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1.  Limited Assurance Fees were Always Collected 
 
Background 
 
Criteria 
 
Strong management controls and  documented policies and procedures over the recording of sales, collection of fees, and 
reconciliation of sales to collected fees reduces employees’ ability to misstate revenue through skimming and understated sale 
schemes.   
 
Condition 
 
An analysis of the documents used to allocate sport fields to outside entities was completed for the period of July 1, 2008 through 
December 31, 2009.  We were unable to ascertain whether fees were always collected from user groups, as follows: 
 
Field Permits 
Field permits are the official authorization to use sport fields. We located 747 field permits for the period of July 1, 2008 through 
December 31, 2009.  Fieldwork procedures included determining whether user groups paid for the field usage indicated on the field 
permits.   For 286 of 747 or 38 percent of the field permits, we could not associate the field usage with a CLASS rental number to 
confirm that the following users had paid for their field usage:  

• 97 walk-in users 
• 186 field permits relating to the allocation of fields for 30 leagues 
• 3 tournaments 
 

Facility Use Agreements 
User groups sign Facility Use Agreements that represent the agreed upon terms for field usage.  We located 88 Facility Use 
Agreements for the period of July 1, 2008 through December 31, 2009.  For 5 of 88 or 6 percent of these agreements, we could not 
locate a field permit or associate the field usage with a CLASS rental number for the following user groups to confirm that they had 
paid for their field usage: 

• 2 league field allocations 
• 3 tournaments 
 

CLASS Rental Numbers 
For the field permits and Facility Use Agreements that we were able to associate with a CLASS rental number, we reviewed the 
payment information.   We found that the user groups either did not pay or paid an incorrect amount for their field usage, as follows: 

• 31 rental numbers where the field permit authorized field usage but there was no payment or the incorrect amount was 
charged in CLASS. 

• 16 rental numbers where the tournament was not charged the ten percent registration fee. 
 

In addition, we located 166 rental numbers in CLASS that we could not associate with a field permit or a Facility Use Agreement, for 
the following user groups: 

• 93 walk in users 
• 20 league allocations 
• 53 tournaments 

 
Cause 
 
There is a lack of strong management controls over the collection of revenue for sport field usage as evidenced by the following: 

• No segregation of duties, see Finding Number 2. 
• Employees are able to delete or reassign fees in CLASS, see Finding Number 3. 
• Inconsistent methods are used to record transactions in CLASS, see Finding Number 4. 
• Field permits are not created in or associated with payments in CLASS.   
• Field permits do not have identifiers (e.g., sequentially numbered forms) to ensure field permits are only prepared when 

payment is received on valid authorized field usage.  
• No reconciliation of field permits to the fees collected is performed. 
• At times, upper management verbally instructs staff to waive certain fees.  No documentation exists to support the fee 

waivers. 
• No City employees monitor sport fields during league and tournament play. 

 
Effect 
 
There is a lack of assurance that all revenue has been collected for the usage of sport fields by user groups. 
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Recommendation 
 
1.1 Leisure Services management should establish, document, and implement effective 

oversight over the payment for the use of sport fields to include: 
• A policy to only issue field permits upon the payment of associated fees for sport 

field use. 
• A process to track all field permits that are issued.  This process could include 

either sequentially numbered field permits or printing field permits in CLASS 
after payment of fees. 

• The reconciliation of field permits issued to CLASS fee payments. 
• Standardized fee waiver process. 
• Standardized document retention policies to include all relevant documentation. 
• Improved/additional CLASS reports to assist with monitoring of sport fields 

activity. 
 
Management Plan of Action 
 

• Leisure Services will develop a policy to address payments prior to permitting, 
this has been a working practice since June of 2010. (Completion Date  January 
2010) 

• LS will work toward providing a permit through CLASS or sequentially 
numbering the field permits. (Completion Date  January 2011) 

• LS will have the CLASS administrator run a monthly usage report to identify 
field permits to user groups. (Completion Date September 2010) 

• Leisure Services has a standard process concerning fee waivers and will issue an 
email reminding all Municipals Sports staff of the process (Completion Date 
August 15, 2010. 

• Leisure Services will outline for the Municipal Sports office what paper work is 
required to be kept in accordance with the records retention policy. (Completion 
Date December 2010) 

• LS Management and the CLASS administrator will produce a monthly usage 
report and try to develop a report that will satisfy oversight of field usage. 
(Completion Date January 2011) 

 
Estimated Date of Completion  
 
January 31, 2011 
 
STATUS 

INCOMPLETE 
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2.  Segregation of Duties Deficiencies 
 
Background 
 
Criteria 
 
A fundamental element of management control is the segregation of key duties that ensures that: 

• the functions of authorizing, processing, recording, and reviewing transactions are not completed by the same employee. 
• one employee does not have the opportunity to initiate and conceal errors or fraud in the performance of their job duties.    

 
Condition 
 
Discussions with MSU employees and observations of work processes in October 2009 showed that a single recreation leader 
schedules the field time (authorization), enters the user group activity in CLASS (recording), calculates and processes payments in 
CLASS (processing), accepts payments (custody over assets), prepares the field permits for field usage (authorization), and programs 
lights for evening field usage (authorization).  A senior recreation leader reviews and reconciles deposit documentation to CLASS.  
This oversight process does not include reconciling funds received to field usage or provide for an adequate segregation of duties to 
ensure that appropriate payments were received for all authorized field usage.  
 
Cause 
 
Current processes were developed over time.  An overall control assessment was not completed. 
 
Effect 
 
Recreation leaders have the ability to authorize field usage and either charge a reduced fee, not charge a fee, or skim fees without 
detection. 
 
Recommendation 
 
2.1 Leisure Services management should establish, document, and implement effective 

policies and procedures to mitigate the identified segregation of duties deficiencies.  
The implemented policies and procedures should include: 
• Segregation of the responsibilities for processing and collection of fees from the 

allocation of sport fields.  Consideration should be given to having the Municipal 
Sports Unit staff input the field usage and associated fees in CLASS and provide 
user groups with instructions on how to pay for their fees via an on-line fee 
payment process. 

• Evaluate the feasibility of segregating the responsibility of programming the sport 
field lights to employees not responsible for allocating sport fields.  These 
employees should be provided with copies of the field permits and the weekly 
light logs. 

• Reconciliation of the funds received to field usage to ensure that appropriate 
payments are received for all authorized sport fields usage. 

 
Management Plan of Action 
 

• LS is looking at online registration only, but has significant issues because of the 
amount of sponsorship and third party registration:  looking long term to 
electronic registration only. (Completion Date August 2011) 



Audit of Leisure Services - 
Sport Fields Administration 
CAO-1603-1011-03 
 September 22, 2010 
 
 

 4 

• LS agrees with the recommendation of segregating duties but currently does not 
have the staff members available to add additional employees to the sports office, 
LS will make the continue to evaluate the feasibility of adding staff as the impacts 
of FSR for 2011 are rolled out. 

• LS will run a monthly usage report from CLASS and cross check it with the field 
permits issued to ensure that payment and activity correlate. (Completion Date 
September 2011) 

 
Estimated Date of Completion  
 
September 30, 2011 
 
STATUS 

NOT DUE 

 

3.   Proper Authorization of Transactions 
 
Background 
 
Criteria 
 
A fundamental element of management control is the proper authorization of transactions and activities.   Proper authorization of 
transactions ensures that: 

• employees do not have the ability to delete transactions in CLASS without management authorization.    
• management authorizes the reassignment of payments from prior activities to current transactions. 
• one employee does not have the ability to initiate and conceal errors or fraud in the performance of their job duties.    

 
Condition 
 
Fieldwork procedures included querying payment activity for teams that participated in City sponsored sport leagues between July 
2008 and July 2009.  We noted 11 instances where the registration fee for a City sponsored league team was deleted after the 
completion of the session.  The registration fees were then reassigned to later sessions.   The Security Override Log History and the 
CLASS Daily Cash Balance Report do not indicate that these fee registration reassignments occurred, therefore, employees can 
process these transactions without detection or oversight. It was not possible to determine what City sponsored league sessions these 
teams participated in because the documentation that would verify participation (schedules and game cards) is not retained. 
 
A review of the daily deposit process showed for 3 of 20 deposits, the recreation leader deleted a payment and entered a subsequent 
payment in CLASS.  These transactions are included on the CLASS Daily Cash Balance Report and therefore the employee reviewing 
the deposits should notice the transactions.  However, the deletions of payments are not listed on the Security Override Log History 
which would indicate a second employee was not required to authorize the deletion. 
 
Cause 
 

• CLASS security access rights allow users to delete transactions and reassign fees from one activity to another without 
oversight. 

• CLASS sessions are not closed out which allows employees to add user groups to prior sessions. 
  
Effect 
 
Recreation leaders have the ability to steal funds without detection. 
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Recommendation 
 
3.1 Leisure Services management should change CLASS security access rights to ensure 

that employees require management approval to delete transactions or reassign 
registration fees from activities that have already occurred to subsequent events. 
 

Management Plan of Action 
 
LS Management agrees to limit access rights and require management approvals to 
reassign registration fees through Manager or Class Administrator. 
 
Estimated Date of Completion  
 
September 30, 2010 

 
STATUS 

INCOMPLETE 

 
3.2 Leisure Services management should document and implement policies and 

procedures to close out session activity once sessions are over.  Management should 
determine whether CLASS can be programmed to automatically close sessions and 
consider having this done. 
 

Management Plan of Action 
 
CLASS cannot automatically close out sessions, LS management and the CLASS 
administrator will work toward having the DRAG committee close out sessions on a 
monthly basis   
 
Estimated Date of Completion  
 
September 30, 2010 

 
STATUS 

INCOMPLETE 

 
3.3 Leisure Services management should determine which documentation to retain.  At a 

minimum, team rosters, game cards, and schedules should be retained. Once 
determined, they should document and implement policies and procedures to include 
the retention of these documents for specified time periods. 
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Management Plan of Action 
 
LS management will add team rosters, game cards, and schedules to the records retention 
policy for 3 years.    
 
 
Estimated Date of Completion  
 
September 30, 2010 

 
 
STATUS 

INCOMPLETE 

 

4.  CLASS Data Input Inconsistencies 
 
Background 
 
Criteria 
 
The quality (accuracy, completeness, relevance) of data retrieved from computer applications is only as good as the data entered into 
computer applications.  Establishing consistent data entry protocols for computer applications improves the quality of and the ability 
to retrieve relevant information. 
 
Condition 
 
In reviewing CLASS data relating to MSU responsibilities, we identified inconsistencies in the methods used by the various staff 
members to input data into CLASS.  The following inconsistencies impact the ability to effectively monitor activities: 
 

• Contact information - Entering different telephone numbers, addresses, or contact information for previously established 
user groups.   

• Spelling of information – Entering different identifiers such as the team’s initials or an abbreviated version of a name to 
describe information instead of using previously established information. 

• Documenting authorized field usage – Using inconsistent methods to enter field usage information such as listing one 
hour for the first day of a leagues’ allocation period instead of listing all assigned parks and fields and the assigned dates 
and times of field usage therefore CLASS does not reflect the actual scheduling of fields. 

• Rental Numbers - Using a rental number from a previous year to document new field usage. 
 
Cause 
 

• Employees are not given CLASS training relating to their specific job responsibilities.    Each employee “figures out” 
CLASS as they learn their job.   

• A standard data entry protocol has not been established to instruct employees on how to enter data into CLASS when 
authorizing sport field usage. 

 
Effect 
 

A new user group is established in CLASS when different data is input for an organization.  The activities of the newly established 
user group are not associated with the previously established organization.  Inconsistencies in data entry result in the following:  

• It is difficult to retrieve data or obtain a historical snapshot of user groups. 
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• It is difficult to query CLASS and run reports that allow management to effectively monitor activities. 
• The payment histories of previously established organizations are not associated with the new user groups.  If the original 

organizations owe MSU for prior field usage, fields could be allocated to new user groups without receiving payment for 
prior field usage. 

 
Recommendation 
 
4.1 Leisure Services management should establish, document, and implement standard 

data input protocol for CLASS specific to sport fields.  Current and new employees 
should be provided with standardized training on the use of CLASS.  

 
Management Plan of Action 
 
LS management will work to ensure that standardized data is inputted into CLASS, 
additionally all employees that are disciplined in CLASS or cash handling procedures are 
required to have a refresher course on CLASS and cash handling.   
 
Estimated Date of Completion  
 
September 30, 2011 
 
STATUS 

NOT DUE 

 

5.  Inequities in the Allocation of City Sport Fields 
 
Background 
 
Criteria 
 
Department of Leisure Services 
Allocation and Permitting of Outdoor Athletic Facilities Policy 
The Sports Department will schedule fields in a manner that provides priority access for youth, and to the extent possible, protects the 
fields from overuse.  Historical use, league size and seasons will be considered in establishing priorities amongst groups or 
organizations seeking the same locations and/or field times.  
 
Condition 
 
An analysis of the league user group sport field allocation process for the Spring 2010 allocation period was completed. The spring 
allocation period consists of March 1, 2010 through July 31, 2010.   
 
In the current MSU fee structure, youth leagues pay $100 and adult leagues pay $110 for each team included in their league for each 
allocation period.  Some leagues include both youth and adult teams.  This is reflected below in the League Allocation Fee per Team 
column of the analysis. 
 
Information was extracted from CLASS to determine the Number of Teams per League and each League Total Allocation Fees.  
Field permits were used to determine the Total Number of Hours of Field Time allocated to each league.  At times, other events take 
precedence over league play. The field permits do not indicate exception dates, therefore, these time periods were not considered in 
the below analysis.   
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The analysis shows inequities of how sport fields are allocated to the various leagues.  For the 26 randomly selected leagues included 
in this analysis, the Hourly Cost per Paid per Allocation Period ranged from $0.54 to $6.67 for each of hour of field usage assigned 
to the leagues.  In addition, the Average Number of Hours of Field Time Assigned to each team in the league ranged from 185 
hours to 15 hours.  The complete analysis is shown on the following page. 
 

Field Allocation Analysis 
 
 

League 

Number of 
Teams per 

League 
League Allocation 

Fee Per Team 

League Total 
Allocation 

Fees 

Total 
Number of 

Hours of 
Field Time 

Hourly Cost 
Paid per 

Allocation 
Period 

Average Hours 
of Field Time 
(Per Team) 

A 6 $ 100 $ 600 90 $ 6.67 15 

B 24 $ 110 $ 2,640 460 $ 5.74 19 

C 26 $ 100 &  $ 110 $ 2,780 594 $ 4.68 23 

D 22 $ 100 $ 2,200 546 $ 4.03 25 

E 19 $ 100 $ 1,900 572 $ 3.32 30 

F 391 $ 100 $ 39,100 12,670 $ 3.09 32 

G 25 $ 110 $ 2,750 940 $ 2.93 38 

H 72 $ 100 & $ 110 $ 7,720 2,748 $ 2.81 38 

I 18 $ 110 $ 1,980 704 $ 2.81 39 

J 30 $ 110 $ 3,300 1,176 $ 2.81 39 

K 24 $ 110 $ 2,640 966 $ 2.73 40 

L 30 $ 100 $ 3,000 1,326 $ 2.26 44 

M 51 $ 100 $ 5,120 2,448 $ 2.09 48 

N 42 $ 110 $ 4,620 2,024 $ 2.28 48 

O 30 $ 100 $ 3,000 1,672 $ 1.79 56 

P 31 $ 100 $ 3,100 1,730 $ 1.79 56 

Q 51 $ 100 & $ 110 $ 5,120 2,882 $ 1.78 57 

R 12 $ 100 $ 1,200 759 $ 1.58 63 

S 36 $ 100 $ 3,600 2,736 $ 1.32 76 

T 9 $ 110 $ 1,030 814 $ 1.27 90 

U 22 $ 110 $ 2,420 2,046 $ 1.18 93 

V 24 $ 100 $ 2,400 2,772 $ 0.87 116 

W 44 $ 100 $ 4,400 5,502 $ 0.80 125 

X 44 $ 100 $ 4,400 6,314 $ 0.70 144 

Y 31 $ 100 $ 3,100 4,950 $ 0.63 160 

Z 77 $ 100 $ 7,700 14,212 $ 0.54 185 
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Cause 
 

• Historical usage is one of the elements used to allocate sport fields.  Over time, as leagues were allocated additional field 
usage this became the norm. 

• At times, staff is instructed to provide additional field usage to certain user groups that increase their field allocation total. 
• Leisure Services has not completed a review of the allocation of sport fields to determine the effectiveness of the process. 

They recently commissioned a field allocation study to assess this process. 
 
Effect 

 
• The current process results in an inequitable distribution of the sport field usage hours allocated to the various user groups.   
• Leagues allocated a higher percentage of fields with a lower fee per hour have an unfair advantage. 

 
Recommendation 
 
5.1  Leisure Services management should establish a more equitable method of allocating 

sport fields.  Consideration should be given to: 
• Establishing a maximum number of hours of sport field usage for each registered 

league team. When available, leagues could contract for additional sport field 
usage at an additional fixed hourly rate. 

• Implementing a standardized process to document authorized exceptions to the 
standard field allocation process.  This standardized process should be 
documented in policies and procedures. 

• Performing periodic analyses of the sport field allocation process to ensure an 
equitable allocation of sport fields.  The method used to complete this analysis 
should be documented in policies and procedures. 

 
Management Plan of Action 
 

• LS management will develop a comprehensive policy to address hours on sports 
fields, authorized exceptions and perform analyses. Currently Pro’s consulting is 
in the final stages of completing the Sports Field Capacity/Master Plan, once the 
final draft is completed, LS will develop a new field allocation policy.   
(Estimated Date  of completion August 2011, may not be able to implement until 
January 2012 because of forward scheduling and pricing of our user groups and 
the significant time it will take to brief both council and user groups and the 
radical changes it will cause to the sports user groups.) 

• LS Management will develop a protocol and document authorized exceptions to 
the field allocation process. (Completion Date January 2011) 

• LS will develop a policy regarding the analyses of sports fields and their 
equitability. (Completion Date August 2011) 

 
Estimated Date of Completion  
 
January 31, 2012 
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STATUS 

NOT DUE 

 

6.  Lighting of Sport Fields   
 
Background 
 
Criteria 
 
Field Use Agreement 
Leagues’ schedules must be submitted at least one week prior to the start of the season so that proper light schedules and field 
maintenance schedules may be implemented. 
 
Condition 
 
Leagues allocated City sport fields for evening usage submit to MSU their required light schedules (light logs).  MSU uses the light 
logs to program lights for the sport fields. Observations of City sport parks were conducted between the hours of 8 PM and 11 PM 
during the period of April 9 and April 26, 2010.  The observations were conducted on 6 different nights and included 17 parks.  Our 
procedures included randomly selecting certain sport fields for observations at different times during the same evening and over 
multiple evenings.  The results of our observations showed that 42 percent of Total Fields and 61 percent of Observed Fields with 
Lights On, were not being used, as represented in the chart below: 
 

Evening Sport Fields Observations 
 

Total Fields   183 

Observed Fields  with Lights On 125 

Observed Fields with Lights On, in use 49 

Observed Fields with Lights On, not in use 76 

    

Percentage of  “Total Fields ” with lights on, not in use                               42 % 

Percentage of  “Observed Fields with Lights On”, not in use                    61 % 
 
The National Weather Association issued a weather advisory for April 28, 2010 due to 60 mile an hour wind forecasts.  Observations 
were conducted at seven parks on this evening between the hours of 7:00 PM and 9:00 PM.  The results of our observations showed 
58 percent of Total Fields and 78 percent of Observed Fields with Lights On, were not being used, as noted in the chart below: 
 
 

Adverse Weather Condition Observations 
 

Total Fields 50 

Observed Fields with Lights On 37 

Observed Fields with Lights On, in use 8 

Observed Fields with Lights On, not in use 29 

    

Percentage of “Total Fields”  with lights on, not in use                               58 % 

 Percentage of  “Observed Fields with Lights On”, not in use                                                       78 % 
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MSU will shut down sport fields and turn lights off under certain weather conditions such as rain.  A staff member indicated that other 
weather conditions such as wind have varying impacts on sport field usage.  For example, depending on the location of the sport 
fields, high winds may or may not impact the ability to use the fields. 
 
Representatives of the Henderson and North Las Vegas Sports Offices indicated that they charge a per hour rate for field usage and 
add an additional fee when the user group requires lights.  The user groups are charged for their assigned field usage if they fail to 
notify the Sports Office when they will not be using the fields.  A representative of the Clark County Sports Office indicated that 
Clark County has employees monitor the sport fields to ensure the users have valid field permits and the fields are used in accordance 
with the assigned use.  Leagues that fail to notify when they will not be using the sport fields are given warnings and could have their 
field permits revoked.  
 
Cause 
 

• The Facility Use Agreement signed by the league representatives include a requirement to submit light logs but does not 
include a requirement to notify MSU if they are not using the fields. 

• Many of the users submit generic light logs for the entire season and do not notify MSU if they change their schedules. 
• User groups do not pay an additional fee for their light usage.  In addition, there are no documented consequences for not 

notifying MSU if they are not using the fields.  Therefore, the user groups do not have an incentive to notify MSU when 
they will not be using the fields. 

• Our observations showed that many of the youth league games and practices were concluding between 8:30 PM and 9:00 
PM.  Their allocation time periods and light logs did not end until 10:00 PM or 11:00 PM. 

• Some of the fields have a push button light feature that anybody can activate until 10:30 PM; therefore, MSU is not able to 
control the usage of these lights. 

• MSU has a very limited staff and is not able to proactively monitor whether leagues are using fields. 
 

Effect 
 

• The City is unnecessarily paying for lights when sport fields are not used. The City’s Utility Coordinator indicated that 
light wattage can vary per field. For example, if the City paid $.10 per kilowatt per hour, it is estimated that it would cost 
$23.00 to light a softball (with 6 light poles) for an evening based upon a 5 hour evening.  This cost would increase by 30 
percent for a baseball field (8 light poles) or about $30 for the same amount of time.  Soccer and football fields have 6 and 
8 light poles and therefore have similar costs associated with lighting these fields.  

• Citizens see lights on at sport fields and conclude that the City is not an effective steward of taxpayer funds. 
 
Recommendation 
 
6.1 Leisure Services management should evaluate the allocation of sport fields to user 

groups to ensure that the assigned sport field time frames are consistent with the user 
groups actual schedules/usage. 
 

Management Plan of Action 
 
LS is currently evaluating the user groups, lighting and capacity and will address new 
ideas for the accountability of our user groups and lighting at the conclusion of the 
consultants work.   
 
Estimated Date of Completion  
 
August 31, 2011 

 
STATUS 

NOT DUE 
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6.2 Leisure Services management should evaluate the feasibility of charging user groups 

for light usage.  This could be accomplished by determining the actual cost of lighting 
fields and implementing a pilot program starting with a set percentage of cost 
recovery for light usage.  The cost recovery percentage can be modified over time to 
eventually have a 100 percent cost recovery for light usage. 
 

Management Plan of Action 
 
Leisure Services is currently awaiting the completion of Pros Consulting Sports Fields 
Capacity Study. Leisure Services intends to develop new pricing in accordance with not 
just the utility costs of lights, but the $1,000,000 in internal service charges for our fields. 
Having just presented fee increases for sports fields and leagues in July of 2010, new 
increases will not be suggested until at least spring of 2011.   
 
Estimated Date of Completion  
 
July 31, 2010. 

 
STATUS 

INCOMPLETE 

 
6.3 Leisure Services management should work with Traffic Engineering Field Operations 

to determine which fields have the push button light activation feature and evaluate 
the feasibility of reprogramming the lights on these fields to a method that can be 
controlled by Municipal Sports Unit staff. 
 

Management Plan of Action 
 
Leisure Services has this information, the cost is between $16,000 – $18,000 in 
equipment and $5,000 - $7,000 if installed in house with TEFO personnel.  The $25,000 
is cost prohibitive to the department for the purposes of bringing one field on line.   
 
Estimated Date of Completion  
 
September 22, 2010 
 
STATUS 

INCOMPLETE 
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6.4 Leisure Services management should establish, document, and implement effective 

policies and procedures to mitigate the issues associated with lighting City sport 
fields when the user groups are not using the fields.  The implemented policies and 
procedures should include: 
• The method used to evaluate allocating sport fields to user groups to ensure that 

the assigned sport field time frames are consistent with the user group actual 
schedules/usage. 

• The method used to evaluate charging user groups for light usage.    
• The incorporation of language in the Facility Use Agreement of the requirement 

for user groups to require user groups to provide weekly light logs and to notify 
the Municipal Sports Unit that they will not be using the fields. 

• The implementation of consequences for user groups who fail to notify the 
Municipal Sports Unit when they will not be using sport fields. 

• The implementation of a policy relating to inclement weather conditions.  
 

Management Plan of Action 
 

• Leisure services will develop a comprehensive policy and user group 
responsibility list to address each of the recommendations above. (Estimated 
Completion Date  The draft of the policy can be completed by August of 2011, 
implementation may not be until 2012 due to the radical change that will be 
experienced by our user groups and the need for time to fully brief and vette with 
the City Council. 

• Pros Consulting is performing this service and analyses for the Department and is 
expected to present their final draft at the end of August. (LS will make pricing 
recommendations and present to council their findings (Completion Date May 
2011) 

• LS Management will incorporate language requiring weekly light logs into 
Facility Use agreement (Completion Date, August 2011) 

 
 
Estimated Date of Completion  
 
August 31, 2011 

 
STATUS 

NOT DUE 
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7.  City Sponsored Leagues Liability Waivers 
 
Background 
 
Criteria 
 
Adult Softball Leagues Rules and Regulations 
Player Contracts 
All players must sign and complete their own contract card.  Coaches must complete a roster for each session.  
These forms must be turned in by the second week of the session.  Forms can be given to the field monitor.  Failure to 
return a team roster or player contract cards to the Sports Office can result in your team receiving forfeit losses for 
any/all games in which information is not on record. 
 
Rosters must be turned in by the first game.  Failure to turn team rosters into the Sports Office will result in your team 
being awarded losses for all games until the roster is turned in to the office.  Players listed on the roster with 
incomplete information (i.e. no identification number or signature) will be considered ineligible and will be cause for 
forfeit if protested. 
 
All rosters/waivers need to be turned into the Sports Office by the first week of the league.  Failure to turn in team 
rosters/waivers will results in your team being awarded losses for all games until the roster is turned into the office. 
 
Adult Soccer Leagues Rules and Regulations:  Roster and Eligibility 
All players must have properly signed an official players contract and it must be on file at the City of Las Vegas 
Department of Leisure Services. 
 
Note: Any player who does not personally sign his own player contract shall be declared an illegal, non-contracted 
player. 
Any team using an ineligible player will forfeit the game in which the player participated.  
 
The waiver/contract card referred to above and used by MSU is called the Official Player, Contract, Waiver, Release of 
Liability, and Indemnification Agreement.    
 
Condition 
 
Leisure Services sponsors four adult softball and soccer league sessions each year.  An analysis was completed for the 
period of July 2008 through June 2009 to determine whether team rosters and liability waivers are obtained and 
retained for individuals participating in these leagues.  The analysis showed that although league teams are instructed to 
turn in team rosters and signed liability waivers within the first week of the league, a systematic process is not in place 
to ensure all team rosters and liability waivers are obtained and retained.   
 
Adult Softball Leagues 

 
A review of the available team rosters and 
liability waivers showed that 365 teams played 
on City adult softball leagues between July 
2008 and June 2009.  We were unable to 
locate 165 of 365 or 45 percent of the team 
rosters, as indicated to the left.  Without team 
rosters, we could not confirm how many 
individuals participated in these adult softball 
league games or if liability waivers were 
collected for the team members. For the 199 
softball team rosters that were located, we 
reviewed the available liability waivers. No 
liability waivers were found for 1,305 of 2,674 
or 49 percent of the team members.  A review 
of the available liability waivers was 

Accounted 
For 

Rosters
55%

No 
Rosters

45%

Softball Team Rosters
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completed.  This review showed that the waivers included incomplete and missing information as noted in the 
following chart.   

 
 
Adult Soccer Leagues 
 
A similar review of the team rosters and liability 
waiver of the 57 teams that played on City adult soccer 
leagues between July 2008 and June 2009.  We were 
unable to locate 20 of 57 or 35 percent of the team 
rosters, as indicated to the right.  Without team rosters, 
we could not confirm how many individuals 
participated in these adult soccer league games or if 
liability waivers were collected for any of the team 
members.  For the 37 soccer team rosters that were 
located, we reviewed the available liability waivers.  
No liability waivers were found for 98 of 649 or 15 
percent of the team members.   A review of the 
available liability waivers was completed. This review 
showed that the waivers included incomplete and 
missing information as noted in the following chart   

 
 
Cause 
 
A systematic process is not in place to ensure that all team rosters and signed liability waivers are obtained and 
retained. 
 
Effect    

No liability waivers

No emergency contact number listed on waiver

Date player signed waiver not indicated

No player signature on waiver

Waivers were located for players not on the rosters

1,305 

285 

95 

21 

32 

Softball Liability Waiver Deficiencies

No liability waiver

No emergency contact number listed on waiver

Date player signed waiver not indicated

No player signature on waiver

Waivers were located for players not on the rosters

98

160

28

1

4

Soccer Liability Waiver Deficiencies

Accounted 
for 

Rosters
65%

No  
Rosters

35%

Soccer Team Rosters
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Individuals who pursue claims against the City when they are hurt or personal property is damaged while participating 
in City sponsored league activity may be awarded $75,000 for damages if the City does not collect and retain signed 
liability waivers. 
 
Recommendation 
 
7.1 Leisure Services management should document and implement policies and 

procedures to ensure that prior to the beginning of City sponsored league play: 
• All individuals that participate in the City sponsored leagues sign an Official 

Player Contract, Waiver, Release of Liability, and Indemnification Agreement. 
• Each team submits a team roster. 
• A Leisure Service employee ensures that a signed liability waiver is obtained and 

retained for each individual that is listed on the team roster. 
 
Management Plan of Action 
 

• Leisure Services will require that all participants in city leagues sign a waiver and 
that all coaches submit a roster.  (completion Date October of 2010) 

• LS Management will require that all city sponsored leagues present a roster 
(Completion Date January 2011) 

• LS Management will require that signed waivers are presented with the rosters 
(Completion Date January 2011) 

 
Estimated Date of Completion  
 
January 31, 2011 
 
STATUS 

INCOMPLETE 
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8.  Liability Waiver Retention Policy 
 
Background 
 
Criteria 
 
Official Player Contract, Waiver, Release of Liability, and Indemnification Agreement  
I assume all risks of injury to my person and property that may be sustained in connection with the stated and associated activities in 
and about the premises. 
  
 
NRS 11.190 Periods of Limitation 
 
Except as otherwise provided in NRS 125B.050 and 217.007, actions other than those for the recovery of real property, unless further 
limited by specific statute, many only be commenced as follows: 
3.  Within 3 years: 
 (c) An action for taking, detaining or injuring personal property… 
4. Within 2 years: 
 (e) Except at otherwise provided in NRS 11.215, an action to recover damages for injuries to a person or for the death of 
a person… 
 
NRS 41.035 Limitation on Awards for Damages in Tort Actions (Effective through September 30, 2011) 
An award for damages in an action sounding in tort brought under NRS 41.031 or against a present or former officer or employee of 
the State or any political subdivision, immune contractor or State Legislator arising out of an act or omission within the scope of his 
public duties or employment may not exceed the sum of $75,000, exclusive of interest computed from the date of judgment, to or for 
the benefit of any claimant.  An award may not include any amount as exemplary or punitive damages. 

 
Leisure Service: Adaptive Recreation – Retention Schedule 
Statements or Waivers Releasing a Park or Recreation Department from Liability for Personal Injury. 
Minimum Retention Period: 
Two (2) calendar years from the cessation of activity for which the release/waiver was signed, if no action is pending. 
 
Condition 
 
Individuals that participate in City sponsored leagues are required to sign the Official Player, Contract, Waiver, Release of Liability, 
and Indemnification Agreement (liability waiver).  This waiver releases the City from liability for personal injury and property 
damage that occurs during City sponsored league play.  Leisure Services current retention policy requires these documents be retained 
for two calendar years for personal injury claims.  NRS 11.190 states that individuals who wish to recover damages for property 
loss have three years to pursue action. Therefore, the minimum retention period does not cover the entire period for claims relating 
to damage to personal property. 
 
Cause 
 
The current retention policy addresses personal injury claims but does not address property damage claims. 
 
 
Effect 
 
Individuals who pursue claims against the City when personal property is damaged while participating in City sponsored league 
activity may be awarded $75,000 for damages if the City does not retain signed liability waivers for the three year period. 
  
Recommendation 
 
8.1 Leisure Services management should modify the retention period for the Official 

Player, Contract, Waiver, Release of Liability, and Indemnification Agreement to 
three years to include the entire three year period for property damages. 
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Management Plan of Action 
 
Leisure Services will direct the Municipal Sports staff to retain all official player, 
contract, waiver, release of liability and indemnification agreements for three years.    
 
Estimated Date of Completion  
 
September 30, 2010 
 
STATUS 

INCOMPLETE 

 
9.  League and Tournament User Group Liability Waivers 
 
Background 
 
Criteria 
 
Effective sport field usage policies include ensuring that the City is protected from individuals pursuing legal action to recover 
damage to personal property or personal injury that occurs on City property. 
 
Condition 
 
Various user groups rent City sport fields for sport leagues and tournaments.  Representatives of these entities sign waivers as part of 
the field permits and the facility use agreements.  In these waivers, the representative agrees to “indemnify and save harmless the City 
of Las Vegas, Nevada, against any and all liability, loss damages, costs or expenses which it may hereafter incur, suffer, or be 
required to pay by reason for any personal injury suffered by myself or an member of the organization or any spectator or attendee of 
any activity of the organization to any person or property as a result of any activity or myself or of the organization.” 
 
Leisure Services does not require individuals that participate in these activities to sign liability waivers.  A representative of the user 
groups may not have the legal authority to waive an individual’s right to pursue a claim against the City.   
  
Cause 
  
Leisure Services’ current policies do not require league and tournament user groups to provide team rosters and individual participants 
to sign liability waivers. 
 
Effect 
 
Individuals pursuing legal action to recover damage to personal property or personal injury that occurred during league and 
tournament user group activity may be able to recover damages if the City has not implemented adequate policies and procedures to 
mitigate claims. 
 
Recommendation 
 
9.1 Leisure Services management should seek counsel from the City Attorney’s Office on 

what requirements league and tournament user groups should follow to limit the 
City’s liability when users are hurt or personal property is damaged while using City 
sport fields.  Once determined, Leisure Services management should implement and 
document applicable policies and procedures and provide training to appropriate 
employees. 
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Management Plan of Action 
 
LS will request assistance from the City Attorney’s Office and implement any 
recommendations. (submit to City attorneys September of 2010) 
 
 
Estimated Date of Completion  
 
September 30, 2010 
 
STATUS 

INCOMPLETE 

 

10.  Certificates of General Liability Insurance 
 
Background 
 
Criteria 
 
According to the Facility Use Agreement for league and tournament user groups: 
 
“All users shall maintain an insurance policy with the City of Las Vegas named as co-insured of $1,000,000 single limit liability 
per occurrence.  A copy of this policy must be submitted to the City when permits are issued.” 
 
Condition 

A review of file folders for league and tournament user groups for the period of July 1, 2008 through December 31, 2009 showed that 
a consistent process was not used to ensure that certificates of general liability insurance were obtained and retained for all periods of 
use.  In addition, instances of inconsistencies in how the general liability certificates were prepared are noted below: 

• Clark County was listed instead of the City as the additional insured.  
• The league was listed instead of the City as the additional insured.  
• The general liability certificate did not list an additional insured.  
• The general liability certificate specified certain sport fields to be included.  
• The league name was not listed on the general liability certificate; instead the league's name was added in pencil. 
• The City employee that oversees granting concession permits indicated that the user group general liability insurance 

coverage also covers concession stands.  The general liability certificates do not address concession stands. 

 
Cause 
 
Established policies and procedures are not in place to ensure that certificates of general liability insurance are obtained and reviewed 
for pertinent requirements.  
 
Effect 
 
Certificates of general liability that are not obtained or incorrectly executed may limit the City’s ability to recoup damages. 
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Recommendation 
 
10.1 Leisure Services management should ascertain how the general liability certificates 

should be executed, document the guidelines, provide training to the applicable 
employees, and provide notification to the user groups. 

 
Management Plan of Action 
 
LS will work with Holly Jenson to determine how certificates are to be executed, and 
request the appropriate training.   
 
Estimated Date of Completion  
 
March 31, 2011 
 
STATUS 

INCOMPLETE 

 
11.  Security Requirements 
 
Background 
 
Criteria 
 
Effective sport field usage policies include ensuring that City property is protected by requiring security plans and coverage for 
established user group thresholds based upon the nature of the activity. 
 
Condition 
 
Leisure Services employees do not provide on-site monitoring of league or tournament user group activities or require any user groups 
to provide private security during their events. User groups that have indicated they will be providing concessions during tournaments 
may be required to obtain a Temporary Event Operator permit through Business Licensing.  When such a permit is required, the 
operator indicates on the Temporary Event Application whether they have contracted with a private security provider.  However, no 
standardized documented security requirements exist for user groups that use City sport fields. 
 
Cause 
 
Leisure Services leaves it to the discretion of the user groups to decide whether they want to provide private security services during 
their activities. 
 
Effect 
 

• City sport fields may not be adequately secured. 
• Potential safety issues for participants and observers of events. 

 
Recommendation 
 
11.1 Leisure Services management should consult with the City Attorney’s Office to 

determine the circumstances in which league and tournament user groups should be 
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required to contract and pay for private security services during their events. Once 
determined, Leisure Services management should implement and document 
applicable policies and procedures and provide training to appropriate employees. 

 
Management Plan of Action 
 
LS Management will submit this suggestion to the City Attorney’s Office and act 
according to their recommendation. 
 
Estimated Date of Completion  
 
September 30, 2010 
 
STATUS 

INCOMPLETE 

 

12.  Concession Permits 
 
Background 
 
Criteria 
 
Effective policies and procedures relating to issuing concession permits include verifying that relevant documentation is obtained or 
reviewed before issuing permits.  Leisure Services’ current policy requires verifying the following documents: 

• If non-profit, Section 501(c ) (3) documentation 
• If profit, One Time Sales Tax Returns 
• Original Business License 
• Temporary Health Permit 
• General Liability Insurance Certificate  

 
Condition 
 
Organizations that provide concessions during events held at City sport fields are required to obtain a concession permit through 
Leisure Services.  The current policy is to grant concession permits to non-profit organizations that are tax exempt according to the 
Internal Revenue Service (IRS).  Before permits are issued, the entities are required to provide copies of their field permit, payment of 
a $50 key deposit to obtain a key for the concessions area, documentation showing their non-profit status (State of Nevada non-profit 
business license and tax exempt status per Section 501(c)(3) of the Internal Revenue Code)), a Southern Nevada Health District health 
permit, and a general liability insurance certificate.  A $50 fee for the concession permit is collected by the Leisure Services’ 
administrative staff and recorded in CLASS for each permit issued. 
 
A query of the CLASS system showed that 20 concession permits were issued during the period of July 2008 through June 2009.  
Audit procedures included ensuring that required steps were completed and necessary documentation was retain for the issued 
concession permits.  No documentation was on file for 9 of 20 or 45 percent of the issued concession permits.  The following 
discrepancies were noted with the remaining 11 permits: 

• A copy of the field permit was not on file for four issued concession permits. 
• Organizations are required to have a $50 key deposit on file for each concession stand they are issued a key.  We could not 

confirm that the key deposit was on file for nine concession stand locations. 
• Documentation did not substantiate whether Leisure Services staff verified that nine organizations had a valid Nevada non-

profit business license. 
• Documentation did not substantiate whether Leisure Services staff verified that nine organizations held current IRS Section 

501(c)(3) tax exempt status. 
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• The time period listed for five concession permits was different than the time period on the Southern Nevada Health 
District permits.  

 
Cause 
 
Standardized policy or procedures on concession operations has not been adopted and provided to staff who issue concession permits. 
 
Effect 
 
It is not possible to determine whether organizations that were issued concession permits provided all the required documentation and 
complied with the requirements.    
 
Recommendation 
 
12.1 Leisure Services management should document and implement policies and 

procedures for the issuance of concession permits.  Training should be held for the 
applicable employees. 

 
Management Plan of Action 
 
LS is awaiting the master plan for sports fields from Pro’s Consulting, once it is 
submitted Leisure will implement a policy and procedure for the issuance of concession 
permits.    
 
Estimated Date of Completion  
 
September 30, 2011 
 
STATUS 

NOT DUE 

 
13.  Non-Profit Status  
 
Background 
 
Criteria 
 
Leisure Services current process requires concession stand operators and sport field users that receive a non-profit rate be classified as 
tax exempt under IRS Section 501(c)(3).  According to the IRS website, to qualify as tax-exempt, an organization must: 

• Be organized and operated exclusively for exempt purposes as outlined in the Code. 
• Be organized as a trust, a corporation, or an association. 
• Have an exempt purpose. 
• Submit a completed, signed and dated application to the IRS.  

 
Condition 
 
Non-Profit Status for Concession Permits 
As noted above in Finding Number 10, no documentation was on file for nine of the concession permits issued during July 1, 2008 
and June 30, 2009 and it was not possible to substantiate whether the non-profit status had been verified for an additional nine 
organizations.  Six of the organizations that received concessions permits were randomly selected and queries were completed of the 
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Nevada Secretary of State and the IRS websites to ascertain their current tax exempt status.  As noted below, discrepancies were found 
with all six organizations. 

• One organization was a Nevada Domestic Corporation not organized as non-profit.  In addition, it was not tax exempt 
under Section 501(c)(3). 

• Two organizations were Nevada Domestic Non-Profit Corporations; however, they were not tax exempt under Section 
501(c)(3). 

• One organization was tax exempt under Section 501(c)(3); however, its Nevada Domestic Corporation business license 
was revoked. 

• Two organizations did not have a Nevada business license and were not tax exempt under Section 501(c)(3). 
 
Non-Profit Status for Sport Field User Groups 
A review of the sport field rental agreements for tournaments and walk-in user groups for the period of July 1, 2008 through 
December 31, 2009 showed that only 20 file folders included documentation relating to verifying non-profit status.  Four of the 
organizations provided confirmation from the IRS that the organization was tax exempt under Section 501(c)(3).  The other 16 
organizations provided other documentation such as the Nevada Corporate Charter, Nevada Articles of Incorporation or the Nevada 
list of officers, directors and registered agents.  This documentation confirms that these organizations were organized as Nevada non-
profit organizations but does not confirm tax exempt status per Section 501 (c)(3).  
 
Cause 
 
Staff members do not know what documentation to use to confirm tax exempt status per Section 501(c)(3). 
 
Effect 
 
Leisure Service employees are not adequately confirming non-profit status for vendors and user groups that use City property. 
 
Recommendation 
 
13.1 Leisure Services management should ascertain what documentation they deem to be 

acceptable for determining non-profit status, document the criteria, and provide 
training to the applicable employees. 

 
Management Plan of Action 
 
LS Management is working to develop a proposal to discontinue nonprofit recognition in 
our department. Should this be unsuccessful, we want to have 501c-3 as the only 
nonprofit status recognized.  This will be pursuant to Council briefing and adaptation.   
 
Estimated Date of Completion  
 
January 31, 2011 
 
STATUS 

INCOMPLETE 

 
14.  Memorandum of Understanding  
 
Background 
 
Criteria 
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Leisure Services has a memorandum of understanding (MOU) with the American Fastpitch Association (AFA) to provide umpires to 
officiate league and tournament play for the City recreational adult softball program.  The MOU provisions include the following 
sections: 

• AFA responsibilities relating to league and tournament play. 
• City responsibilities relating to league and tournament play. 
• An understanding that AFA will provide umpires without expectation of compensation from the City.   
• A requirement that AFA will provide a million dollars of general liability insurance that lists the City as an additional 

insured party. 
• A requirement that AFA “will protect, defend, indemnify and save the City, its officers and employees harmless form and 

against any and all claims, liability, damages, demands, losses, expenses, suits, liens, judgments, attorney fees or court 
costs of whatever nature including, but not limited to, claims for contribution or indemnification for injuries to or death of 
any person or person or damage or loss to the City premises”. 

 
Condition 
 
NISOA provides referees to officiate the games for the City sponsored adult soccer league.  Leisure Services does not have a signed 
MOU with NISOA to provide these services.   
 
Cause 
 
Leisure Services negotiated with NISOA to provide the service and did not formally document the results of the agreement. 
 
Effect 
 
Without a signed, written agreement with NISOA each party’s responsibilities are not documented. 
 
Recommendation 
 
14.1 Leisure Services management should pursue implementing a signed, written 

Memorandum of Understanding with NISOA that documents the terms for 
providing referees to officiate league and tournament play for the City recreational 
soccer program. 

 
Management Plan of Action 
 
Due to FSR 2011, the City is not currently offering soccer leagues, however LS 
Management will make sure that any time our sports take on a relationship such as 
NISOA we will have an MOU. 
 
Estimated Date of Completion  
 
September 22, 2011 
 
STATUS 

COMPLETE 
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15.  Disabling CLASS User Access   
 
Background 
 
Criteria 
 
Information Security Procedure IT 134a.1 
Responsibilities and Authority 
 
The Data Owner is responsible for:  
Ensuring that only those individuals who have an operational need can access data.   
 
Individual Access Controls 
Only properly authorized persons may access City systems.  The following access controls must exist for every system/application 
used on the City’s infrastructure:  

• Individuals are granted access only to those information systems, databases, information, and resources necessary 
for the performance of their official duties; (part a) 

• Access control processes must be in place for all applications and any changes to processes and access control 
mechanisms must be coordinated by the Data Owner and the ISCA; (part b) 

• Access for persons who are not City employees or on contract to the City of Las Vegas, must be sponsored by an 
appropriate level of management (City Manager, Deputy City Manager, Department Director); and (part h) 

• Access to accounts shall be disabled promptly upon the departure of a user or when a user's duties change and 
access is no longer authorized. (part i) 

 
Condition 
 
Leisure Services grants access to CLASS by adding the employee names to user listings.  Each user listing gives employees different 
security rights to use CLASS.  Depending on job responsibilities, employees may be included on multiple user listings.  The names 
listed on three CLASS user listings as of December 3, 2009 were compared to Human Resource data in Oracle to determine current 
employment status. The results of the analysis showed that a systematic process is not used to disable CLASS access, as follows: 
 
 

CLASS User 
Listings 

Total 
Employees 

Current 
Employees 

Former 
Employees 

Not an Employee (current 
or former) per Oracle  

Clerk 421 111 183 127 

User Group 230 180 31 19 

Full Time 230 180 31 19 
 
Cause  
 
Leisure Services has not implemented policies and procedures to monitor CLASS access   to disable user computer access when an 
operational need no longer exists. 
 
Effect 
 
The lack of regular monitoring of computer system access results in the potential for unauthorized access to CLASS and non-
compliance with City IT policies. 
 
Recommendation 
 
15.1 Leisure Services management should: 

• Disable active CLASS computer system access for individuals that no longer 
have an operational need to use CLASS. 
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• Develop, document, and implement procedures to ensure that CLASS computer 
system access is disabled when: 
o employees leave employment with the City. 
o employees assume City positions that no longer require access to CLASS. 

• Implement a periodic review of the computer system access rights to verify that 
all access changes have been made. 
 

 
Management Plan of Action 
 

• LS Management will have all separated, transferred or otherwise affected 
employees that no longer need CLASS access terminated from the system. 

• During Article 22 shift bidding each Fall, the CLASS System Manager will 
perform an audit of access rights to CLASS and make the necessary changes for 
rights and privileges per employee. (Completion October of 2010) 

• LS Management will work with the CLASS Administrator to perform quarterly 
review of the CLASS privileges assigned to employees. (Completion Date 
October 2010) 
 

Estimated Date of Completion  
 
October 31, 2010 
 
STATUS 

COMPLETE 
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