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HONORABLE FRANCIS C. THOMPSON, CHAIRMAN AND MEMBERS OF THE LEGISLATIVE AUDIT ADVISORY COUNCIL Baton Rouge, Louisiana 

1600 NORTI[ "l'lll RI ) S I RI li POST OFFICL HO.\ 91 ~97 TI'I,EPHONE: (5~~4) ]~'~ 3gOqJ FACSIMILE: (SN) ~'~ 3~;7o 

"fransmitted herewith is our report on the examination of the Village of Collinston (village). Ou, examination was conducted in accordance with Title 24 of the Louisiana Revised Statutes anc~ was performed to determine whether the village has taken appropriate action in response t(, findings cited in the reports and management letters dated March 21, 1995, May 15, 1996, an(~ April 3, 1997, iss'-,ed by Hill, Inzina & Company, Certified Public Accountants. "[he accompanying report includes unresolved audit findings. We will continue to monito those audit findings until the findings are resolw~d by management. Copies of this report have been delivered to the mayor and aldermen of the Village o Collinston and other authorities as required by state law. 

DGK:GLM:sds [COLINSTN] 

itted 
Daniel G. Kyle, CPA, CFE Legislative Auditor 



LEG]SI.A'I IVE AUDITOR 
VLLLAGE O1" COLLINSTON Collinston, Louisiana 

BACKGROUND AND METHODOLOGY 
t-Litl, ~r~zir~a & Company, CertLfied Public Accountants, issued an audit report and accompanying management letter dated March 21, 19q5, on the financial statements of the Village of Collinston (village) for the year ended December 31, 1994. The audit report and management letter included numerous internal control deficiencies and violations of state laws anti regulations. 

We visited the village to determine whether appropriate action was taken to correct the matters included in the reports and management letters. Our procedures consisted of the following (1) examining selected village records; (2) interviewing certain employees of the village, (3) reviewing applicable Louisiana laws, Louisiana Board of Ethics' rulings, and Attorney General opinions; and (4) making inquiries to the extent we considered necessary to achieve our purpose. 



LEGISLATIVE AUDITOR 
VILLAGE! OF COLLINSTON Collinston. Louisiana 
CONCLUSIONS 

Based on the results of the procedures performed during our visit to the village, we conclu0e that management of the village has taken the following steps to resolve the findings contain~,d in the reports and accompanying management letters dated March 21, 1995, May 15, 1996 and April 3, 1997: The village's fiscal year 1997 budget was adopted timely (December 10, 1996) 2. Purchase orders for all purchases of materials and supplies are prepared :3. Supporting documentation is maintained for all disbursements made by the village All disbursements are made for valid village business and do not violate Article V Section 14 of the Louisiana Constitution of 1974. 5. Board minutes are signed by the mayor and village clerk 6. Deposits required by the bond agreement are made timely (by the 20th of the month 7 
13 
Insurance is maintained on the water and sewer system as required by the bond agreement. The United States Department of Agriculture is accepting the annual compilation and attestation report in lieu of an annual audit. !3. The village has a blanket bond that includes the mayor, village clerk, and aldermen 10. All village demand deposit accounts are in interest-bearing accounts 11. Evidence of receipt of goods is documented before payment is made Management of the village did not address the finding relating to maintaining detailed fixed asset records included in the Hill, Inzina & Company audit report dated March 25, 1995. As we resolved the findings contained in the Hill, Inzina & Company reports and managemer~ letters, the following matters came to our attention: Controls and procedures over receipts and disbursements need to be improved 
Monthly financial statements should be prepared and used to monitor the village's fisca operations and budget. 



LEGISLATIVE AUDITOR 
VILLAGE! OF COLLINSTON Collinston. Louisiana 

FINDINGS AND RECOMMENDATIONS 
Fixed Asset Records and Procedures Needed r)etailed fixed asset records are not maintained, assets are not tagged, and physical inventories of fixed assets are not being conducted timely. Louisiana Revised Statute (R.S.) 24:515(B)(1) requires the village to maintain records of all land, buildings, improvements ether than buildings, equipment, and any {)ther general fixed assets which were purchased or otherwise acquired. In addition, good internal controls over fixed assets require that (1) every asset includes a tag identifying it with a number that can be cross-referenced to the detailed fixed asset records, and (2) a physical inventory be conducted on at least an annual basis. Management of the village should (1) adopt a written policy to define assets that will be inventoried, including the minimum value for inclusion on the list of fixed assets; (2) prepare a detailed list of fixed assets (the list should include the date of purchase and the initial cost). (3) take a physical inventory at least annually, and follow up on items not found during the physical inventory; and (4) identify (tag) assets that belong to the village and include the tac} number on the listing of fixed assets. 
Need to Improve Controls over Receipts and Disbursements Controls over receipts and disbursements need to be improved. The control weaknesses sure: Deposits are not made timely. Deposits are made once a week and sometimes twice a week if a significant amount of cash is received. There was $5,822 in cash and check.'; in the cash drawer on the date of our visit. This represented collections received over sew.=ral days. Cash receipts are not deposited intact For example A postage receipt was included in the cash receipts drawer which indicated that postage was purchased from cash receipts. An individual overpaid his traffic fine and the overpayment was not deposited or refunded to the individual Copier fees ($.25 per copy) and copier paper and supplies purchased are not recorded as revenue and expenditures, respectively. Copier fees are accumulated in the cash drawer and cDpier paper and supplies are purchased with these fees. There is no} 



LEGtSLATtVE AUDCIOR 
Village of Collinston Collinston, Louisiana Findings and Recommendations (Continued) 
Ivlanagement of the village should (1) use an accounts receivable control account for water/sewer receivables; (2) reconcile the accounts receivable control account with the accounts receivable subsidiary ledger on a monthly basis; (3) prepare an accounts receivable aging (accounts receivable balances by the number of days past due) each month to monitor the collection efforts; (4) update and balance the detailed listing of customers' meter deposits with the cash account; and (5) reconcile the meter deposit bank account with the detai~ed listing of individual customer deposits on a monthly basis. 
Payroll Procedures Need Improvement Payroll procedures need to be improved. Our review of payroll and personnel recoTds revealed: 
Individual employee personnel files are not maintained Fon'n I-9 - "Employment Eligibility Verification" is not maintained on all employees hired after November 6, 1986, as required by the United States Department of Justice Immigration and Naturalization Service. There is no documentation on file of approved salary/wage amounts paid to employees. Employees do not complete time reports There is no policy regarding earning or taking vacation leave, sick leave, or holidays In addition, there are no records maintained to document whether employees earn or take vacation leave, sick leave, or holidays. Although the village has only four employees, with minimal effort, management of the village can significantly improve controls over payroll. There is no need for complex policies. procedures or forms. Management of the village should: 

2 

Maintain individual employee personnel files that include, at a minimum, (a) art employment application form; (b) approved salary or rate of pay amount; (c) th~ Employee's Withholding Allowance Certificate Form W-4 and State of Louisian;~ Employee Withholding Exemption Certificate Form L-4; (d) approved salary or hourly pay rate increases/decreases; (e) annua~ performance appraisals; and (f) t~ completed Form I-9- United States Department of Justice Immigration and Naturalization Service "Employment Eligibility Verification" for all employees hired after November 6. 1986. Require all employees to complete simple time reports to document hours worked. 3h~ time reports should be approved by the appropriate supervisor. 
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