



























































2(23-2 — Written Policies and Procedures — Credit Cards

Procedure: Obtain and inspect the entity’s written policies and procedures related to
purchasing and observe that 1t addresses (1) how cards are to be controlled. (2) allowable
business uses, (3) documentation requirements. (4) required approvers of statements, and
(5) montoring card usage (e.g. determining the reasonableness of tuel card purchases).

Finding: The Board’s written policy did not address documentation requirements.
required approvers of statements, and monitoring card usage.

Recommendation: We recommend the Beard revise the policy to address how
documentation 1s requuired, who required approvers of statements are. and how to monttor
card usage.

Loutsiana Cemetery Board comrective action:  Credit Card usage is governed by the L.CB
Policies and Procedures Section 2(4). The Louisiana Cemetery Beard prohibits the use of
credit cards for personal non-reimbursable expenses. Credit card expenditures are
reviewed and approved, m wrniting. by the Board Treasurer upon receipt of proper
documentation in support of such expenditures, prior to payment. Therefore, Lowsiana
Cemetery Board does not believe a revised policy 1s necessary and not will propose an
amendment to Section 2(4) at this time unless warranted at a later date.

2023-3 — Written Policies and Procedures — Ethics

Procedure. Obtain and nspect the entity’s written policies and procedures related to
purchasing and observe that 1t addresses (1) the prolubitions as defined m Lowsiana
Revised Statute (RS 42:1111-1121. ¢2y actions to be taken 1t an ethics vielation takes
place, (3) system to monitor possible ethics violations, and (4) requirement that all
emplovees annually attest through signature verification that they have read the entity’s
ethics policy.

Finding: The Board™s written policy did not address actions to be taken 1if an ethics
violation takes place, system to monitor possible vielations, and requirement that all
emplovees annually attest through signature verification that they have read the entity’s
ethics policy.

Recommendation” We recommend the Board revise the poliey to address actions to be
taken if an ethies vielation takes place, system to monitor possible ethics vielations, and
requirement that all employees annually attest through signature verification that they
have read the entity’s ethics poliev.

Lowsiana Cemetery Board corrective action:  Ethies Violations are governed by state
law. Possible violations are automatically  forwarded to the Lowsiana Ethies
Administration for review and consideration. Pursuant to the Board’s Policies and
Procedures. all emplovees and board members are required to complete Ethics Training
each vear, and submit evidence of completion. A recommendation will be made to the
Beard to establish a policy regarding annual reports by the Director of any possible
ethical violattons, whether reported or pending. and requming all staff and Board
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Members to attest that he/she 1s not subject to any contlict of interest or has recerved
anythimg of value m violation of Louwisiana Ethies laws from a party subject to the
Jurisdiction of the Board. Pursuant to law. these records will be kept confidential. Further.
a recommendation to the Board to adopt a policy for employee annual signature
acknowledging their review of these ethics polictes will be made at the next regular
Board meeting.

2023-4 — Written Policies and Procedures - Disaster Recovery/Business Contimuty

Procedure: Obtain and tnspect the entity’s written policies and procedures related to
disaster recovervibusiness continuity and observe that 1t addresses (1) tdentification of
critical data and frequency of data backups. (2) storage of backups i a separate physical
location isolated from the network. (3) penodic testing/vertfication that backups can be
restored, (4} use of antivirus software on all systems, (5} tunely apphication of all
avatlable system and software patches/updates, and (6) identification of personnel,
processes, and tools needed to recover operations after a eritical event.

Finding: The Board’s written policy did not address periodic testing/verification that
backups can be restored, use of antivirus software on all systems, and timely apphication
of all available system and software patches/ updates,

Recommendation: We recommend the revise the pohlicy to address periodic
testing/verification that backups can be restored. use of antivirus software on all systems,
and timely application of all available system and software patches/updates.

Louwsiana Cemetery Board corrective action: The Lousiana Cemetery Board recently
approved its Disaster Recovery/Business Interruption pohicy following the most recemt
Louistana Legislative Audit in 2023, Currently, the Board’s IT specialist provides weekly
backup reports. Staft will meet with its IT specialist to determine what amendments, if
any, are needed to 1ts current policy relative to the above recommendation,

2023-5 — Bank Reconciliations

Procedure: Obtain a histing of bank accounts for the fiscal pertod from management and
management’s representation that the hsting 1s complete. For each of the bank accounts
m the histing provided by management. obtain bank statements and reconciliations for all
months in the fiscal period and observe that

a) Bank reconciliations include evidence that they were prepared within 2 months of
the related statement closing date (e.g.. inttialed and dated, electronically logged).
b) Bank reconciliations include evidence that a member of managementboard

member who does not handle cash. post ledgers, or issue checks has reviewed each bank
reconctliation (e.g.. imtaled and dated, electromcally Togged).

<) Management has documentation reflecting that 1t has researched reconciling items
that have been outstanding tor more than 6 months at the statement closing date,
d) The reconciled balance for the final month eof the fiscal period agrees to the

general ledger.



Finding: For procedure a), there was no evidence the reconciliation was prepared within 2
months of the statement closmg date. For procedure d), the reconciled balance for the
tinal month does not agree to the general ledger.

Recommendation: We recommend the Board include evidence that reconciliations were
prepared within 2 months of the closing statement date. and the reconciled balance agree
to the general ledger.

Louistana Cemetery Beard corrective action:  Guidelines for the completion of Bank
Reconciltations and the preparation of Financial Statements are set forth tn Section 2,
Subsection 5(c) of the Lowisiana Cemetery Board Policies and Procedures.  All bank
statements are reviewed by the Director. and reconcihations are completed by another
statt member. Once completed. usually within a matter of days tfollowing receipt of the
bank statements, they are forwarded to the Secretary/Treasurer of the Board, along with
current monthly financial statements tor review. In 2023, as a result of the untimely
tllness and death of the Assistant Director, a deviation from the pohev did occur.
Addittonally, in response to a previous audit finding and response. reconctliations for
several months 1n 2023 were re-reconciled and completed by the Board’s outside
accountant. Once the accountant completed his correcting entries amd reconciliations and
the staff resumed original levels of employment. the task was taken back in-house and
they are completed timely. Lastly. it 1x important te note that the onginal 2023
reconcthations were completed timely until the Board’s outside accountant began his
review pursuant to a previous audit finding and response. The re-reconciled. as corrected,
2023 bank statements, rather than the ongmal reconciliations, were provided for this
audit, which did not retlect imely completion because they were re-reconciled outside of
the appropriate time frame.

2023-6 — Receipts/Collections

Procedure. Randomly select 5 deposit dates for each of the bank accounts (select the next
depostt date chronologieally if no deposits were made on the dates randomly selected and
randomly select a deposit 1f multiple deposits are made on the same dayv). Alternately.
the practitioner may use a source document other than bank statements when selecting
the deposit dates for testing. such as a cash collection log, datly revenue report. receipt
book. etc. Obtain supporting documentation for each of the 5 deposits tor each bank
account and:

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

b) Trace the deposit slip total to the actual deposit per the bank statement.

c) Observe that the deposit was made within one business day of cellection (within

one week 1if the depository 1s more than 10 miles from the collection location or the
depostt 1s less than $100),
d} Trace the actual deposit per the bank statement to the general ledger.

Finding: For procedure c), tour deposits were not made within one business day of
collection.



Recommendation. We recommend the Board deposit collections within one business day
of collection.

Louistana Cemetery Board corrective action: Deposits are made in accordance with the
Loutstana Cemetery Board Polictes and Procedures Section 2(3¥d). which requires
depostts be made within two business days of recept. On a rare occasion. deposits may
be delaved beyond that, due to holidays. staffing. workloads. and mail not being
delivered until late afternoon. It so, they remain m a secure location until they can be
made.

2023-7 — Ethics

Procedure- Using the 5 randomly selected emplovees from procedure #18 under “Payroll
and Personnel” above, obtain ethies documentation from management, and:

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

Observe that the documentation demonstrates each employee attested through signature
vertfication that he or she has read the entity’s ethies poliey during the fiscal period.

Finding: For procedure b), employees did not attest through signature he or she has read
the entity's ethics policy during the fiscal period.

Recommendation:  We recommend the Board ensure each employee attest through
signature that the entity’s ethics policy has been read.

Louwsiana Cemetery Board cotrective action:  The Lowsiana Cemetery Board 1s unaware
that a specific Ethics policy was required of i, and this has not been a finding in previous
audits. Rather, all staff recetve Ethics Training yearly through the Louisiana Ethics
Admimstration and each staft member must provide evidence of the completion of such
training annually. Because this traimng 18 mandated by law and results in an annual
certification from the Lowssiana Ethies Admmistration, the Lowisiana Cemetery Board
does not mtend to modity any of its legally-required ethics traming and certification
requirements.

2023-8 — Budget

Procedure Inquire of management whether the entity has updated 1ts budget information
m the DOA’s boards and commussions database referred to i #3 above for the current
fiscal peniod (1.e. period covered in these procedures). Access the online database and
obtain the budget information for the current fiscal period. Observe that the budget
information contained in the database agrees to the budget adopted by the entity’s board.

Finding: The budget information m the DOA’s database did not agree to the amended
budget adopted by the board.

Recommendation:  We recommend the Board ensure the DOA database 1s updated
regularly.



Lousiana Cemetery Board corrective action: Actual financial statements are entered into
the Boards and Commissions website following the completion of the calendar/fiscal
year. Amended Budgets are adopted six to eight weeks prior to the conclusion of the
calendarifiscal year and may deviate from actual. although without significant variations.
Example, when the adopted 2024 Budget was entered into the webstte tn early 2024, the
actual 2023 income and expenses (not the amended 2023 budget) were entered mto the
website.

2023-9 — Sexual Harassment

Procedure: Obtain a listing of emplovees‘board members employed during the fiscal
pertod and management’s representation that the hsting 1s complete. Randomly seleet 5
emiployees/board members. obtain sexual harassment traming Jdocumentation from
management, and observe that the documentation demonstrates each employee’board
member completed at least one hour of sexual harassment traiming during the calendar
year.

Finding: No board members completed the sexual harassment training dunng the
calendar year.

Recommendation: We recommend the Boeard ensure that all board members and
emplovees complete their sexual harassment training.

Lowsiana Cemetery Board corrective action: All staff members complete Sexual
Harassment traming annually and provide evidence of satustactory completion of such
rainng,. It 18 admutted that Board members were unable to partcipate 1in Sexual
Harassment Training due to difficulty in logging m for the course. Staff 1s tnvestigating
the matter further to determine how board members may secure Sexual Harassment
Traming annually.

2023-10 — Sexual Harassment

Procedure: Observe that the entity has posted 1ts sexual harassment policy and complaint
procedure on tts website (or in a conspicuous location on the entity’s premises if the
entitv does not have a website).

Finding: The policy and complamt procedure was not on the website.

Recommendation: We recommend the Board add the policy and complaint procedure are
on the entity’s website.

Lowsiana Cemetery Board corrective action:  The Policy and Procedure for Sexual
Harassment will be added to the website, together with complamt procedures.
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