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Payroll/Personnel, imciuding (1) payroll processing. (2) reviewing and approving time and
attendance records, meluding leave and overtime worked, and (3) approval process for employee
rates of pay or approval and maintenance of pay rate schedules.

Exception noted. The Organization did not provide a written policy and procedures related to
payrollipersonnel.

Contracting, ncluding (1) types of services requiring written contracts, (2) standard terms and
conditions, (3) legal review, (4) approval process, and (5) momtoring process.

Exception noted. The Qrganization did not provide a written policy and procedures related fo
contracting.

Travel and Expense Reimbursement. including (1) allowable expenses. (2} dollar thresholds by
category of expense, (3) documentation requirements. and (4) required approvers.

No exceptions were found as a result of this procedure.

Credit Cards (and debit cards, fuel cards, purchase cards, if applicable), meluding (1) how cards
are to be controlled, (2) allowable business uses, (3) documentation requirements, (4)
required approvers of statements, and (5) momtormy card usage (e.g.. determimng the
reasonableness of fuel card purchases).

No exceptions were found as a result of this procedure.

Ethics. including (1) the prohabitions as defined in Louisiana Revised Statute (R.S) 42:1111-1121,
(2) actions to be taken if an ethies violation takes place. (3) svstem to monitor possible ethies
violations, and (4) a requirement that documentation 1s maintained to demonstrate that all
employees and otficials were notified of any changes to the entity’s ethies poliey.

The above procedure is not applicable, as the Organization is a nonprofit organization.

Debt Service, including (1) debt issuance approval. (2) continumng disclosure EMMA reporting
requirements. (3) debt reserve requirements. and (4) debt service requirements.

Exception noted. The Organizarion did nor provide a written policy and procedures related ro
debt service.

Information Technology Disaster Recovery/Business Contingity, includmg (1) wdentification of
critical data and frequency of data backups. (2) storage of backups m a separate physieal location
1solated from the network, (3) periodie testing verification that backups can be restored, (4) use of
anfivirus software on all systems, (5) timely application of all avamlable system and software
patches-updates. and (6) identification of personnel. processes, and tools needed to recover
operations after a critical event.

Exception noted. The Organization did not provide a written policy and procedures related to
information technology disaster recovery/business continuiry.
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Each employee responsible for collecting cash i1s not also responstble for preparing making bank
deposits, unfess another employee official 15 responsible for reconciling collection documentation
(e.g.. pre-numbered receipis) to the deposit;

No exceprion noted related to the collection of cash currency (U.S. Dollars). Exception noted
relured to the collection of checks since the same employee collected the checks, prepared/made
bank deposits, and prepared the bank reconciliation.

Each employee responsible tor collecting cash 1s not also responsible for posting collection entries
to the genernl ledger or subsidiary ledgers. unless another employee’official 1s responsible for
reconciling fedoer postings to each other and to the deposit: and

No exception noted related 10 the collection of cash currency (US. Dollars). Exception nored
related to the collection of checks since the same employee collected the checks and posted the
collection entries to the peneral ledger or subsidiary ledgers.

The employee(s) responsible for reconciling cash collections to the general ledger andor
substdiary ledgers, by revenue source and or ageney fund additions, is (are} not responsible for
collecting cash. unless another employee ‘ofticial venties the reconciliation.

No exception noted related to the collection of cash currency (U.S. Dollars). Exception noted
related to the collection of checks since the same employee collected the checks and prepared the
bank reconciliation.

Obtain from management a copy of the bond or msurance poliey for thett covering all employees who
have access to cash. Observe the bond or msurance policy for theft was m force durmg the fiscal
period.
No exceptions were found as a result of this procedure.
Randomly select two deposit dates for each ot the 5 bank accounts selected for Bank Reconciliations
procedure £3A (select the next deposit date chronologicaliy if no deposits were made on the dates
randomly selected and randomly select a deposit if multiple deposits are made on the same day).
Afrernately, the practitioner mayv use a source document other than bank starements when selecting
the deposit dares for resung, such as a cash collection log. dailv revenue report, receipr book, efe.
Obtain supporting documentation for each of the 10 deposits and:

Observe that receipts are sequentially pre-numbered.

Exception noted. The Organization did not provide sequentially pre-nnmbered receiprs.

Trace sequentially pre-numbered receipts, system reports. and other related collection
documentation to the deposit shp.

Exception noted. The Organization did not provide sequentially pre-nunibered receipts, system
reports, and other related coflection documentation.
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Number of complaints in which the finding of sexual harassment resulted in discipline or corrective
action; and

The above procedure is not applicable, as the Organization is a nonprafit organization.

Amount of time 1t took to resolve each complant.

The above procedure is not applicable, as the Organization is a nonprofit organization.
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