
 

 

Metropolitan Nashville Airport Authority 

 

 

MEMORANDUM 
 

 

TO: Robert R. Wigington, President and CEO 
 

CC:         Douglas E. Kreulen, Senior Vice President and COO 

      Floyd Crook, Director of Facilities Maintenance 

       David Howard, Assistant Manager of Maintenance Services 

       Randal Jenkins, Facilities Maintenance Planner 

        

FROM: Julie Zwicknagel, Internal Audit Coordinator 

 

DATE: June 13, 2017 

 

SUBJ: Service Management Systems Audit Report 

 

  

Background 

 

On April 1, 2015, Service Management Systems (“SMS”) entered into a Maintenance Services 

Contract with the Metropolitan Nashville Airport Authority (“Authority”) to provide cleaning 

and custodial services, glass/window cleaning, and miscellaneous maintenance services 

(“cleaning services”). SMS would supply janitorial products at cost and these would be 

reimbursable by the Authority. The Contract was for a period of five (5) years.  

 

The Authority agreed to pay SMS for the performance of cleaning services, as detailed below.  

 

 
SMS was required to perform cleaning services including general building envelope cleaning, 

restrooms, glass/window cleaning, food courts, and miscellaneous cleaning in the following 

service locations:  terminal and concourses, Concourse D leased space, short-term parking, and 

outlying buildings and areas. 

Contracting Period Cleaning Services

Estimated 

Janitorial Supplies Total

Year 1 (April 2015 - March 2016) $2,422,034 $257,987 $2,680,020

Year 2 (April 2016 - March 2017) 2,422,034 261,856 2,683,890

Year 3 (April 2017 - March 2018) 2,458,364 265,784 2,724,148

Year 4 (April 2018 - March 2019) 2,495,240 269,771 2,765,011

Year 5 (April 2019 - March 2020) 2,532,668 273,817 2,806,486

Total $12,330,340 $1,329,215 $13,659,555
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The Small, Minority and Woman-Owned Business Enterprise (“SMWBE”) participation level 

for the contract was established at 19.75%. The contract would be measured as a percentage of 

the total dollar value of the contract. SMS has committed to achieve a 19.75% goal.  

 

The First Amendment to the Maintenance Services Contract, effective August 1, 2015, 

increased the cleaning services requirements to include the gates on Concourse C, jet bridges, 

and miscellaneous extras. The revised contract amount for cleaning services is detailed below.   

 

 
On September 26, 2015, SMS entered into an Emergency Maintenance Services Contract with 

the Authority to provide cleaning and custodial services and miscellaneous maintenance 

services at the International Plaza. SMS would supply janitorial products and these would be 

reimbursable by MNAA Properties Corporation (“MPC”). The Contract was for a period of no 

more than six months.  

 

The Authority agreed to pay SMS $13,396 per month for basic services and $2,695 per month 

for day porter/FAA services for a total monthly cost of $16,091.  

 

The SMWBE participation level for the contract was established at 83.33%. The contract would 

be measured as a percentage of the total dollar value of the contract. SMS committed to achieve 

an 83.33% goal.  

 

 

 

 

Objectives 

 

The objectives of the audit were as follows: 

 

1. Determine SMS is complying with contract terms and operational requirements;  

2. Determine the Airport Contract Coordinator (“CC”) is adequately administering the 

SMS contract to ensure compliance with contract terms and operational requirements;  

3. Determine the validity of payments made to SMS; 

4. Determine compliance with the Emergency Services Contract with SMS; and 

5. Document and evaluate existing internal controls. 

 

 

 

Contracting Period Cleaning Services Amendment No. 1 Total

Year 1 (April 2015 - March 2016) $2,422,034 $165,612 $2,587,646

Year 2 (April 2016 - March 2017) 2,422,034 165,612 2,587,646

Year 3 (April 2017 - March 2018) 2,458,364 168,097 2,626,461

Year 4 (April 2018 - March 2019) 2,495,240 170,618 2,665,858

Year 5 (April 2019 - March 2020) 2,532,668 173,177 2,705,845

Total $12,330,340 $843,116 $13,173,456
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Testing  
 

In order to satisfy the audit objectives, the following tests were performed: 

 

1. Determine SMS is complying with performance bond requirements. 

2. Determine SMS maintains adequate insurance coverage. 

a. Obtain a copy of the current certificate of insurance on file. 

b. Verify that the commercial general liability, automobile, worker’s 

compensation, and pollutions liability insurance coverage meets or exceeds the 

amounts specified in the contract. 

c. Verify the company/companies providing general liability, automobile, 

worker’s compensation, and pollution liability insurance are admitted to do 

business in the State of Tennessee and rated not less than the minimum credit 

rating or approved by the Authority’s CFO. 

d. Verify that the certificate of insurance is current and adheres to all other contract 

terms.  

3. Determine SMS is complying with reporting of chemicals provisions by maintaining a 

library of Safety Data Sheets (“SDS”) for all chemicals and hazardous substances used 

at the airport in the janitorial closets. 

a. Verify chemical inventories are updated on a quarterly basis. 

4. Determine SMS is complying with timely attendance and performance provisions by 

submitting a monthly report on the number of employees working of the first, second, 

and third shifts. 

5. Determine SMS is complying with personnel training provisions.  

a. Verify SMS is maintaining evidence of employees training record. 

b. Verify SMS is providing each employee with the required training sessions.  

6. Determine SMS maintains a material supply and inventory usage report and provides a 

copy of the report to the CC each month. 

7. Determine SMS is conducting monthly safety meetings.  

a. Randomly select four months for detailed testing.  

b. Obtain a copy of the safety meeting minutes and verify employee training sign-

off sheets are complete and properly filed. 

8. Determine SMS employees are dressed in appropriate SMS uniforms with airport photo 

identification security badge properly displayed. 

9. Determine SMS has developed and maintains a quality control program to ensure the 

requirements of the contract are provided.  

a. Verify SMS is submitting a weekly operation and inspection report at the regular 

weekly meeting of the work that was performed and inspected the previous week 

and work that is planned for the next week.  

b. Verify the SMS Project Manager is utilizing inspection resolution forms to 

document projects are completed. 

10. Determine at least 50% of the last performance incentive bonus award was distributed 

to the Contractor’s employees and its SMWBE partner’s employees working at the 

airport.  

11. Determine SMS is complying with daily cleaning contract requirements and detailed 

cleaning contract requirements including but not limited to glass/window cleaning and 

miscellaneous services to meet operational standards.  
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a. Conduct unannounced field observations of facility and SMS personnel 

performing their respective duties. 

b. Determine through observations whether the premises is maintained in a clean, 

neat, sanitary, and attractive condition and appearance. 

12. Determine SMS is meeting SMWBE program requirements.  

13. Determine the CC is adequately administering the SMS contract to ensure compliance 

with contract terms and operational requirements. Tests should include, but not limited 

to the following: 

a. Document and evaluate the CC’s current procedures in place to monitor contract 

and operational requirements. 

b. Verify the CC, SMS Project Manager, and SMWBE partners are conducting 

weekly inspections of the facilities. 

c. Verify the SMS Project Manager is submitting weekly action plans to the CC. 

d. Verify the CC is performing monthly unscheduled inspections as is required for 

the performance incentive bonus program. 

e. Obtain and review the last performance incentive bonus award distributed to the 

Contractor. 

i. Review performance reports and scoring for reasonableness. 

ii. Verify the performance incentive bonus was accurately calculated and 

approved. 

f. Determine contract modifications or amendments comply with contract terms 

and are properly stated.  

g. Verify the CC is reviewing the condition of SMS’ equipment semi-annually and 

recommending replacements as necessary.  

h. Determine the CC is monitoring daily and detailed cleaning services contract 

requirements to meet operational standards. 

i. Determine SMS is complying with staffing requirements.  

j. Identify any areas of concern or instances of SMS’ non-compliance with 

contract terms and operational requirements identified by Authority personnel. 

Perform testing of the status of such areas of concern or instances of non-

compliance. 

14. Obtain invoices from April 2015 to current period and perform the following: 

a. Randomly select four (4) invoices for detailed testing. 

b. Review each invoice for mathematical accuracy. 

c. Determine that invoices are prepared in accordance with the terms or the 

contract.  

d. Verify that the Contractor is billing for actual services provided and billing one-

twelfth of the annual contract price. 

e. Verify that escalations per the contract amounts have been correctly calculated. 

f. Verify invoices for purchases of janitorial products accompany the 

reimbursement requests. 

g. Verify invoices are properly coded and approved. 

h. Determine that documentation required to support billing is attached to the 

invoice including SMWBE pay request reports. 

15. Determine payments made to SMS have not exceeded the contract amount for year two 

cleaning services. 
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16. Determine whether any work outside of the contract was properly approved. 

a. Randomly select three (3) invoices for work outside of the contract.  

b. Determine an estimate was provided to the Authority. 

17. Determine SMS maintains adequate insurance coverage for the Emergency 

Maintenance Contract. 

a. Obtain a copy of the current certificate of insurance on file. 

b. Verify that the commercial general liability, automobile, and worker’s 

compensation insurance coverage meets or exceeds the amounts specified in the 

contract. 

c. Verify the company/companies providing general liability, automobile, and 

worker’s compensation insurance are admitted to do business in the State of 

Tennessee and rated not less than the minimum credit rating or approved by the 

Authority’s CFO. 

d. Verify that the certificate of insurance is current and adheres to all other contract 

terms. 

18. Determine the Emergency Maintenance Contract did not exceed six months. 

a. Verify contract modifications or amendments comply with contract terms and 

are properly stated. 

19. Determine SMS is meeting SMWBE program requirements for the Emergency 

Maintenance Contract. 

20. Determine the validity of payments made to SMS for the Emergency Maintenance 

Contract. 

a. Obtain invoices from September 2015 to June 2016 and perform the following: 

i. Randomly select two (2) invoices for detailed testing. 

ii. Review each invoice for mathematical accuracy. 

iii. Determine that invoices are prepared in accordance with the terms of the 

contract. 

iv. Verify that the Contractor is billing for actual services provided and 

billing does not exceed contract pricing. 

v. Verify that invoices are properly coded and approved. 

vi. Verify invoices for purchases of janitorial products accompany the 

reimbursement requests.  

vii. Determine that documentation required to support billing is attached to 

the invoice including SMWBE pay request reports.  

21. Document and evaluate existing internal controls.  
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Conclusion  

 

Based upon the audit, the following was determined with respect to the stated objectives: 

 

1. SMS’ performance bond does not meet the required coverage amount specified in the 

contract, as noted in finding #1. 

2. SMS is not complying with automobile liability insurance requirements, as noted in 

finding #2. 

3. SMS is not complying with pollution liability insurance requirements, as noted in 

finding #3. 

4. SMS is not complying with chemical inventory requirements, as noted in finding #4. 

5. SMS is not complying with monthly staffing reporting requirements, as noted in finding 

#5. 

6. SMS is not complying with personnel training requirements, as noted in finding #6. 

7. SMS is not complying with monthly safety committee meeting requirements, as noted 

in finding #7. 

8. SMS is not complying with performance incentive bonus program requirements, as 

noted in finding #8. 

9. SMS is not complying with glass/window and miscellaneous services cleaning 

requirements, as noted in finding #9. 

10. SMS is not meeting SMWBE contract requirements, as noted in finding #10. 

11. The CC did not retain copies of the walkthrough updates, as noted in finding #11. 

12. The CC did not retain copies of the monthly materials supply and inventory usage 

reports, as noted in finding #12. 

13. The October 2015 – March 2016 performance incentive bonus award was overstated by 

$758.08, as noted in finding #13. 

14. The CC is not formally reviewing the condition of SMS’ equipment on a semi-annual 

basis, as noted in finding #14. 

15. SMS invoices have not been properly approved for payment, as noted in finding #15. 

16. Actual janitorial supplies costs for year two were significantly higher than the amount 

estimated in the Contract, as noted in finding #16.  

17. The Emergency Maintenance Services Contract with SMS exceeded the six month 

contracting term, as noted in finding #17. 

18. SMS did not meet SMWBE contract requirements outlined in the Emergency 

Maintenance Service Contract, as noted in finding #18. 

19. Sales tax has been assessed on some of SMS’ invoices, as noted in finding #19. 
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Finding #1 

 

Observation 

 

SMS’ performance bond does not meet the required coverage amount specified in the contract.  

 

Background 

 

According to Article II, General Information, Section H, Bond Requirements, of the RFP, "As 

a condition of the contract award, the successful proposer will be required to provide and 

maintain throughout the term of the contract a performance bond being equal to 100%  of the 

annual contract amount, in the form attached as Exhibit L. This bond shall be renewed 

annually." 

An objective of the audit was to determine SMS’ performance bond equaled 100% of the 

annual contract amount. The annual contract amount for the 2nd year of the SMS contract was 

$2,587,646, as detailed below.  

 

Area Description Year 2 

Terminal & Concourses:  
A-1:  General Building Envelope 

Cleaning $1,184,494 

A-2:  Restrooms 51,986 

A-3:  Glass/Window Cleaning 111,332 

A-4:  Miscellaneous Cleaning 587,416 

A-5:  Food Courts 83,471 

Concourse "D" Leased Space:  
B-1:  General Building Envelope 

Cleaning 51,361 

B-2:  Restrooms 2,861 

B-3:  Glass/Window Cleaning 11,363 

Short-Term Parking:  
C-1:  General Building Envelope 

Cleaning 225,000 

C-2:  Glass/Window Cleaning 41,910 

Outlying Buildings & Areas:  
D-1:  General Building Envelope 

Cleaning 59,519 

D-2:  Restroom Cleaning 4,027 

D-3:  Glass/Window Cleaning 7,292 

Amendment No. 1:  
Addition of gates on C Concourse 65,108 

Addition of jet bridges 90,905 
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Miscellaneous Extras 9,600 

Total Contract Amount $2,587,646 

  
Through audit testing, it was determined that the performance bond from April 1, 2016, through 

April 1, 2017, was in the amount of $2,422,034 (as of August 24, 2016). Therefore, the 

performance bond was underfunded in the amount of $165,612, as detailed below.  

 

Description Amount 

Performance Bond $2,422,034 

Total Contract Amount for Year 2 $2,587,646 

Variance ($165,612) 

 

It should be noted that the variance is equal to the amount of Amendment No. 1 to the SMS 

contract.  

 

Recommendation 

 

The CC should require SMS to increase their performance bond coverage in the amount of 

$165,612 for a total coverage amount of $2,587,646.  

 

Management Response 

 

The performance bond amount has been corrected and will be updated yearly. Reminders of 

bond and insurance expiration dates have been set on the CC’s calendar.  

  

 

 

 

Finding #2 

 

Observation 

 

SMS is not complying with automobile liability insurance requirements.  

 

Background 

 

According to Article IV, Miscellaneous, Section H, Insurance Requirements, Automobile 

Liability Insurance, of the RFP, “The Proposer shall obtain and maintain continuously in effect 

at all times during the term of this Contract, at its sole cost and expense, automobile liability 

insurance coverage (the “Auto Coverage”), with a coverage limit of not less than Five Million 

and No/100 Dollars ($5,000,000) per occurrence, that insures against claims, damages, losses 

and liabilities arising from automobile related bodily injury, death and/or property damage.” 

 

An objective of the audit was to determine that the automobile liability insurance coverage met 

or exceeded the amount specified in the contract. Through audit testing, it was determined that 
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SMS had automobile liability insurance coverage in the amount of One Million Dollars 

($1,000,000) per occurrence instead of the contract requirement of Five Million Dollars 

($5,000,000) per occurrence.  

 

Recommendation 

 

The CC should require SMS increase their automobile liability insurance coverage to Five 

Million Dollars ($5,000,000) per occurrence and submit a new certificate of insurance to 

substantiate SMS is complying with contract terms.  

 

Management Response 

 

SMS has a 5,000,000 per occurrence umbrella policy that covers the automobile liability 

insurance coverage. 

 

 

 

 

Finding #3 

 

Observation 

 

SMS is not complying with pollution liability insurance requirements.  

 

Background 

 

According to Article IV, Miscellaneous, Section H, Insurance Requirements, Pollution Liability 

Insurance, of the RFP, “The Proposer shall obtain and maintain continuously in effect at all 

times during the term of this Contract, at its sole cost and expense, pollution liability insurance 

coverage (the “Pollution Coverage”), with coverage limits of not less than One Million and 

No/100 Dollars ($1,000,000) per occurrence and One Million and No/100 Dollars ($1,000,000) 

in aggregate, that insures against claims, losses and liabilities arising from a discharge, release 

or escape of any solid, liquid, gaseous or thermal irritant or contaminant, including smoke, 

vapors, soot, fumes, acids, alkalis, toxic chemicals, medical waste and waste materials, into or 

upon land, or any structure on land, the atmosphere or any watercourse or body of water that 

results from activities of the Proposer or others for which the Proposer is legally obligated.” 

 

An objective of the audit was to determine that the pollution liability insurance coverage met 

or exceeded the amount specified in the contract. Through audit testing, it was determined that 

SMS did not have pollution liability insurance in place.  

 

Recommendation 

 

The CC should require SMS to submit a pollution liability certificate of insurance in the amount 

of One Million Dollars ($1,000,000) per occurrence and One Million Dollars ($1,000,000) in 

aggregate.  
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Management Response 

 

SMS has provided the CC with a pollution liability certificate of insurance. 

 

 

 

 

Finding #4 

 

Observation 

 

SMS is not complying with chemical inventory requirements.  

 

Background 

 

According to Exhibit “B” Technical Specifications, Chemical Specifications & Standards, Item 

No. 2 of the RFP, “The Contractor will identify and submit a list of chemicals, quantities on 

hand, intended use, Safety Data Sheets (“SDS”), applicable specifications, trade name, and 

manufacturer to the MNAA’s CC during Contractor’s phase-in with certifications that the 

chemicals meet or exceed the Contract requirements. The CC will be given an email notification 

when a new cleaning chemical is utilized describing the purpose and area where the new 

chemical will be used. Chemical inventories will be updated quarterly.”  

 

An objective of the audit was to verify chemical inventories are updated on a quarterly basis. 

Through audit testing, it was determined that SMS is not updating chemical inventories on a 

quarterly basis. 

 

Recommendation 

 

The CC should require SMS to submit an updated chemical inventories on a quarterly basis.    

 

Management Response 

 

SDS sheets have been updated and a monthly inventory report is being sent to the CC.  

  

 

 

 

Finding #5 

 

Observation 

 

SMS is not complying with monthly staffing reporting requirements.  
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Background 

 

According to Article III, Rights and Duties of Contractor, Section B, Timely Attendance and 

Performance, of the RFP, "The Contractor will submit the number of employees working on 

the first, second, and third shifts on a Monthly Report. The Contractor will schedule staggered 

employee breaks as necessary to maintain continual cleaning operations. The Contractor will 

be responsible for the complete and timely performance of all the services under the Contract. 

If the Contractor fails to maintain schedules as approved by the CC, or if in the opinion of the 

CC, the Contractor's work methods are not adequate to assure completion of the work per the 

allotted schedule, the MNAA may direct the Contractor, at no additional cost to the MNAA, to 

revise its work schedule and/or use additional personnel to ensure completion of the work in a 

timely manner. At no time should there be less than eight (4 men and 4 women) cleaners 

assigned to terminal and concourse public restrooms on duty during the hours of 6:00 am to 

10:00 pm each day." 

An objective of the audit was to determine SMS was submitting a monthly staffing report on 

the number of employees working on the first, second, and third shifts. Internal Audit selected 

the following months for detailed testing:  July 2015, November 2015, February 2016, and May 

2016. Through audit testing, it was determined that SMS did not submit monthly staffing reports 

for the months of July 2015, November 2015, and February 2016.  

It should be noted that SMS has recently started submitting weekly staffing reports to the CC.  

Recommendation 

 

The CC should ensure SMS is complying with contract terms by submitting weekly or monthly 

staffing reports.  

 

Management Response 

 

The monthly staffing report is being presented to the CC weekly from SMS. 

 

 

 

 

Finding #6 

 

Observation 

 

SMS is not complying with personnel training requirements.  

 

Background 

 

According to Article III, Rights and Duties of Contractor, Section F, Personnel Training, of the 

RFP, "The Contractor will provide environmental health and safety training to ensure 
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compliance with all federal, state, and local laws or regulations. It is imperative that each 

employee receives proper and adequate training prior to commencement of work. Untrained 

employees will not be permitted to perform the services specified within the contract. It will be 

the Contractor's responsibility to maintain evidence that employees are being properly trained. 

Contractor's employees utilized for project work such as stripping and refinishing floors, and 

high cleaning above six feet, will receive additional training. 

Training Record - The Contractor shall maintain a training record for each employee. 

The training record shall show, at a minimum, each employee's name, date of 

employment, the type and date of each training class attended, and the class instructor. 

The Contractor shall present such records for inspection in the weekly report to the CC. 

The CC, may, from time to time, monitor the conduct for such training classes.  

Training Subjects - At a minimum, the Contractor shall provide each employee with the 

following training within the first month of employment and again during each twelve-

month period during the employee's tenure:  Orientation to Housekeeping Operations, 

Housekeeping Chemicals - Proper Use and Dilution, Tools and Equipment - Proper Use 

and Care, Rest Room Cleaning and Disinfections, Office and Related Area Cleaning, 

Repetitive Floor Car, Waste Collection and Recycling, Common Cleaning Mistakes, 

Body Mechanics, Quality Control and Assurance and Inspection Techniques (shown to 

Supervisors and Group Leaders only). Safety & Security to include Asbestos, Blood 

Borne Pathogens, Hazardous Materials - HAZCOM, "Right to Know", Emergency 

Procedures & Evacuations, Incident/Accident Reporting, and Personal Protective 

Equipment. The Contractor will present a schedule of subjects and times of training to 

the CC.” 

SMS conducts a safety orientation, which is required for all new employees. They also utilize 

training videos and perform mandatory annual training on a monthly basis. SMS’ training 

information includes some of the following subjects:  Compliance with individual state laws, 

statement of safety policy, delegation of responsibilities, review of safety rules, hazard 

communications program, infection control guidelines, handling bio-hazardous spills, safety 

inspections, handling worker injuries, transitional work program, general liability safety 

program, eye wash stations, heat illness prevention program, restroom sanitation, OSHA, 

proper hand care, slip and fall prevention, proper handling of trash, basic cleaning techniques, 

hand washing, HAZCOM, blood borne pathogens, etc.  

An objective of the audit was to determine SMS was complying with personnel training 

provisions including providing each employee with the required training sessions and 

maintaining evidence of employees training record. Through audit testing, it was determined 

that SMS is covering the required training sessions.  

However, SMS is not maintaining evidence of the employees training records. Internal Audit 

requested a sample selection of employees to verify SMS was maintaining evidence of the 



 

 
 

13 

employees training record. Out of a sample selection of nine (9), seven (7) of the SMS 

employees safety orientation training records and training video viewing logs were dated 

September 16-17, 2016. Through audit inquiries with SMS, it was determined that SMS did not 

have copies of the employees training record on file for those training sessions that were 

previously conducted and requested the employees to sign new training records. Two (2) other 

SMS employees did not have any training records on file for the safety orientation or training 

videos.   

Additionally, the training records did not include the employee’s date of hire and are not 

consistently provided to the CC in the weekly report.   

Since SMS’ training records were not properly documented and filed at the time of training, 

Internal Audit was not able to verify SMS was properly conducting personnel training sessions 

in compliance with the contract agreement.  

Recommendation 

 

To strengthen internal controls, SMS should maintain personnel training records in compliance 

with the contract agreement. Additionally each training record should include the employee’s 

date of hire and the signature of the employee at the time the training was conducted. Training 

records should be submitted to the CC in the weekly report in which the training was performed.   

 

Management Response 

 

Training records and training of employees are now in place and the CC is getting copies of 

these records. The CC is getting weekly copies as training is being conducted.  

 

 

 

 

Finding #7 

 

Observation 

 

SMS is not complying with monthly safety committee meeting requirements.  

 

Background 

 

According to Safety Program of the SMS Proposal, “The Project Manager conducts a 

mandatory monthly Safety Committee meeting covering all safety procedures. Minutes of the 

meeting will be shared with all employees and each employee must sign their name on a “sign-

off sheet” indicating that they have been trained and understand the safety policies and 

procedures. A copy of this sheet is sent to the corporate Risk Director.” 

 

An objective of the audit was to determine SMS was conducting monthly safety committee 

meetings by obtaining a copy of the safety meeting agenda, safety topic, and employee training 
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sign off sheet. Internal Audit selected the following months for detailed testing:  April 2015, 

October 2015, January 2016, and March 2016. Through audit testing, it was determined that 

SMS had the safety topic information for October 2015 and January 2016 but they did not have 

the employee training sign off sheets verifying the meetings were conducted.   

 

Recommendation 

 

SMS should retain employee training sign off sheets for monthly safety meetings to validate 

the meetings are being conducted.  

 

Management Response 

 

Monthly safety committee meeting are being conducted and documented. 

 

 

 

 

Finding #8 

 

Observation 

 

SMS is not complying with performance incentive bonus program requirements.  

 

Background 

 

According to Article III, Rights and Duties of Contractor, Section DD, Performance Incentive 

Bonus Program, of the RFP, “The MNAA seeks to establish a strong, sound, mutually beneficial 

relationship with a Contractor, who is willing, able and eager to provide high quality service on 

an exceptional scale. To encourage this, the MNAA has established a semi-annual performance-

related incentive bonus (Exhibit M). This bonus is not guaranteed, but shall be paid at the sole 

discretion of the MNAA based on a monthly evaluation of the Contractor’s performance. The 

semi-annual incentive bonus shall at no time exceed two percent (2%) of the annual contract 

price. The Contractor must distribute at least 50% of any Performance Incentive Bonus award 

received to the Contractor’s employees and its SMWBE partner’s employees working at the 

MNAA job site.” 

 

An objective of the audit was to determine at least 50% of the October 2015 - March 2016 

performance incentive bonus, in the amount of $2,197, was distributed to SMS’ employees and 

its SMWBE partner’s employees working at the Airport. Through audit testing, it was 

determined that SMS did not distribute a performance incentive bonus in the amount of $19.83 

to Orlando Espinel.  

 

Recommendation 

 

SMS should distribute a payment in the amount of $19.83 to Orlando Espinel for the October 

2015 – March 2016 performance incentive bonus.  
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Management Response 

 

A check for $19.83 was issued to Orlando in October 2016. 

 

 

 

 

Finding #9 

 

Observation 

 

SMS is not complying with glass/window and miscellaneous services cleaning requirements. 

 

Background 

 

The janitorial/custodial RFP dated October 24, 2014, contained the following glass/window 

and miscellaneous services cleaning requirements (“glass/window cleaning”).  

  

Glass/Window Cleaning Schedule:  

 

Area Description 
Cleaning 

Frequency 

Terminal and Concourses - Glass/Windows Cleaning -
ABC - Concourses (Except Leased Space on Concourse 
("D")   

1. Ticket Level - security/windbreak walls (Outside) Daily 

2. Ticket Level - four (4) vestibules/ entrance ways Daily 

3. Baggage Level - Four (4) vestibules (inside/outside) Daily 

4. Ground Level Windows-both sides of vestibule (in & 
outside) Daily 

5. Exterior Wall of Concourse Connector (Inside) Daily 

6. Designated Hold Rooms Concourse "A" Passenger Level 
(Inside) Daily 

7. Concourse "B" Passenger Level (Inside) Daily 

8. Designated Hold Rooms Concourse "C" Passenger Level 
including glass doors leading to jet way (Inside) Daily 

9. All interior glass partition walls Daily 

10. Employee Bus Stop North end Ticket Level curbside Daily 

Short-Term Parking Garage - Glass/Window Cleaning   

1. 2nd Level Short Term Glass (Inside) Weekly 

2. 3rd Level Short Term Glass (Inside) Weekly 

3. 2nd level Short Term Glass (Outside) Monthly 

4. 3rd Level Short Term Glass (Outside) Monthly 
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5. Parking Garage " Skylight Glass"   
Bi-

Annually 

6. Skylight Glass over Car Rental counters (Inside) 
Bi-

Annually 

Terminal and Concourses - Glass/Windows Cleaning -
ABC - Concourses (Except Leased Space on Concourse 
("D")   

1. Sloped main skylight front of Terminal & extending down 
to AB & CD Knuckles (Outside) Monthly 

2. Curtain Wall front of Terminal (Outside) Monthly 

2. Curtain Wall front of Terminal (Inside) Monthly 

3. Skylight Glass over Ticketing Counters (Outside) Monthly 

4. Baggage Level - Over car Rental front of Terminal 
(Outside) Monthly 

4. Baggage Level - Over car Rental front of Terminal (Inside) Monthly 

5. MNAA Offices (4th Level overlooking dining) Outside 
surface (Also dust ledges) 24X/yr 

6. "Mirror" glass over all shops Monthly 

7. Knuckles glass overlooking apron (inside). Monthly 

1. Exterior Wall of Concourse Connector/Glass (Outside) 
Bi-

Monthly 

2. Sloped glass in Concourse Connector (Inside/Outside) 
Bi-

Monthly 

3. Reflective Art mirrors in Terminal Building and mirrors 
above the Ticket Counters in Terminal Buildings 

Bi-
Monthly 

4. Ground Control Tower on top of "C" Concourse 
(Inside/Outside) 

Bi-
Monthly 

Concourse "D" Leased Space - Glass/Window Cleaning   

1. 1st Floor Offices - TSA (Outside) 
Bi-

Monthly 

2. 2nd Floor Offices - TSA (Inside) 
Bi-

Monthly 

3. 2nd Floor Offices - DEA (Outside) 
Bi-

Monthly 

1. 1st Floor Offices - TSA (Inside) 
Bi-

Monthly 

2. 2nd Floor Offices - TSA (Outside) 
Bi-

Monthly 

3. 2nd Floor Offices - DEA (Inside) 
Bi-

Monthly 

Terminal & Concourses - Terminal & Concourses 
Miscellaneous services (Except Leased Space on 
Concourse "D")   

1. Dust and wipe down interior exposed white design beams 
on the Ticketing Level/ Checkpoint/ Concourse Connector 

Bi-
Annually 

2. All "High" dusting (over 6') in Terminal & Admirals Club 
Area (Concourse Area) Monthly 
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Terminal and Concourses - Glass/Windows Cleaning -
ABC - Concourses (Except Leased Space on Concourse 
("D")   

1. Ticket Level Canopy (Top/Bottom) Quarterly 

2. Knuckle glass overlooking apron outside Quarterly 

3. Glass in 4 Stairwells and turnstiles Quarterly 

4. Concourse "A" Passenger Level (Outside) Quarterly 

5. Concourse "A" Operations Level (Outside) Quarterly 

6. Concourse "B" Passenger Level (Outside) Quarterly 

7. Concourse "B" Passenger Level - Delta Room (Outside) Quarterly 

8. Concourse "B" Operations Level (Outside) Quarterly 

9. Concourse "C" Passenger Level (Outside) Quarterly 

10. Concourse "C" Operations Level (Outside) Quarterly 

11. Admiral's Club Skylight on Concourse "C" 
(Inside/outside) Quarterly 

12. Spiral Stairwell/Admirals Club outside surface only 
(Includes glass adjacent to stairwell) Quarterly 

13. Admiral's Club glass (Outside Surface) facing outside 
spiral staircase  Quarterly 

14. Admirals Club looking down on seating area (Outside 
Surface only) Quarterly 

14. Admirals Club looking down on seating area (Inside 
Surface only) Quarterly 

15. Concourse "C" (Turn) overlooking apron Quarterly 

16. Concourse Sky Lights (Inside & Outside) Quarterly 

17. IAB Windows (Outside Secured & Unsecured) Quarterly 

18. Skylight Glass over Ticketing Counters (Inside) 2/year 

19. Sloped main skylights front of Terminal & extending 
down to AB & CD Knuckles (Inside) Annually 

 

 

An objective of the audit was to determine that SMS was complying with detailed glass/window 

cleaning requirements to meet operational standards. Internal Audit obtained a copy of the 

glass/window cleaning Excel spreadsheet that SMS and their SMWBE partner (Fish) use to 

track the cleaning requirements and compared it to the contracting requirements, as noted 

below. 
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Area Description

Responsible 

Party Apr-15 May-15 Jun-15 Jul-15 Aug-15 Sep-15 Oct-15 Nov-15 Dec-15 Jan-16 Feb-16 Mar-16

Cleaning 

Frequency

Frequency of 

Cleaning 

Required per 

Contract Year 

(times per 

year)

Actual 

Cleaning 

Performed Variance

Terminal and Concourses - Glass/Windows Cleaning -ABC 

- Concourses (Except Leased Space on Concourse ("D")

1. Ticket Level - security/windbreak walls (Outside) SMS Daily 365 0 365

2. Ticket Level - four (4) vestibules/ entrance ways SMS Daily 365 0 365

3. Baggage Level - Four (4) vestibules (inside/outside) SMS Daily 365 0 365

4. Ground Level Windows-both sides of vestibule (in & outside) SMS Daily 365 0 365

5. Exterior Wall of Concourse Connector (Inside) Fish Daily 365 0 365

6. Designated Hold Rooms Concourse "A" Passenger Level 

(Inside) Fish Daily 365 0 365

7. Concourse "B" Passenger Level (Inside) Fish Daily 365 0 365

8. Designated Hold Rooms Concourse "C" Passenger Level 

including glass doors leading to jet way (Inside) Fish Daily 365 0 365

9. All interior glass partition walls Fish Daily 365 0 365

10. Employee Bus Stop North end Ticket Level curbside SMS Daily 365 0 365

Short-Term Parking Garage - Glass/Window Cleaning

1. 2nd Level Short Term Glass (Inside) Fish Weekly 52 0 52

2. 3rd Level Short Term Glass (Inside) Fish Weekly 52 0 52

3. 2nd level Short Term Glass (Outside) Fish 5/9 6/20 7/25 8/22 9/19 1/4 3/1 Monthly 12 7 5

4. 3rd Level Short Term Glass (Outside) Fish 5/2 6/20 7/18 8/15 9/19 3/1 Monthly 12 6 6

5.Parking Garage " Skylight Glass"  Fish 7/11 Bi-Annually 2 1 1

6. Skylight Glass over Car Rental counters (Inside) ?? Bi-Annually 2 0 2

Terminal and Concourses - Glass/Windows Cleaning -ABC 

- Concourses (Except Leased Space on Concourse ("D")

1. Sloped main skylight front of Terminal & extending down to 

AB & CD Knuckles (Outside) Fish 4/11 5/16 6/20 7/11 8/15 9/12 3/7 Monthly 12 7 5

2. Curtain Wall front of Terminal (Outside) Fish 5/23 6/27 7/18 8/22 9/26 1/4 Monthly 12 6 6

2. Curtain Wall front of Terminal (Inside) Fish 4/18 6/13 7/25 8/22 9/26 1/11 2/14 3/28 Monthly 12 8 4

3. Skylight Glass over Ticketing Counters (Outside) Fish 4/4 5/2 6/6 7/4 8/1 9/1 1/4 2/1 3/1 Monthly 12 9 3

4. Baggage Level - Over car Rental front of Terminal (Outside) SMS Monthly 12 0 12

4. Baggage Level - Over car Rental front of Terminal (Inside) Fish 4/11 5/9 6/27 7/25 8/15 9/19 1/11 2/8 3/7 Monthly 12 9 3

5. MNAA Offices (4th Level overlooking dining) Outside surface 

(Also dust ledges) Fish 4/4 5/9 6/6 7/4 8/1 9/1 1/4 2/1 3/1 24X/yr 24 9 15

6. "Mirror" glass over all shops Fish 4/25 5/23 6/20 7/25 8/22 9/19 1/18 2/8 3/21 Monthly 12 9 3

7. Knuckles glass overlooking apron (inside). SMS Monthly 12 0 12

1. Exterior Wall of Concourse Connector/Glass (Outside) Fish 4/4 6/20 9/12 Bi-Monthly 6 3 3

2. Sloped glass in Concourse Connector (Inside/Outside) Fish 4/18 6/27 8/29 1/25 Bi-Monthly 6 4 2

3. Reflective Art mirrors in Terminal Building and mirrors above 

the Ticket Counters in Terminal Buildings Fish 4/25 7/18 9/12 2/8 Bi-Monthly 6 4 2

4. Ground Control Tower on top of "C" Concourse 

(Inside/Outside) Fish 4/18 6/13 8/8 9/26 2/1 Bi-Monthly 6 5 1

Concourse "D" Leased Space - Glass/Window Cleaning

1. 1st Floor Offices - TSA (Outside) Fish 4/25 6/13 8/8 2/15 Bi-Monthly 6 4 2

2. 2nd Floor Offices - TSA (Inside) SMS Bi-Monthly 6 0 6

3. 2nd Floor Offices - DEA (Outside) Fish 4/18 6/13 8/8 2/15 Bi-Monthly 6 4 2

1. 1st Floor Offices - TSA (Inside) SMS Bi-Monthly 6 0 6

2. 2nd Floor Offices - TSA (Outside) Fish 4/18 6/13 8/8 2/15 Bi-Monthly 6 4 2

3. 2nd Floor Offices - DEA (Inside) SMS Bi-Monthly 6 0 6

Terminal & Concourses - Terminal & Concourses 

Miscellaneous services (Except Leased Space on 

Concourse "D")

1. Dust and wipe down interior exposed white design beams on 

the Ticketing Level/ Checkpoint/ Concourse Connector Fish Bi-Annually 2 0 2

2. All "High" dusting (over 6') in Terminal & Admirals Club Area 

(Concourse Area) SMS Monthly 12 0 12

Terminal and Concourses - Glass/Windows Cleaning -ABC 

- Concourses (Except Leased Space on Concourse ("D")

1. Ticket Level Canopy (Top/Bottom) Fish Quarterly 4 0 4

2. Knuckle glass overlooking apron outside Fish 4/11 7/4 1/25 Quarterly 4 3 1

3. Glass in 4 Stairwells and turnstiles Quarterly 4 0 4

4. Concourse "A" Passenger Level (Outside) Fish 6/6 9/5  3/14 Quarterly 4 3 1

5. Concourse "A" Operations Level (Outside) Fish 5/16 8/1 2/22 Quarterly 4 3 1

6. Concourse "B" Passenger Level (Outside) Fish 6/1 9/12  3/14 Quarterly 4 3 1

7. Concourse "B" Passenger Level - Delta Room (Outside) Fish 6/13  Quarterly 4 1 3

8. Concourse "B" Operations Level (Outside) Fish 5/16 8/1 2/22 Quarterly 4 3 1

9. Concourse "C" Passenger Level (Outside) Fish 6/6 9/19 3/21 Quarterly 4 3 1

10. Concourse "C" Operations Level (Outside) Fish 5/16 8/1 2/22 Quarterly 4 3 1

11. Admiral's Club Skylight on Concourse "C" (Inside/outside) Fish 4/18 7/11 Quarterly 4 2 2

12. Spiral Stairwell/Admirals Club outside surface only 

(Includes glass adjacent to stairwell) Fish 6/27 9/26 3/21 Quarterly 4 3 1

13. Admiral's Club glass (Outside Surface) facing outside spiral 

staircase Fish 6/27 9/26 3/21 Quarterly 4 3 1

14. Admirals Club looking down on seating area (Outside 

Surface only) Fish 7/4 9/26 3/14 Quarterly 4 3 1

14. Admirals Club looking down on seating area (Inside Surface 

only) SMS Quarterly 4 0 4

15. Concourse "C" (Turn) overlooking apron Fish 4/25 7/4 1/25 Quarterly 4 3 1

16. Concourse Sky Lights (Inside & Outside) Fish 7/4 1/4 Quarterly 4 2 2

17. IAB Windows (Outside Secured & Unsecured) Fish 6/6 9/5 1/4 3/28 Quarterly 4 4 0

18. Skylight Glass over Ticketing Counters (Inside) ??? 1/11 2/year 2 1 1

19. Sloped main skylights front of Terminal & extending down 

to AB & CD Knuckles (Inside) Fish Annually 1 0 1

Total 4,051 142 3,909



 

 
 

19 

Through audit testing, Internal Audit identified the following issues: 

 

1. The window/glass cleaning schedule was provided to Internal Audit on a calendar year 

basis instead of the contract year. Internal Audit combined the schedules to review the 

first year contracting requirements. 

2. The following requirements did not have the responsible party assigned to perform the 

cleaning services:  

a. Skylight glass over car rental counters (inside); and 

b. Skylight glass over ticketing counters (inside). 

3. The following requirements did not meet the frequency per the RFP but have been 

corrected on the schedule above: 

a. The frequency of cleaning the baggage level – over car rental front of terminal 

(outside) per the RFP was monthly not daily; 

b. The frequency of cleaning for dust and wipe down interior exposed white design 

beams on the ticketing level/checkpoint/concourse connector per the RFP was 

bi-annually not bi-monthly; and 

c. The frequency for all “high” dusting (over 6’) in terminal & admirals club area 

(concourse area) per the RFP was monthly not bi-monthly.  

4. SMS did not properly document all the cleaning services performed by month. There 

was no documentation for the months of October, November, and December 2015. 

Therefore, Internal Audit was not able to verify the contract glass/window cleaning 

requirements were met. 

5. The first year of the contract required a total of 4,051 glass/window cleaning services 

to be performed and only 142 of those services were documented as being performed, 

which is approximately 3.51% of the required services.  

Recommendation 

 

The CC should require SMS to perform the following: 

 

1. Submit the glass/window cleaning Excel spreadsheet by the contract year, instead of the 

calendar year.  

2. Assign the responsible party to perform the skylight glass cleaning over the car rental 

counters and ticketing counters. 

3. Update the glass/window cleaning Excel spreadsheet to properly reflect the frequency 

of cleaning for baggage level, dusting beams on the ticketing 

level/checkpoint/concourse connector, and “high” dusting. 

4. Document all the glass/window cleaning performed on a monthly basis and send a copy 

of the glass/window cleaning Excel spreadsheet to the CC on a monthly basis. 
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Additionally, the CC should be monitoring the glass/window cleaning Excel spreadsheet from 

SMS on a monthly basis to ensure SMS is meeting contract requirements and operational 

standards. 

 

Management Response 

 

The spreadsheet has been corrected. SMS is accountable for checking that the work has been 

completed on the spreadsheet and sent to the CC. 

 

 

 

 

Finding #10 

 

Observation 

 

SMS is not meeting SMWBE contract requirements.  

 

Background 

 

According to Section 5, SMWBE Participation Level, of the Contract with SMS, “The 

attainment of the level established for this Contract is to be measured as a percentage of the 

total dollar value of the Contract. The SMWBE level established for this Contract is as follows:  

participation level Nineteen Point Seventy Five Percent (19.75%) MBE and/or WBE. 

Contractor has committed to achieve a 19.75% goal, as set forth in Exhibit A.” 

 

An objective of the audit was to determine SMS was meeting SMWBE contract requirements. 

Through audit testing, it was determined that SMS was not meeting the 19.75% SMWBE 

contract participation level. SMS achieved approximately an 18.86% participation level for the 

FY 2016 contracting period (April – March) and approximately 18.74% for the FY 2017 

contracting period, as detailed below. 

 

 
 

Recommendation 

 

The CC should address SMWBE issues with SMS and work them to achieve the contract 

commitment of 19.75%.   

 

Description

Payments to 

SMS

Payments 

coded  to 

SMWBE SMWBE %

SMWBE 

Contract 

Requirement Variance

SMS FY 2016 Contracting Period $2,603,662 $490,991 18.86% 19.75% 0.89%

SMS FY 2017 Contracting Period $3,202,693 $600,250 18.74% 19.75% 1.01%

Cumulative Total $5,806,355 $1,091,241 18.79% 19.75% 0.96%
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Management Response 

 

SMS is working to increase the SMWBE requirements, which has been difficult to remain 

compliant with the changing increase in supply cost due to increasing passenger levels.  

 

 

 

 

Finding #11 

 

Observation 

 

The CC did not retain copies of the walkthrough updates.   

 

Background 

 

According to Article III, Rights and Duties of Contractor, Section P, Verification of Contract 

Compliance/Inspection, of the RFP, “There will be a weekly meeting that includes a minimum 

of the Project Manager and representatives from all SMWBE partners for sharing weekly and 

monthly reports, problem resolutions and a facility tour. After the tour, the PM will record all 

deficiencies found and submit the list in an email to the CC and SMWBE partners.” 

 

The CC conducts weekly meetings with the SMS Project Manager and their SMWBE partners. 

After the meeting, all representatives inspect the airport facilities to determine SMS is meeting 

operational standards. After the tour, the SMS Project Manager will send out an email 

identifying any deficiencies noted during the tour and how SMS has addressed or will correct 

such deficiencies. The emails are referenced as walkthrough updates.   

 

An objective of the audit was to determine the CC, SMS Project Manager, and SMWBE 

partners were conducting weekly inspections of the facilities through verifying walkthrough 

updates were completed. Internal Audit selected the following weeks for detailed testing:  May 

6, 2015, September 9, 2015, November 18, 2015, January 27, 2016, March 2, 2016, May 11, 

2016, and August 24, 2016. Through audit testing, it was determined that the CC did not have 

copies of the walkthrough updates for the following weeks:  May 6, 2015, September 9, 2015, 

January 27, 2016, and May 11, 2016. Therefore, Internal Audit was not able to verify the weekly 

inspections of the facilities were performed.  

 

Recommendation 

 

The CC should retain copies of the walkthrough updates to ensure SMS is complying with 

weekly inspection requirements.  

 

Management Response 

 

Weekly reports from the project manager are being sent to the CC. 
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Finding #12 

 

Observation 

 

The CC did not retain copies of the monthly materials supply and inventory usage reports.  

 

Background 

 

According to Exhibit "C" Scope of Services, Item No. 14, Contractor Furnished Resources, of 

the RFP, "The MNAA has the right to conduct inspections on all materials, supplies and 

incidentals furnished to MNAA under the Contract, without prior notice to Contractor. 

Contractor will maintain a materials supply and inventory usage report and provide the said 

report to the CC each month. The Contractor will maintain an adequate supply of materials on-

site for emergency or high volume usage. MNAA will provide a bulk storage space for storing 

the supplies on site. 

An objective of the audit was to determine SMS was submitting a materials supply and 

inventory usage report to the CC on a monthly basis. Internal Audit selected the following 

months for detailed testing:  April 2015, September 2015, January 2016, and April 2016. 

Through audit testing, it was determined that the CC did not have copies of the materials supply 

and inventory usage report for the months of April and September 2015. Therefore, Internal 

Audit was not able to verify SMS submitted the reports in compliance with the contract 

agreement.   

Recommendation 

 

The CC should require SMS to submit a materials supply and inventory usage report on a 

monthly basis and retain a copy of the report for contract compliance purposes.   

 

Management Response 

 

Material supply cost and inventories have been conducted. Supplies have been moved to an 

area where they are in a locked room. 

 

 

 

 

 

Finding #13 

 

Observation 

 

The October 2015 – March 2016 performance incentive bonus award was overstated by 

$758.08. 
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Background 

 

According to Article III, Rights and Duties of Contractor, Section DD, Performance Incentive 

Bonus Program, of the RFP, “The MNAA seeks to establish a strong, sound, mutually beneficial 

relationship with a Contractor, who is willing, able and eager to provide high quality service on 

an exceptional scale. To encourage this, the MNAA has established a semi-annual performance-

related incentive bonus (Exhibit M). This bonus is not guaranteed, but shall be paid at the sole 

discretion of the MNAA based on a monthly evaluation of the Contractor’s performance. The 

semi-annual incentive bonus shall at no time exceed two percent (2%) of the annual contract 

price. The Contractor must distribute at least 50% of any Performance Incentive Bonus award 

received to the Contractor’s employees and its SMWBE partner’s employees working at the 

MNAA job site.” 

 

The performance incentive bonus program is based on a 6-month evaluation of the Contractor’s 

performance. The performance evaluation is based on the following criteria:  Domain I - Level 

of cleanliness, Domain II - Customer service, and Domain III - Management performance and 

responsiveness. The monthly evaluation process for the level of cleanliness consists of 

Maintenance Control staff performing monthly inspections of the facilities and outlying 

buildings. Maintenance has created evaluation sheets with established inspection categories and 

scoring standards for each area inspected. The scoring standards are excellent (5), very good 

(4), good (3), fair (2), and poor (1). The evaluation sheets are tabulated into an overall level of 

cleanliness evaluation checklist with a monthly evaluation score. 

 

The CC uses the same evaluation process for the customer service and management 

performance and responsiveness criterion. The 6-month bonus is calculated based on the 

monthly evaluation scores for each domain criteria. SMS is required to attain a minimum of 

71% of domain points in each and every domain to be eligible to receive a performance 

incentive bonus award.  

 

An objective of the audit was to review the October 2016 – March 2016 monthly evaluation 

scores and determine the performance incentive bonus was accurately calculated. Through audit 

testing, it was determined that the performance incentive bonus award was overstated by 

$758.08.  

 

The February 2016 monthly bonus amount was accurately calculated on the monthly evaluation 

sheet but inaccurately inputted on the semi-annual incentive bonus summary form noted on tab 

A-3 of the March 2016 bonus calculation, as noted below. 

 

 
 

Furthermore, the Domain III – Level of management performance and responsiveness score for 

March 2016 was not properly calculated because the incorrect available domain bonus amount 

was used in the calculation. Therefore, the bonus was overstated by an additional $379.04, as 

detailed below.  

Month

Monthly Bonus Award per 

Tab A-2 February 2016

Monthly Bonus Award 

per Tab A-3 March 2016 Variance

Feb-16 $473.80 $852.84 ($379.04)
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Due to the input errors and miscalculations errors, SMS’ performance incentive bonus award 

for October 2015 – March 2016 was overstated by $758.08, as detailed below. 

 

 
Recommendation 

 

The CC should request Finance to issue SMS an invoice in the amount of $758.08 for the 

overpayment of the October 2015 – March 2016 performance incentive bonus award.  

 

Additionally, the Assistant Manager of Maintenance Services should review the 6-month 

evaluation scoring to ensure the bonus amount is properly stated prior to approving the 

performance incentive bonus check request.  

 

Management Response 

 

This was an MNAA mistake and SMS has already distributed the money to the employee.  

 

 

 

 

Finding #14 

 

Observation 

 

The CC is not formally reviewing the condition of SMS’ equipment on a semi-annual basis.  

 

Background 

 

According to Exhibit "B" Technical Specifications, Equipment Specifications & Standards, 

Item No. 1 of the RFP, "Equipment used in the performance of the services will comply with 

all TOSA standards and requirements. At all times during the term of this contract, any 

equipment provided by the contractor, including replacement equipment, will be new from the 

manufacturer on the date place in service. At commencement of this contract, Contractor will 

Mar-16

Available 

Domain Bonus

Percentage of 

Domain Bonus 

Attained

Domain III 

Bonus Award

Bonus Recalculation $1,895.19 5% $94.76

Bonus Calculated by Maintenance $9,475.96 5% $473.80

Variance ($379.04)

Description

Internal Audit 

Recalculated Bonus

MNAA 

Calculated Bonus Variance

Oct 15 - March 16 Bonus Calculation $1,421.40 $2,179.48 ($758.08)
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have 30 days to comply with this requirement such that the equipment must be place into service 

by May 1, 2015. The CC will be provided with a detailed equipment inventory including date 

of purchase, manufacturer name, model number, capabilities, and maintenance/warranty 

schedule. Contractor will be responsible for warranty and maintenance on the equipment used 

to perform required services. Contractor's equipment will include, but not be limited to: safety 

signs, vacuum cleaners, scrubbers, buffers, shampoo machines, extractors, pressure washers, 

sweepers, mop buckets, wringers, mops, brooms, and brushes. Battery holding trays will be 

installed in all battery-powered equipment. All batteries will be gel cell-type batteries. The 

MNAA reserves the right to request the replacement of equipment based on appearance, 

cleaning ability, age, and type. The CC will review the condition of equipment semi-annually 

and recommend replacements as necessary." 

An objective of the audit was to verify the CC was reviewing the condition of SMS’ equipment 

semi-annually and recommending replacements as necessary. Through audit testing, it was 

determined that the CC informally reviews the condition of SMS’ equipment and makes 

recommendations for replacements on an as needed basis.  

 

Recommendation 

 

The CC should formally review the condition of SMS’ equipment on a semi-annual basis and 

make recommendations for replacement.  

 

Management Response 

 

Equipment has been formally reviewed and findings documented. The findings documented 

several pieces of equipment that were not working during the review. The equipment has been 

repaired. 

 

 

 

 

Finding #15 

 

Observation 

 

SMS invoices have not been properly approved for payment.  

 

Background 

 

According to Compliance Procedures, Item D, of the Accounts Payable Process No. 3-551, 

“Contractual services having an anticipated annual value exceeding $10,000 must have an 

executed contract or purchase order prior to payment. Finance must have on file either a scanned 

or “hard” copy of an executed contract, unless document is viewable in AX. A Purchase 

Agreement or Purchase Order referencing a contract must be setup in the Procurement and 

Sourcing system. The originating division must also approve the invoice for payment, certifying 
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that billed services were in fact performed to the specifications of the contract. The person 

certifying must be the department head or an employee with the appropriate authority to manage 

the contract.” 

 

Finance maintains the approved ‘MNAA Signatory Levels for Expenditure Authority’ 

document, which is used to determine the appropriate signatory authority required to approve 

an invoice for payment. The Maintenance department has the following signatory approval 

levels. 

 

Position Approval Limit 

Director $50,000 

Manager $10,000 

Assistant Manager $5,000 

 

An objective of the audit was to determine SMS invoices were properly approved for payment. 

Through audit testing, it was determined that the following invoices were not properly 

approved. They were approved by the Assistant Manager of Maintenance Services and the 

Manager of Facilities Maintenance, which exceeded their signatory approval levels.  

 

  
 

Additionally, all of the SMS invoices exceeded the Director of Maintenance signatory approval 

levels as well. Therefore, all invoices should have been approved by the Authority’s Senior 

Vice President and COO.  

 

Recommendation 

 

All SMS monthly housekeeping invoices should be approved by the Senior Vice President and 

COO to ensure compliance with the Authority’s policies and processes.  

 

Management Response 

 

SMS Invoices will be sent to the COO for approval. 

 

 

 

 

 

 

 

 

Invoice No. Description Check Date Amount

51317 Housekeeping services for the month of June 7/30/2015 $201,836.15

51887 Housekeeping services for the month of October 11/24/2015 $215,637.18

61215 Monthly gate/housekeeping services 12/17/2015 $215,637.18

62321 Monthly gate/housekeeping services 5/5/2016 $215,637.18
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Finding #16 

 

Observation 

 

Actual janitorial supplies costs for year two were significantly higher than the amount estimated 

in the Contract.  

 

Background 

 

According to Section 3, Contract Price, of the Contract with SMS, “MNAA shall pay the 

Contractor for the performance of the Project and completion of this Contract, subject to the 

provisions of the Contract Documents in current funds, the amount of $2,587,646 for year two 

cleaning services and estimated $261,856 for janitorial supplies.” 

 

An objective of the audit was to review the estimated to actual janitorial supplies expenses for 

year two of the Contract with SMS. SMS estimated $261,856 for janitorial supplies expenses 

for year two and the actual janitorial supplies costs were approximately $369,430. This is 

approximately 41.08% higher than what was estimated in the Contract, as detailed below. 

 

 
Recommendation 

 

The CC should work with SMS to research the possibilities of finding a more cost effective 

supplier to procure janitorial supplies from for the airport.  

 

Management Response 

 

Cost per Epax has stayed close to the same; however, passengers have increased causing the 

total cost to increase. More cost effective pricing is being researched.  

 

 

 

 

 

 

Finding #17 

 

Observation 

 

The Emergency Maintenance Services Contract with SMS exceeded the six (6) month 

contracting term. 

 

Actual FY 2017 

Janitorial Supplies 

Expenses

FY 2017 Estimated 

Janitorial Supplies 

Expenses Variance %

$369,430 $261,856 ($107,574) -41.08%
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Background 

 

According to Section 2, Contract Time, of the Emergency Maintenance Services Contract with 

SMS, “The Contract commences on September 26, 2015, and is for a period of no more than 

six months. After November 1, 2015, the MPC may cancel this contract at any time upon thirty 

days’ notice to Contractor.” 

 

According to Section 10, Entire Agreement: Severability, of the Emergency Maintenance 

Services Contract with SMS, “This Contract constitutes the final written expression of all the 

terms of the parties’ agreement and is a complete and exclusive statement of those terms. Any 

modifications or amendments hereof must be in writing and signed by the parties. If any of the 

terms of this Contract shall be finally declared invalid in a court of competent jurisdiction, all 

other terms shall remain in full force and effect.” 

 

An objective of the audit was to determine the Contract did not exceed the six month contracting 

term. Through audit testing, it was determined that the Emergency Services Contract with SMS 

should have expired on March 26, 2016. However, payments were made to SMS through June 

2016 and there was not a formal written contract amendment or contract extension documenting 

the Authority’s desire to extend the contracting period through June 2016.  

 

Recommendation 

 

In the future, the CC should formally document all contract amendments or contract extensions 

in writing.  

 

Management Response 

 

Documentation will be sent in the future if contract needs to be extended 

 

 

 

 

Finding #18 

 

Observation 

 

SMS did not meet SMWBE contract requirements outlined in the Emergency Maintenance 

Services Contract.  

 

Background 

 

According to Section 6, Small, Minority, and Woman-Owned Business Enterprise (SMWBE) 

Requirements, Item 5, SMWBE Participation Level, of the Emergency Maintenance Services 

Contract with SMS, “The attainment of the level established for this Contract is to be measured 

as a percentage of the total dollar value of the Contract. Contractor has committed to achieve 

an 83.33% goal as set forth in Exhibit A.” 
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An objective of the audit was to determine SMS was meeting SMWBE contract requirements 

outlined in the Emergency Services Contract. Through audit testing, it was determined that 

there were not any SMWBE participation forms attached to any of the invoices. Additionally, 

out of 9 monthly invoices, BDD coded participation in the general ledger for 5 of the monthly 

invoices, even though there was not a participation form attached to the invoices. This helped 

SMS to achieve approximately a 52.73% participation level, as detailed below.  

 

 
If SMWBE participation forms had been attached to the monthly invoicing, SMS would have 

achieved approximately 94.92% participation level on the contract. Below is a listing of the 

monthly invoices that were not coded with any SMWBE participation. 

 

 
Recommendation 

 

The CC should request BDD to reclass the SMWBE participation for the monthly invoices that 

were not coded with any participation.  

 

In the future, the CC should ensure SMWBE participation forms are attached to invoices in 

order to accurately account for participation levels. 

 

Management Response 

 

A request has been sent to BDD to correct the SMWBE participation for the monthly invoices. 

 

 

 

 

 

Finding #19 

 

Observation 

 

Sales tax has been assessed on some of SMS’ invoices.  

 

Description

Payments to 

SMS

Payments 

coded  to 

SMWBE SMWBE %

SMWBE 

Contract 

Requirement Variance

SMS Emergency Maintenance Services Contract $152,566 $80,455 52.73% 83.33% -30.60%

Date Invoice No.

Invoiced 

Amount

Amount to be coded 

to SMWBE

2/10/2016 61715 $16,090.95 $16,090.95

2/23/2016 61058 16,090.95 16,090.95

2/23/2016 61353 16,090.95 16,090.95

4/15/2016 62162 16,090.95 16,090.95
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Background 

 

The Authority is exempt from payment of federal and state income, property, and certain other 

taxes.  

 

An objective of the audit was to identify and document any areas of improvement. Through 

audit testing, it was determined that sales tax had been assessed on the following invoices.  

                                                                                                                                                                               

  
The Authority is a tax exempt organization and should not be paying sales tax for goods and 

services.  

 

Recommendation 

 

The CC should ensure all invoices do not include sales tax prior to the submittal for payment.   

 

Management Response 

 

Contractor was not tax exempt and could not purchase supplies tax free. The Airport 

reimbursed the contractor for total expenditures which included the tax paid by the contractor. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Invoice No. Payment Date Company Description Subtotal Sales Tax Total

61463E 1/28/2016 SMS Cyclone Repair $1,422.70 $131.61 $1,554.31

61772E 2/11/2016 SMS Janitorial Supplies 432.98 40.05 473.03

61772E 2/11/2016 SMS Janitorial Supplies 2,333.01 215.80 2,548.81

61772E 2/11/2016 SMS Janitorial Supplies 337.71 31.24 368.95

61772E 2/11/2016 SMS Janitorial Supplies 67.28 6.22 73.50

Total $4,593.68 $424.92 $5,018.60


