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It is important to point 
t th t thout that these

policies & procedurespolicies & procedures
have evolved over time 
and continue to evolve.

4



step in step in 
establishing an establishing an 

effective effective 
Report Writing Report Writing 

ProcessProcess

5



Standardized 
I ti ti  R t Investigative Report 

WritingWriting
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Internal Audit Departments & Inspectors General
Professional Auditing Standards

Provide Detailed Reporting Provide Detailed Reporting 
Requirements

International Standards for the Professional Practice of Internal Auditing 
The Institute of Internal Auditors

Government Auditing Standards
U.S. Government Accountability Office
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Internal Audit Departments & Inspector Generals
Professional Auditing Standards

Principles and Standards for Offices of Inspector General
Association of Inspectors General

Florida Inspectors General Standards 
Commission for Florida Law Enforcement Accreditation (CFA)
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Investigative report Investigative report 
writing policies & writing policies & 

proceduresp
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INVESTIGATIVE REPORTS ARE 
SIMILAR TO AUDIT REPORTS
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establishing an establishing an 

effectiveeffective
Report Writing Report Writing 

ProcessProcess
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Investigative Determinations
Substantiated is defined as there is 
sufficient evidence to justify a reasonablesufficient evidence to justify a reasonable 
conclusion that the allegation is true.  
Unsubstantiated is defined as there isUnsubstantiated is defined as there is 
insufficient evidence to either prove or 
disprove the allegationdisprove the allegation. 
Unfounded is defined as the allegation is 
proved to be false OR there is no credibleproved to be false OR there is no credible 
evidence to support the allegation.  



Management Report Template
      

     

DIVISION OF INSPECTOR GENERAL  
Ken Burke, CPA 
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 MONTH XX, 2014 
REPORT NO. 2014-xx 
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Management Report Template

SubstantiatedSubstantiated
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Management Report Template

SubstantiatedSubstantiated
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State Attorney Report Template

SubstantiatedSubstantiated
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State Attorney Report Template

Substantiated
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Ken Burke, CPA 
CLERK OF THE CIRCUIT COURT AND COMPTROLLER     
PINELLAS COUNTY, FLORIDA 

Division of Inspector General
510 Bay Avenue 

 
 
 
 
 
 

REPORT NO. 2013-XX 
 
 

510 Bay Avenue
Clearwater, FL 33756 

Telephone: (727) 464-8371 
Fax: (727) 464-8386 

Fraud Hotline: (727) 45FRAUD (453-7283) 
Clerk’s website: www.mypinellasclerk.org 

 

 
Clerk of the County Court 
Recorder of Deeds 
Clerk and Accountant of the Board of County Commissioners 
Custodian of County Funds 
County Auditor 

Unfounded or 
TO: XXX 
  
FROM:    Hector Collazo Jr. 

Inspector General/Chief Audit Executive 
  
DIST: Ken Burke, CPA, Clerk of the Circuit Court and Comptroller 

 
SUBJECT: Investigative Review – XXX 

Unsubstantiated
Report

 
DATE: XXX X, 2012  
 
The Division of Inspector General’s Public Integrity Unit (PIU) received allegations of 
Fraud, Waste, and Abuse. We investigated the following allegation related to XXX. 
 
The complainant alleges that the respondent: 
 

 XXX 

Template
 
The complainant [did/did not] provide documentation to assist with the investigation. 
 
To determine whether the allegations were substantiated, we reviewed policies, 
procedures, and any other records deemed appropriate. We also conducted interviews 
of staff and other parties, as needed. Our investigation was performed according to the 
Principles and Standards for Offices of Inspector General and The Florida Inspectors 
General Standards Manual from The Commission for Florida Law Enforcement 
A dit tiAccreditation. 
 
The Division of Inspector General investigation of the allegations has determined that 
the allegations noted above were [unsubstantiated / unfounded].   
 
[Optional additional information] 
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Your job is to make theYour job is to make the 
report easy reading forreport easy reading for 
the reader. The reader 

h ld t h t kshould not have to work 
hard to understandhard to understand 
what he/she is reading.g
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Characteristics of a Well-Written 
I ti ti  R tInvestigative Report

Factual & Accurate Flowing– Factual & Accurate Flowing 
Easily to your Conclusion

– Objective
– Timely– Timely
– Concise
– Clear and Simple
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Developing the Message

Condition

CauseRecommendation CauseRecommendation

EffectCriteria
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Developing the Message
• What is happening? (Condition)

Wh i i h i h i• Why is it happening when we want it 
not to happen? (Cause)

• What is the result of it happening? 
(Effect)

• What should be happening? (Criteria)
• What would it take to fix it?What would it take to fix it? 

(Recommendation) 
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Condition

• “What Is” – The existing state of 
ff i d d d i haffairs documented during the 

course of the investigation.

• Describe what is deficient or 
defective and state whether thedefective, and state whether the 
problem is isolated or widespread.
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Cause
• “Why” did it happen?
• When, where, and how did it occur?, ,
• What organizational level was responsible for it?
• Include enough detail to support the recommendation(s) 

d t i t t i i l ti tiand to assist management in implementing corrective 
action.  

• To the maximum extent possible the root or underlyingTo the maximum extent possible, the root or underlying 
causes should be identified. The quality of the 
recommendations is directly linked to a thorough 
understanding of the underlying causes for the condition 
found. 
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Effect
• What is the “result,” impact, or 

consequences of the condition not meetingconsequences of the condition not meeting 
the criteria?

• When possible, express the effect inWhen possible, express the effect in 
quantitative terms (dollars, number of 
personnel, units of production, quantities of 
material number of transactions elapsedmaterial, number of transactions, elapsed 
time, etc.). 
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Criteria
• “What Should Be” the laws, personnel 

rules, policies & procedures that were 
violated and would substantiate the 
allegations.
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Criteria

• In the absence of prescribed criteria, auditors 
must rely on their professional knowledge 
and experience to select suitable criteriaand experience to select suitable criteria, 
such as business processes, acceptable 
accounting or internal control procedures or 
business practices or other governmental orbusiness practices, or other governmental or 
business-related practices. 

31



Criteria
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Criteria

In the absence of prescribed criteria, auditors must rely on
ftheir professional knowledge and experience to select

suitable criteria, such as business processes, acceptable
accounting or internal control procedures or business
practices or other governmental or business relatedpractices, or other governmental or business-related
practices.
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Recommendations
• How do we “fix it”?

Identify internal control weaknesses–Identify internal control weaknesses
–Consider disciplinary action
–Forward case to SAO
–Etc.
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Management Responses

•Final investigative reports should include management’s 
responses.responses.

•More desirable to abbreviate or summarize management’s 
position on each recommendation.
N t h t ith th d ti•Note when management concurs with the recommendations, 
as well as when they do not concur.

• If you summarize their response, remember to note that the 
complete text of management’s response is in an Exhibit. 

• If  responses are received from multiple departments, ensure 
that the department responding and the recommendation(s) p p g ( )
to which they are responding are clearly stated.
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Internal Audit - Inspector General 
CommentsComments

At times, we may wish to also comment on 
management’s response to the report finding 
content or management’s disagreement with 
specific reported facts:specific reported facts:  

– Recommendation No. 1
– Management Response (to Recommendation– Management Response (to Recommendation 

No. 1)
– Inspector General – Internal Audit Comments p

on Management’s Response (to 
Recommendation No. 1) 
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Reader Devices - Organization

• Table of Contents

• Investigative 
Findings, Issues g ,
and/or Concerns 

• Structure of• Structure of 
Finding

• Headings and Subheadings
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Reader Devices - Visual Aids
• Graphs, Charts, and Tables 

Pi t• Pictures
• Text Boxes 

Si l Fl Ch t• Simple Flow Charts
and Organizational 
Ch tCharts
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Landfill Tipping Fees

No No 
Modifications 

Allowed 



step in step in 
establishing an establishing an 

effectiveeffective
Report Writing Report Writing 

ProcessProcess
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Workpapers
Evidence contains sufficient 
i f ti th t llinformation that allows an 
experienced audigator having no 
previous connection with the 
investigation to arrive at theinvestigation to arrive at the 
same conclusions and judgment.
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Types of Workpapers

All documents & reports (manual & automated) prepared or 
collected by audigators during the investigative process 
(EVERYTHING!)
• Paper (Invoices, Contracts, etc.)p ( , , )
• Tapes
• Films
• Electronic (Disks, Diskettes, CDs, DVDs, etc.)
• Other Media
• PicturesPictures
• Interviews (Documented)
• Processes and Observations (Documented)
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Types of Workpapers

Provides a systematic method of recording work 
performed including:performed, including:

• Investigative procedures applied
• Tests performed
• Information & evidence obtained to support 

findings judgments conclusions andfindings, judgments, conclusions, and 
recommendations presented in the 
investigative report  
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step in step in 
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effectiveeffective
Report Writing Report Writing 

ProcessProcess
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• Do not reinvent the wheel, templates are 
your savior

• Transfer ownership of the report to the 
office

• Establish a report editing process
– Draft Report
– Supervisory Review
– Cold Reader
– Editor
– Director/IG Review





step in step in 
establishing an establishing an 

effectiveeffective
Report Writing Report Writing 

ProcessProcess
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Division of Inspector General, Public Integrity Unit 
Quality Review Checklist 

 
Purpose:  To assist in determining the extent to which the investigations being reviewed were 
conducted in compliance with the Principles and Standards for Offices of Inspector General. 
 

gation Name       Project Number       
tor General Auditor       Date Reviewed       
tor General Auditor       Date Reviewed       

RVISING INSPECTOR 
RAL AUDITOR

Date Reviewed       

 
 YES NO NA COMMENTS 
1.  General Standards  

A. Staff Qualifications – Individuals assigned to conduct the 
investigative activities should collectively possess the 
knowledge, skills and experience required for the investigative 
work.

  

      

SUPERVISING INSPECTOR GENERAL AUDITOR  

B. Independence – The Inspector General and OIG staff involved in 
performing or supervising any investigative assignment must be 
free from personal or external impairments to independence and 
should constantly maintain an independent attitude and 
appearance.

  

      

SUPERVISING INSPECTOR GENERAL AUDITOR  

C. Due Professional Care – Due professional care should be used in 
conducting investigations and in preparing accompanying 
reports. 

  
      

SUPERVISING INSPECTOR GENERAL AUDITOR  

2.  Qualitative Standards  

A. Quality Control – This Standard requires to ensure quality and 
expedite the progress of investigations, proper supervision will 
be exercised from the start of such work to its completion. 

  
      

SUPERVISING INSPECTOR GENERAL AUDITOR  

B. Planning – Investigative work is to be adequately planned.   
  

      

SUPERVISING INSPECTOR GENERAL AUDITOR  

C. Data Collection and Analysis – Information and data gathered 
during an investigation should be carefully documented and 
organized relative to case objectives

      

organized relative to case objectives.  

SUPERVISING INSPECTOR GENERAL AUDITOR  

D. Evidence – Sufficient, competent, and relevant evidence is to be 
obtained to afford a reasonable basis for the investigative 
findings and conclusions.  

  
      

SUPERVISING INSPECTOR GENERAL AUDITOR  

E. Timeliness – Investigations should be conducted in a timely 
manner.     

      

SUPERVISING INSPECTOR GENERAL AUDITOR  
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Solid Waste Call (BCC)
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Solid Waste Call (BCC)
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#1#1
INVESTIGATIVE

REPORT

To department 
head with all the head with all the 

facts (names, 
dates, details, 

etc )etc.)
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#2
REFERRED TO PINELLAS 

COUNTY SHERIFF’S 
OFFICE

NO ACTION TAKENNO ACTION TAKEN
LAST REFERRAL TO 

PCSO
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#3
CONDUCTED AN INTERNAL CONTROLS REVIEW
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#4#4
IG’S STAFF 

OBSERVATION OF 
FLAT RATE FEE FLAT RATE FEE 

PROCESS RAISED A 
RED FLAG

CONCERNS ADDED TO 
ANNUAL AUDIT PLANANNUAL AUDIT PLAN
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Landfill Tipping Fees

Specialized
Modifications 

by Local 
ManufacturerManufacturer



Landfill Tipping Fees



Landfill Tipping Fees

7,540 LBS
$141.38

It is hard to see from this picture; however, this trailer is the size of a standard dump truck.



Landfill Tipping Fees
Net Tons Net Lbs Amount Collected Per Ton Charge

0.57 1,140 $   10.00 $       21.38
3.44 6,880 10.00 129.00
1.78 3,560 10.00 66.75
1.06 2,120 10.00 39.75
0.55 1,100 10.00 20.63
3.73 7,460 10.00 139.88

ONE DAY
SINGLE AXLE

TRAILER 0.53 1,060 10.00 19.88
0.78 1,560 10.00 29.25
1.00 2,000 10.00 37.50
0.98 1,960 10.00 36.75
0.97 1,940 10.00 36.38
2.26 4,520 10.00 84.75
1.13 2,260 10.00 42.38
3.57 7,140 10.00 133.88
1 32 2 640 10 00 49 50

TRAILER
SURVEY RESULTS

1.32 2,640 10.00 49.50
1.95 3,900 10.00 73.13
3.77 7,540 10.00 141.38
1.60 3,200 10.00 60.00
1.47 2,940 10.00 55.13
3.52 7,040 10.00 132.00
0.72 1,440 10.00 27.00
4.13 8,260 10.00 154.88
1.35 2,700 10.00 50.63

Net Pounds
Range

920 – 7,540 0.55 1,100 10.00 20.63
1.95 3,900 10.00 73.13
0.79 1,580 10.00 29.63
0.92 1,840 10.00 34.50
2.19 4,380 10.00 82.13
0.71 1,420 10.00 26.63
2.63 5,260 10.00 98.63
0.97 1,940 10.00 36.38
1 61 3 220 10 00 60 38

Net Pounds

920 7,540

1.61 3,220 10.00 60.38
2.75 5,500 10.00 103.13
0.81 1,620 10.00 30.38
2.77 5,540 10.00 103.88
1.27 2,540 10.00 47.63
0.46 920 10.00 17.25
1.22 2,440 10.00 45.75

$380.00 $2,391.75

Range
$17.50 – $141.38



Landfill Tipping Fees

Based on a conservative sample on 
a Tuesday, which is an average to 
slow day, the revenue loss for the 
$10 flat rate vs. the $37.50 per ton 
rate was estimated to be $2,011.75 
for the day, $335 per hour and 
$1,207,340 per year$ , , p y



Landfill Tipping Fees
OutcomeOutcome

B i  PBusinesses Pay
Citizens Win - WinCitizens Win Win





Community Service Call (Clerk)
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#1#1
INVESTIGATIVE

REPORT

To department 
head with all the 

facts (names, 
dates, details, 

etc.)etc.)



Referred To State Attorney’s 
Office For A Review Of The 

Facts For Potential Facts For Potential 
Prosecution

Accepted Casep
Charged with Official 
Misconduct  Plea DealMisconduct, Plea Deal
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Credit Card Call (BCC)
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Fraudulent Transaction  
Card Absent Environment
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R f d T  St t  Att ’  Referred To State Attorney’s 
Office For A Review Of The 

Facts For Potential 
Prosecution

Accepted Caseccepted Case
Charged Respondent, 

Arrested and is Currently Arrested and is Currently 
Being Prosecuted
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Tax Refund Diversion Fraud Call (Clerk)

QQuick RResponse IInvestigative TTeam
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QQuick 
RResponse 

II ti ti  IInvestigative 
TTeam



QQuick 
RResponse 

II ti ti  IInvestigative 
TTeam



#1#1
OPENED

INVESTIGATION
“Personnel Rules / Policies / Procedures / 
Guidelines, Rule 24 Discipline, Section B-
Rule XXIV – Page 10 (29)” “That the 
employee has been guilty of conductemployee has been guilty of conduct 
unbecoming an employee of the County 
whether on or off duty.”
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#2
Referred To

State Attorney’s Office
Accepted Case, Charged 
Respondent and Arrested 

Accepted Case
Respondent is on

Pre-Trial Intervention. If she 
d  t t i t   does not get into any 

criminal trouble for a year, 
her Grand Theft Charge will g

be dropped by the Court
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Overtime Abuse (UPS)
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Overtime Abuse (UPS)

#1
OPENED

INVESTIGATION

BECAME AN BECAME AN 
INVESTIGATIVE

STUDY

$1.5 Million In 
Annual Overtime 

Savings
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Hard Drive Call (IAD/IG Staff)
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Hard Drive Call (IAD/IG Staff)
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AUDIT REPORTAUDIT REPORT

POLICY 
CHANGED 

REQUIRE AND REQUIRE AND 
CONFIRM ALL 
COMPUTER 

MEDIA IS WIPED MEDIA IS WIPED 
PRIOR TO BEING 

SURPLUSED
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Palm Beach County School District
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Official Clerk Stamps & Seals (IAD/IG Staff)



Official Clerk Stamps & Seals (IAD/IG Staff)



#1
INVESTIGATION
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DIVISION OF INSPECTOR GENERAL  
Ken Burke, CPA 
Clerk of the Circuit Court and Comptroller 
Pinellas County, Florida 

CONDUCT 
  

 
 
 
 

Investigative Follow-Up Report of  
 

 
 
 
 
 
 
 
 
 
 

DETERMINE IF 
RECOMMENDATIONS 

 
 
 
 
 

          

RECOMMENDATIONS 
HAVE BEEN 

IMPLEMENTED            
Hector Collazo Jr. 

Inspector General/Chief Audit Executive IMPLEMENTEDInspector General/Chief Audit Executive
 

Investigation Team 
  – Inspector General Manager 
 – Inspector General Auditor II 

 
MONTH XX, 2014 

REPORT NO. 2014-xx 
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