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Emma Shoaff 
Commissioner John W. Scott, Inspector General 

Broward Office of the Inspector General Christopher J. Ryan 
Town Attorney One North University Drive, Suite 111 

Plantation, FL 33324 

Re: Status Report - OIG Final Report, Ref. No. OIG 14-032 

Dear Inspector General Scott: 

On February 2, 2018, the Office of Inspector General (OIG) issued the Final Report 
regarding the above-captioned matter (the "Report"). In the Report the OIG requested that it be 
provided with a status report by May 3, 2018 regarding the Town of Pembroke Park's (the 
"Town") actions in response to the Report. The purpose of this correspondence is to provide the 
OIG with the requested information. 

TOWN'S RESPONSE TO OIG'S RECOMMENDATIONS 

1. 	 OIG Recommendation: Require the clerk-commissioner and the deputy town clerk undergo 
training on the maintenance and organization of the municipality's records, and to establish 
and maintain a system of accurate and retrievable recordkeeping for all town records, 
documenting any records that are destroyed. 

Town's Response: The deputy town clerk is the Town's records custodian and is 
responsible for the maintenance and organization of the Town records. The deputy town 
clerk is registered to attend the Florida Department of State's record management seminar on 
June 5, 2018, and FACC summer conference and academy June 10-13, 2018. 

2. 	 OIG Recommendation: Maintain sufficient records of engineering services qualification, 
solicitation, and negotiation to enable the Town to document its compliance with local, state, 
and federal regulation. 

Town's Response: The Town Engineer will provide all documents related to all 
solicitations for engineering services to the deputy town clerk to maintain in the Town 
records, and retain a copy of the records in the engineering department. 
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3. 	 OIG Recommendation: Required that all procurements for engineering services be 
preceded by a purchase order detailing the general terms and scope of work to be provided. 

Town's Response: The Town retained the services of Oel Wingo Management Consulting 
Services to assist the Town in the preparation of policies and procedures manuals. The 
procurement manual will require that procurements for engineering services be preceded by a 
purchase order and will include a sample purchase order. 

4. 	 OIG Recommendation: Verify that the work that the Town paid for engineering services 
was done; and endeavor to ascertain whether the Town overpaid for engineering services per 
the CCNA and, if so, evaluate whether the Town is in a position and has a valid basis to seek 
recovery. 

Town's Response: On March 21, 2018, the Town Commission engaged Keith & 
Associates, Inc., a consulting engineering firm selected through the Consultants' Competitive 
Negotiation Act to replace Craig A. Smith & Associates, to review the engineering projects 
cited in the Report to determine whether the engineering services which the Town contracted 
for were performed, and whether the fees for the engineering services were consistent with 
the prevailing engineering fees in Broward County at the date of each project. The findings 
of Keith & Associates, Inc. will be provided to the OIG when they become available. 

5. 	 OIG Recommendation: Identify all staff who should be involved in the proper and legal 
procurement of engineering services and provide them with periodic training on the same. 

Town's Response: The Town Engineer, Town Manager, Public Services Director, 
Administrative Services Director, Finance and Budget Director and Town Attorney will all 
be responsible for the proper procurement of engineering services. 

6. 	 OIG Recommendation: Request the assistance of the Florida Department of Transportation 
or Department of Management Services in making a procurement through the competitive 
solicitation and negotiation process, in order to benefit from those agencies' already
developed best practices. 

Town's Response: The Town engineer obtained the Florida Department of 
Transportation procurement manual for use in procurement through the competitive 
solicitation and negotiation process for future engineering projects. The Town Engineer also 
discussed the Florida Department of Transportation services available to assist the Town for 
procurement procedures for future infrastructure improvement projects with Florida 
Department of Transportation District 4 staff. 
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7. 	 OIG Recommendation: Determine what it means for Commissioners to "have charge of' 
Town departments and uniformly apply that meaning, including, if appropriate, rearranging 
the Town's organizational chart to delineate direct reporting to the Mayor, Vice Mayor, and 
other Commissioners. 

Town's Response: Lynn Tipton of the Florida League of Cities appeared before the Town 
Commission on April 3, 2018 to explain the purpose, structure and general requirements of 
municipal charters in the state of Florida. Ms. Tipton explained the various roles of 
Commissioners in other municipalities and how to clarify the duties of the Commissioners. 

8. 	 OIG Recommendation: Review the Town code provisions that specify that the Town 
Engineer, Town Manager, and Finance and Budget Director are appointed by and serve at the 
pleasure of the Commission for potential clarification or change and if, appropriate, rearrange 
and republish the Town organizational chart. 

Town's Response: On April 17, 2018, the Town Commission approved a preliminary 
revision of the Town's organizational chart. A copy of the draft revision of the 
organizational chart is included with this correspondence. The Town Commission is 
amending the current Town Manager ordinance to clarify the Town Manager's 
responsibilities, and is preparing ordinances with job descriptions for the other management 
positions delineating to whom each employee will directly report. 

9. 	 OIG Recommendation: Write and issue position descriptions for all staff members, 
including the Town Manager, Public Works Director, and Finance and Budget Director, 
indicating to whom they directly report. 

Town's Response: Town staff has prepared job descriptions for the Town Manager, 

Public Works Director and Finance and Budget Director indicating to whom they report and 

those job descriptions are pending approval by the Town Commission. 


10. OIG Recommendation: 	 Consider writing and codifying a conflicts of interest prohibition or 
code of ethics for staff members and elected officials. 

Town's Response: On March 21, 2018, the Town Commission adopted an ordinance 
codifying the employee code of ethics. A copy of the ordinance is included with this letter. 
The Town is currently preparing a separate ordinance to codify employee conflicts of 
interest rules. 
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11. OIG Recommendation: Draft and publish a written procedures manual for procurement, 
accounts payable, and other critical finance functions. 

Town's Response: The Town's Finance and Budget Director resigned her position on 

April 13, 2018. The Town Commission has initiated the process for selection of a 

replacement for the Finance and Budget Director. The Town Commission intends to have 

the r~placement Finance and Budget Director work in conjunction with the Town's auditor, 

Grau & Associates, to draft and publish a written procedures manual for procurement, 

accounts payable, and other critical finance functions. 


The actions by the Town Commission demonstrate its commitment to promptly comply with 
the OIG recommendations in the Report. The Town Commission will work diligently to 
complete the initiatives outlined in this correspondence in a timely manner. 

Very Truly Yours, 

~~L 
ASHIRA A. MOHAMMED 



ORDINANCE NO. 18-03-03 

AN ORDINANCE OF THE TOWN COMMISSION OF THE 
TOWN OF PEMBROKE PARK, FLORIDA, RELATING TO 
CHAPTER 2, ADMINISTRATION; CREATING ARTICLE IX, 
EMPLOYEE CODE OF ETHICS; PROVIDING FOR TITLE, 
STATEMENT OF PURPOSE, DEFINITIONS, 
APPLICABILITY, GIFTS, LOBBYING, OUTSIDE 
EMPLOYMENT, PROHIBITION ON USE OF TOWN 
POSITION FOR PERSONAL OR PRIVATE GAIN, FUTURE 
EMPLOYMENT, USE OF TOWN RESOURCES, NEPOTISM, 
POLITICAL SOLICITATION, ELECTED PUBLIC OFFICE, 
CONFIDENTIAL INFORMATION, AND ENFORCEMENT 
PROCEDURES; PROVIDING FOR SEVERABILITY; 
PROVIDING FOR INCLUSION IN THE CODE OF 
ORDINANCES; SUPERSEDING CONFLICTING 
ORDINANCES AND RESOLUTIONS AND PROVIDING AN 
EFFECTIVE DATE. 

BE IT ORDAINED BY THE TOWN COMMISSION OF THE TOWN OF PEMBROKE 

PARK, FLORIDA: 

Section 1: That the Code of Ordinances of the Town of Pembroke Park, Florida, is hereby 

amended by adding Article IX to Chapter 2, and by adding a section, to be numbered 2-260, 

which section reads as follows: 

"Sec. 2-260. Title. 

This article may be cited as the Pembroke Park Employee Code of Ethics." 

Section 2: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-261, which section reads as follows: 

"Sec. 2-261. Statement of Policy. 

Employees of the Town hold their positions to serve and benefit the public, and not for 

obtaining unwarranted personal or private gain in the exercise and performance of their official 

duties. Further, Town employees must act in a manner that promotes public trust and confidence 

in government with complete transparency and honesty in their services, and must avoid even the 

appearance or perception of impropriety. The Town Commission recognizes that,· in the 

furtherance of these fundamental principles, there is a need for clear and reasonable standards of 

ethical conduct. This Pembroke-Park Employee Code of Ethics establishes those standards." 

Section 3: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-262, which section reads as follows: 

"Sec. 2-262. Definitions. 

The following words, terms, and phrases, when used in this article, shall have the 

meanings ascribed to them in this section, except where the context clearly indicates a different 
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meanmg: 

(a) "Gift" shall be as defined in Subsection 112.312 (12), Florida Statutes. 

(b) "Immediate family member" means a parent, spouse, child, sibling, or registered 

domestic partner of a Town employee. 

(c) "Interest" means a direct or indirect financial or material benefit, but does not 

include any benefit arising from the provision or receipt of any services generally available to 

other Town employees. 

(d) "Town employee" means any person who is a part-time or full-time employee of 

any department, office, division, agency, or governmental unit of Town. 

(e) "Town" means Town of Pembroke Park, Florida. 

(f) "Vendor" means person or entity that is currently supplying any goods or services 

to Town, that has supplied any goods or services to Town within the current or prior two (2) 

calendar years, or that has, by submitting a response to a currently-open competitive solicitation, 

expressed an interest in supplying any goods or services to Town. 

All operative words or terms used in this Pembroke Park Employee Code of Ethics but 

not defined herein shall be as defined, in order of priority in the event of inconsistency, by Part 

III of Chapter 112, Florida Statutes, and the Broward County Code of Ordinances." 

Section 4: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-263, which section reads as follows: 

"Sec. 2-263. Applicability. 

This Pembroke Park Employee Code of Ethics applies to the Town employees and shall 

supersede any prior municipal employee code of ethics. Nothing in this Pembroke Park 

Employee Code of Ethics shall be interpreted or construed as conflicting with Section 112.311, 

Florida Statutes, which is applicable to Town employees. This article is intended to supplement 

state law provisions governing ethics and government." 

Section 5: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-264, which section reads as follows: 

"Sec. 2-264. Gifts. 

(a) Town employees shall not solicit or accept any gift, regardless of value, in their 

official capacity as employees, nor shall they solicit or accept any gift in either an official or 

personal capacity that may be reasonably perceived to be given to encourage or discourage them 
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from taking any action in connection with their Town employment. 

.(hl Notwithstanding the prohibition contained in paragraph (a), Town employees who 

attend a conference, or visit any non-Town office or premises, may accept beverages and food 

items customarily made available to other attendees or visitors." 

Section 6: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-265, which section reads as follows: 

"Sec. 2-265. Lobbying. 

(a) Town employees should avoid even the appearance of impropriety in their 

interaction and dealings with lobbyists registered with the Town and in their interaction and 

dealings with Town vendors and prospective vendors. 

(b) To promote full and complete transparency, lobbyists, Town vendors, and 

prospective vendors who intend to meet or otherwise communicate with a Town employee, 

either at such employee's office or elsewhere on Town government premises, for the purpose of 

influencing a decision to be made by the Town Commission, a decision to be made by any 

decision-making body under the jurisdiction of the Town Commission, or a final procurement 

decision to be made by a Town employee, must complete a contact log as prepared and 

maintained by the Town Manager. This contact log shall be completed for each individual Town 

employee with whom the lobbyist, Town vendor, or prospective vendor intends to meet or 

communicate. The contact log shall be legibly completed contemporaneously with the meeting, 

and shall be available for public inspection in a database designated by the Town Manager. 

(c) To further promote full and complete transparency, a Town employee shall 

disclose any meeting outside of his or her Town office, any telephonic discussion, or electronic 

communication with a registered lobbyist, Town vendor or prospective vendor, during or in 

which meeting, discussion or other communication the lobbyist, Town vendor, or prospective 

vendor seeks to influence a decision to be made by the Town Commission, decision to be made 

by any decision-making body of the Town, or a final procurement decision to be made by a 

Town employee. 

(d) A Town employee is prohibited from lobbying on behalf of an outside principal 

or employer for compensation, Town Commissioners, members of any Town 

Selection/Evaluation committee, or the governmental unit in which he or she is employed. 

Lobbying does not include providing information, advice or recommendations to any Town 
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Commissioner or member of a Selection/Evaluation committee in furtherance of the employee's 

job responsibilities. Except as stated in this paragraph, Town employees may engage in lobbying 

activities provided such activities would not be inconsistent with their public duties or the 

provisions of Chapter 112, Florida Statutes." 

Section 7: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-266, which section reads as follows: 

"Sec. 2-266. Other Employment. 

For purposes of this section, "other employment" means any compensated employment 

performed by a Town employee aside from his or her employment with the Town, including any 

part-time employment, self employment, or consultant-related employment. Town employees 

may engage in other employment provided: 

(a) the other employment will not be inconsistent or conflict with the employee's public 

duties or the provisions of Chapter 112, Florida Statutes; and 

(b) the individual or business entity for whom the Town employee will engage in other 

employment is not a vendor under contract with Town or a prospective vendor seeking to do 

business with Town." 

Section 8: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-267, which section reads as follows: 

"Sec. 2-267. Prohibition On Use of Town Position For Personal Or Private Gain. 

No Town employee shall use his or her municipal position or powers and duties to secure 

a financial benefit for himself or herself, an immediate family member or any private 

organization in which he or she is deemed to have an interest." 

Section 9: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-268, which section reads as follows: 

"Sec. 2-268. Future Employment. 

No Town employee may ask for, pursue or accept a private post-government employment 

opportunity with any person or organization that has a matter requiring the exercise of discretion 

pending before the Town employee, either individually or as a member of a Town Committee, 

while the matter is pending or within the 30 days following final disposition of the matter." 

Section 10: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-269, which section reads as follows: 
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"Sec. 2-269. Use of Town Resources. 

(a) Town resources shall be used solely for lawful Town purposes. Town resources 

include, but are not limited to, Town personnel, and the Town's money, vehicles, equipment, 

materials, supplies or other property. 

(b) No Town employee may use or permit the use of Town resources for personal or 

private purposes, but this provision shall not be construed as prohibiting: 

(1) Any use of Town resources authorized by law or Town policy; 

(2) The use of Town resources for personal or private purposes when 

provided to a Town officer or employee as part of his or her compensation; or 

(3) The occasional and incidental use during the business day of Town 

telephones and computers for necessary personal matters such as family care and changes in 

work schedule." 

Section 11: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-270, which section reads as follows: 

"Sec. 2-270. Nepotism. 

No Town employee may participate in any decision specifically to appoint, hire, promote, 

discipline or discharge an immediate family member for any position at, for, or within the 

Town." 

Section 12: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-271, which section reads as follows: 

"Sec. 2-271. Political Solicitations. 

(a) No Town employee shall directly or indirectly compel or induce a subordinate 

employee to make, or promise to make, any political contribution, whether by gift of money, 

service or other thing of value. 

(b) No Town employee may act or decline to act in relation to appointing, hiring or 

promoting, discharging, disciplining or in any manner changing the official rank, status or 

compensation of any Town employee, or an applicant for a position as a Town employee, on the 

basis of the giving or withholding or neglecting to make any contributions in money or service or 

any other valuable thing for any political purpose." 

Section 13: That the Code of Ordinances of the Town of Pembroke Park, Florida, is 

hereby amended by adding a section, to be numbered 2-272, which section reads as follows: 
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"Sec. 2-272. Elected Public Office. 

(a) A Town employee seeking elected public office is not permitted to engage in any 

activity related to seeking the office during working hours or in other ways which might 

constitute an inappropriate use of Town time and resources or lead to the impression that the 

Town government endorses his or her candidacy. 

(b) The prohibition against the use of Town time and resources in a campaign for 

elective office includes a ban against using Town equipment, including vehicles, telephones, 

copy machines, inter-office mail, or other equipment owned by the Town. The 

employee/candidate is prohibited from participation in campaign activities off duty wearing a 

Town uniform or driving a Town vehicle. 

(c) Town employees are prohibited from soliciting campaign contributions or any in 

kind gifts to support his or her campaign, including soliciting campaign workers or contributions 

from among Town employees when the solicitation takes place on duty or when the solicitation 

could be reasonably construed as having a connection to a real or expected employment decision. 

The employee/candidate for public office must avoid the appearance or reality of a conflict of 

interest between their employment with the Town and the outside candidacy. 

(d) A Town employee choosing to run for elected public office must disclose his or 

her candidacy to the employee's immediate supervisor and the head of their Department within 

three (3) business days after the time the employee becomes an official candidate by filing the 

necessary candidate papers. All campaign-related activities by an employee/candidate occurring 

before official candidacy are also subject to these restrictions. 

(e) The employee/candidate must take reasonable steps, with approval by his or her 

supervisor, to minimize the prospect of a conflict of interest between the employee/candidate's 

work duties and campaign activities. These steps may include the use of annual leave, personal 

days, or unpaid leave of absence following approval in advance by his or her supervisor pursuant 

to Town policies." 

Section 14: That the Code of Ordinances of the Town of Pembroke Park, Florida is 

hereby amended by adding a section, to be number 2-273, which section reads as follows: 

"Sec. 2-273. Confidential Information. 

No Town employee who acquires confidential information in the course of exercising or 

performing his or her powers or duties may disclose or use such information unless the 
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disclosure or use is required by law or in the course of exercising or performing his or her 

official powers or duties." 

Section 15: That the Code of Ordinances of the Town of Pembroke Park, Florida is 

hereby amended by adding a section, to be numbered 2-274, which section reads as follows: 

"Sec. 2-274. Enforcement Procedures. 

(a) The authority to investigate alleged violations of the Pembroke Park Employee 

Code of Ethics is vested in the Town Manager. A Town employee may appeal the decision of 

the Town Manager by filing a written appeal to the Town Commission within fifteen (15) days 

of the final decision of the Town Manager is rendered. The Town Commission may affirm, 

modify or reverse the disciplinary decision rendered by the Town Manager. 

(b) The authority to investigate alleged violations of the Pembroke Park Employee 

Code of Ethics by the Town Manager, Assistant Town Manager or any Department Head is 

vested in the Town Commission. 

(c) Town Commission shall have the authority to investigate alleged violations of the 

Pembroke Park Employee Code of Ethics when the Town Manager fails to do so, or when the 

Town Commission determines that such investigation is required." 

Section 16: That in the event any section, paragraph, sentence or word of this 

Ordinance or application thereof to any person or circumstance is held invalid by a court of 

competent jurisdiction, that invalidity shall not affect the other sections, paragraphs, sentences or 

words or application of this Ordinance. 

Section 17: That it is the intention of the Town Commission of the Town of Pembroke 

Park, and it is therefore ordained, that the provisions of the Ordinance shall become and be made 

a part of the Town of Pembroke Park's Code of Ordinances, that sections of this Ordinance may 

be re-numbered or re-lettered to accomplish such intentions, and that the word "Ordinance" shall 

be changed to "Section" or other appropriate word. 

Section 18: That all Ordinances, or parts of Ordinances, Resolutions or parts of 

Resolutions in conflict herewith be and the same are hereby superseded to the extent of such 

conflict. 

Section 19: That this Ordinance shall be in force and take effect immediately its 

passage and adoption. 
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PASSED AND ADOPTED on First Reading the 21st day of February, 2018. 

PASSED AND ADOPTED on Second Reading the 21st day of March, 2018. 

ATTEST: 

EMMA SHOAFF 
Acting Clerk-Commissioner 

ASHIRA MOHAMMED 

GEORGINA COHEN 

HOWARD P. CLARK, JR. 

EMMA SHOAFF 

ASHIRA A. MOHAMMED 
Mayor-Commissioner 

VOTE 

YES 

YES 

YES 

YES 
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