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INDEPENDENT ACCOUNTANTS' REPORT 
TO THE BOARD OF I)IRECTORS RICHLAND PARISH SCttOOL BOARD Rayville, Louisiana 
I have performed the procedures enumeraled below, which were agreed to, by the Riehland Parish School Board and the Legislative Auditor of the State of Louisiana solely to assist you in evaluating the accounting records of the School Acti~ ity Fund of Ricbland Parish School as of and for the year ended June 30, 1997. This engagement to apply agreed-upon procedures was performed in accordance with standards established by the American Institute of Certified Public Accountants. '1 he sufficiency of the procedures is solely the responsibility of the specified users of this report. Consequently, I make no representation regarding the sufficiency of the procedures described below either for tile purpose for which this report has bee n requested or for any other purpose. Tile procedures I perforated and the accounts to which they pertained are set forth in the accompanying Description of Procedures for Selected Records and Transactions, and our findings relative thereto are set foal in the related accompanynly Summary of Findings, Observations and Recommendations, both of which are an integral part of this report. ] was not engaged to, and did not, perform an audit, file objective of which wonld be the expression of an opinioJ~ o~ the School Activity Fund. Accordingly, ] do not express such an opinion. Had I performed additional procedures, other maltet~ might have come to my attention that would have been reported to you. This report is intended solely for the use of the specified users listed above and should not be used by those who have not agreed to the procedures and taken responsibility for the sufficiency of the procedures for their purposes. 
Monroe, Louisiana October 10. 1997 

~ oK~b~inet~e, CPA 



RAYVILI,E HIGH SCHOOL 



 

RICHLAND PARISlt SCHOOL BOARD SCHEI)UI,E 1 Rayville, Louisiana RAYVILLE HIGH SCtlOOL DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIOI'~S FOR THE YEAR ENDED JUNE 30, 1997 
CASH AND CASit EQUIVALENTS 1. I obtained bank reconciliations for all bank accounts as of June 30, 1997 and performed the following: a. I verified the mathematical accuracy of the reconciliation. b. I agreed the balance per the bank statement to the amount shown on bank reconciliation. c. I compared file reconciled book balance to tile general ledger for the one bank account. Richland State Bank $41,335.37 d. I determined tiae propriety of deposits in transit, if any. There were no deposits in transit. e. 1 exaroined all interfund transfers, if any. There were no interfund transfers. f. I supported the outstanding checks by comparing to the checks cleating in subsequent month bank statement. 2. I obtained a list of certificates of deposit for the year and: a. There were no certificates of deposit at June 30, 1997. 3. i determined that cash has been sufficiently invested as required by LSA R.S. 39:2955, 39:327. One bank account was in existence at June 30, a public NOW account at Richland State Bank. 
4. I investigated any old outstanding checks. There were no outstanding checks. 



RICHLAND PARISH SCHOOL BOARD Rayvine, Louisiana RAYVILLE ItlGH SCHOOL DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE30, 1997 
B. REVENUES 1. 1 selected 15 receipts on a random basis and performed the following procedures: a. l traced to the bank validated deposit slip b. 1 determined if file deposits were made on a timely basis 

SCItE1)UI,E 1 

c. 1 traced the individual receipts within the deposit to the cash receipts journal to determine that the receipts batch total matched the deposit total. d. I tracod the individual receipts within tile deposit to their related accoun! ledger card, teacher log/recmpt concessions inventory or admission ticket reconciliation, etc. 
C. EXPENDITURES 1 conducted our tesl of disbursements upon twenty-five checks selected on a random basis. Each check was tested lit these attributes: 1. Documentation cancelled to prevent duplicate payment 2. Check signed by authorized personnel. 3. Evidence of receipt of goods or services. 4. Invoice amount agrees with check amount. 5. Charge is supported by proper documentation. 6. Endorsemeut agrees with payee 7. Invoice date is current when compared to date of check 8. Accounting distribution/classification is consistent and correctly posted. 9. Charge appears to be necessary and reasonable 



RICHLAND PAR1Slt SCHOOL BOARD Rayville, Louisiana RAYVILLE HIGH SCHOOL DESCRIPTION OF I'ROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 
C. EXPENDITURES (Continued) 10. Bids obtained if applicable 

SCHEDULE I 

11. Expenditure is allowable under allocable laws. qhe results of those tests are discussed in tile accompanying Sufftmary of Findings, Observations and Recormnendation~ 



RICHLAND PARISII SCHOOL BOARD Rayville, Louisiana RAYVILLE tlIGH SCttOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 

SCItEDULE 2 

This section of the report sunmaarizes our findings, observations and recommendations as a result of performing Ill(' procedures described in the precediug section, Description of Procedures for Selected Records and Transactions of Rayvillc High School. R.EVEN_ JL2~S_ I noted no exceptions in our test of 15 receipts selected at random. 



E_~_PENDITURF_F~ 

RICItLAND PARISH SCHOOl. BOARD Rayville, Louisiana RAYV1LLE HIGH SCHOOL SUMM ARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR FNDED JUNE 30, 1997 
Exceptions by attribute are recapped as follows: 1. Check number 21200 was not stamped "paid" to prevent duplicate payments 
2. Nolle. 3. The following checks were paid without adequate evidence of receipt of goods or services: 
Check # 21920 ~gg La High School AA ~A__moul~. 90.00 

SCHEDULE 2 

The check listed in item 3 above did not have adequate documentation to support tile disbursement. Check ~' 21592 to AT&T included a past-due amount. Check #21927 to Coca-Cola did not agree with the invoices attached, it was paid by statement. 5. Nolle 6. None 7. Check #21373 to Interstate Music was paid over 60 days past due. 8. Check #2139:', was posted to an incorrect account, Check #21498 was posted with an incorrect amount. 
9. Nolle. 10. None. 11. The following checks appeared questionable in considering allowability of the expenditure 
CheckjA/ 21498 21619 Va_w~ Tomnry Woodson Dauken Trail BBQ 

~Amouut $1oo.oo $ 98.82 



RICHLAND PARISH SCHOOL BOARD Rayville, Louisiana RAYVILLE HIGH SCHOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 
EXPENDITURES (Continued) 
Our reconmlendations are as follows: 

SCHEDULF 2 

1. Disbursements should only be made from original invoice. Upon payment each invoice should be marked "Paid to cancel the invoice and prevent duplicate payments from occurring. MANAGEMENT'S RESPONSE We will try to be very careful and pay only from original invoices. The leachers have been informed and when1 1 cannot get an original I then call the company to find out who signed and get them to eilber fax or send me a copy. I will double check "PAID" on each invoice. 
I noted several hlstances listed above where checks were paid without adequate snpporting documents. It should be understood by all personnel that disbursements will only be made when adequate documentation exist~ Documentation should consist of an original invoice, evidence of receipt of gonds and proper approval. MANAGEMENT'S RESPONSE l will put a reminder lo teachers and other personnel that we have to have ~dequate supporting documeots 
I uoted several mispostings iu lbe ledger cards. These cards are the primary source of your accounting recozds It is extremely important that transactions are posted accurately. All transactions should be carefully posled to the ledger and all entries should have an appropriate audit trail. The balancing of the ledger cards to the cash balance serves as a check for its accuracy. However, entries without backul', carl allow an error to occur without detection. MANAGEMENT'S RESPONSE An effort will be made to post transactions con-ectly and accurately for an appropriate audit trail. An honesz eliot will be made to have entries with appropriate backup. 



MANGHAM ELEMENTARY 



 
RICItLAND PARISH SCHOOL BOARD SCItEDULE 3 Rayville, Louisiana MANGHAM ELEMENTARY DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 

CASH AND CASH EQUIVALENTS 1. 1 obtained bank reconciliations for all bank accounts as of June 30, 1997 and performed the following 
a. I verified the mathematical accuracy of the reconciliation. b. 1 agreed tbe balance per the bank statement to the amount shown on bank reconciliation. c. I compared the reconciled book balance to the general ledger for one bank account. Richland State Bank $11,335.12. d. 1 determined tile propriety of deposits in transit, if any. 
There were no deposits in transit. e. 1 examined all interfund transfers, if an),. There were no interfund transfers. f. There were no outstanding checks at June 30, 1997 which did not clear in subsequent mouths. 

2. 1 obtained a list of certificates of deposit for the year and: a. 1 agreed the amounts per the CI)'s with the amounts confirmed by the bank. 
Certificates o f~_D~l~9~l $38,291.30 //11123 3. 1 determined that cash has been snfficiently invested as required by LSA R.S. 39:2955, 39:327 
Cash was invested in a public NOW account. 
REVENUFS 1. I selected 15 receipts on a random basis and performed the following procedures: 
a. I traced to the bank validated deposit slip. b. I determined if the deposits were made on a timely basis. 

10 



RICHLAND PARISH SCItOOL BOARD Rayville, Louisiana MANGHAM ELEMENTARY DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 
B. REVENUES (Continued) 

SCIiEDULE 3 

c. 1 traced the individual receipts within the deposit to the cash receipts journal to determine that the receipls batch tolal matched the deposit total. d. I traced the individual receipts within the deposit to their related account ledger card, teacher log/receipt concessions inventory or admission ticket reconciliation, etc. 
C. EXPENDITURES 1 conducted our test of disbursements upon twenty-five checks selected on a random basis. Each check was tested tot these attributes: 1. Documentation cancelled to prevent duplicate payment. 2. Check signed by authorized personnel. 3. Evidence of receipt of goods or services. 4. Invoice amount agrees with check anaounl 5. Char~,e is supported by proper documentation. 6. Endorsement agrees with payee. 7. Invoice dale is current when compared to date of check. 8. Accounting distribution/classification is consistent and correctly posted 
9. Charge appears to be necessary and reasonable 10. Bids obtained if applicable. 11. Expenditure is allowable under allocable laws Tile results of those tests are discussed in the accompanying Summary of Findings, Observations and Recommendat ,m~ 

11 



RICHLAND PARISH SCHOOL BOARD Rayville, Louisiana MANGHAM EI.EMENTARY SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 
SCIIEDULE 4 

This section of the report summarizes our findings, observations and reconunendatiuns as a result of performing the procedures described in the preceding section, description of procedures for records and transactions of Mangham Elementary. REVENUE_~ I noted the following exceptions in our test of 15 receipts selected at random. Attribute D involved tracing receipts back to supporting documents evidencing control of the receipt once received by school personnel. Since the school has not adopted controls requiring documentation evidencing receipts, uo supporting documents were available for fourteen of the fifl.een receipts pulled. The school is respousible for monies once they are received by school personnel. This means accountability musl be iuitiated when funds are first received by a school employee. At present, funds are not accountable by the school until received by the school bookkeeper. I reeonunend the school implement controls over receipts as follows: All teachers who handle money should maintain a log to record all collections of monies from students. The amounts collected should be recorded on the log and given to the principal or secretary for receipt when the money is turned in. '/'he teachers' log book (or a copy) should be turned in to the school office at year-end t~ provide an audit trail of the receipts, MANAGEMENT'S RESPONSE: Teachers are required to document collection of monies by providing students a receipt. At an upcoming facult) meeting all faculty and staffwill be inserviced on proper receipt of money fiom students. The teacher's log o! receipts will he added to our, "End of Year Checklist", as an item to be turned in to the Principal. 
2. Concession receipts should be counted and receipted under dual control. Two persons should sign a forint acknowledging the amount collected and receipted to the school bookkeeper. MANAGEMENT'S RESPONSE Concessions will be counted and receipted by the Bookkeeper/Secretary and the Principal. 

12 



RICHLAND PARISH SCHOOL BOARD Rayville, Louisiana MANGHAM ELEMENTARY SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 

EXPENDiIURE8 

SCHEDULE 4 

Exceptions by attribute are recapped as follows: 1. The following checks were marked as PAID on the vendor's statement, the original supporting invoices were not cancelled to prevent duplicate payment. 

8 

Che~_~ 6049 6076 6220 6244 6362 6072 
paye~ Brenda Wilson Nancy Johnson Gill's Hardware Unisource Slush Puppie White Rose Nine of the twenty-five checks were signed by a rubber stamp Tile following checks did not have adequate evidence of receipt: 

Ch___eck# 6076 6185 Audie's Flowers Brookshires None. The following checks did not have adequate documentation 
.Check# 6076 6185 6342 None. None None 

Payee Audie's Flowers Brookshires Kristi Mount 

~3 

~Amount 32.70 40.00 50.00 



B.1CHLAND PARISH SCHOOL BOARD Rayville, Louisiana MANGHAM ELEMENTARY SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 
SCHEDULI'~ 4 

~XPEN DITURE_~_ (Conlinued) 9. None. 10. None. 11. l was unable to detenaaine if check #6185 to Brookshires in the amount of $40.00 was an allowable expendittJrc due to the lack of supporting documentation. 
My recommendations are as follows: 1. I noted several instances listed above where checks were paid without adequate supporting documents. It shottld be understood by all personnel that disbursements will only be made when adequate documentation exists Documentation should consist of an original invoice, evidence of receipt of goods and proper approval. 
MANAGEMENT'S RESPONSE: Receipts are requi~ed before reimbursement is made. At an upcoming faculty meeting all faculty and staff ~ be iuserviced on proper receipt and disbursement of school money. 

MANAGEMENT'S RESPONSE: Bookkeeper/Secretary will mark all statements paid including invoices that may be attached 

MANAGEMENT'S RESPONSE: The rubber stamp is no longer used for any docnments or checks requiring the Principal's signature 

14 



RAYV1LLE JUNIOR HIGH 



RICHLAND PARISH SCilOOL BOARD RayviUe, Louisiana RAYVILLE JUNIOR IIIGH DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 

SCHEDULE 5 

A. CASH AND CASH EQUIVALENTS 1. 1 obtained bank reconciliations for all bank accounts as of June 30, 1997 and performed the following 
a. I verified the mathematical accuracy of the reconciliation. b. l agreed the balance per the bank statement to the amount shown on hank reconciliation. c. 1 compared the reconciled book balance to the general ledger for one bank account. 
Firsl Republic Bank $4,448.40 d. l determined the propriety of deposits in transit, if any There were no deposits in transit. e. I examined all interfund transfers, if any There were no interfuud transfers. f. I supported the outstanding checks listed on the June 30, 1997 reconciliation 

2. I obtained a list of certificates of deposit for the year and: a. 1 agreed the amounts per CDs with the amounts confirmed by the bank. 
CD//08315 $22,322.83 b. I tesled the reasonableness of interest income. 3. 1 detemaiued lhat cash has been sufficiently invested as required by LSA R.S. 39:2955, 39:327, cash was invested in a Certifieale of Deposit and a public NOW account. 

3_6 



R1CHLAND PARISH SCHOOL BOARD Rayville, Louisiana RAYVILLE JUNIOR HIGH DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 
A. CASH AND CASH EQUIVALENTS (Continued) 4. 1 investigated any old outstanding checks Checks not clearing in the July bank statements are as follows: General F un~ #6560 #6544 Amoun_lt $ 2.50 52.32 B. REVENUES 1. lseleclcdl5receiptsonarandombasisandper~rmedthe~llowingprocedures a. 1 traced to the bank validated deposit slip b. I detennined if the deposits were made on a timely basis 

SCItEDULI-~ 5 

c. I traced the individual receipts within the deposit to the cash receipts journal to determine that the receipt, batch total matched the deposit total. d. I traced flae individual receipts within the deposit to their related account ledger card, teacher log/rcceq~t concessions inventory or admission ticket reconciliation, etc. 
C. EXPENDITURES I conducted our test of disbursements upon twenty-five checks selected on a random basis. Each check was tested for tllese attributes: Documentation cancelled to prevent duplicate payment, 2. Check signed by authorized personnel. 

37 
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RICHLAND PARISH SCHOOL BOARD SCIIEDUI,E 5 Rayville, Louisiana RAYVILLE JUNIOR HIGH DESCRIPTION OF PI~-OCEDUBES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 199"/ 
EXPENDITURES (Continued) 3. Evidence of receipt of goods or services. 4. Invoice amount agrees with check amount. 5. Charge is supported by proper documentation. 
6. Endorsement agrees with payee. 7. Invoice date is cunent when compared to date of check. 8. Accounting distribution/classification is consistent and correctly posted. 
9. Charge appears to be necessary and reasonable. 10. Bids obtained if applicable. 1 l. Expenditure is allowable under allocable laws. 'File results of those tests are discussed in the accompanying Summary of Findings, Observations and Recommendatio11~ 
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RICIILAND PARIStl SCltOOL BOARD Rayville, Louisiana RAYVILLE JUNIOR HIGH SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 

l noted no exceptions in our test of 15 receipts selected at random. 

.'[9 

SCHEDUI,F 6 



R1CHLAND PARISII SCHOOL BOARD Rayville, Louisiana RAYVILLE JUNIOR HIGH SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 
xv~y~a~N DI~ Exceptions by attribute are recapped as follows 
1. None. 

SCIIE1)ULE 6 

2. None. 3. Check number 6542 to D & H Sporting Goods in the amount of $231.42 did not iuclude evidence of receipt. 
4. None 5. None 6. None. 3. I noted one invoice which was dated December 17, 1996 and not paid until February 18, 1997, check #6542 D & H Sporting Goods for $231.42. 
8. None. 9. Cheek #6542 to D & tt Sporting Goods was paid late and included a finance charge of $3.42 
10. None. 11. None 

20 



RICHLAND PARISlt SCHOOL BOARD Rayville, Louisiana RAYVILLE JUNIOR ltlGH SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 

SCHEI)UI,I~: 6 

EXPENPlTURE~S (Continued) 2. Care shoukl be taken to pay invoices on a timely basis. 1 noted one instance where an invoice was paid late resulting in a finance charge of $3.42. MANAGEM ENT'S RESPONSE: The bill was sent to Diana Barbee (teacher) who was out a couple months on leave. She did not return un February. Sbe then realized the bill had not been paid and turned it in to the secretary to pay. 

21 



DELHI JUNIOR HIGH SCHOOL 
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RICHLAND PARISH SCItOOL BOARD Rayville, Louisiana DELHI JUNIOR IIIGH SCHOOL DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR TltE YEAR ENDED JUNE 30, 1997 
A. CASH AND CASH EQUIVALENTS 

SCHEDULi", ? 

I obtained bank reconciliations for all bank accounts as of June 30, 1997 and performed the following a. I verified the mathematical accuracy of the reconciliation. b. I agreed tire balance per the bank statement to the amount shown on bank reconciliation. c. I compared the reconciled book balance to the general ledger for two ba~k accounts 
Deposit Guaranty ~ rZ:t~B~ $16,986.51 

d. I determined the propriety of deposits in transit, if any There were no deposits in transit e. l examined all interflmd transfers, if any There were no interfund transfers. 

Per Bank $16,889.89 

E There were no outstanding checks in the June 30, 1997 bank reconciliation. 2. 1 obtained a list of certificates of deposit for the year and a. 1 agreed the amounts per CDs with the amounts confirmed by the bank. Certificates of Deposit: p~r Books Deposit Guaranty Guaranty Bank $ 5,602.68 42A08.39 b. I tested the reasonableness of interest income 
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RICHLAND PARISH SCttOOL BOARD Rayvine, Louisiana DELHI JUNIOR ltI(?,H SCHOOL DESCRIPTION OF PROCEDURES FOP. SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 

SCItEDULE 7 

A. CASH AND CASH EQUIVALENTS (Continned) 3. 1 determined that cash has been sufficiently invested as required by LSA P,.S. 39:2955, 39:327 
B REVENUES 1. I selected 15 receipts on a random basis and performed the following procedures: a. 1 traced to the bank validated deposit slip. b. 1 determined if the deposits were made on a timely basis. c. 1 traced the individual receipts witbin the deposit to the cash receipts journal to determine that the receipts batch total matched the deposit total. d. I traced the individual receipts within the deposit to their related account ledger card, teacher log/receipt concessions inveutory or admission ticket reconciliation, etc. 
C. EXPENDITURES 1 conducted our test of disbursements upon twenty-five checks selected on a random basis. Each check was tested ll~l 
these attributes: 1. Documentation cancelled to prevent duplicate payment. 2. Check signed by authorized personnel. 3. Evidence of receipt of goods or services. 4. Invoice amount agrees with check amount. 5. Charge is supported by proper documentation. 
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RICHLAND PAR1Stl SCHOOL BOARD RayviUe, Louisiana DELHI JUNIOR I IIGIt SCHOOL DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR TItE YEAR ENDED JUNE 30, 1997 
C. EXPENDITURES (Continued) 6. Endorsement agrees with payee 7. Invoice date is current when compared to date of check. 8. Accounting distribution/classification is consistent and correctly posted 9. Charge appears to be necessary and reasonable. 0. Bids obtained if applicable. 

SCItEDUI,Y 7 

11. Expenditure is allowable under allocable laws. The results of those tests are discussed in Schedule 8, Summary of Findings O1: servations and Recommendations 
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RICHLAND PARISH SCtlOOL BOARD Rayville, Louisiana DELHI JUNIOR HIGtt SCIIOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 
SCHEDULE 8 

This section of the report summarizes our findings, observations and recommendations as a result of performing tile procedures described ill the preceding section, description of procedures for records and transactions of Delhi Junior ltigh 
School. 
The Cash balance per the books did not agree with the bank statement at June 30, 1997 
MANAGEMENT'S RESPONSE: There probably was a mistake in posting by bookkeeper/secretary; could not find the error or misposting 

REVEN. ___ UES 1 noted the following exceptions in our test of 15 receipts selected at random. Attribute C involved tracing receipts within the deposit to the cash receipts journal to determine that the receipts batch total matched to deposit total. Two of the 15 receipts tested had difference~ ill tile amount posted to the cash leceipts journal. The school is responsible for monies once they are received by school personnel. This means accountability musl be initiated when funds are first received by a school employee. At present, funds are not accountable by the school until received by the school bookkeeper. I reconmaend tile school implement controls over receipts as follows: 
1. Pre-numbered tickets should be used for all significant admission events such as tbotball games. A reconciliatiot~ should be made of tickets issued, sold and tile proceeds collected. An example of a ticket reconciliation fol m taken from the Legislative Auditor's handbook on student activity accounts is attached. 
MANAGEMENT'S RESPONSE: The athletic director was given the ticket reconciliation forms but did not use them. Instead, he used plain pape to turn ill to office. 

26 



EXPENDITURE~ 

R1CHLAND PARISH SCHOOL BOAF, D Rayville, Louisiana DELHI JUNIOR IIIGH SCHOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDED JUNE 30, 1997 
Exceptions by atlribute are recapped as follows 

SCHEDUI,~ 8 

1. "]he following checks were marked as PAID on the vendor's statement, the original invoices were not cancelled to prevent duplicate payment. Check # 9273 9337 9394 9462 None None 

P_ay~ Jitney Jungle Unisource NAPA Auto Parts D & H Sporting Goods 
Check #9273 was paid by statement, invoices attached totaled less. Check #9371 was paid by statement al~d contained a past-due balance. 5. Nolle. 6. None. 7. Check #93531o Zeagler Music was over 60 days old 8. ']'he following checks were not posted to the ledger accounts Check # 9273 7457 9. None. 10. None 11. None 

_Pa~z~ Jitney Jungle Bayou Internet 

27 



RICHLAND PARISH SCltOOL BOARD Rayville, Louisiana DELHI JUNIOR ttlGH SCItOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR TIlE YEAR ENDED JUNE 30, 1997 
EXPENDITURES (Continued) Our reemlmaendations are as follows: 

SCItEDULE 8 

I. 1 noted two instances listed above where checks were paid without adequate supporting documents. ]t should be understood by all personnel that disbursements will only be made when adequate documentation exists. Documentation should consist of an original invoice, evidence of receipt of goods and proper approval. MANAGEMENT'S RESPONSE: Teachers wrote note to office asking for a check to be written with amount and to whom. No form was used We will be using form made from office effective 1997-98 school year. 2. 1 noted several instances listed above wbere invoices were not canceled properly to prevent duplicate paymen same invoice. All invoices should be marked "paid" on the face of the original vendor's invoice including date check number and amount paid to preven~ duplicate payment. MANAGEMENT'S RESPONSE: Effective 1997-98 school year, we will begin stamping both invoice and statement 5. I noted several mispostiugs in the ledger cards. These cards are the primary source of your accounling records It is extremely imporlant fllat transactions are posted accurately. All transactions should be earefidly posled to the ledger and all entries should have an appropriate audit trail. The balaneiag of the ledger cards to the cash balance serves as a check for its accuracy. However, entries without backup e~m allow an error to occur withoul detection. MANAGEMENT'S RESPONSE Effective 1997-98 school year, the secretary/bookkeeper will double check the ledger to see if any misposting was done. 
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DELHI HIGH SCHOOL 
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RICHLAND PAR1SII SCHOOL BOARD Rayville, Louisiana DELHI HIGH SCHOOL DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 
A. CASIt AND CASH EQUIVALENTS 

SCltEDUI JE 9 

I. ] obtained bank reconciliations for all bank accounts as of June 30, 1997 and performed the following a. I verified the mathematical accuracy of the reconciliation. b. l agreed the balance per the bank statement to the amount shown on bank reconciliation c. ] compared the reconciled book balance to the general ledger for two bard: accounts Capital Bank Savings Account $13,569.16 1,290.76 d. I determined tile propriety of deposits ill transit, if any There were no deposits ill transit e. l examined all interfund transfers, if any There were no interfund transfers f. 1 supported the outstandiug checks by compariug to the checks clearing in subsequent month bank statement. 2. ] obtained a list of certificates of deposit for the year and: a. 1 agreed tile amounts per CDs with the amounts confirmed by the baulk:. Certificates of Deposit, Deposit Guaran .ty Bank #7099649 #7104634 #7105622 $ 2,207.97 4,312.39 1,010.97 b. I tested the reasonableness of iuterest iucome 3. ] determined that cash has been sufficiently.invested as required by LSA R.S. 39:2955, 39:327 4. I investigated any old outstanding checks. 
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RICHLAND PARISH SCHOOL BOARD Rayvine, Louisiana DELHI HIGH SCHOOL DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 
B. REVENUES 1. 1 selected 15 receipts on a random basis and performed the following procedures: a. 1 traced to the bank validated deposit slip b. l determined if the deposits were made on a timely basis. 

SCHEDULE9 

c. I traced the individual receipts within the deposit to the cash receipts journal to determine that the receipts balch total matched the deposit total. d. I traced the individual receipts within the deposit to their related account ledger card, teacher log/receipt, concessions inventory or admission ticket reconciliation, etc. 
C. EXPENDITURES 1 conducted our test of disbursements upon twenty-five checks selected on a random basis. Each check was tested for these attributes: 1. Documentation cancelled to prevent duplicate payment. 2. Check signed by authorized personnel. 3. Evidence of receipt of goods or services 4. Invoice alnount agrees with check amount 5. Charge is supported by proper documentation 6. Endorsement agrees with payee 7. Invoice date is current when compared to date of' check. 8. Accounting distribution/classification is consistent and correctly posted 9. Charge appears to be necessary and reasonable. 
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RICHLAND PARISH SCHOOL BOARD RayvUle, Louisiana DELHI HIGH SCHOOL DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AN]) TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 
C. EXPENDITURES (Continued) 10. Bids obtained if applicable 

SCIlEDULE t~ 

11. Expenditure is allowable under allocable laws. The results of those tests are discussed ila Schedule 10, Summary of Findings, Observations and Recommendations 
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RICHLAND PARISH SCIlOOL BOARD Rayville, Louisiana DELHI HIGH SCHOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENi)ATIONS FOR THE YEAR ENDED JUNE 30, 1997 
SCHEDULE 10 

This section of the report surmnarizes our findings, observations and recommendations as a result of performing the procedures described in the preceding section, description of procedures for records and transactions of Delhi High School. 
~EVENUES I noted the following exceptions in our test of 15 receipts selected at random. Attribute D involved tracing receipts back to supporting documents evidencing control of the receipt once received by school persmmeh No supporting documents were available for six of the fifteen receipts pulled. The school is responsible for monies once they are received by school persmmel. 3"his means accountability must be initiated when funds are first received by a school employee. At present, funds are not accountable by the school utuil received by the school bookkeeper. 1 reconmlend the school implement controls over receipts as follows: 1. Concession receipts and pay telephone receipts should be counted and receipted under dual control. Two persons should sign a form acknowledging the amount collected and turned over to the school bookkeeper. MANAGEMENT'S RESPONSE: We are presently in compliance for the 1997-98 school year and plan to continue. 
Pre-numbered tickets were used for all significant admission events such as fotuball games, however, a reconciliation was not prepared. A reconciliation should be made of tickets issued, sold and the proceeds collected. An example of a ticket reconciliation form taken from the Legislative Auditor's handbook on student activity accounts is attached. Games with small attendance, such as baseball, should have dual control over receipts, as two persons should sign offon the gate receipts. MANAGEMENT'S RESPONSE We are presently in compliance for the 1997-98 school year and plan to continue. 
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EXPENDITURE_~_ 

RJCJILAND PARISH SCHOOL BOARD Rayville, Louisiana DELHI HIGH SCHOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENI)ATIONS FOR THE YEAR ENDED JUNE 30, 1997 
Exceptions by attribute are recapped as follows: 1. The following checks were not cancelled to prevent duplicate payments Check # 21077 21122 21154 21168 21215 21381 21217 21395 21548 

l '_a_v~. Maxwell lIardware ZachalT McDowell Delta Ridge Implement Elm# Harris Gregory Page Maxwell Hardware David Williams Varsity Spirit Seallon Snacks 

SCHEDUI,E 10 

2. None. However, the school's bank does not return the original cancelled checks. Only copies are provided t0r inspection.. 3. Nolle 4. Checks # 21548 and 21600 did not agree with the invoice amount. 5. The following checks were not supported by adequate documentation. Check ~ 21499 21600 21174 
_Pav~ Jitney Jungle Conmlercial Securities Fred's Dollar Store 

6. None. 7. Check #21395 waspaid Jauuary28,1997foraninvoice dated August27,1996 8. None 9. Check 021395 included a late charge O. None I was unable to determine if the checks in item 5 above were allowable expenditures due to insufficw1~ documentation. 
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RICHLAND PARISH SCHOOL BOARD Rayville, Louisiana DELHI HIGH SCHOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR FNDED JUNE 30, 1997 
~_X. PEN I)ITU.RE~S (Continued) 

SCllEDULE 10 

Our recommendations are as follows; 1. I noted several instances listed above where checks were paid without adequate supporting documents. It should be understood by all personnel that disbursements will only be made when adequate documentation exisl~ I)ocumentation should consist of an original invoice, evidence of receipt of goods and proper approval. 
MANAGEMENT'S RESPONSE: We are presently in compliance for the 1997-98 school year and plan to continue. 
2. I noted several instances listed above where invoices were not canceled properly to prevent duplicate paynwlt same invoice. All invoices should be marked "paid" on the face of the original vendor's invoice including dale check number and amount paid to prevent duplicate payment. MANAGEMENT'S RESPONSE: We are presently in compliance for the 1997-98 school year and plan to continue. 
1 noted one invoice which was paid late aud a late charge was assessed by the vendor. Care should be takc pay invoices on a timely basis so that unnecessary late charges are not incurred. 
MANAGEMENT'S RESPONSE: We are presently in compliance for the 1997-98 school year and plan to continue. 
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MANGHAM ttlGH SCHOOL 



RICHLAND PARISH SCHOOL BOARD Rayville, Louisiana MANGHAM HIGH SCHOOL DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 

SCilEDUI.E 11 

CASH AND CASH EQUIVALENTS 1. 1 obtained bank reconciliations for all bank accounts as of June 30, 1997 and performed the following 
a. I verified the mathematical accuracy of the reconciliation. b. 1 agreed the balance per the bank statement to the amount shown on bank reconciliation. c. I compared tile reconciled book balance to the general ledger for two bank accounts, General Fund Richland State Bank - $444.71 and Athletic Fund - Richland State Bank - $648.78 d. ] determirled tile propriety of deposits in transit, if any There were no deposits in transit. e. 1 examined all interfuud transfers, if any Thcre were no interfund transfers. f. 1 supported tile outstanding checks by comparing to the checks clearing in subsequent month bawlk statemeul. 2. I obtained a list of certificates of deposit for tile year and: a. 1 agreed tile amounts per CDs with the amounts confirmed by tt~e bank. 
CD - Richland State Bank - $16,483.54 b. 1 tested the reasonableness of interest income 1 determined lhat cash has been sufficiently invested as required by LSA R.S. 39:2955, 39:327, cash was inveslcd in a Certificate of Deposit and two public NOW accounts. 
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3. EXPENDITURES 

RICHLAND PARISH SCHOOL BOARD Rayville, Louisiana MANGHAM I][IGH SCHOOL DESCRIPTION OF PROCEDURES FOR SELECTED RECORDS AND TRANSACTIONS FOR THE YEAR ENDED JUNE 30, 1997 

SCltEDULF 11 

l conducted our test of disbursements upon twenty-five checks selected on a random basis. Each check was tested fo~ these attributes: 1. Documentation cancelled to prevent duplicate payment. 2. Check signed by authorized personnel 3. Evidence of receipt of goods or services ~5. Invoice amount agrees with check amount ';. Charge is supported by proper documentation 6. Endorsement agrees with payee 7. Invoice date is current when compared to date of check. 8. Acconuting distribution/classification is consistent and correctly posted. 9. Charge appears to be necessalT and reasonable 10. Bids obtained if applicable Expenditure is allowable under allocable laws The results of those lests are discussed in Schedule 12, Summary of Findings, Observations and Recommendations 
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RICHLAND PARISH SCHOOL BOARD Rayville, Louisiana MANGHAM tlIGH SCHOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENI)ATIONS FOR THE YEAR ENDED JUNE 30, 1997 
SCHEDULE 12 

This section of the report summarizes our findings, observations and recommendations as a result of performing the procedures described in the preceding section, description of procedures for records and transactions of Mangham High School 
REVENUES I noled the following exceptions in our test of 15 receipts selected at random. Attribute D involved tracing receipts back to supporting documents evidencing control of the receipt onct received by school personnel. No supporting documents were available for six of the fifteen receipts pulled. The school is responsible for monies once they are received by school personnel. This means accountability mus be initiated when fimds are first received by a scbool employee. At present, funds are not accountable by the scho~ until received by fl~e school bookkeeper. I recormnend the school implement controls over receipts as follows: Concession receipts should be coumed and receipted under dual control. Two persons silould sign a foi~l acknowledging the amount collected and turned over to the school bookkeeper. 
MANAGEMENT'S RESPONSE The machines will be emplied and Mr. Smith and the Secretary/Bookkeeper will count the money for depos There will be two signatures on the receipts. 
All teachers who handle money should maintain a log to record all collections of monies from students. "I't~ amounts collected should be recorded on the log and given to the principal or secretary for receipt when th~ money is turned in. The teachers' log book (or a copy) should be turned in to the school office at year-end I~: provide an artdit trail of the receipts. MANAGEMENT'S RESPONSE: Teachers are now luming in a signed receipt with each deposit. These receipts have a number so we can tra~ back to the student receipts. 
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EXPENI)ITURES Exceptions by attribute are recapped as follows 1. 1 noted four disbursements in which file statements, rather than the invoices were marked PAID 
2. None. 3. Check #4576 to Josten's in the amount of $612.25 had no receipt of goods. 4. None. 5. The following checks were not supported by proper documentation: Check# 12074 4576 6, None. 

tLa.y~g Louisiana CocaCola Jostens 
7. Check # 12039 to Century Telephone included a past-due balance 8. None 9. None 10. None 11. None 
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RICHLAND PARISIt SCItOOL BOARD Rayville, Louisiana MANGItAM tIIGH SCItOOL SUMMARY OF FINDINGS, OBSERVATIONS AND RECOMMENDATIONS FOR THE YEAR ENDEI) JUNE 30, 1997 
Our recommendations are as follows: 

SCHEDULE 12 

1. I noted two instances I sted above where checks were paid without supporting documents. It should be understo.od by all personnel that disbursements will only be made when adequate documentation exists. Documentatlol~ should consist of an original invoice, evidence of receipt of gooods and proper approval. 
MANAGEMENT'S RESPONSE All checks paid will have documentation. Sometimes it is very difficult to have the originals. 1 am working harder on keeping the records properly. 
1 noted several instances listed above where invoices were not canceled properly to prevent duplicate paymel~t of the same invoice. All invoices should be marked paid on the face of the original vendor's invoice including date, check number and amount paid to prevenl duplicate paylnent. MANAGEMENT'S RESPONSE I am now malking PAID on all invoices and statements along with the date paid and the check number 
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RICHI~ND pARISH SCHOOL BOARD Rayville, Louisiana 
TICKET RECONCILIATION 

EXHIBIT 2 
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