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As part of our audit of the State of Louisiana's financial statem ents for the year ending June 30, 
1999, we conducted certain procedures at the Governor's Offi ce of Elderly Affairs. O ur 
procedures included (1) a review of the office's internal controls; (2) tests of financial 
transactions for the years ending June 30, 1999, and June 30, 1998; (3) tests of adherence to 
applicable laws, regulations, policies, and procedures governing financial activities for the years 
ending June 30, 1999, and June 30, 1998; and (4) a review of compliance with the prior report 
recom m endations. 

The Annual Fiscal Reports of the G overnor's Office of Elderly Affairs are not within the scope of 
our work, and, accordingly, we offer no form of assurance on those reports. The office's 
accounts are an integral part of the State of Louisiana's financial statem ents, upon which the 
Louisiana Legislative Auditor expresses an opinion. 

O ur procedures included interviews with m anagement personnel and other selected office 
personnel. W e also evaluated selected documents, files, reports, systems, procedures, and 
policies as we considered necessary. After analyzing the data, we developed recom m en- 
dations for im provem ent. W e then discussed our findings and recom m endations w ith 
appropriate m anagem ent personnel before subm itting this written report. 

In our prior report on the Governor's Offi ce of Elderly Affairs, dated January 14, 1998, we 
reported findings relating to inadequate controls over payroll, noncom pliance with m ovable 
property regulations, and a lack of adequate controls over the offi ce's travel/petty cash fund. 
The findings relating to noncom pliance with m ovable property regulations and lack of controls 
over the offi ce's travel/petty cash fund have been resolved by m anagem ent. The finding 
relating to inadequate controls over payroll is addressed again in this report. 

Based on the application of the proce dures referred to previously, all significant findings are 
included in this report for m anagem ent's consideration. 
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nadequate Controls Over Payroll 

For the second consecutive audit, the Governor's Office of Elderly Affairs (GOEA) does 
not have an adequate system of internal controls over payroll and did not com ply with all 
Civil Service rules and regulations relating to time and attendance records. Good 
internal controls require a review of transactions to ensure that data are accurate, 
com plete, approved, and reliable and to ensure that errors and fraud are detected within 
a tim ely period. Civil Service Rule 15.2 requires the em ployee and supervisor to certify 
the num ber of hours of attendance or absence from duty on the tim e and attendance 
records. In a sam ple of 26 em ployees, the following exceptions were noted: 

Three employees (11.5%) did not certify (sign) their time and attendance 
records. 

One em ployee's tim e and attendance record did not m atch the hours 
reflected in the offi cial payroll records. 

Two leave slips were not properly signed and/or approved 

One em ployee is earning leave at a rate lower than the rate prescribed by 
Civil Serv ice based on years of service. 

The am ount and kind of leave taken on two leave slips did not m atch the 
perm anent leave record. 

M anagem ent did not provide prior approval for an em ployee to earn 
overtim e as required by the agency personnel m anual. 

An additional review of 469 employee time sheets (eight payroll periods) for employee's 
signature, supervisor's signature, and approved leave slip (if applice bte) revealed that 
17 time sheets (3.6%) were not signed by the employee, 6 time sheets (1.2%) did not 
have the supervisor's approval, and 24 time sheets (5.1%) showed leave that was not 
supported by a properly approved leave slip. 

These discrepancies occurred because m anagem ent has not placed suffi cient em phasis 
on superv isors and payroll staff perform ing an adequate and com plete review of all 
payroll tim e and attendance records. In addition, periodic payroll audits as required by 
the offi ce 's personnel policies have not been perform ed since fiscal year 1997. Failure 
to m aintain an adequate system of internal controls over payroll and failure to com ply 
with rules and regulations established by the Louisiana Departm ent of State Civil 
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Service increases the risk that errors or fraud could occur and not be detected in a 
tim ely m anner. 

GOEA should ensure that all payroll tim e and attendance records are adequately 
reviewed for accuracy, com pleteness, proper approval, and com pliance with Civil 
Serv ice rules and regulations. In addition, the offi ce should conduct periodic payroll 
audits as required by its personnel policy. M anagem ent of the office concurred with the 
finding and recommendation and has taken corrective action (see Appendix A, page 1). 

nternal Control W eaknesses in Long-Term 
Care Assistance Program  

G OEA has not m aintained an adequate segregation of duties in the offi ce's Long-Term 
Care Assistance (LTCA) program and has not remitted unclaimed LTCA payments to 
the Departm ent of Revenue as required by Louisiana unclaim ed property laws. 

A review of the LTCA program revealed that the adm inistrative m anager can perform 
the incom patible functions of entering and deleting residents' data, generating and 
distributing paym ents to residents, receiving and posting residents' refunds to the 
residents' accounts, m aintaining a list of refunds due to the program , reconciling the 
bank statem ent, and verifying the accuracy of the residents' records, G ood internal 
controls require segregation of duties so that no one em ployee would be in a position to 
both initiate and conceal errors or fraud. In addition, as of Decem ber 31, 1998, GO EA 
has not remitted LTCA checks totaling $81,811, that have been outstanding for more 
than one year to the Departm ent of Revenue as required by Louisiana Revised Statute 
9:152, et seq. 

These weaknesses occurred because m anagem ent has not placed suffi cient em phasis 
on segregating duties and was not fully aware of the requirem ents of Louisiana 
unclaim ed property laws. Failure to ensure adequate segregation of duties increases 
the risk that errors and fraud m aterial to the financial statem ents could occur and rem ain 
undetected. Failure to com ply with unclaim ed property laws increases the risk that the 
unclaim ed property will not be adequately safeguarded. 

GO EA should im plem ent procedures in the LTCA program to ensure that duties are 
adequately segregated and that unclaim ed LTCA checks are rem itted tim ely to the 
Departm ent of Revenue. M anagem ent of the offi ce concurred with the finding and 

recommendation and has taken corrective action (see Appendix A, page 2). 
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nadequata Controls Over the Reporting 
of M ovable Property 

GO EA does not have adequate internal controls over the reporting of its m ovable 
property. Adequate internal controls should include m anagem ent's review of m ovable 
property certification reports and periodic reconciliations between additions in its 
m ovable property records and acquisitions as recorded in its general ~edger. Each year 
the office is required by the Louisiana Administrative Code (LAC) 34:VII.319(A) to certify 
the existence of its m ovable property and identify exceptions or discrepancies between 
the actual property on hand and the property re corded by the Louisiana Property 

Assistance Agency (LPAA) for the current year and each of the three previous years. 

3-he offi ce's 1998 Certification of Annual Property Inventory incorrectly reflected the 
am ount of exceptions or discrepancies identified during the offi ce's current and previous 
three years' inventory process. In addition, m anagem ent did not reconcile additions in 
its m ovable property records to acquisitions in its general ledger for fiscal years 1997 

and 1998 but used derived amounts (based on deletions and beginning and ending 
balances) for movable property additions for these years. By reporting these 
unreconciled am ounts for current and prior year additions, the offi ce understated 
m ovable property at June 30, 1997, by $48,855, overstated fiscal year 1998 additions by 
$66,108, and overstated movable property at June 30, 1998, by $17,253 in the office's 
1998 financial statem ents. 

These weaknesses exist because m anagem ent has not placed suffi cient em phasis on 
the accurate preparation and review of the LPAA ce rtification report and on the accurate 
reporting of m ovable property activity in the annual financial statem ents. As a result, the 
offi ce's Certification of Annual Property Inventory does not accurately reflect all property 
owned by the offi ce. Furtherm ore, failure to reconcile m ovable property additions to the 
offi ce's general ledger increases the risk that m ovable property will not be properly 
accounted for and reported in the offi ce 's annual financial statem ents. 

G O EA should im plem ent controls to ensure that the Certification of Annual Property 
Inventory is accurately prepared and reviewed before subm ission to LPAA. 
Furtherm ore, m anagem ent should reconcile m ovable property additions to the offi ce's 
general ledger to ensure that m ovable property is adequately accounted for and 
reported in the offi ce's annual financial statem ent. M anagem ent of the offi ce concurred 
with the finding and recommendation and has taken corrective action (see Appendix A, 
page 3). 
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The recommendations in this report represent, in our judgment, those most likely to bring about 
beneficial im provem ent to the operations of the office, The varying nature of the 
recom m endations, their im plem entation costs, and their potential im pact on operations of the 
office should be considered in reaching decisions on courses of action. The finding relating to 
the offi ce's com pliance with applicable laws and regulations should be addressed im m ediately 
by m anagem ent. 

This report is intended for the inform ation and use of the offi ce and its m anagem ent. By 
provisions of state law , this report is a public document, and it has been distributed to 
appropriate public offi cials. 

M M G :THC:RCL:ss 

[GOEA} 

Legislative Auditor 
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M anagem ent's R esponses and 
C orrective A ction P lans to the 

Findings and Recom m endations 



M. J."MIKE" FOSTER, JR 
GOVERNOR 

July 29, 1999 

STATE O F LO U ISIA N A 

GOVERNOR'S OFFICE OF ELDERLY AFFAIRS 

P. O . Box 80374 

Baton Rouge, LA. 70898-0374 

(504) 925-1700 

FAX (504) 925-1749 

D r. D aniel G . Kyle, CPA , CFE, Legislative Auditor 
1600 N orth Third Street 
P. O . Box 94397 
Baton Rouge, Louisiana 70804-9397 

RE : Single Audit Finding - Inadequate Controls over Payroll 

D ear D r. Kyle: 

The Governor's Office 0f Elderly Affairs (GOEA) is in receipt of your request for an official 
response relating to a reportable Audit finding for our agency. W e concur with your finding that 
there has been inadequate control over payroll time keeping. Corrective measures have been put 
in place. 

O n April 19, 1999 GO EA implemented a new single week time sheet process to record time and 
gather supporting docum entation on a w eekly rather than Biweekly basis. This allows the 
agency's m anagers and supervisors m ore tim e to review the tim e sheets and the attached 
supporting docum entation for com pleteness. GO EA no longer utilizes summ ary sheets and keys ' 

time and attendance utilizing the individual time sheets. The Fixed Time Entry report for each pay 
period is now compared against the tim e sheets for each em ployee and any errors are noted and 
corrected. 

GO EA has hired a new intern al auditor an d shall im plem ent periodic payroll audits as prescribed 
by the G O EA personael policy m an ual. 

Thank you for your recom m endations. W e realize that external revi ew strengthens our processes 

Sincerely, 

Paul F. x 
Executive D irector 
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M . J."M IKE" FOSTER, JR 

GOVERNOR 

July 29, 1999 

STATE O F LO U ISIA NA 
GOVERNO R'S OFFICE O F ELDERLY AFFAIRS 

P. O . Box 80374 

Baton Rouge, LA. 70898-0374 
(504) 925-1700 

FAX (504) 925-1749 

Dr. Daniel G . Kyle, CPA, CFE
, Legislative Auditor 

1600 N orth Third Street 
P. O . Box 94397 
Baton Rouge, Louisiana 70804-9397 

RE: Single Audit Finding - Internal Control W eaknesses Jn Long Term Care Assistance Program 

Dear D r. Kyle: 

The Governor's Office of Elderly Affairs (GOEA) is in receipt of your request for an official 
response relating to a reportable Audit finding for our agency. W e concur with your finding that 
there have been an internal control weaknesses in the Long Term Care Assistance program . 
corrective m easures have been put in place. 

GOEA has im plem ented chan ges in the assigned duties of the Louisiana Long Term  Care 
Assistance program staff to properly segregate check printing and m ailing, keypunch, and 
return ed funds processing. GO EA has adopted a procedures manual to govern each of these , 
processes including the handling of m ail for the LTCA program . GO EA w ill com ply with the 
Louisiana unclaim ed property law s. W e are now in the process of m aking improvements to the 
Louisiana Long Term  Care Assistance program to autom ate this process. 

Thank you for your recomm endations. W e realize that extern al review strengthens our processes 

Paul F. "Pete" Arceneaux 
Executive Director 
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M. J. "MIKE" FOSTER, JR. 
GOVERNOR 

August 2, 1999 

STATE O F LO U ISIA N A 
GOVERNOR'S OFFICE OF ELDERLY AFFAIRS 

P. O . Box 80374 

Baton Rouge, LA. 70898-0374 

(504) 925-1700 
FAX (504) 925-1749 

D r. Daniel G . Kyle, CPA , CFE, Legislative Auditor 
1600 North Third Street 
P. O . Box 94397 
Baton Rouge, Louisiana 70804-9397 

RE: Single Audit Finding - Inadequate Controls over the Repo..-ting of M oveable Property 

D ear D r. Kyle: 

The Governor's Office of Elderly Affairs (GOEA) is in receipt of your request for an official 
response relating to a reportable Audit finding for our agency. W e concur with your finding that 
there has been inadequate controls over the reporting of moveable property, corrective measures 
have been put in place. 

On April 21, 1999, the Governor's Offi ce of Elderly Aff airs implemented a new set of rules 
governing the handling of property. These rules require m eetings betw een the property m anager, 
her supervisor, and the unit m anager before the start of the annual inventory cycle, and after the, 
inventory is com plete. The rules require a review of the Certification of Annual Property 
Inventory  by the property m anager's supervisor and the unit m an ager. The ru les also require that 
the unit manager sign the Certification of Annual Property Inventory . This agency has also started 
a special filing system to keep an individual record, by fiscal year, of all acquisitions, dispositions, 
and changes. The file system wi ll also keep an individual record of item s lost or stolen if any. 

For fiscal year 2000,this agency will start coding acquisitions object codes only to items that are 
valued at $250 or m ore and are therefore to be tagged and recorded in the Property Assistance 
system , This change w ill allow us to reconcile ISIS AFS acquisitions to what has been recorded in 
the Property Assistance system . 

Thank you for your recom m endations. W e realize that external revi ew strengthens our processes 

Sincerely 

Executive D irector 
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