPONSE 
 
We concur.  A new procedure will be drafted to comply with stated recommendation. 
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EXHIBITOR WORK ORDERS 
 
As stated previously, exhibitors request ancillary services provided by the TCC via 
completing a service order form.  Once the requested service(s) are inputted into 
ConCentRICs, the Operations Division (Division) generates an Exhibitor Work Order listing 
all the services requested.  It is used by the Division to install the services in event set-up.  
During an event, if an exhibitor needs an additional service, a Service Order form is 
completed at the Service Desk and the service is paid for prior to the service being provided.  
A new exhibitor work order is not completed for the additional service request, but rather the 
service is added to the original Exhibitor Work Order that was used during event set-up.  It 
was represented that Exhibitor Work Orders which do not have additional services added, are 
discarded after the event and only those that had additional services added are retained.  
Consequently, there is lack of assurance that all additional services are accounted for. 
 
RECOMMENDATION 9 
 
A new Exhibitor Work Order should be generated for additional services requested and 
attached to the applicable Service Order form(s) upon completion of the installation of the 
service. 
 
AUDITEE RESPONSE 
 
We concur.  The Fiscal Department will meet with the Guest & Exhibitor Services 
Department on or before April 17, 2006, to establish a new procedure for processing 
exhibitor work orders. 
 
RECOMMENDATION 10 
 
Exhibitor Work Orders should be retained and properly accounted for. 
 
AUDITEE RESPONSE
 
We concur.  A revised procedure was implemented on February 27, 2006, whereby all 
paperwork associated with an exhibitor order will be kept together and filed appropriately. 
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SYSTEM ACCESS 
 
Our review of the ConCentRICs user security profiles, revealed that proper separation of 
duties were not established over the inventory custody and record keeping functions.  A work 
order is required to withdraw inventory and items issued are charged to the work order.  We 
noted that the individual who maintains the inventory had the capability to issue a work order 
and record inventory withdrawals.  Thus, inventory could be misappropriated without 
detection.  Proper internal controls require the separation of the custody and record keeping 
functions. 
 
RECOMMENDATION 11 
 
The inventory custodian’s capability to issue work orders should be removed.  
 
AUDITEE RESPONSE 
 
We concur.  This recommendation was implemented on March 28, 2006, as the Operations 
Manager issued a memo to the ConCentRICs System Administrator to remove the inventory 
custodian’s rights to the inventory work order module. 
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EVENT LABOR HOURS  
 
Labor hours incurred on setting up events by Operations Division personnel was not 
monitored.  It was represented that certain building maintenance tasks can only be completed 
between events due to maintenance personnel being used to set up events.  As a result, 
building maintenance tasks that need to be completed may not be performed in accordance 
with the building maintenance program.   
 
ConCentRICs contains a Labor Administration module which is not utilized by TCC.  This 
module can collect all requests for labor, match them to the available pool, and create a 
schedule of people to work.  At the conclusion of an event, this module can update actual 
hours and send the labor charges back to the event for final billing.  The system can generate 
a variety of statistical reports to analyze labor.1

 
RECOMMENDATION 12 
 
A procedure should be established whereby labor hours are tracked and monitored for both 
event and building maintenance activities to ensure the adequacy of staffing resources.   
 
AUDITEE RESPONSE 
 
No response necessary.  Prior to the completion of audit, management had developed a 
procedure. 
 
RECOMMENDATION 13 
 
Management should determine if ConCentRICs’ Labor Administration module would be a 
useful tool to track labor. 
 
AUDITEE RESPONSE 
 
TCC management will explore the labor administration module to determine its benefit and 
effectiveness to the department  

                                                 
1 Product Demonstration Labor Administration: http://www.riccorp.com/htdocs/prodlab.htm 
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STANDARD OPERATING PROCEDURES  
 
The Operations Division’s Standard Operating Procedures manual had not been updated 
since June 1999.  Consequently, procedures may not be accurately or consistently applied in 
accordance with management expectations.  A revision is currently in process. 
 
RECOMMENDATION 14 
 
The revisions to the Standard Operating Procedure’s manual should be completed and 
distributed to employees.  Any significant change in operating policies or procedures should 
be updated promptly. 
 
AUDITEE RESPONSE 
 
We concur.  We are in the process of updating our Operations Division SOP.  We will 
complete the overall review of the SOP manual on or before September 30, 2006.  
Significant changes will be updated promptly as recommended. 
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