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Introduction and Background Information 
 

The City has established policies and procedures concerning employee parking in the downtown 

area. Administrative Orders 7-1, 7-2, 7-3 and 7-4 (copies attached) address the various parking 

policies and different type parking permits issued by the Parking Division of the Public Works 

Department.  

 

Zone “A” – City Hall Complex – work site: City Hall, includes the Promenade Lot on the south 

side of Tulare Street between the railroad tracks and “R” Street, and also the City Hall parking lot 

at the corner of Tulare and “P” Streets which is only for Official Vehicle Permit and Car Pool 

Permit employees. 

 

Zone “B” – Water Tower Complex – work sites: FPD Headquarters, City Hall Annex, Veteran’s 

Building, which includes Lots A, C, N, T and Convention Center Garage. 

 

All City employees must have his/her permanent work site in one of the two above established 

work site “Zones” and all employees must request the appropriate parking permit in writing by 

completing the “Employee Parking Permit Request Form” provided by the Parking Division of 

the Public Works Department. 

 

For FY11, the total actual Permit Parking revenues for all parking permit types, including non-

City employees working in the downtown area and contract parking fees, was approximately 

$1,100,000.               

 

Audit Scope and Objectives 
 

This audit was performed by the Principal Internal Auditor during June and July 2011. The 

primary objectives of this limited scope audit were: 1) to determine if all City issued parking 

permits have been issued in accordance with established City policies and procedures and that 

fees per the City’s approved Master Fee Schedule (MFS) were properly assessed and collected, 2) 

to test and determine the adequacy and accuracy of all documentation in support of all parking 

permits covered in this audit, and; 3) to identify any weaknesses in the parking permit processes, 

procedures and internal controls and to then propose appropriate audit recommendations to City 

Management to strengthen and improve such internal controls and related recordkeeping for all 

City issued parking permits.  

 

The various downtown parking contracts were also reviewed in conjunction with this audit but on 

a very limited basis. (See Section VI and Exhibit A in this report.) 

 

 

Audit Conclusion 
 

Overall, the Parking Division Manager and his limited staff should be commended for their 

efforts and professionalism in the issuance, recordkeeping and oversight of City issued parking 

permits. There are some areas, however, that were noted during the course of this audit that need 

to be addressed by the Department and Parking Division Management for improved internal 

controls and recordkeeping related to City issued parking permits. These areas are addressed 

throughout this audit report. 
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  Report Sections – Results and Recommendations 

 
 

I. City Issued Parking Permits – “Master Database” and Overall Parking Permit 

 Recordkeeping System and Related Documentation 

 

 A. Upon request of the Parking Division for their current “Master Database Parking  

  Permit  Listing” for all City employees as of June 9, 2011, Internal Audit was  

  provided a lengthy schedule of approximately 1,400 line items (employees).  

  However, during the course of the audit and related testing and verification from  

  the “Master Database Parking  Permit  Listing” to the actual Parking Permit  

  Applications/Forms on file in the Parking Division, there were only 640 active  

  City employees with current parking permits. The Master Parking Permit Listing  

  has not been updated on an ongoing basis, as it included over 700 employees  

  who had either left City service or no longer was in need of a City parking permit 

  for whatever reason. 

 

 B. The “Master Database Parking Permit Listing” is organized alphabetically by  

  employee name which is good; however, the different type Parking Permits 

  /City Parking Lot records/files located in the Parking Division are maintained by  

  Permit #. This difference in the manner in which these records are maintained  

  creates inefficiencies when wanting to quickly and easily research, verify or  

  make any type disposition of an employee’s parking permit. This is especially  

  true for the larger Lots/Employee Permit files, e.g. Promenade and “T” Lots. 

 

 C. Other miscellaneous audit findings per review of actual Parking Permit   

  Applications/Forms on file in Parking Division for all employees with parking  

  permits as follows: 

 

  ► Many employees changed parking lots during City employment;   

   however, Parking Permit Applications/Forms for the current Lot was not  

   filed in the correct Lot  Folder in the Parking Division; 

 

  ► “Parking Rules and Guidelines” (reverse side of Permit Form) not signed 

   by some employees as acknowledgement of such City rules and   

   guidelines as a parking permit holder; and 

 

  ► Parking Supervisor’s approval/signature not on many Parking Permit  

   Applications/Forms on file in the Parking Division. 

 

 Audit Recommendations 

 

 1. The Parking Division staff should review the “Master Database Parking Permit  

  Listing” and compare to all current and active City employees who possess a  

  City issued parking permit at the time of their review. Based on that review, the  

  “Master Permit Listing” should be updated so that it only contains current and  

  active parking permit holders in the City for improved efficiency and ease of  

  research and reference purposes. 
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 Management Response to Recommendation 1 

 

 Parking Services will initiate a review of the data base and verify through Personnel its 

 currency.  Parking Services will also be evaluating the data base and how it can be 

 improved.  We estimate that within 90 days of this report a new data base can be 

 developed.  Estimated Completion Date: September 30, 2011. 

      

 2. In conjunction with the implementation of recommendation 1 above, all Parking  

  Permit “Lots/Garages” files which contain actual Parking Permit Applications  

  should be organized in an alphabetical format to  coincide with the “Master  

  Database Parking Permit Listing” for ease of research  and parking permit  

  transactions by employee versus parking permit numbers.  

 

 Management Response to Recommendation 2 

 

 All employee files containing the Parking Permit applications will be organized in 

 alphabetical order coinciding with the data base.  Estimated Completion Date:  

 September 30, 2011. 

 

 3. The Parking Division Supervisor and staff should ensure that all City employees  

  have signed the Parking Permit Application Forms as acknowledgement of  

  City policies and procedures related to parking permits. The Parking   

  Division Supervisor should also ensure that he (or other designee) has signed and 

  approved all Parking Permit Applications for documentation and audit trail  

  purposes. 

 

 Management Response to Recommendation 3 

 

 Our counter staff is re-trained to ensure that prior to an employee leaving the parking 

 counter they will inspect the application.  Those Applications returned via mail will be 

 sent back to the applicant if not properly signed. 

 

 

II. Official Vehicle Permits (OVP’s) 

 

 Official Vehicle Permits (OVP’s) may be issued to employees when assignment of a 

 City vehicle is not feasible, they meet the established criteria, and only for conducting 

 City business (copy of AO 7-3 attached for reference purposes). 

 

 As of June 12, 2011, there were a total of 159 OVP Parking Permits issued to City 

 employees who were paying the $20 per month permit fee, in accordance with the City’s 

 Master Fee Schedule. However, during the audit of OVP’s and related parking permit 

 files and payroll deductions for such parking permits, the following audit exceptions were 

 noted: 

 

 ► AO 7-3 specifically states that OVP’s are for City of Fresno employees only;  

  however, it was noted that several Non-City staff/outside agencies have been  

  provided OVP’s by the Parking Division and with no cost to the  individuals/ 

  agencies, i.e. County Board of Supervisor members, County Administrative  

  Officer, District Attorney, Council of Fresno County Governments, City of  
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  Clovis and ACE Parking, Inc. employees. There was also no written   

  authorization/approval from the City Manager’s Office for these OVP’s to be  

  issued to these individuals/outside agencies. 

 

  AO 7-4, Visitor Temporary Permits, allows for these “temporary” permits to be  

  issued to outside contractors, commission/committee members or other   

  governmental agencies who conduct business at City Hall. The fees associated  

  with these Visitor Temporary Permits can also be waived by the City Manager or 

  his designee, as considered appropriate. 

 

 Audit Recommendation 

 

 4. The Parking Division Manager and/or Department Director should either obtain  

  written authorization/approval from the City Manager’s Office for the issuance of 

  these specific OVP’s and maintain this documentation on file  in the Parking  

  Division for reference purposes and amend AO 7-3 accordingly, or utilize AO 7- 

  4 Visitor Temporary Permits for these non-City  staff and governmental agencies 

  who conduct business at City Hall. 

 

 Management Response to Recommendation 4 

 

 Parking has drafted changes to AO 7-4 Visitor Temporary Permits that will now include 

 the aforementioned.  A Visitors Permit that meets the required criteria with approvals

 will be issued in lieu of the OVP.  Changes to 7-3 Official Vehicle Permits will also be 

 changed to simplify the process on approval designees.  Both AO changes are being 

 drafted but it will take approximately 6 months to get them updated.  Estimated 

 Completion Date:  November 2011. 

 

  

 ► AO 7-3 specifically states that the City Manager will authorize (approve) OVP’s  

  for City Council Members, their Assistants, and all Department Directors.  

  However, it was noted during the audit that none of these individuals who  

  currently have a City OVP were formally authorized to obtain such parking  

  permits by the City Manager. 

 

 Audit Recommendation 

 

 5. The OVP’s for City Council Members, their Assistants, and all Department  

  Directors should be formally approved by the City Manager, as required by AO  

  7-3, or, by the City Manager’s authorized designee, e.g. Assistant City Manager,  

  DPW Director or City’s Parking Division Manager for improved internal controls 

  over these parking permits. 

 

 Management Response to Recommendation 5 

 

 AO 7-3 Official Vehicle Permit Program is being amended that will streamline the 

 approval process.  Added will be a CMO Designee and the Parking Manager. 
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 ► An employee who started employment with the City of Fresno in March 2003  

  was issued an OVP and was still in possession of, and using, this parking  

  permit as of the audit date; however, it was determined through this audit and  

  related payroll deduction documentation that the employee was only  paying  

  $15 a month versus the $20 per month fee per the Master Fee Schedule for this  

  special parking permit. As a result, the employee has  underpaid the City  

  approximately $500 for the OVP as of June 2011. 

 

  Note: Internal Audit informed the Parking Division Supervisor of this audit  

  finding at the time of discovery and it was immediately corrected for the proper  

  OVP fee going forward, and the applicable employee was also informed by the  

  Parking Supervisor of the change to his payroll deduction. 

 

 Audit Recommendation 

 

 6. The Parking Services Division Supervisor or other staff should obtain the current  

  parking permit payroll deduction report from the Finance Department’s Payroll  

  Division at least once or twice a year and compare the report to  all active  

  parking permit holders to ensure the proper parking permit fee per the MFS is  

  being deducted accordingly. 

 

 Management Response to Recommendation 6 

 

 The AO is being updated to require this reporting. Estimated Completion Date:  

 November 2011. 

 

 

 ► As the AO 7-3 related to the City’s Official Vehicle Permit Program is almost 8  

  years old, it may be appropriate for the Department and Parking Division  

  Manager to review and revise this particular AO for any additional needed  

  procedures, documentation and  internal controls related to these special parking  

  permits for City employees, e.g. as noted above. 

 

 Audit Recommendation 

 

 7. The Parking Division Manager should review and revise/update AO 7-3 as  

  considered appropriate for improved procedures, efficiencies and internal  

  controls related to OVP’s. 

 

 Management Response to Recommendation 7 

 

 The AO is being updated with an estimated completion date of November 2011. 

 

       

III. Car Pool Permits 

 

 Per AO 7-1, carpool applicants must be permanent City employees assigned to the Zone 

 “A” or Zone “B” work areas. Car pooling exists when one vehicle is used “to transport 

 more than one employee to his/her work location in the downtown area, a minimum of 

 three times a week”. 
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 As of the audit date, there were 15 active car pool permits issued by the Parking Division 

 and in use by various City employees. Internal Audit performed various audit procedures, 

 including the comparison of Car Pool Permit Applications information on file in the 

 Parking Division to email “confirmations” from all car pool employees. The internal 

 auditor also performed actual observations of  all vehicles parking in the car pool stalls 

 on three consecutive days and documented his findings. Various exceptions were noted 

 as a result of the audit of car pool permit holders, as follows: 

 

 ► Vehicle license #’s of three vehicles observed parking in car pool stalls did not  

  agree to the license #’s on the Car Pool Permit Applications on file in the Parking 

  Division; and one car pool employee (rider) did not provide their vehicle license  

  # to the Parking Division at the time the application was submitted;  

 

 ► Two car poolers (drivers) for two different car pool stalls did not have active  

  riders at the time of the audit (one had left the City two months ago and one had  

  recently retired from the City, with neither drivers replacing their riders, as  

  required by AO 7-1. Note: As a result of this audit and communication of such  

  findings to the employees and to the Parking Division Supervisor, both car pool  

  permits were turned into the Parking Division. 

 

 Audit Recommendation 

 

 8. The Parking Division Supervisor or his designee should perform random, e.g.  

  every 6 months, observations of City Car Poolers and note their respective  

  vehicle license numbers and the number of riders to ensure compliance with AO  

  7-1 and for improved internal controls and accountability over these parking  

  stalls.  

 

 Management Response to Recommendation 8 

 

 Every 6 months the Parking Manager or his designee will perform a physical check of the 

 carpooler roster to include proper usage, and appropriate vehicle information, and include 

 type and license plate. 

 

 

IV. Residential Parking Permits 

 

 Per the Parking Services Division “Standard Operating Procedures” dated 10/13/08 (copy 

 attached for reference purposes), “any  citizen living within a residential parking district 

 may be issued a total of 5 parking permits; one for their home, and one for each  vehicle 

 registered (maximum 4) to their  address”. These permits are valid for 12 months from 

 October 1 to September 30. Per the same Parking Services Procedures, the first permit is 

 free and each additional permit  (maximum 4) is $19 each. 

 

 As a result of our audit procedures performed and tests of supporting documentation 

 related  to the issuance of residential parking permits by the Parking Services Division, 

 the following audit findings were noted: 

 

 ► The Parking Services Division issues residential parking permits based on the  

  submission and verification of the required documentation per established  
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 Division Procedures for Parking Districts 1, 2, 5, 6, 7, 9 & Garland. Fees are   

 assessed and collected by the Parking Division in accordance with their    

 Division Procedures and the City’s Master Fee Schedule. However, the    

 “residential parking permit database” that documents the issuance of such   

 parking permits does not include the date the permit was issued or the Cashier    

 Memo Number.  Without this critical information, it is very difficult and time   

 consuming to locate the actual transactions for the issuance and sale of residential  

 parking permits, i.e. very weak audit trail, both for the Parking Division staff as   

 well as for audit purposes. 

 

 Audit Recommendation 

 

 9. The Parking Services Division staff should immediately commence entering the  

  date a residential parking permit is issued and the related Cashier Memo number  

  into the residential parking permit “database” for improved internal controls and  

  adequate audit trail. 

 

 Management Response to Recommendation 9 

 

 Parking Service ensures that dates will be affixed to the permit, the cashier memo, and 

 the data base, ensuring that all three reflect the same date.  Parking will coordinate with 

 the individual Council District and determine why there is not a fee being charged. 

 

 

 ► Per the Parking Services Division, City Council staff do issue, on occasion,  

  residential parking permits to individuals within Parking Districts 3 & 4 separate  

  from the Parking Division; however, no fees are assessed for these parking  

  permits by the City Council staff. 

 

 ► The City’s Master Fee Schedule for “Residential Permits” (copy attached for  

  reference purposes) only stipulates that the first residential permit is “no charge”  

  and additional vehicles are $19 per year, i.e. the MFS does not address any  

  specific Parking Districts by number within the City as either “no charge” or  

  “charge”, nor does it include any “maximums” for vehicles after the first vehicle  

  versus the Parking Division Procedures that stipulates “maximum 4”. 

   

 Audit Recommendation 

 

 10. The Department Director and/or Parking Services Division Manager should  

  ensure that the MFS section related to residential parking permits (page 172) is  

  being complied with on a consistent and citywide basis, i.e. by both the Parking  

  Services Division and City Council staff. If it is determined that different policies 

  and permit fee assessment practices will continue between the Parking Division  

  and City Council staff, this should be documented and approved by the City  

  Manager’s Office, and the MFS and Departmental procedures should be revised  

  accordingly. 

 

 Management Response to Recommendation 10 

 

 Parking Services has surveyed both districts and has recommended to the District #5   
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 Council Member that both residential parking districts be removed.  The two major  

 entities that caused both districts creation have been eliminated.  Council Action will be 

 required to eliminate both.  Estimated Completion Date: January 2012. 

 

 

 V. Visitor Temporary Permits 

 

  AO 7-4 addresses the City’s policies and procedures for the issuance and fee assessments 

 related to temporary parking permits for visitors (or City staff) from outside the 

 downtown area and in conjunction with City related functions or business at City Hall. 

       

 Per discussions with Parking Division Management during the course of this audit, it was 

 indicated that the use and implementation of this particular AO by the Parking Services 

 Division or by other City Departments related to visitors to City  Hall was not occurring 

 or, if it was utilized, it was very limited citywide. Based on this information, no detailed 

 audit procedures were performed related to these type parking permits.  

 

 As this  AO is almost 8 years old, it appears appropriate  for the Department and Parking 

 Division Manager to review and revise this particular AO for any additional needed 

 procedures, documentation and internal controls related to these type parking permits for 

 visitors to City Hall, and for its continued existence within the City’s organization. 

 

 Audit Recommendation 

 

 11. The Parking Division Manager should review and revise/update AO 7-4 as  

  considered appropriate for improved procedures, efficiencies and internal  

  controls related to Visitor Temporary Parking Permits.   

 

 Management Response to Recommendation 11 

 

 Concur.  The AO is being updated.  The Personnel Division has provided the templates 

 and we are in the process of making changes.  Estimated Completion Date: February 

 2012. 

 

 

 VI. Downtown Parking Contracts and Miscellaneous Permits 

 

  In conjunction with this Parking Permit audit, two additional areas were reviewed but no 

 significant audit procedures were performed due to the nature of these two areas and time 

 constraints, as follows: 

 

  A. Downtown Parking Contracts 

 

   ► As of the date of this audit report and based on information provided to  

   Internal Audit by both the City’s Parking Manager and ACE Parking  

   Manager, there are eight (8) separate parking contracts between the City  

   of Fresno and various entities (primarily governmental) for downtown  

   parking. Based on this  information and Internal Audit’s review of each  

   Parking Contract and related parking rates, Exhibit A attached to this  

   audit report was prepared by Internal Audit. 
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    This schedule is primarily being provided as informational purposes for  

   City Management’s review and to document the various parking permit  

   rates for these entities as compared to the City’s recently approved  

   (Effective 7-1-11) Parking Permit rates for both monthly uncovered  

   ($75) and covered ($90) for all other individuals who park at City lots  

   and garages downtown. As reflected on Exhibit A, the parking rates for  

   these various contractors vary significantly and are also well below the  

   parking permit rates of $75 for uncovered and $90 for covered  parking 

   for “non-contracting” individuals. 

 

   Audit Recommendation 

 

   12. The Department Director and/or Parking Division Manager should  

   continue their ongoing efforts in the renegotiation of these various  

   downtown parking contracts for the City to ensure the assessment of   

    reasonable and appropriate parking permit rates/fees for these parking  

   lots and garages, and to help defray the  ongoing maintenance expenses  

   of such  City lots and garages. 

 

   Management Response to Recommendation 12 

 

   Efforts will continue to update and eliminate these contracts that put a strain on  

  the revenue required to mitigate Parking Services Debt. 

 

 

   ► It was also noted that the current MFS (page 169) contains a section  

   entitled  “Special Rates Established by Agreement”. This section of the  

   MFS contains only two of the eight downtown parking contracts   

   included in Exhibit A to this report. In addition, the MFS rates for these  

   two contractors do not agree with the current rates as per Exhibit A. 

 

   Audit Recommendation 

 

   13. The Parking Division Manager should omit the current “Special Rates  

   Established by Agreement” section in the MFS (page 169) since the  

   parking terms, conditions and established parking permit rates are  

   established outside the MFS process via the City and outside entities  

   parking contracts approved by City Management and City Council. 

 

   Management Response to Recommendation 13 

 

   The Special Rates section will be eliminated from the MFS via action.  It will be  

  included in a MFS update that should be scheduled for the end of August 2011.   

 

  B. Miscellaneous Downtown Permits 

 

   The current MFS (page 172), under “Parking, Downtown”, contains the   

  following: 

 

    Permit parking (“G, “E”, and “F” Street Lots) 
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     See rates under Parking Permits 

    Monthly per vehicle 

    Annually per vehicle    $83 

 

   Upon inquiry by the internal auditor of the Parking Manager regarding these  

  particular permits and rate, he indicated as to the best of his knowledge, this  

  section of the MFS has existed for several years but had not been used for  

  many years by the Parking Division. The Parking Division records also did not  

  reflect any transactions  related to these type permits during the audit. 

 

   Audit Recommendation 

 

   14. The Parking Division Manager should determine the need for these type  

   parking permits in the City and the related section in the MFS and take  

   the appropriate action to address this audit finding. 

 

   Management Response to Recommendation 14 

 

   The rates are being eliminated from the MFS as part of an MFS update scheduled 

  for August 2011. 
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Exhibit A

Public Works Department - Parking Services Division
                        Downtown Parking Contracts

As of 8/22/11
Uncovered Parking Rate $75 per month Effective 7/1/11 per MFS

Covered Parking Rate $90 per month Effective 7/1/11 per MFS

Contractor's Name
Date of 

Contract

Terms of 
Contract & 

Expiration Date
Number of Parking Stalls & 

Location
Current Contract Rate & Parking 

Revenues Received Internal Auditor Comments

Club One 7/1/11 6/30/12
Garage #8 Underground - 

100 Parking Stalls

100 parking stalls for a flat rate 
of $6,000 per month ($60 per 
stall); $72,000 yearly (Paid to 
ACE then deposited to City's 
Bank)

Contract recently amended 
to extend it additional year

Judicial Council of CA 
Administrative Office of the Court 6/1/10 6/30/12

Stadium Parking Lot - 240 
Parking Stalls

240 parking stalls @ $33 per 
stall; $95,040 yearly (Paid 
directly to City)

Contract in process of being 
amended

Fresno County Office of Education 
(FCOE) 5/28/93 5/28/23

Garage #8 Underground - 
100 Parking Stalls

169 parking stalls @ $40 per 
stall; $81,120 yearly (Paid to ACE 
then deposited to City's Bank)

Contract in process of being 
amended

Housing Authority 5/21/93 5/20/23 Garage #9 - 26 Parking Stalls

26 parking stalls @ $21.33 per 
stall; $6,655 yearly (Paid directly 
to City) No change in process

 

Small Business Administration 
(SBA) 12/9/10 12/8/20 Promenade Lot

108 parking stalls@ $30 per stall; 
$38,800 yearly (Paid to ACE then 
deposited to City's Bank) No change in process

Fresno County Employees 6/30/10 6/30/12
Convention Center Garage - 

other garages as needed

233 parking stalls @ $35 per 
stall; $97,860 yearly (Paid 
directly to City)

Contract extended 
additional year

IRS Employees 2/2/04 3/31/2012 Boxcar Lot

100 parking stalls @ $35 per 
stall; $42,000 yearly (Paid 
directly to City)

Recently exercised Option 
Period Three of Contract

Federal Courthouse Employees no contract no contract Convention Center Garage

69 parking stalls @ $60 per stall; 
$49,680 yearly (Paid to ACE then 
deposited to City's Bank)

Contract should be 
developed and executed 

between the IRS and City for 
parking

Total Annual Parking Revenue $483,155

Prepared by Bob Koury, Internal Audit, City of Fresno - DRAFT/CONFIDENTIAL
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