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Results: Some policies are set out in the statute and have no written policies for day-to-day
purchases,

Disbursements, including processing, reviewing, and approving.
Results: The District Attorney has no written policies and procedures for disbursements.

Receipts/Collections, including receiving, recording, and preparing deposits. Also, policies
and procedures should include management’s actions to determine the completeness of all
collections for each type of revenue or agency fund additions {e.g., periodic confirmation
with outside parties, reconciliation to utility billing after cutoff procedures, reconciliation of
traffic ticket number sequences, agency fund forfeiture monies confirmation).

Results: The District Attorney has no written policies and procedures for disbursements.

Payroli/Personnel, including (1) payroll processing, (2) reviewing and approving time and
attendance records, including leave and overtime worked, and {3} approval process for
employee rates of pay or approval and maintenance of pay rate schedules.

Results: The District Attorney has no written policies and procedures for payroll/personnel.

Contracting, including {1} types of services requiring written contracts, (2) standard terms
and conditions, (3) legal review, {4) approval process, and {5} monitoring process.

Results: The District Attorney has no written policies and procedures for contracting.

Travel and Expense Reimbursement, including {1) allowable expenses, (2) dollar thresholds
by category of expense, (3) documentation requirements, and (4} required approvers.

Results: CRI identified the policies do not include dollar thresholds by category of expense.

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

Results: The District Attorney has no written policies and procedures for credit cards.

Ethics, including (1) the prohibitions as defined in Louisiana Revised Statute {R.5.) 42:1111-
1121, (2} actions to be taken if an ethics violation takes place, {3} system to monitor
possible ethics violations, and {4} a reguirement that documentation is maintained to
demonstrate that all employees and officials were notified of any changes to the entity’s
ethics policy.

Results: The District Attorney has no written policies and procedures for ethics.

Debt Service, including (1) debt issuance approval, {2) continuing disclosure/EMMA
reporting requirements, (3) debt reserve requirements, and (4) debt service requirements.

Results: The District Attorney has no written policies and procedures for debt service.



k) Information Technology Disaster Recovery/Business Continuity, including (1) identification
of critical data and frequency of data backups, {2} storage of backups in a separate physical
location isolated from the network, (3) periodic testing/verification that backups can be
restored, (4) use of antivirus software on all systems, (5) timely application of all available
system and software patches/updates, and (6) identification of personnel, processes, and
tools needed to recover operations after a critical event.

Results: CRI identified the policy does not include identification of critical data, storage of
backups in a separate location, periodic testing/verification that backups can be restored,
use of antivirus software on all systems, or timely application of all available system and
software purchases/updates.

1} Prevention of Sexual Harassment, including R.S. 42:342-344 requirements for {1) agency
responsibilities and prohibitions, {2} annual employee training, and {3) annual reporting.

Results: No exceptions identified as a result of applying the procedure.

Collections (excluding electronic funds transfers)

2.

Obtain a listing of deposit sites for the fiscal period where deposits for cash/checks/money
orders (cash) are prepared and management’s representation that the listing is complete.
Randomly select 5 deposit sites {or all deposit sites if less than 5).

Results: Obtained a listing of the deposit sites and obtained management's representation that
the listing is complete.

For each deposit site selected, obtain a listing of collection locations and management’s
representation that the listing is complete. Randomly select one collection location for each
deposit site (e.g., 5 collection locations for 5 depaosit sites), obtain and inspect written policies
and procedures relating to employee job duties {if there are no written policies or procedures,
then inquire of employees about their job duties) at each collection location, and observe that
job duties are properly segregated at each collection location such that

a) Employees responsible for cash collections do not share cash drawers/registers;
Results: No exceptions were identified as a result of applying the procedure.

b} Each employee responsible for collecting cash is not also responsible for preparing/making
bank deposits, unless another employee/official is responsible for reconciling collection
documentation (e.g., pre-numbered receipts) to the deposit;

Results: No exceptions were identified as a result of applying the procedure.

¢} Each employee responsible for collecting cash is not also responsible for posting collection
entries to the general ledger or subsidiary ledgers, unless another employee/official is
responsible for reconciling ledger postings to each other and to the deposit; and

Results: No exceptions were identified as a result of applying the procedure.



d) The employee(s) responsible for reconciling cash collections to the general ledger and/or
subsidiary ledgers, by revenue source and/or custodial fund additions, is {are} not also
responsible for collecting cash, unless another employee/official verifies the reconciliation.

Results: No exceptions were identified as a result of applying the procedure.

Obtain from management a copy of the bond or insurance policy for theft covering all
employees who have access to cash. Observe that the hond or insurance policy for theft was in
force during the fiscal period.

Results: No exceptions were identified as a result of applying the procedure.

Randomly select two deposit dates for each of the bank accounts (select the next deposit date
chronologically if no deposits were made on the dates randomly selected and randomly select a
deposit if multiple deposits are made on the same day). Alternatively, the practitioner may use
a source document other than bank statements when selecting the deposit dates for testing,
such as a cash collection log, daily revenue report, receipt book, etc. Obtain supporting
documentation for each of the 10 deposits and

a) Observe that receipts are sequentially pre-numbered.

Results: CRI identified that the District Attorney had no receipts that were sequentially
prenumhered

b} Trace sequentially pre-numbered receipts, system reports, and other related collection
documentation to the deposit slip.

Results: CRI identified that the District Attorney had no receipts that were sequentially
prenumbered

¢} Trace the deposit slip total to the actual deposit per the bank statement.
Results: No exceptions were identified as a result of applying the procedure.

d} Observe that the deposit was made within one husiness day of receipt at the collection
location (within one week if the depository is more than 10 miles from the coliection
location or the deposit is less than $100 and the cash is stored securely in a locked safe or
drawer}.

Results: CRI identified four exceptions where the receipt was not deposited within one
business day.

e} Trace the actual deposit per the bank statement to the general ledger.

Results: No exceptions were identified as a result of applying the procedure.
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