





Schedule 17

LOUISIANA STATE RADIOLOGIC TECHNOLOGY BOARD OF EXAMINERS

AGREED-UPON PROCEDURES
FOR THE YEAR ENDED JUNE 30. 2024

WRITTEN POLICIES AND PROCEDURES

1. Procedures: Obtain and mspect the entity’s written policies and procedures and observe that
they address each of the following categories and subcategories, as applicable:

a})

b)

)

h)

Budgeting. including preparing, adopting. monitoring. and amending the budget.

Purchasing, including (1) how purchases are inttiated; (2) how vendors are added to the
vendor list: (3) the preparation and approval process of purchase requisitions and
purchase orders: (4) controls to ensure comphiance with the public id law or state
purchasmg rules and regulations. as applicable to the entity: and (5) documentation
required to be mamtamed for all buds and price quotes.

Disbursements. mcluding processing, reviewig. and approving.

Receipts/Collections. including recetving. recording. and preparing deposits. Also.
polictes and procedures should include management’s actions to determine the
completeness of all collections for each type of revenue (¢.g. periodic confirmation with
outsile parties, reconcilhiation of receipt number sequences, reasonableness of cash
collections based on licenses issued).

Payroll’Personnel. including (1) payroll processing. and (2) reviewing and approving
time and attendance records. mcluding leave and overtime worked.,

Contracting, meluding (1) types of services requiring written contracts. (2) standard
terms and conditions. (3) legal review. (4) approval process. and (53) monitoring process.

Credit Cards (and debit cards, fuel cards, P-Cards, if applicable}. including (1} how
cards are to be controlled, (2) allowable business uses, (3) documentation requirements,
(4) requited approvers of statements. and (5) monitoring card usage (e.g. deternuning the
reasonableness of fuel card purchases).

Travel and expense reimbursement, including (1) allowable expenses, (2} dollar
thresholds by category of expense. (2) documentation requirements, (3) time-trame in
which requests must be submitted and (4) required approvers.

Erhics, mcluding (1) the prohibitions as defined in Lowsiana Revised Statute (RS )
42:1111-1121. (2) actions to be taken if an ethics violation takes place. (3) system to
monitor possible ethies violations, and (4) requirement that all employees annually attest
through signature verification that they have read the entity’s ethics policy.

Debr Service. mcluding (1) debt issuance approval, (2) continuing disclosure/ EMMA
reporting requirements, (3) debt reserve requirements, and (4) debt service requirements,
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LOUISIANA STATE RADIOLOGIC TECHNOLOGY BOARD OF EXAMINERS
AGREED-UPON PROCEDURES (CONTINUED)
FOR THE YEAR ENDED JUNE 30. 2024

BANK RECONCILIATIONS

4. Procedures: Obtain a listing of bank accounts tor the fiscal pertod from management and
management’s representation that the listing 1s complete. For each of the bank accounts in
the listing provided by management, obtaimn bank statements and reconethations tor all
months 1n the fiscal period and observe that:

a) Bank reconciliations mclude evidence that they were prepared within 2 months of the
related statement closing date (e.g.. initialed and dated, electronically logged):

by Bank reconciliations include evidence that a member of management/board member who
does not handle cash. post ledgers. or 1ssue checks has reviewed each bank reconcihiation

(e.g.. mitialed and dated. electronically loggedy;

¢) Management has documentation reflecting that it has researched reconciling items that
have been outstanding for more than 6 months at the statement closmg date; and

d) The reconciled balance for the final month of the fiscal period agrees to the general
ledger.

Results: No exceptions were tound as a result of applying the procedures.

RECEIPTS/COLLECTIONS

5. Procedures: Obtain and inspect written policies and procedures relating to employees job
duties (1f no written policies or procedures, inquire of employees about their job duties), and
observe that job duties for collections are properly segregated such that:

a) Each employee responsible tfor collecting cash 1s not responsible for preparmg/making
bank deposits. unless another employee/ofticial 1s responsible for reconeiling collection
documentation {e.g.. pre-numbered receipts or hicense applications recerved) to the
deposit.

b) Each employee responsible for collecting cash ts not responsible for posting collection
entries to the general ledger or subsidiary ledgers, unless another employee/otticial 1s
responsible for reconciling ledger postings to each other and to the deposit,

¢} The employee(s) responsible for reconciling cash collections to the general ledger and/or
substdiary ledgers. by revenue source are not responsible for collecting cash, unless
another employee verfies the reconciliation.

6. Procedures: Inquire of management that all emiployees who have access to cash are covered
by a bond or msurance policy for theft.



7.

9.

10.
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Procedures: Randomly select 5 deposit dates tor each of the bank accounts (select the next
depesit date chronologically tf no depesits were made en the dates randomly selected and
randomly select a deposit tf multiple deposits are made on the same day). Alternately, the
practitioner muy use a source document other than bank starements when selecting the
deposit dates for testing. such as a cash collection log, dailv revenne report. receipt book,
er¢ Obtain supporting documentation for each of the 5 deposits for each bank account and:

a) Trace sequenttally pre-numbered receipts. system reports, and other related collection
documentation to the deposit slip.

by Trace the deposit ship total to the actual deposit per the bank statement.

¢} Observe that the deposit was made within one business day of collection (within one
week 1if the depository is more than 10 miles from the collection location or the deposit
ts less than $100).

dy Trace the actual deposit per the bank statement to the general ledger.

Procedures: Obtam and mspect written polictes and procedures (if no written policies and
procedures. mnquire to management) and observe that there 1s a process performed to
determine completeness of all collections. including electronte transfers. for each revenue
source (e.g. periodic confirmation with outside parties. reconciliation of receipt number
sequences. reasonableness of cash collections based on hcenses 1ssued) by a person who is
not responsible tor collections.

Procedures: For licensing boards. obtain a list of initial and renewal licenses granted during
the period from management and management’s representation that the isting is complete.
Randomly select 10 individual applicants trom the listing and obtain the supporting
documentation (e.g. apphication, copy of check) from management and-

a) Ohbserve that the fee pawd for license was the appropriate tee based on the applicable fee
schedule established by the board or statute.

by Ifa penalty was assessed (e.g. late fee). observe that the penalty was assessed and
collected 1n accordance with the board’s policies,

Procedure: For hcensing boards, obtam and inspect the board’s written policies and
procedures for granting licenses (1t no written policies and procedures. inquire to
management) and observe that there 15 a process performed to ensure heensees meet the
hcensure requirements established by the board or statute, as applicable. For the 10
mdividual applicants selected in the previous step that were granted initial or renewal
heenses during the period request the supporting documentation (e.g. licensee file) from
management and.

a) Observe that the board followed the estabhished process to issue or renew the license.
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b} Observe the documentation contains evidence that the licensee meets or continues to
meet (1f renewal) the licensure requirements established by the board or statute. as
applicable.

¢) Observe that the license was granted or approved by the board or the designated board
member(s). as applicable.

11. Procedure: For levee districts. obtain independent confirmation of the tax amounts received
from the appropriate parish Shernitf™s offices. Observe that the confirmed amount agrees to
the amount deposited by levee district,

Results: No exceptions were found as a result of applving the procedures, The Board is not
a levee district and related procedures are not applicable.

NON-PAYROLL DISBURSEMENTS (EXCLUDING CARD PURCHASES/PAYMENTS,
TRAVEL REIMBURSEMENTS, AND PETTY CASH PURCHASES)

12. Procedures: Obtam a listing of those employees mvolved with non-payroll purchasing and
pavment functions. Obtain written policies and procedures relating to employees job duties
(if the agencyv has no written policies and procedures, inquire of employees about their job
duties). and observe that job duties are properly segregated such that:

a) Atleast two employees are inveolved in initiating a purchase request, approving a
purchase. and placimg an order’making the purchase.

b) At least two emplovees are involved in processing and approving payments to vendors,

¢) The employee responsible for processing payments s prohibited from adding’/modifying
vendor files unless another employee 1s responsible for periodically reviewing changes
to vendor files.

d) Either the employee/official responsible for signing checks mails the payment or gives
the signed checks to an emplovee to mail who 1s not responsible for processing
payments,

13, Procedures: Obtamn the entity’s non-payroll disbursement transaction population (excluding
cards and travel reimbursements which are addressed in separate sections below) and obtain
management’s representation that the population ts complete. Randomly select 5
disbursements, obtain supporting documentation (e.g. purchase requisition. invoices. receipts.
receiving slipsy for each transaction and:

a) Observe that the disbursement matched the related ortgmal invorce/billing statement
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by Observe that the disbursement documentation included evidence (e.g. ininal/date.
electronic logging) of segregation of duties tested under #12. as applicable.

Results: No exceptions were found as a result of applying the procedures.

CREDIT CARDS/DEBIT CARDS/P-CARDS

14.

._.
LA

Procedures: Obtain from management a listing of all active credit cards. bank debit cards,
tuel cards, and P-cards (cards) for the fiseal period. including the card numbers and the
names of the persons who maintained possession of the cards. Obtain management’s
representation that the hsting 1s complete. Randomly select 2 monthly statements or
combined statements for each card (for a debit card, randomly select 2 monthly bank
statements). obtain supporting documentation, and:

a) Observe that there 1s evidence that the monthly statement or combined statement and
supporting documentation (e.g. onginal receipts for credit’debit card purchases. exception
reports for excessive fuel card usage) was reviewed and approved. in writing (or
electronically approved). by someone other than the authorized card holder.

b) Observe that finance charges and late fees were not assessed on the selected statements.

. Procedure: Obtain supporting documentation for all transactions mcluded on the monthly

statermnents or combined statements selected m #14 above. For each transaction, observe that
it 1s supported by (1) an origmal itemized recept that identifies precisely what was
purchased, (2) written documentation of the business/public purpose. and (3) documentation
of the mdividuals participating in meals (for meal charges onlv). For missing receipts, the
practitioner should deseribe the nature of the transaction and note whether management had a
compensating control to address missing receipts, such as a “missing receipt statement” that
is subject to mcreased serutiny,

Results: No exceptions were found as a result of applyving the procedures.

TRAVEL AND TRAVEL-RELATED EXPENSE REIMBURSEMENTS (EACLUDING

CARD TRANSACTIONS)

16. Procedures: Obtam from management a listing of all travel and travel-related expense

reimbursements paid to employees and board members during the fiscal period and
management’s representation that the listing or general ledger 1s complete. Randomly select
5 reimbursements. obtain the related expense reimbursement forms/prepaid expense
documentation of each selected reimbursement. as well as the supporting documentation.
For each of the 5 rermbursements selected:






Schedule *17 (Continued)

LOUISIANA STATE RADIOLOGIC TECHNOLOGY BOARD OF EXAMINERS
AGREED-UPON PROCEDURES (CONTINUED)
FOR THE YEAR ENDED JUNE 30. 2024

PAYROLL AND PERSONNEL

18.

19.

Procedures: Obtain a listing of employees emploved during the fiscal period. and
management’s representation that the listing i1s complete. Randomly select 5 employees (or
select all employees if less than 5)., obtamn related paid salaries and personnel files, and agree
paid salaries to authorized salanes/pay rates m the personnel files

Procedures: Randomly select 2 pay pertods during the fiscal period. For the employees
selected under #18 above, obtain attendance records and leave documentation for the pay

period. and:

a) Ohbserve that all selected employees documented ther daily attendance and leave (e.g.,
vacation. sick, compensatory).

b) Observe that supervisors approved the attendance and leave of the selected emplovees.

¢} Observe that any leave accrued or taken durmg the pay period 1s reflected n the enuty’s
cumulative Jeave records.

. Procedures: Obtain a listing of those employees that recetved termination payments during

the fiscal period and management’s representation that the list is complete. Randeomly select
2 employees, obtain related documentation of the hours and pav rates used in management’s
termination payment calculations. agree the hours to the employees” cumulative leave
records, and agree the pay rates to the employees’ authonized pay rates in the employees’
personnel files,

. Procedure: Obtain management’s representation that employer and emplovee portions of

payroll taxes. retirement contributions, health insurance premiums. and workers’
compensation premunms have been paid, and associated forms have been filed, by required
deadlines.

Results: No exceptions were tound as a result of applying the procedures.

ETHICS

R

2. Procedures: Using the 5 randomly selected employees from procedure #18 under “Payroll

and Personnel” above obtam ethics documentation from management. and.

a) Observe that the documentation demonstrates each employee completed one hour of
ethics traiming during the fiscal period.

by Observe that the documentation demonstrates each employee attested through signature
verification that he or she has read the entity’s ethies policy during the fiscal perntod.
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23, Procedures: Obtain a lisung of beard members trom management. Randomly select 5 board
members and observe decumentation to demonstrate that required annual ethics tramning was
completed.

Results: No exceptions were found as a result of applying the procedures,
BUDGET

24. Procedures: Obtain a copy of the legally adopted budget. including all amendments, and the
board minutes. Observe the minutes contain approval of the budget and amendments.

[
A

. Procedures: Compare the total revenues and total expenditures of the final budget to actual
total revenues and total expenditures on the financial statements or AFR. Report variances of
10% or greater.

Procedures: Inquire of management whether the entity has updated 1ts budget information in
the DOA’s boards and commissions database reterred to in #3 above for the current tiseal
period (1.e. pertod covered 1n these procedures). Access the online database and obtain the
budget information for the current fiscal period. Observe that the budget mformation
contained tn the database agrees to the budget adopted by the entity’s board.

Results: Total expenditures per the AFR were 17% below the total per the final budget.

DEBT SERVICE

26. Procedures: Obtain a listing of bonds/notes issued during the fiscal period and
management’s representation that the listing 1s complete. Select all bonds/notes on the
histing, obtain supporting documentation, and ebserve that State Bond Commission approval
was obtamed tor each bond/note 1ssued.

27. Procedures: Obtamn a listing of bonds/notes outstanding at the end of the fiscal period and
management’s representation that the listing 1s complete. Randomly select one bond'note,
inspect debt covenants, obtatn supporting documentation for the reserve balance and
pavments, and agree actual reserve balances and pavments to those required by debt
covenants (including contingency funds, short-lived asset funds. or other funds required by
the debt covenants).

Results: Not applicable. The Board did not issue bonds/notes during the tiscal period.

SEXUAL HARASSMENT

28 Procedures: Obtain and mspect the entity’s written sexual harassment pohicies and
procedures and observe that they address all requirements of RS, 42.342-344, including
agency responsibilities and prohibitions: annual employee tramning: and annual reporting
requirements.






LOUISIANA STATE RADIOLOGIC TECHNOLOGY BOARD OF EXAMINERS
SUMMARY OF CURRENT YEAR FINDINGS
FOR THE YEAR ENDED JUNE 30, 2024

Year Ended June 30, 2024

There were no findings noted.



LOUISIANA STATE RADIOLOGIC TECHNOLOGY BOARD OF EXAMINERS
STATUS OF PRIOR YEAR FINDINGS
FOR THE YEAR ENDED JUNE 30. 2024

Year Ended June 30, 2023

There were no findings noted.
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