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Dear I)r. Kyle 

Procedure 

~;'-Z /~[i 8:1:3 

Review the fom ler Payroll Clerk's tim e and attendance cards for 1998 and 1999 
V erify lhal Finance D irector approval w as obtained on the tim e and altcndanee cards

. 

Finding 
W e notcd no Finance D irector approval on any tim e and attendance cards reviewed 
for boIh 1998 and 1999. W e also noted that lhe tfille cards reflcclcd 38

.5(I hours of 
sick leave and 56 hours of vacation leave w ere paid to the form er Payroll Clerk 
during 1998 and 1999; how ever

, no sick or vacation leave requests or approvals w ere 
nolcd. 
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l*roeedure 
Revicw the form er Payroll Clerk's overtim e requests for approval and com pare lo tile actua 
hours paid. 

Finding 
Based on rcvicw oflhe payroll registers for 1998 and 1999, we noted that the form er Payroll 
Clerk w as paid 203.50 hours and 111.25 hours of overtim e for 1999 and 1!)98, respectively. 
1 lowcvcr, w e noted no overlim e rcquesls or approvals for 47.50 hours paid in 1999 and 14.75 
hours paid in 1998. 

]~FOCI~  tl I'U 
Agree hours as reported on thc payroll regisler to approved tim e cards and overtim e requests 

Finding 
The am ount of hours paid lo the form er Payroll Clerk cxcccdcd the num bcr of hours 
supporlcd by tim ecards and overtim e, vacation, and sick ]cavc requests by 147 hours in 1999, 
of which 72 hours represented 3 instances where sick leave was paid in addition to the 80 
hour pay period, and 14.75 hours in 1998. These excess hours approxim aled $1,700 in 
unsupported w ages. 

4) I'rocedure 
A gree hours for lhe former payroll clerk as reported on the Current Earnings Report 
w orkshcct to the payroll tim eshccts. 

Finding 
l)uring 1999, w e noted that the am ount of hours reportcd on the Current Earnings Report 
exceeded tt~c num ber of hours reported on the tim esheels by approxim ately :24 hours. 

5) Procedure 
Rcvicw any payroll maintenance adjustmcnls made during the years 1998 and 1999 

Finding 
Based on our review of the Em ployee D cduclion/Benefil M aintcnancc 15st, w c notcd 

adjustments made on the system files for 1he former Payroll Clerk's federal withholdings in 
the amounl of $1,729.61 ($1,898.80 less $169.19 actually withheld) and $1,800.13 for 1998 
and 1999, respectively. The maintenance report indicated that the 1999 adjustment was 
m ade on I)ecem bcr 14, 1999 w ith the form er Payroll Clerk's nam e reported as the user lI). 

W hereas, 1he 1999 reporl indicates a prior year adjustment was also made for his 1998 
fcdclal lax w ithholdings, a 1998 m aintenance report could not bc currently produced to 

determine lhe exact date of the adjustmenl and the user ID of the employee who made 1he 
adjustment. 



M r. D aniel G . K yle, Ph.D ., CPA , CFE 
July 28, 2000 
Page Three 

ProcedLI I'e 
Obtain and review the em ployee listing from the payroll system 

Finding 
N o exceptions w ere noted 

Procedllre 
Review any travel allow ances or advance paym ents, if any, during 1998 and 1999 

Findin~g 
W e noted no travel allow maces or advance paym ents m ade to the tbrm er Payroll 
Clerk in 1999. How ever, w e noted two instances of salary advances in 1998. A 
salary advance in the am ount of $300 was m ade on November 9, 1998 and was latcr 
repaid to the Parish over an eight m onth period. A n additional salary advance in the 
anlount of $450 w as m ade on Decem ber 21, 1998; how ever, there is no evidence to 
support that the anm unt of advanced w ages w as approved or repaid to thc Parish. 

Procedure 
Rcview supporting docum entation for revenues and expenditures related to the 
Andouille Festival. 

Finding 
Thc form er Payroll Clerk was ira charge of the pageant ira connection with the 
Andouillc Festival. N o significant exceptions w ere noted bascd on our rcvicw of 
supporling docmnentation for rcvenues and expenditures related to thc Andouille 
Festival. 

W e noted thai the form er Payroll Clerk earn ed "com p" tim e in both 1998 and 1999 
for hours w orked during the Andouille Fcstival. On Decem ber 16, 1998, the form el 
Payroll Clerk w as paid 18.75 hours of "com p" tim e although only 10.75 hours w ere 
al)proved and previously used. On N ovem ber 2, 1999, the form er Payroll Clerk was 
approvcd for 78.50 hours of "com p" tim e w hich w as paid in full on N ovem ber 3, 
1999. 

Procedure 
A gree vacation and sick leave for" the fonner Payroll Clerk to the attendance 
controller for 1998 and 1999. 

Finding 
D uring 1998, no exceptions w ere noted. I)uring 1999, w e noted instances w here sick 
leave for a total of 6 hours and vacation leave for a total of 8 hours w crc used but not 
recorded on the altendance controller. 
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C ONCLUSION 

As a result of tile additional procedures pcrfonned, we noted several w eaknesses in 
internal controls over payroll including Ilo departm ent Director approval on any of Ihc 
form er Payroll C lerk's tim e cards for both 1998 and 1999. W e also noted several 
discrepancies between hours as reported on the tim e cards, payroll sum m ary sheets, 
lim eshecls, ctlrrenl, earnings report, and attendance controller. Thcsc w eaknesses in 
internal controls over payroll arc attributable to a lack of segregation of duties in the 
Finance I)cpartm cnt, which has been identified as a reportable condition and disclosed in 
our audits of St. John the Baptist Parish Council for each of the years ended I)eccm ber 
31, 1998 and 1999. 

Upon agreeing the hours reported on the payroll register to supporting docum entation, w e 

noted that the nulnber of hours paid exceeded the num ber of hours supportcd for a total of 
147 hours in 1999 and 14.75 hours in 1998. These excess hours approxim ated $1,700 in 
unsupporlcd w ages. 

W e also noted two instances of salary advances in 1998. An advance of $300 was m ade 
on Novcmbe] 9, 1998, and was later repaid. An advance of $450 was m ade on December 
21, 1998; how cver, therc is no cvidence to support that this advance w as approvcd or 
repaid to the Parish. 

As previously rcportcd in our letter dated Jammry 13, 2000, as a result ofthc adjustments 
m ade in 1998 and 1999 to the federal withholding taxes for the form er Payroll Clerk as 
indicated on the 1999 m aintenance report, there w ere excess federal w ithholding laxcs 
reporled on his W -2 Form in the am ounls of $1,729.61 and $1,800.13, rcspcctivcly. The 
maintenance report indicates that the adjuslment was made in 1999 by the ibrmcr Payroll 
Clerk, which resulted in an incorrect 1999 W -2 Form . ]'he m aintEuance report also 

indicates an adjustment was made in 1998, which led to an incorrect 1998 W -2 Form thai 
could havc been used by the fonner Payroll Clerk to obtain a refund of federal incom e 
taxes which w ere not actually w ithheld from his w ages. 

A lso, as described in our letter dated January 13, 2000, for the quarter Ended I)ccem ber 
31, 1998, the Parish overpaid $501.11 in federal withholding taxes related to thai 
quarter's adjustmenl made to the fcderal withholdings for the former Payroll Clerk. Thc 
Parish is in lhc progrcss of filing an amended 4~h quarter 1998 (form 941) payroll tax 
rcltlrn requesting a refund of the amount overpaid. In 1999, the 4~h quarter (form 941) 
payroll lax relurn also reflected a balance due in the am ount of $437.68 rclaled to the 
mainlenance adjustment; however, this payroll tax return had not yet been filed and was 
corrected. In addition, the form er Payroll Clerk's 1998 Form W -2 w as corrected on June 
28, 2000 to rcfleci the actual federal incom e taxes withheld. 
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A sum m ary of our findings by year are as follow s 

U nsupportcd W ages 
Salary A dvance 
Federal w ithholding taxes overpaid 

Sublolal 

1998 

200 
750 
501_  

,451 

Less: N ovem ber 1998 advance repaid 
__ _ _~3_00) 

Total 

1999 

$ 1,500 

$_D  1,1551 ~__J~59_0 

O nce you have had ,,he opportunity to review our report, w e w ould be pleased 1o discuss 
any qucslions or concerns thaf. you m ay have. Please call m e at your earlicsl 
convenience. 

Sincerely 

Philip W . Rcbowe, CPA , CFE, CFSA 

St. John lhe Baplist Parish Council M em bers 
SI. John the Baptist Parish President 
S1. John lhe t3aplist Parish Chief Adm inislrative Offi cer 
S1. John lhe Baplisl Parish D irector of Finance 


