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As part of our audit of the State of Louisiana's financial statem ents for the year ended June 30, 
t9913, we conducted certain procedures at the Department of Culture, Recreation and Tourism . 

Our procedures included (1) a review of the department's internal control structure; (2) tests of 
financial transactions; (3) tests of adherence to applicable laws, regulations, policies, and 
procedures governing financial activities; and (4) a review of compliance with prior year report 
recom m endations. 

The June 30, 1996, Annual Fiscal Report of the Departm ent of Culture, Recreation and Tourism 
was not audited or reviewed by us, and, accordingly, we do not express an opinion or any other 
form of assurance on that report. The departm ent's accounts are an integral part of the 
financial statem ents of the State of Louisiana, upon which the Louisiana Legislative Auditor 
expresses an opinion. 

O ur procedures included interviews with m anagem ent personnel and selected departm ent 
personnel. W e also evaluated docum ents, files, reports, system s, procedures, and policies as 
we considered necessary. After analyzing the data and based upon the application of the 
procedures referred to previously, we developed recom m endations for im provem ents. W e then 
discussed our findings and recom m endations with appropriate m anagem ent personnel before 
subm itting this written report. 

In our prior report for the year ended June 30, 1995, we reported findings relating to time and 
attendance records and cash controls. These findings have not been resolved by m anagem ent 
and are addressed again in this report. 

Based upon the application of the procedures referred to previously, all significant findings are 
included in this report for m anagem ent's consideration. 

nadequate Payroll Controls 

Certain em ployees of the Departm ent of Culture, Recreation and Tourism did not 
com ply w ith the departm ent's policies and procedures contained in the On-Line Payroll 
Tim e Entry System Policy and Procedure M anual relating to the certification and 
verification of em ployee tim e and attendance records. The department's internal 
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Office of State M useum - W . R. Irby Trust Fund 

M anagem ent concurs that controls were not adequate to ensure that all 
rental fees are collected and deposited for the W . R. Irby Trust. The 
Office of State M useum s has corrected the collection procedures and 
assigned the Adm inistrative Assistant to receive all rental receipts to be 
posted on a collection report. The report and deposit will be reviewed by 
the Business M anager. 

Furtherm ore, M r. Jones responded that intensive training and specific language in 
departm ental policy and procedure m anuals have helped to rem edy m any cash control 
weaknesses. Additional training and increased unannounced audits are now being 
scheduled for the 1997 fiscal year. 

The recommendations in this report represent, in our judgment, those most likely to bring about 
beneficial im provem ents to the operations of the departm ent. The varying nature of the 
recom m endations, their im plem entation costs, and their potential im pact on operations of the 
departm ent should be considered in reaching decisions on courses of action. Findings relating 
to the departm ent's com pliance with applicable laws and regulations should be addressed 
im mediately by m anagem ent. 

By provisions of state law, this report is a public docum ent, and it has been distributed to 
appropriate public officials. 

AO F:BJJ:d 

Legislative Auditor 
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policies require that each em ployee certify that the hours shown on the tim e and 
attendance sheet are correct. The policies also require that the agency tim ekeeper 
m anager verify the accuracy of the entries into the payroll on-line system before the 
processing of payroll. Finally, the policies require that the department will conduct an 
audit of the tim ekeepers' records quarterly for the first year and sem iannually thereafter. 
However, our exam ination of 16 tim e and attendance and leave records disclosed the 
follow ing: 

At one state park, we noted that three em ployees certified their tim e and 
attendance before the pay period had actually begun. 

For two separate pay periods within the Office of State M useum , data 
entered into the on-line payroll system was not verified for accuracy back 
to the time and attendance sheets until six and seven weeks, respec- 
tively, after the pay periods had ended. 

There was no indication that eight tim e and attendance sheets tested at 
the offices of State Library, M useum , and Cultural Developm ent were 
com pared to the payroll data entered into the payroll on-line system to 
verify the accuracy of the data entered. 

The departm ent has not com plied with its internal audit policy that 
requires audits of tim ekeepers' records quarterly for the first year and 
sem iannually thereafter. 

Because m anagem ent has not placed sufficient em phasis on com pliance with depart- 
m ental policies, the risk of payroll related errors and irregularities is increased. This is 
the second consecutive year that the departm ent has been cited for having inadequate 
payroll controls. 

The departm ent should re-em phasize the need for all em ployees to follow the 
departm ent's policies and procedures regarding the certification and verification of tim e 
and attendance records. In a letter dated June 27, 1996, M r. Phillip J. Jones, Secretary, 
responded that the departm ent concurred with the finding of inadequate certification and 
verification of em ployee time and attendance records and recognizes the need for m ore 
intensive training oversight of timekeeping em ployees, and he outlined the specific 
courses of corrective action to be im plem ented by each office. 
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nadequate Cash Controls 

The Departm ent of Culture, Recreation and Tourism does not have adequate internal 
controls over the collection and deposit of cash receipts. Louisiana Revised Statute 

(LSA-R.S.) 49:308 requires that funds received by state agencies be deposited 
im m ediately in the State Treasury. Adequate internal controls are needed to safeguard 
assets and to ensure that errors and/or irregularities are prevented and/or detected in a 
tim ely m anner. During our test of the cash receipts cycle at various offices, we noted 
the following control weaknesses: 

O ffice of State Library 

During a three m onth tim e period, we 
were m ade by the Circulation Section. 
cash held between 7 and 16 days. 

noted that only seven deposits 
Five of these deposits included 

The Serial Section does not adequately secure funds before deposit 
These funds are kept in an unlocked desk drawer. 

There are no controls to ensure that all cash that should have been 
collected was collected and deposited. A daily log is m aintained 
identifying the am ount of cash actually collected; however, in som e 
cases, there is no m eans to verify that this is the am ount that should 
have been collected. The risks related to this weakness are m agnified by 
untim ely deposits and unsecured funds. 

Office of State Parks 

Related parties were involved in the cash receipts process at two parks in 
that each park em ploys a m anager and a cashier/clerk who are husband 
and wife, respectively. Supervision of the cashiers, including approving 
the cash reports prepared by the cashier, are responsibilities of the park 
m anager. This is the second consecutive year we have noted this 
weakness. 

Office of State M useum - W . R. Irby Trust Fund 

Controls are not adequate to ensure that all rental fees are collected and 
deposited. An em ployee perform s incom patible functions by depositing 
and recording rental receipts. There is no independent verification of 
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collections to actual deposits. Furtherm ore, this em ployee is responsible 
for preparing financial statem ents for the trust fund. 

Since m anagem ent has not placed sufficient em phasis on com pliance with state law and 
adequate internal controls, the risk increases that funds could be lost or stolen or that 
errors and/or irregularities could occur and not be detected in a tim ely m anner. In 
addition, untim ely deposits result in the loss of interest earnings. This is the second 
consecutive year that the departm ent has been cited for having inadequate cash 
controls. 

The Departm ent of Culture, Recreation and Tourism should design and m aintain 
adequate internal controls over cash to ensure that funds received are collected, 
secured, and deposited in a tim ely m anner. In a letter dated June 27, 1996, M r. Phillip 
J. Jones, Secretary, provided the following response for each office: 

Office of State Library 

M anagem ent concurs that deposits were not m ade in a tim ely m anner, 
and cash collections w ere not adequately secured. Corrective action has 
been taken to ensure that funds are deposited weekly and that funds on 
hand will be secured on site daily until deposited. However, m anagem ent 
only concurs in part with the finding that there are lim ited controls to 
ensure that all cash that should have been collected was collected and 
deposited. M anagement cites that there is a relatively low level of cash 
collected; that there is no precedent for believing that all cash for patron 
services is not collected and deposited; and that m ost options for 
corrective action m ay be cost prohibitive. However, m anagem ent does 
com m it to investigating m ethods of providing services with the goal of 
elim inating cash handling altogether. 

Office of State Parks 

M anagem ent concurs that related parties involved in the cash receipts 
process at two parks is a control weakness. M anagem ent m oved to 
place a State Park Ranger w ithin the chain of approval process. This 
process was not com pletely in place during 1995-96, but is now in place. 
Additionally, the departm ent requested that Civil Serv ice approve the 
modification of the job duties for the State Park Ranger at each affected 
park, giving them superv isory responsibility over the cashiers by 

promoting them to Ranger Specialists. This request was rejected. 
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