
 

 

INTERNAL AUDIT DEPARTMENT 

Report Number: 2022-03 
 

FINAL CONSULTING REPORT – Survey of Parks 
Tennis and Aquatics Professional Lesson & Revenue 

Collection Practices   
 

February 3, 2022 
 

 
Latona Thomas, CPA, CIA Director 

Erica Brooks Peters, CPA, Senior Internal Auditor 
Tenaye Francois-Arneson, CIA, CFE, Senior Internal Auditor 

Margarite Benevento, Senior Internal Auditor 



 
Table of Contents 

 
Transmittal Letter .......................................................................................... Page   i 

Background ...................................................................................................... Page   1 

Results of Consulting Review...................................................................... Page   2 

Management’s Expectations on How Private Lessons Are Handled  
Should be Documented and Consistently Applied ........................ Page   3 

Recommendation 1: .............................................. Page 5 

Controls Over the Billing, Collection, and Recording of Revenue 
Need Improvement ........................................................................ Page   6 

Recommendations 2 - 4: ................................................. Page 10 

Contract Management Practices Should be Reinstated .............. Page   11 
Recommendation 5: ........................................................ Page 11 

Appendices 
Appendix I – Detailed Objectives, Scope, and Methodology .................... Page   13 

Appendix II – Abbreviations  ................................................................... Page   14 

Appendix III – Major Contributors to This Report ................................... Page   15 

Appendix IV – Final Report Distribution List .......................................... Page   16 

Appendix V – Outcome Measures ........................................................... Page   17 

Appendix VI – Auditee’s Response ......................................................... Page   18 

 

 

 

 



 

 

 

 
February 3, 2022 

 
 

MEMORANDUM  
 
TO: Dr. Jackie McMorris, County Manager  
 
FROM: Latona Thomas, CPA, CIA, Director  
  
SUBJECT: FINAL CONSULTING REPORT – Survey of Parks Tennis and Aquatics 

Professional Lesson & Revenue Collection Practices   
 
Attached for your review and comments is the subject final consulting report.  The overall 
objectives of this review was to identify control weaknesses in the existing process and make 
recommendations that would ensure the methodology used to assign coaches to private lessons is 
in compliance with the Cobb County (County)’s Conduct and Performance Policy and provide 
reasonable assurance that the methodology is consistent across tennis and aquatics locations, is 
fair and equitable for all coaches, and that the revenue collected is accurate based on the revenue 
earned.  

Impact on the Governance of Cobb County 
The recommendations, when implemented, will ensure compliance with County policy and 
strengthen controls over the revenue earned for the tennis courts rented by the tennis professionals 
and the swim lane fees paid for private lessons. Citizens and County leadership can be assured that 
private lessons are managed in a fair, equitable, and consistent manner and corresponding revenue 
earned is collected properly, complete, and accurate across all tennis and aquatic center locations.  

Executive Summary 
Upon review of the County’s Conduct and Performance Policy, we determined that the practice of 
allowing employees to teach private lessons is both an actual and perceived conflict of interest. If 
Parks Management determines to allow full-time employees to teach private lessons, specific and  
documented safeguards would need to be in place. We also determined that the revenue collection 
practices need improvement to ensure revenue is recorded in the system when earned and to ensure 
consistency across locations. 

 

 
 



 

 ii 

 

Recommendations 
We made five (5) recommendations to ensure compliance with the County’s Conduct and 
Performance Policy and strengthen the controls over the collection of revenue. The 
recommendations are documented in the ‘Results of Consulting Review’ on Pages 3 - 10. 

 
Responses 
The Parks Director provided a response to our draft report and concurred with all five 
recommendations. The complete responses to the draft report are included in Appendix VI.  Parks 
has initiated the referenced corrective actions, with an expected completion date of December 
2022.  We will perform a follow-up on corrective action in one year from the date of this report. 
A copy of this report will be distributed to those affected by the report recommendations, as 
reflected by the distribution list in Appendix IV.  Please contact me at (770) 528-2559 or Erica 
Brooks Peters at (770) 528-2558 if you have questions.    
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Background 
 

Mission1 
The mission of Parks, Recreation and Cultural Affairs (Parks) is to be an accountable steward of 
public park lands and recreation resources and an efficient provider of quality, wholesome leisure 
services to benefit the body, mind and spirit of all Cobb County residents. 

Summary1 
The Parks Department provides a variety of parks and recreational programming opportunities and 
state of the art facilities to County residents. Athletic, artistic, therapeutic and educational 
services/programs are offered by the department and by working closely with other service-
oriented organizations. 

 Administration Division – Performs human resource functions for department employees, 
aids in the administration of the department budget and responds to public inquiries 
concerning the park system. 

 Operations Division – Maintains over 6,000 acres of park land, 90 park properties and over 
230 buildings. Conducts all daily and preventative maintenance on these properties. 
Coordinates all construction activities for the department. 

 Services Division – Includes Cultural Affairs and Recreation Services 

o Cultural Affairs – Provides art programming/rental opportunities at 4 art centers, 1 
theater, 1 amphitheater, Miller Park including the event center, and the Cobb Civic 
Center. 

o Recreation Services – Provides recreational programming/rental opportunities at 5 
recreation centers, 5 community centers, 6 tennis centers, 4 indoor aquatic centers, 2 
outdoor pools, 1 gymnastic center, 2 environmental education centers, 2 BMX tracks, 
3 dog parks and 169 ballfields.  The following programs are offered within the 
Recreation Services. 
 Aquatics 
 Tennis 
 Golf 
 Gymnastics 
 Child and Adult Athletics 
 Therapeutic Recreation 
 Recreation Centers 

 

 
 
 

 
1 Source: FY2021-2022 Biennial Budget Book.  
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Tennis and Aquatics Staffing 
Both the tennis and aquatics programs report to the Parks Services Division Manager. The tennis 
program has one part-time Manager responsible for all tennis centers and each of the six tennis 
centers has a full-time Coordinator position responsible for the tennis program at that location. 
Similarly, the aquatics program has one part-time Manager over all aquatic facilities and each of 
the four indoor aquatics pools has a full-time Coordinator responsible for the aquatics program at 
that facility. 
 
Financial Analysis 
Parks uses the CivicRec2 software solution to schedule classes and register citizens for tennis and 
aquatics classes.  CivicRec is also used as a point of sale (POS) software at each tennis and aquatics 
facility for the collection of fees for tennis court rentals and swimming pool access. In fiscal year 
(FY) 2020, the County’s revenue was approximately $791k for the aquatic’s unit and $303k for 
the  tennis unit. Expenditures related to the professional service fees in FY2020 were 
approximately $51k and $22k for aquatics and tennis classes, respectively. Professional service 
fees include vendor payments to professional instructors for the County classes. Professional 
instructors receive 70% of the revenues for the classes they teach, while the County receives 30%.   
 
Purpose of the Project 
This consulting project was initiated at the request of the Public Services Agency and Parks 
Department Director.  The scope of the project included tennis and aquatics programs where 
private lessons were being provided by County employees prior to November 2021.  

 

 

 

  

 
2 CivicRec is a complete online solution for local government community parks and recreation departments. This Parks 
management platform features tools for activity registration, facility management, and point-of-sale (POS) transactions, together 
with integrated capability for managing memberships, instructors, ticketing or organizing sports leagues.  
[Source: https://www.civicplus.com/civicrec/recreation-software]   

https://www.civicplus.com/civicrec/recreation-software
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Results of Consulting Review 
 

Our overall objective was to identify control weaknesses in the existing process and make 
recommendations that would ensure the methodology used to assign coaches to private lessons is 
in compliance with the Cobb County (County)’s Conduct and Performance Policy and provide 
reasonable assurance that the methodology is consistent across tennis and aquatics locations, is 
fair and equitable for all coaches, and that the revenue collected is accurate based on the revenue 
earned. Our initial procedures consisted of understanding the expectations and goals of the tennis 
and aquatics recreational programs. We interviewed the Parks Director and Services Division 
Manager, reviewed the Tennis Employee Unit Handbook and Aquatic Unit Operations Manual, 
and performed financial analyses. We also conducted onsite interviews and observed the available 
documentation at each tennis and aquatic center. We reviewed the current practices against the 
County’s Conduct and Performance Policy to determine if a conflict or perceived conflict of 
interest existed. Our procedures also included documenting the current process for scheduling 
private lessons and the collection of revenue from tennis professionals and lifeguards for rented 
courts and swim lanes, respectively.  

Management’s Expectations on How Private Lessons Are Handled 
Should be Documented and Consistently Applied  

Prior to November 20213, the Tennis Coordinators were permitted to give private lessons at the 
tennis centers they managed, and full-time aquatics employees other than the Aquatics Coordinator 
were permitted to give private lessons. Part-time lifeguards that qualify are currently permitted to 
give private lessons. Both the Tennis Employee Unit Handbook and Aquatic Unit Operations 
Manual briefly describes how private lessons are to be handled upon inquiry by a patron; however, 
management’s expectations around full-time employees giving private lessons are not 
documented.  In addition, we noted that not all tennis professionals and lifeguards give private 
lessons.  Concerns were raised as to the fairness to all professional tennis coaches, potential 
conflicts of interest with such practices, as well as compliance with the County’s Conduct and 
Performance Policy.  Summaries of the private lesson methodologies are included in the following 
pages.   

Tennis Centers  
Table 1 on the next page describes how private lesson referrals are handled for the six tennis 
centers.  There are three locations where the Tennis Coordinator assesses the skill level or 
goals/interest of the patron before referring to a specific tennis professional (i.e. Harrison, 
Sweetwater and Lost Mountain). Prior to the suspension of lessons, the Tennis Coordinators at 
Sweetwater and Lost Mountain were also permitted to give private lessons. In addition, the 
Coordinator is responsible for managing the tennis center court reservations.  As such, the Tennis 
Coordinator who is responsible for referring potential clients and reserving court times was also 
able to give private lessons for personal gain. Therefore, the Tennis Coordinator with direct access 
to patrons looking for tennis instruction could also select new clients for him/herself.   

 
3 The Parks Director suspended private lessons by Tennis Coordinators and full-time Aquatics staff until the process could be 
evaluated for equity and consistency. 
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Although private lessons are not directly assigned by the Tennis Coordinators at any location, there 
is both an actual and perceived conflict of interest as it relates to equity among professional tennis 
coaches. The Tennis Coordinator manages and coordinates the activities for the facility, receives 
requests for lessons either directly or indirectly, competes for clients with other professional tennis 
coaches, and is in a position to reserve their preferred court times over that of other professional 
tennis coaches.  

In addition, this practice is not in compliance with the County’s Conduct and Performance Policy. 
Section 4.C.3.(c) and (d) states, “No employee shall use and/or attempt to use his/her official 
position or any resource within his/her trust or perform his/her official duties to secure a special 
privilege, benefit or exemption for him/herself or others; No employee shall disclose or use 
privileged information or information not available to members of the general public and gained 
by reason of the employee's official position for personal gain or advantage or to provide any other 
person or entity with an actual or potential advantage.”  We determined that additional safeguards 
need to be implemented if Parks were to reinstate this privilege for Tennis Coordinators and to 
ensure compliance with the County’s Conduct and Performance Policy. These safeguards need to 
be documented in the Tennis Employee Unit Handbook, monitored for compliance by the Tennis 
Manager, and formally agreed upon by the Tennis Coordinators.   

 
 Tennis Centers Private Lesson Methodology 

Location 

Coordinator 
Gives 

Private 
Lessons at a 

County 
Facility 

Coordinator 
Assigns Private 

Lessons 

Coordinator assesses 
skill level or 

goals/interest and 
then makes a referral 

to a select tennis 
professional 

Coordinator gives 
the contact info for 

all tennis 
professionals  

(No assessment or 
referral) 

Harrison No No X  

Terrell Mill No No  X 
Fair Oaks No No  X 

Sweetwater Yes No X  

Kennworth No No  X 
Lost 

Mountain Yes No X  

           Table 1 – Source: Interviews with Parks staff and available documentation. 

Indoor Aquatics Pools 
Table 2 on Page 5 summarizes  how private lessons are handled for the four indoor aquatic centers. 
Prior to the suspension of private lessons, three aquatic centers (i.e. Mountain View, Central and 
West Cobb) permit full-time employees, excluding Aquatics Coordinators, and part-time 
lifeguards to teach private lessons based the lifeguard’s availability to work and teach County 
classes. However, full-time employees were not teaching private swim lessons at all locations.  
Lifeguard/instructors wishing to teach private lessons must first contact the Aquatics Coordinator 
to gain permission to teach during pre-approved periods and locations in the facility. Patrons 
complete a private lesson request form at each facility, which is placed into a binder and made 
available to all eligible instructors. In addition, all employees giving lessons are required to do so 
outside of their assigned working hours.   
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The Facility Coordinators are not providing private lessons, no special privilege or individual 
advantage is provided to any specific lifeguard/instructor, and each lifeguard/instructor is given 
equal access to patrons requesting private lessons.  As such, we did not find a specific conflict of 
interest for the aquatic centers regarding equity among full and part-time employees teaching 
private lessons; however, an actual or perceived conflict does exist with the County’s Conduct and 
Compliance policy. Similar to the Tennis centers, safeguards would need to be implemented to 
ensure compliance with the County’s policy, be documented in the Aquatic Unit Operations 
Manual, and agreed upon by the lifeguards/instructors.   

 Aquatics Private Lesson Methodology 

Location 

Facility Offers 
Private 
Lessons 

Coordinator 
Gives Private 

Lessons 

Coordinator 
Assigns Private 

Lessons 

Instructors 
Arrange Private 

Lessons 
(After Pre-approval) 

Mountain View Yes No No Yes 
South Cobb4 No N/A N/A N/A 

Central Yes No No Yes 
West Cobb Yes No No Yes 

  Table 2 – Source: Interviews with Parks staff and available documentation. 
 
The Tennis Employee Unit Handbook and Aquatic Unit Operations Manual should reflect whether 
this is acceptable to the Department and also provide Management’s expectations of how these 
practices are to be handled. Established practices are critical to ensure that each center handles 
private lessons in a consistent manner.  

Recommendation 
The PARKS Director should:  
Recommendation 1:  Determine if any full-time employees should be allowed to give private 
lessons and consult with the County Attorney’s Office on the decision made. The final decision 
should be formally documented along with the expectations and requirements for employees to 
participate in the department employee handbook and manual. There should also be a formally 
documented agreement with the employee and monitoring in place to ensure compliance with the 
County’s Conduct and Compliance policy.   
Auditee Response:  Concur. The Internal Auditor has determined that active and perceived 
conflicts arise in the teaching of private lessons by full-time tennis coordinators.  There is much 
discussion at PARKS about ways to remove those perceived conflicts and we feel that those 
perceptions will continue if this practice is allowed.  Full-time Tennis Coordinators have been 
advised, in writing, that this practice has been discontinued.  We will be updating our Policy and 
Procedure Manual during the 2022 year.  This process will be starting from scratch as the previous 
manual was adopted in the 80’s and not updated since the mid 90’s.   

 
4 South Cobb aquatic center is a recreational pool. Though the location offers classes, private swimming lessons are not offered at 
South Cobb 
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Once this new manual is complete, it will include all policies, procedures, expectations, 
requirements, ordinances, etc. that our staff would need to understand the roles and responsibilities 
for all full-time, part-time and seasonal staff.  Since we are early in the process, we expect the full 
manual to be completed by the end of 2022. Once the manual is complete all staff will sign for and 
acknowledge receipt of this manual. Until our Policy/Procedure Manual is complete, the updates 
will be added to the individual unit handbook by the Services Division Manager 

 

Controls Over the Billing, Collection, and Recording of Revenue Need 
Improvement  

The process of billing, collection, and recording of fees for tennis professionals and aquatics 
lessons are inconsistent between locations and inconsistent between programs.  Below is a 
synopsis of the inconsistencies noted.  

Professional Tennis Lessons 
For tennis, the process of billing and collection of payments from tennis professionals for court 
time is inconsistent between locations. The payments are collected either daily, weekly, or 
monthly.  Refer to Table 3 on Page 8.  Professional tennis coaches are charged a fee of $7.50 per 
hour for each tennis court used while conducting non-Cobb tennis classes. A prior audit 
recommendation5 indicated that tennis professionals should pay for court time in advance. 
However, collecting fees in advance from tennis professionals for court time was determined to be 
inefficient for some locations due to weather or other cancellations. Therefore, some tennis centers 
are collecting revenue on the day the courts are used while others are billing and collecting weekly 
or monthly. The Tennis Unit Employee Handbook states in the reservation procedures section that 
court fees must be paid upon arrival; however, this is not the practice across all tennis center 
locations. The timeline for calculating the amount due and collecting payment differs among the 
tennis centers with some requiring daily, weekly or monthly payments.  

As indicated in the Table 3 on Page 8,  the revenue for court time is not entered into the CivicRec 
system (i.e. the system) until payment is received. Court use is tracked using reservation books at 
all locations except Fair Oaks, which uses a separate Court Usage Log.  The Fair Oaks tennis 
center maintains the credit card information in the system to collect payment each week.  The 
Payment Card Industry (PCI) Security Standards Council  requires that businesses that collect, 
transmit or store PCI data (i.e. credit card or cardholder data) comply with certain standards, 
including the protection and encryption of data. Significant fines and penalties are assessed for 
non-compliance, in addition to legal fees and reputational damage. Though not tested for 
compliance in this project, there is an increased potential risk to the County by maintaining credit 
cards for vendors, customers, citizens, etc. Since the actual court usage is not recorded in the 
system, the revenue is not recorded until the payment is received rather than when the revenue is 
earned. 

 

 
5 Refer to the Final Report: Review of the Controls over Revenue Processed Through the Class System - issued January 6, 2015.  
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As such, we found that outstanding balances due from tennis professionals for court time were 
maintained off the books instead of within the CivicRec system. We were unable to substantiate 
the outstanding balances without significant manual analyses and discussions for clarification. 
Revenue for court time should be recorded within the system on the date the courts are used by the 
tennis professionals. This would ensure any accounts receivable balances are formally tracked 
within the system. Though the system is used to record payments from professional coaches upon 
receipt, the system is not used to record court time. Therefore, the revenue for the courts used by 
tennis professionals is not entered in the system until the time the payment is received.  Parks 
Tennis staff indicated that outstanding balances due from tennis professionals were generally 
uncommon, but we noted that some tennis centers allowed for outstanding balances to be paid 
outside of the payment timeframe (i.e. monthly or weekly).  The employee handbook does not 
indicate that this practice is allowed.  Due to the manual nature of how tennis courts are reserved 
and the subsequent collection of payment from the tennis professionals, there is an increased risk 
that the County is receiving the inaccurate amount of revenue.  

According to Parks staff, the system as designed cannot be used to reserve tennis courts. Through 
discussions with IS, we determined that though the system works well as designed, it has not been 
customized as needed for the reservation of tennis courts.  The Parks Department is currently 
searching for a solution that would allow courts to be reserved within the system. Because the 
tennis courts cannot be reserved within the system, the balances due cannot be entered in the 
system until paid. Therefore, the outstanding balances due from the tennis professionals are tracked 
manually outside the system until the amount due is collected.  

 

 

 

 

 

The remainder of this page was left blank intentionally. 
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Table 3 – Source: Interviews with Parks staff and available documentation. 

Aquatics Lessons 
For aquatics, lane fees are collected either at the end of the day from the lifeguard, at the time of 
the lesson by the patron or a combination of both. Refer to Table 4 on Page 9. Lane fees are $5 for 
private lessons. The lane fee is not a physical restriction of a swim lane but rather a payment for 
pool access. At the Mountain View aquatic center, the fees are collected for private lessons upon 
arrival by the cashier. At the end of the day, the lifeguard receives their payment less the cost of 
the lane fee for each lesson. The Central Aquatics location uses the Sling application to track 
private lessons for lifeguards. Sling is a scheduling and planning software used to manage 
employee shifts. The lifeguards use the private lesson calendar within Sling to note their private 
lesson appointments. This calendar is compared to the receipts for lane fees to ensure that the fees 
were paid. The lifeguard is responsible for paying if there is a difference between the number of 
private lessons per the Sling calendar and the cash receipts for lane fees from the system. Though 
the Sling calendar is used to verify receipts, a subsequent reconciliation is not performed and 
maintained as evidence. At the time of the visit, the location Coordinator indicated that the use of  
a manual sign-up sheet for lessons to reconcile and validate that all fees for private lessons are paid 
will be implemented. 

 
6 As billed or upon receipt of payment. 
7 Informal payment arrangements indicate the arrangement to pay is managed outside of the system. The amounts due are recorded 
in CivicRec as received. 
8 The Fair Oaks tennis center maintains the credit card information in the system to collect payment each week. See Page 6 for 
further discussion. 
9 Special circumstances such as when the coordinator is unavailable to collect payment, or if the tennis professional is waiting on 
payment for Cobb County classes.  

 Tennis Professional Court Reservations and Payment of Fees  

Location 

Court 
Reserved 

via 

Court 
Reservation 

Tracked/Fees 
calculated via 

Payment 
Frequency 

Delayed 
payment of 
fees allowed  

Payment 
Arrangement 
for past due 

fees 

Timing 
Transaction 
is Entered 

into 
CivicRec6   

Harrison Reservation 
Book 

Reservation 
Book Monthly Yes Informal7 Payment 

Terrell Mill Reservation 
Book 

Reservation 
Book Monthly Yes Informal Payment 

Fair Oaks Reservation 
Book 

Court Usage 
Log 

Weekly/Credit 
card in system 

billed8 
No N/A Payment 

Sweetwater Reservation 
Book 

Reservation 
Book Daily 

Yes - Special 
9Circumstances 

only 
Informal Payment 

Kennworth Reservation 
Book 

Reservation 
Book Weekly 

Yes - Special 
Circumstances 

only 
Informal Payment 

Lost 
Mountain 

Reservation 
Book 

Reservation 
Book Daily 

Yes - Special 
Circumstances 

only 
Informal Payment 
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We also noted that two different versions of the log were used with one version indicating the 
amount paid by the lifeguard whereas the other version does not show the amount paid but captures 
the time of the lesson. Either a start time or a time range was documented as the time. In addition, 
some information such as the date, lifeguard, and time of lesson was not completed in all instances 
on the private lesson log.  We also noted one instance of an instructor (non-employee) that paid 
for one full month of lane fee rentals for lessons instead of daily as required. This was due to an 
arrangement with the previous location Coordinator but is currently not allowed.  Aquatics 
locations should track and monitor private lesson lane fees in a consistent manner.  The absence 
of such increases the risk that fees billed, collected, or recorded are incomplete or inaccurate, 
resulting in potential loss of revenue to the County. 

 

             Table 4 – Source: Interviews with Parks staff and available documentation. 
 
The process for billing and collecting payment should be consistent across locations and should 
be formally documented to ensure expectations are met. Revenue for court time should be recorded 
within the system on the date the courts are used by the tennis Professionals. This would ensure 
any open balances are formally tracked within the system.  Locations are operating independently, 
however, a consistent practice to track and monitor fees would help to ensure that the fees collected 
are complete and accurate across all locations. In addition, the employee manuals for both 
programs should be updated to reflect the practices that are acceptable. A process that is both 
highly manual and inconsistent across locations could result in revenue that is incomplete and 
inaccurate.  

 

 

 

 
10 As customers come in, they will indicate they have a private lesson. 

 Aquatic Center Lane Reservations and Payment of Fees 

Location 

Lane 
Rental Paid 

by 
Lifeguard 

Lane 
Rental 
Paid by 
Patron 

Lane  
Reserved 

via 
CivicRec 

Lesson 
Tracked 

and 
Billed  

Payment 
Timing 

Late 
Payment 
Allowed  

CivicRec 
Transaction 

Timing  

Direct 
Payment 

from 
Patron to 

County  

Direct 
Payment 

from 
Patron to 
Lifeguard  

Mountain 
View Yes No N/A 

Manual - 
Private 
Lesson 

Log 

Daily No At payment Yes No 

South 
Cobb N/A N/A N/A N/A N/A N/A N/A N/A N/A 

Central N/A Yes N/A Sling At time of 
lesson No At payment No Yes 

West 
Cobb Yes Yes N/A N/A10 

At time of - 
or - end of 
lesson (If 

paid by the 
Lifeguard) 

No At payment No Yes 
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Recommendations 
The PARKS Director should:  
Recommendation 2:  For tennis, establish a timeline and process for billing and collecting fees 
from tennis professionals for court usage time and consistently apply across locations. Consider 
the potential risk of noncompliance with PCI requirements associated with maintaining credit card 
information for professional instructors. Formally document the requirements in the Tennis Unit 
Center Employee Handbook.  
Auditee Response:  Concur. Staff have received instructions to shred all credit card 
information for patrons and if requested by patrons11, staff will shred all information as soon as 
possible.  One issue seems to be patrons calling in and giving credit card information to staff and 
staff writing this information down and holding for future use.  The process for billing and 
collecting fees is being discussed by Tennis Staff and the Services Division Manager.  This is 
being discussed for usage throughout all tennis locations consistently. The Tennis Unit Handbook 
will be rolled into the Policy/Procedure Manual as it is created. Until our Policy/Procedure Manual 
is complete, the updates will be added to the individual unit handbook. The Services Division 
Manager will be leading this recommendation.  Estimated completion is March 1, 2022. 

Additional Auditor Comment: Our understanding was that credit card data was 
maintained within the system as it relates to the tennis professionals at Fair Oaks Tennis 
Center.   

Recommendation 3:  For aquatics, establish a consistent method to track and monitor lane fee 
payments for private lessons. Periodically review the logs, calendars and/or other documentation 
for completeness and accuracy. In the event of manual logs, the pages should be numerically 
sequenced for tracking purposes.  Formally document these expectations in the employee manual. 
Auditee Response:  Concur.  The PARKS Director has discussed with the Services Division 
Manager and a tracking system that is consistent will be instituted across the Aquatics Unit.  The 
Aquatics Unit Manager will review all documentation of lane rentals, lessons, etc. on an ongoing 
monthly basis starting March 2022. Until our Policy/Procedure Manual is complete, the updates 
will be added to the individual unit manual by March 1, 2022.   

Recommendation 4:  While working with IS to identify a new system that could be used for 
court reservations, coordinate with IS to identify a solution to  automate the current process so that 
revenue can be formally recorded within the system when earned and the balances due from tennis 
professionals are tracked within the system.   In addition, a review of the Sling application for 
potential use/applicability for all aquatics and tennis locations should be considered.  
 
 

 
11 Some wording was modified by Internal Audit after discussion with the Services Division Manager to clarify the auditee 
response. The original unedited response is attached to the report in Appendix VI on Page 18.  
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Auditee Response:  Concur.  As stated above, we will continue to work with IS to identify a 
system for court reservations.  Being able to have a system that “talks” with our payment system 
CivicRec is imperative to track payments and the ability to have a checks and balances system.  
We will also be interested in looking at same solution for Tennis and Aquatics.  Lanes and courts 
could be interchangeable, and this solution might solve several issues.  We will also look at the 
Sling application and if use by multiple facilities would be a solution in automation.  There is no 
timetable for the system as we continue to work with IS.  We will have the review of the Sling 
application within the next 60 days.  The Services Division Manager will continue to work with 
the Tennis Unit Manager and the Aquatic Unit Manager. 

 

Contract Management Practices Should Be Reinstated  

There is no formal contract with the professional tennis coaches and non-employees conducting 
private lessons. There is an instructor contract for the professionals that teach County classes, but 
it does not include requirements specific to teaching private lessons nor non-Cobb County classes 
in a Cobb facility.  Not all contracts were available or could be located for review during our 
fieldwork. In addition, the contracts available had not been updated for the 2021-2022 fiscal year 
as required per the Professional Services Instructor Handbook.  The Professional Services 
Instructor Handbook indicates that a new instructor agreement is required at the beginning of each 
fiscal year. The contracts obtained were for the previous fiscal year (2020-2021). However, this 
requirement is not included in the Tennis Unit Center Handbook. The Parks Department previously 
used the ‘Staff Professional Tennis Contract’ to highlight the duties and privileges of tennis 
professionals who use County facilities to provide private tennis lessons.  However, the prior 
contract was discontinued for review in response to an audit recommendation. The use of the prior 
contract was not reinstated nor replaced with an updated contract following completion of this 
review.  
In addition, there is no separate contract for aquatic instructors that give private lessons outside of 
the vendor contract the instructor has with the County for teaching classes. However, best practices 
require that agreements with external parties be documented and that contract management 
practices are in place to ensure compliance with the agreements. In addition, agreements should 
be reviewed periodically to ensure they are up to date. Not having a formal contract could lead to 
issues and difficulties in terminating arrangements if professional instructors are not meeting the 
County’s expectations.  These requirements should also be referenced in the employee manuals.  

Recommendation 
The PARKS Director should:  
Recommendation 5:  Coordinate with County Attorney’s Office to perform a review of the 
current and previous contracts for non-employees teaching at Parks tennis and aquatic facilities. 
Consider use of a consistent contract with minor edits based on the differences as needed, between 
Aquatics and Tennis professional instructors. Include contract requirements in the Tennis Unit 
Center Employee Handbook and Aquatics Center Employee Manual. Require that a signed 
contract be used for non-employees providing private lessons. In addition, the Professional 
Services Instructor Handbook should also be reviewed and updated as needed.  
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Auditee Response:  Concur. PARKS will perform a review of how contracts for non-
employees have been written and/or if they are approved by staff without leadership input.  PARKS 
will then draw up a new contract that can be used across multiple units and forward for 
approval/edit by Cobb County Attorney’s Office.  This contract will also be in the new 
Policy/Procedure Manual that is currently being written.  We will also do a review of the 
Professional Services Instructor Handbook.  One issue that we have discussed is the multiple 
handbooks, manuals, etc. that are not approved and used sporadically.  The Services Division 
Manager will work with the PARKS Director to have this coordination/review/new contract 
complete by August 1, 2022.
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Appendix I 
 

Detailed Objectives, Scope, and Methodology 
 
We conducted this consulting project in conformance with The Institute of Internal Auditors; 
International Standards for the Professional Practice of Internal Auditing. The overall objective 
was to identify control weaknesses in the existing process and make recommendations that would 
ensure the methodology used to assign coaches to private lessons is in compliance with the 
County’s Conduct and Performance Policy and provide reasonable assurance that the methodology 
is consistent across tennis and aquatics locations, is fair and equitable for all coaches and that the 
revenue collected is accurate based on the revenue earned. Our period of review included the 
period of six months between May and October 2021. 

In order to accomplish our objectives, we performed the following steps: 

I. Reviewed and understood the current process to identify control weaknesses and make 
recommendations regarding compliance with the County’s Conduct and Performance 
Policy. 

A. Interviewed the PARKS Director and Services Division Manager to understand the 
expectations and goals of the Parks & Recreation Department regarding the tennis and 
aquatics activities.  

B. Conducted onsite observations and interviews of onsite coordinators on the process to 
assign private lessons for each tennis and aquatics location to identify the methodology 
used at each location. 

II. Reviewed and documented the current process to identify control weaknesses and make 
recommendations that would provide reasonable assurance that the methodology is 
consistent, fair and equitable for all coaches.  

A. Examined the methodology used to assign coaches at each location to determine the 
similarities and differences between locations and the efforts made to ensure fairness 
in private lesson assignment.  

B. Concluded on the process and documented recommendations.  

III. Reviewed and understood the current process to identify control weaknesses and make 
recommendations that would provide assurance the revenue collected is accurate based on 
the revenue earned.   

A. Discussed with the Coordinator and identified the process of reserving tennis courts 
and swim lanes for private lessons at each tennis and aquatics location to evaluate 
current practices.  

Note: The documentation available was of a manual nature and individualized for each location. 
IA was aware of these limitations and therefore, did not attempt to validate the accuracy and 
completeness of the documentation available.      
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Appendix II 
 

Abbreviations  
 

Parks Department of Parks, Recreation, and Cultural Affairs 

POS Point of Sale 

PCI Payment Card Industry (PCI) Security Standards Council 
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Appendix III 
 

Major Contributors to This Report 
 

Latona Thomas, CPA, CIA, Internal Audit Director 
Erica Brooks Peters, CPA, Auditor-In-Charge, Senior Internal Auditor  
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Appendix IV 
 

Final Report Distribution List 
 

Michael Brantley, Parks Director 
Mario Henson, Parks Services Division Manager 
Melanie Johnson, Parks Business Manager 
Dr. Jatunn Gibson, Interim Public Services Director 
Jimmy Gisi, Deputy County Manager 
Cobb County Audit Committee 
Internal Audit Department File 
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Appendix V 
 

Outcome Measures 
 

This appendix presents detailed information on the measurable impact that our recommended 
corrective actions will have on County governance.  These benefits will be incorporated into our 
annual report to the Board of Commissioners, Audit Committee, and County Manager. 

Type and Value of Outcome Measure: 

• Reliability of Information – Actual; Recommendations, when implemented, will ensure the 
completeness and accuracy of revenue earned for tennis court rentals by the tennis 
professionals and the swim lane fees paid for private lessons. (See Pages 6 - 10)  

• Compliance with County Policy – Actual; Recommendations, when implemented, will 
provide assurance that the practice and limitations of employees providing private lessons 
is in compliance with the County’s Conduct and Performance Policy.  (See Pages 3 - 5)   

• Increase Revenue  – Potential; Recommendations, when implemented, will ensure that all 
revenue earned is received, potentially increasing revenue not previously captured.  (See 
Pages 6 - 10)  

Methodology Used to Measure the Reported Benefit: 
During the consulting engagement, Internal Audit observed manual practices with known inherent 
risks around the recording and receipt of revenue. In addition, we measured current practices 
against the County’s Conduct and Performance Policy.  
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Appendix VI 
 

Auditee’s Response 
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