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Independent Auditors' Report

To the Board of Commissioners
Shreveport-Bossier Convention and Tourist Bureau

Report on the Financial Statements

We have audited the accompanying financial statements of the governmental activities and the major fund of
the Shreveport-Bossier Convention and Tourist Bureau as of and for the year ended December 31, 2017, and
the related notes to the financial statements, which collectively comprise the Shreveport-Bossier Convention
and Tourist Bureau’s basic financial statements as listed in the table of contents.

Management’s Responsibility for the Financial Statements

Management is responsible for the preparation and fair presentation of these financial statements in
accordance with accounting principles generally accepted in the United States of America; this includes the
design, implementation, and maintenance of internal control relevant to the preparation and fair presentation of
financial statements that are free from material misstatement, whether due to fraud or error.

Auditors’ Responsibility

Our responsibility is to express opinions on these financial statements based on our audit. We conducted our
audit in accordance with auditing standards generally accepted in the United States of America and the
standards applicable to financial audits contained in Government Auditing Standards, issued by the Comptroller
General of the United States. Those standards require that we plan and perform the audit to obtain reasonable
assurance about whether the financial statements are free from material misstatement.

An audit involves performing procedures to obtain audit evidence about the amounts and disclosures in the
financial statements. The procedures selected depend on the auditor's judgment, including the assessment of
the risks of material misstatement of the financial statements, whether due to fraud or error. In making those
risk assessments, the auditor considers internal control relevant to the entity's preparation and fair presentation
of the financial statements in order to design audit procedures that are appropriate in the circumstances, but not
for the purpose of expressing an opinion on the effectiveness of the entity’s internal control. Accordingly, we
express no such opinion. An audit also includes evaluating the appropriateness of accounting policies used and
the reasonableness of significant accounting estimates made by management, as well as evaluating the overall
presentation of the financial statements.

We believe that the audit evidence we have obtained is sufficient and appropriate to provide a basis for our audit
opinions.

Opinions

In our opinion, the financial statements referred to above present fairly, in all material respects, the respective
financial position of the governmental activities and the major fund of the Shreveport-Bossier Convention and
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Tourist Bureau as of December 31, 2017, and the respective changes in financial position thereof for the year
then ended in accordance with accounting principles generally accepted in the United States of America

Other Matters
Required Supplementary Information

Accounting principles generally accepted in the United States of America require that management's discussion
and analysis and the budgetary comparison information on pages 3-8 and 25, be presented to supplement the
basic financial statements. Such information, although not a part of the basic financial statements, is required
by the Governmental Accounting Standards Board who considers it to be an essential part of financial reporting
for placing the basic financial statements in an appropriate cperational, economic, or historical context. We have
applied certain limited procedures to the required supplementary information in accordance with auditing
standards generally accepted in the United States of America, which consisted of inquiries of management
about the methods of preparing the information and comparing the information for consistency with
management’s responses to our inquiries, the basic financial statements, and other knowledge we obtained
during our audit of the basic financial statements. We do not express an opinion or provide any assurance on
the information because the limited procedures do not provide us with sufficient evidence to express an opinion
or provide any assurance.

Other Information

Our audit was conducted for the purpose of forming opinions on the financial statements that collectively
comprise the Shreveport-Bossier Convention and Tourist Bureau's basic financial statements. The
accompanying other supplementary information listed in the table of contents as Schedule of Compensation,
Benefits, and Other Payments to Agency Head and shown on page 26 is presented for purposes of additional
analysis and is not a required part of the basic financial statements. The accompanying Schedule of
Compensation, Benefits, and Other Payments to Agency Head is the responsibility of management and was
derived from and relates directly to the underlying accounting and other records used to prepare the basic
financial statements. Such information has been subjected to the auditing procedures applied in the audit of the
basic financial statements and certain additional procedures, including comparing and reconciling such
information directly to the underlying accounting and other records used to prepare the financial statements or to
the basic financial statements themselves, and other additional procedures in accordance with auditing
standards generally accepted in the United States of America. [n our opinion, the Schedule of Compensation,
Benefits, and Other Payments to Agency Head is fairly stated, in all material respects, in relation to the basic
financial statements as a whole.

Other Reporting Required by Government Auditing Standards

In accordance with Government Auditing Standards, we have also issued our report dated June 21, 2018, on
our consideration of Shreveport-Bossier Convention and Tourist Bureau's internal control over financial
reporting and on our tests of its compliance with certain provisions of laws, regulations, contracts and grant
agreements and other matters. The purpose of that report is solely to describe the scope of our testing of
internal control over financial reporting and compliance and the results of that testing, and not to provide an
opinion on the effectiveness of the Shreveport-Bossier Convention and Tourist Bureau’s internal control over
financial reporting or on compliance. That report is an integral part of an audit performed in accordance with
Government Auditing Standards in considering Shreveport-Bossier Convention and Tourist Bureau's internal
control over financial reporting and compliance

Cook & Morehart

Certified Public Accountants
June 21, 2018




SHREVEPORT-BOSSIER CONVENTION AND TOURIST BUREAU

MANAGEMENT’S DISCUSSION AND ANALYSIS

Our discussion and analysis of Shreveport—Bossier Convention and Tourist Bureau’s
financial performance provides an overview of the Shreveport—-Bossier Convention and
Tourist Bureau’s financial activities for the fiscal year ended December 31, 2017. Please
read it in conjunction with the Bureau’s financial statements, which begin on page 9.

FINANCIAL HIGHLIGHTS

The Shreveport-Bossier Convention and Tourist Bureau’s net position increased by
$727,828 or 16.1%.

The Shreveport—-Bossier Convention and Tourist Bureau’s total general and program
revenues were $5,363,572 in 2017 compared to $4,976,947 in 2016.

During the year ended December 31, 2017, the Shreveport—Bossier Convention and
Tourist Bureau had total expenses, excluding depreciation, of $4,528,974.

USING THIS ANNUAL REPORT

This annual report consists of a series of financial statements. The Statement of Net
Position and the Statement of Activities (on pages 9 and 10) provide information about
the activities of the Shreveport—Bossier Convention and Tourist Bureau as a whole and
present a longer-term view of the Bureau’s finances. Fund financial statements start on
page 11. For governmental activities, these statements tell how these services were
financed in the short term as well as what remains for future spending. Fund financial
statements also report the Shreveport—Bossier Convention and Tourist Bureau’s
operations in more detatl than the government—wide statements by providing information
about the Shreveport—Bossier Convention and Tourist Bureau’s most significant funds.

Reporting the Shreveport—Bossier Convention and Tourist Bureau as a Whole

Our analysis of the Shreveport—Bossier Convention and Tourist Bureau as a whole begins
on page 9. One of the most important questions asked about the Shreveport—Bossier
Convention and Tourist Burcau’s finances is “Is the Shreveport—Bossier Convention and
Tourist Bureau as a whole better off or worse off as a result of the year’s activities?” The
Statement of Net Position and the Statement of Activities report information about the
funds maintained by the Shreveport-Bossier Convention and Tourist Bureau as a whole
and about its activities in a way that helps answer this question. These statements include
all assets and liabilities using the accrual basis of accounting, which is similar to the
accounting used by most private-sector companies. Accrual of the current year’s revenues
and expenses are taken into account regardless of when cash is received or paid.



These two statements report the Shreveport-Bossier Convention and Tourist Bureau’s net
position and changes in them. You can think of the Shreveport—Bossier Convention and
Tourist Bureau’s net position — the difference betwceen assets and liabilities — as one way
to measure the Shreveport-Bossier Convention and Tourist Bureau’s financial health, or
financial position. Over time, increases or decreases in the Shreveport—Bossier
Convention and Tourist Bureau’s net position is one indicator of whether its financial
health is improving or deteriorating. You will need to consider other non-financial
factors, however, such as changes in the Bureau’s property tax base, to assess the overall
health of the Bureau.

In the Statement of Net Position and the Statement of Activities, we record the funds
maintained by the Shreveport-Bossier Convention and Tourist Bureau as governmental
activities:

Governmental activities — all of the expenses paid from the funds maintained by the
Shreveport—Bossier Convention and Tourist Bureau are reported here which consists
primarily of personal services, materials and supplies, tourism projects, communications,
advertising. travel, repairs and maintenance and other program services. Occupancy taxes
finance most of these activities.

Reporting the Bureau’s Most Significant Funds

The Shreveport-Bossier Convention and Tourist Bureau has only one fund — General
fund, which is a governmental fund. Our analysis begins on page 11. The fund financial
statements begin on page 11 and provide dctailed information about the general fund
maintained by the Shreveport-Bossier Convention and Tourist Bureau — not the
Shreveport—Bossier Convention and Tourist Burcau as a whole. The Shreveport-Bossier
Convention and Tourist Bureau’s governmental fund uses the following accounting
approaches:

Governmental funds — All of the Shreveport—Bossier Convention and Tourist Bureau’s
basic services are reported in governmental funds, which focus on how money flows into
and out of those funds and the balances left at year-end that are available for spending.
These funds are reported using an accounting method called modified accrual
accounting, which measures cash and all other [inancial assets that can readily be
converted to cash. The governmental fund statements provide a detailed short-ferm view
of the Shreveport—Bossier Convention and Tourist Bureau’s general government
operations and the expenses paid from those funds. Governmental fund information helps
you determine whether there are more or fewer financial resources that can be spent in
the near future to finance certain Shreveport—Bossier Convention and Tourist Bureau
expenses. We describe the relationship (or differences) between governmental activities
(reported in the Statement of Net Position and the Statement of Activities) and
governmental fiunds in a reconciliation at the bottom of the fund financial statements.




THE SHREVEPORT-BOSSIER CONVENTION AND TOURIST BUREAU AS A
WHOLE

The Shreveport—-Bossier Convention and Tourist Bureau’s total net position changed
from a year ago, incrcasing from $4,510,073 to $5,237,901.

Table 1
Net Position
Governmental Activities
2017 2016

Current and other assets $3,534,519 $2,935,397
Capital assets 2,427,959 2,505,327
Total assets $5.962,478  $5,440,724
Current liabilities 94,577 190,651
Long-term liabilities 630,000 740,000
Total liabilities 724,577 930,651

Net position.
Net investment in capital assets 1,797,959 1,765,327
Unrestricted 3,439,942 2,744,746
Total net position $5237.901 $4,510,073

Net position of the Shreveport—Bossier Convention and Tourist Bureau’s governmental
activities increased by $727,828 or 16.1% for the year ended December 31, 2017 and
decreased by $219,061 or 4.6% for the year ended December 31, 2016.




Table 2
Change in Net Position

Governmental Activities

2017 2016
Revenues
Program revenues
Intergovenmental grants -
contributions $ 507,825 $ 471,029
General revenue
Occupancy tax 4,839,849 4,486,714
Miscellaneous revenues 10,712 12,126
Interest income 5,186 7,078
Total revenues $5,363,572 $4,976,947
Expenses
Convention/Tourism 893,091 1,119,591
Sports 1,488,831 1,751,354
Communications 1,584,785 1,654,437
Administrative 639,050 635,983
Interest on long-term debt 29,087 34,643
Total expenses 4,635,744 5,196,008
Increase (decrease) in net position $ 727,828 $ (219,061)

Total revenues increased $386,625 (7.77%) from total revenues in the year ended
December 31, 2016 of $4,976,947 to total revenues of $5,363,572 in the year ended
December 31, 2017.

The increase was primarily due to increases in the occupancy taxes.

THE BUREAU’S FUNDS

As the Bureau completed the year ended December 31, 2017, its governmental fund (as
presented in the balance sheet on page 11) reported a fund balance of $3,394,870, which
is more than last year’s fund balance of $2,700,216. The primary reason for the increase
is due to increase occupational taxes and decrease in total expenditures for the year.

General Fund Budgetary Highlights

The Bureau adopted a budget for its General Fund for the year ended December 31, 2017.
There were no amendments to the budget during the year. The Bureau’s budgetary
comparison is presented as required supplementary information and shown on page 25.




Highlights for the year are as follows:

B Revenues — occupational taxes received were more than budgeted amounts by
$392,409.
B Expenditures were $523,631 less than budgeted amounts.

CAPITAL ASSETS AND DEBT ADMINISTRATION

Capital Assets

At the end of December 31, 2017, the Shreveport—Bossier Convention and Tourist
Bureau had invested $2,427,959 in capital assets compared to $2,505,327 at December
31, 2016. (see table 3 below)

Table 3
Capital Assets at Year End
(Net Depreciation)
Governmental Activities
2017 2016
Land $ 339,000 $ 339,000
Buildings and improvements 2,054,374 2,153,755
Equipment 29,586 1,574
Vehicles 4,999 10,998
Total assets $2,427959 $2,505,327

The only addition to capital assets for 2017 was the purchase of a new computer server
for $29,402. There were no additions to capital assets for 2016. More detailed
information about the capital assets are presented in Note 3 to the financial statements.

Debt Administration
Table 4
Outstanding Debt At Year End
Governmental Activities
2017 2016
Revenue bonds $ 630,000 S 740,000

More detail information above the debt is presented in Note 9 to the financial statements.




ECONOMIC FACTORS AND NEXT YEAR’S BUDGETS

The Shreveport—Bossier Convention and Tourist Bureau’s management considered many
factors when setting a fiscal year December 31, 2018 budget. Amounts available for
appropriation in the governmental funds are expected to be approximately the same as
2017.

CONTACTING THE BUREAU’S FINANCIAL MANAGEMENT

This financial report is designed to provide our citizens and taxpayers with a general
overview of the finances for those funds maintained by the Shreveport—Bossier
Convention and Tourist Bureau and to show the Shreveport-Bossier Convention and
Tourist Bureau’s accountability for the money it receives. If you have questions about
this report or need additional financial information, contact the President at P.O. Box
1761, Shreveport, Louisiana, 71166.




Shreveport - Bossier Convention and Tourist Bureau
Statement of Net Position
December 31, 2017

Governmental
Activities
ASSETS
Cash and cash equivalents $ 3,127,310
Accounts receivable - occupancy tax 359,827
Prepaid expenses 47,382
Land 339,000
Capital assets (net) 2,088,959
Total assets 5,962,478
LIABILITIES
Accounts payable 78,026
Accrued expenses 16,551
Long-term liabilities
Due within one year-bonds payable 115,000
Due in more than one year-bonds payable 515,000
Total liabilities 724,577
NET POSITION
Net investment in capital assets 1,797,959
Unrestricted 3,439,942
Total net position $ 5,237,901

The accompanying notes are an integral part of this statement.
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Shreveport - Bossier Convention and Tourist Bureau

Statement of Activities

For the Year Ended December 31, 2017

Functions / Programs:
Governmental Activities

Convention/Tourism
Sports

Communication
Administrative

Interest on long-term debt

Total governmental activities

Net (Expense)
Revenue and
Program Changes in
Revenues Net Assets
Operating Grants Governmental
Expenses and Contributions Activities
$ 893,091 $ 77,830 S (815,261)
1,488,831 429,995 (1,058,836)
1,584,785 (1,584,785)
639,050 (639,050)
29,987 (29,987)
4,635,744 507,825 (4,127,919)
General revenues:
Occupancy taxes 4,839,849
Interest income 5,186
Miscellaneous 10,712
Total general revenues 4,855,747
Change in net position 727,828
Net position - beginning 4,510,073

Net position - ending

The accompanying notes are an integral part of this statement.
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Assets

Cash

Shreveport - Bossier Convention and Tourist Bureau
Balance Sheet
Governmental Fund
December 31, 2017

Account receivable - occupancy tax

Total assets

Liabilities

Accounts payable
Accrued expenses
Total liabilities

Fund balance

Committed
Assigned
Unassigned

Total fund balance

Amounts reported for governmental activities in the statement of net position

are different because:

The nonallocation method of accounting for prepayment is
used in the fund statements, since the prepayment does not
provide expendable financial resources

Long-term liabilities, including bonds payable and accrued
interest payable, are not due and payable in the current period
and therefore are not reported in the funds.

Capital assets used in governmental activities are not financial
resources and therefore are not reported in the governmental

funds,

Net position of governmental activities

The accompanying notes are an integral part of this statement.
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General
Fund

$ 3,127,310
359,827

$ 3,487,137

$ 78,026
14,241

92,267

556,070
1,430,000
1,408,800

3,394,870

47,382

(632,310)

2,427,959

$ 5,237,901




Shreveport - Bossier Convention and Tourist Bureau
Governmental Fund

Statement of Revenues, Expenditures, and Changes in Fund Balance

For the Year Ended December 31, 2017

Revenues
Occupancy taxes
Intergovernmental revenues
Other income
Interest income

Total revenues
Expenditures
Current
Convention/Tourism
Sports
Communication
Administrative and general
Capital outlay
Debt service:
Principal
Interest
Total expenditures
Excess of revenues over expenditures

Fund balance at beginning of year

Fund balance at end of year

The accompanying notes are an integral part of this statement.
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General
Fund

$

4,839,849
77,830
440,707
5,186

5,363,572

866,399
1,462,139
1,558,092

612,496

28,402

110,000
30,390

4,668,918

694,654

2,700,216

$

3,394,870




Shreveport - Bossier Convention and Tourist Bureau
Reconciliation of the Statement of Revenues, Expenditures, and Changes in
Fund Balance of Governmental Fund to the Statement of Activities
For the Year Ended December 31, 2017

Net change in fund balance - total governmental fund $ 694,654

Amounts reported for governmental activities in the statement of activities
are different because:

Governmental funds report capital outlays as expenditures. However, in
the statement of activities, the cost of those assets is allocated over their
estimated useful lives and reported as depreciation expense. This is the
amount by which depreciation $106,770 exceeded capital outlay $29,402
in the current period. (77,368)

The repayment of principal of long-term debt consumes current financial
resources of governmental funds. 110,000

The nonallocation method of accounting for prepayments is used in the
fund statements, since the prepayment does not provide expendable
financial resources 139

Interest on long-term debt in the statement of activities differs from the
amount reported in the governmental funds because interest is
recognized as an expenditure in the funds when it is due, however,
interest expense is recognized as the interest accrues in the statement

of net assets. 403
Change in net position of governmental activities $ 727,828

The accompanying notes are an integral part of this statement.
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Shreveport—Bossier Convention and Tourist Bureau
Notes to Financial Statements
December 31, 2017

INTRODUCTION

The Shreveport—-Bessier Convention and Tourist Commission was created by and in accordance with the
provisions of Act 19, State of Louisiana 1970 and has been amended severa! times since (n 1995 the
original Commission was replaced by a new Commission which is a political subdivision of the State of
Louisiana (LSA-R.S. 33.4574). The Commissicn voted fo operate as a public agency eftective January 1,
2001, and tc continue to operate under the name of Shreveport-Bossier Convention and Tourist Bureau
(the Bureau)

The Bureau was created to promote the convention and visitor industry of the Shreveport-Bossier
metropolitan area to the greatest possible extent, using the proceeds of an occupancy tax derived from a
three percent tax levied upon the occupancy of hotel rooms, motel rooms and overnight camping facilities
within the jurisdiction of the Commission and revenue from other sources as may be arranged by The
Bureau. The Board of Commissioners 1s composed of seventeen members and are appointed and serve
terms based upon representation of benefiting groups in accordance with the State faw which created the
Commission. Board members receive ne compensation for their services.

(1) Summary of Significant Accounting Policies
A Basis of Presentation

The accompanying financial statements of the Bureau have been prepared in conformity with
generally accepted accounting principles (GAAP). The Governmental Accounting Standards Board
(GASB) is respensible for establishing GAAP for state and local governments through its
pronouncements (Statements and Interpretations). The more significant accounting policies
established in GAAP and used by the Shreveport-Bossier Convention and Tourist Bureau are
discussed below

B Reporting Entity

State law states that the Bureau shall be a body politic and political subdivision of the State of
Louisiana.

The basic criterion for determining whether a governmental organization should be included in a
primary governmental unit's reporting entity for general purpose financial statements is financial
accountability. Financial accountability includes the appointment of a voting majority of the
organization’s governing body and the ability of the primary government to impose its will on the
organization or if there is a financial benefit/burden relationship. [n addition, an organization which
is fiscally dependent on the primary government should be included in its reporting entity

The Board of Commissioners is composed of seventeen members and are appointed and serve
terms based upon representation of benefiting groups in accordance with the State law which
created the Commission. Also, four different public bodies are required to approve the Bureau’s
budget each year.

For these reasons, the Bureau is considered a separate local public entity and is nct considered a
component of any parish or other local government.

(Continued)
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Shreveport-Bossier Convention and Tourist Bureau
Notes to Financial Statements
December 31, 2017
{Continued)

C. Basic Financial Statements — Government-Wide Statements

The Shreveport-Bossier Convention and Tourist Bureau's basic financial statements include both
government-wide (reporting the funds maintained by the Shreveport-Bossier Convention and Tourist
Bureau as a whole) and fund financial statements (reporting the Shreveport—Bossier Convention and
Tourist Bureau's major funds). Both the government-wide and fund financial statements categorize
primary activities as either governmental or business type. The Shreveport—Bossier Convention and
Tourist Bureau's general fund is classified as governmental activities, The Shreveport-Bossier
Convention and Tourist Bureau does not have any business-type activities.

In the government-wide Statement of Net Position, the governmental activities column is presented on
a consolidated basis and is reported on a full accrual, economic resource basis, which recognizes all
long-term assets and receivables. The Shreveport-Bossier Convention and Tourist Bureau's net
position is reported in three parts — net investment in capital assets net of related debt, restricted net
position, and unrestricted net position.

The government-wide Statement of Activities reports both the gross and net cost of each of the
Shreveport—-Bossier Convention and Tourist Bureau’s functions. The functions are supported by
program revenues and general government revenues. The Statement of Activities reduces gross
expenses (including depreciation) by any related program revenues, which must be directly associated
with the function. Program revenues of the Bureau consist of contributions operating grants, and
sponsorships of events from other governments and businesses. The net costs (by function) are
normally covered by general revenues.

This government-wide focus is more on the sustainability of the Shreveport—-Bossier Convention and
Tourist Bureau as an entity and the change in the Shrevepori-Bossier Convention and Tourist
Bureau'’s net assets resulting from the current year's activities.

D. Basic Financial Statements — Fund Financial Statements

The financial transactions of the Shrevepori-Bossier Convention and Tourist Bureau are recorded in
an individual fund in the fund financial statements. The fund is accounted for by providing a separate
set of self-balancing accounts that comprises its assets, liabilities, reserves, fund equity, revenues and
expenditures. The fund is reported by generic classification within the financial statements.

The following fund type is used by the Shreveport—Bossier Convention and Tourist Bureau;

Governmental Fund — the focus of the governmental fund's measurement (in the fund statements) is
upon determination of financial position and changes in financial position (sources, uses, and balances
of financial resources) rather than upon net income. The following is a description of the governmental
fund of the Shreveport-Bossier Convention and Tourist Bureau:

a. The general fund is the general operating fund of the Shreveport-Bossier Convention and Tourist
Bureau. lf is used to account for all financial resources.

The emphasis in fund financial statements is on the major funds in the governmental category. GASB
sets forth minimum criteria (percentage of the assets, liabilities, revenues, or expenditures/expenses
of either fund category or the governmental and enterprise combined) for the determination of major
funds. The Bureau's general fund was determined to be a major fund.

(Continued)

15



Shreveport-Bossier Convention and Tourist Bureau
Notes to Financial Statements
December 31, 2017
{Continued)

E. Basis of Accounting

Basis of accounting refers to the point at which revenues or expenditures are recognized in the
accounts and reported in the financial statements. It relates to the timing of the measurements made
regardless of the measurement focus applied.

1.

Accrual

The governmental fund in the government-wide financial statements is presented on the accrual
basis of accounting. Revenues are recognized when earned and expenses are recognized when
incurred.

Revenues of the Shreveport-Bossier Convention and Tourist Bureau consist principally of
occupancy taxes levied upon occupancy of hotel rooms, motel rooms, and overnight camping
facilities, other intergovernmental revenues, and interest income. Occupancy taxes are
recognized in the period in which the underlying exchange has taken place. Interest income is
recorded when eamed. Intergovernmental revenues are recorded when received because they
are generally not measurable until actually received.

Modified Accrual;

The governmental fund financial statements are presented on the modified accrual basis of
accounting. Under modified accrual basis of accounting, revenues are recorded when susceptible
to accrual: i.e., both measurable and available. “Available” means collectible within the current
period or within 60 days after year end. Expenditures are generally recognized under the modified
accrual basis of accounting when the related liability is incurred. Depreciation is not recognized in
the governmental fund financial statements.

F. Budgets

The Bureau uses the following budget practices:

Q)

(2)

Bureau Management prepares a proposed budget and submits it to the Board of Commissioners
for approval.

After completion of all action necessary to finalize and implement the budget, the budget is
adopted at least fifteen days prior to the commencement of the fiscal year for which the budget
is being adopted,

The budget document is structured such that revenues are budgeted by source and
appropriations are budgeted by function and by object. Budgetary amendments require approval
of the Board of Commissioners.

All budgetary appropriations lapse at the end of each fiscal year.
The basis of accounting applied to budgetary data presented is substantially consistent with the

appropriate basis of accounting for the fund.

(Continued)
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Shreveport—Bossier Convention and Tourist Bureau
Notes to Financial Statements
December 31, 2017
(Continued)

G. Cash, Cash Eguivalents, and Investments

Cash includes amounts in petty cash, demand deposits, interest bearing demand deposits, and
time deposits. Cash equivalents include amounts in time deposits and investments, if any, with
original maturities of 90 days or less. Under state law, the Bureau may deposit funds in demand
deposits, interest bearing demand deposits, money market accounts, or time deposits with state
banks corganized under Louisiana law or any other state of the United States, or under the laws of
the United States.

Investments are limited by Louisiana Revised Statute (R.S.) 33:2985. If the original maturities of
investments exceed 90 days, they are classified as investments; however, if the original maturities
are 90 days or less, they are classified as cash equivalents.

Capital Assets

Capital assets purchased or acquired with an original cost of $2,000 or more for equipment and
$10,000 for improvements are reported at historical cost or estimated historical cost. Centributed
assets are reported at fair market value as of the date received. Additions, improvements, and other
capital outlays that significantly extend the useful life of an asset are capitalized. Other costs incurred
for repairs and maintenance are expensed as incurred.

Depreciation on all assets is provided on the straight-line basis over the following estimated useful
lives:

Buildings and improvements 7 —30 years
Furniture and fixtures 5—10 years
Equipment 3— 10 years
Vehicles 4 -7 years

Compensated Absences
The Bureau has the following policy relating to vacation leave:

Employees of the Bureau earn vacation leave each year. The Bureau allows 40 hours of vacation
leave to carry forward to the next year. The cost of leave privileges, computed in accordance with
the above policy, is recognized as a current—year expenditure within the various funds when leave is
actually earned.

Occupancy Tax Revenue

Occupancy tax revenue represents a three percent tax levied by the Shreveport-Bossier
Convention and Tourist Commission upon the occupancy of hotel room, motel rooms, and
overnight camping facilities within Caddc and Bossier Parishes. Occupancy tax revenues (and
related receivables) are considered derived tax revenues to be recognized when the underlying
exchange takes place, i.e. when the facilities are rented.

(Continued)
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During 1999, the Shreveport-Bossier Convention and Tourist Commission levied an additional 1.5
percent tax. Three fourths of one percent of the new tax is dedicated for capital improvements,
repairs, and maintenance of Independence Stadium and the remaining three fourths of one percent
is to be used for the same purposes for which monies from the fund created by R.S. 47:302.3 are
used. This additional 1.5 percent tax is collected by the tax collecting agencies in Caddo and
Bossier Parishes and sent directly to the City of Shreveport and the City of Bossier City. The
additional 1.5 tax is not reflected in the financial statements of The Bureau.

During 2015, the Shreveport-Bossier Convention and Tourist Bureau levied an additional 1.5
percent tax, beginning December 7, 2015 and ending June 30, 2027. Fifty-percent of one cent shall
be used to support the Shreveport-Bossier Sports Commission, a division of the Bureau. Fifty-
percent of one cent shall be used to support the Independence Bowl Foundation. Fifty-percent of
one cent shall be used to support the Ark-La-Tex Regional Air Service Alliance. This additional 1.5
percent tax is collected by the tax collecting agencies in Caddo and Bossier Parishes and sent
directly to the three organizations. The fifty-percent of one cent for both the Independence Bowl
Foundation and the Ark-La-Tex Regional Air Service Alliance is not reflected in the financial
statements of the Bureau.

. Use of Estimates

Management uses estimates and assumptions in preparing financial statements. Those estimates and
assumptions affect the reported amounts of assets and liabilities, the disclosure of contingent assets
and liabilities and the reported revenues and expenses. Actual results could differ from those
estimates.

Net Position

Government-wide net position is divided into three components: Net investment in capital assets
consists of the historical cost of capital assets less accumulated depreciation and less any debt that
remains outstanding that was used to finance those assets plus deferred outflows of resources less
deferred inflows of resources related to those assets. Restricted net position consists of assets that
are restricted by the Bureau's creditors (for example, through debt covenants), by the state enabling
legislation (through restrictions on shared revenues), by grantors (both federal and state}, and by other
contributors (less related liabilities and deferred inflows of resources). All other net position is reported
as unrestricted net position. When an expense is incurred that can be paid using either restricted or
unrestricted resources (net position), the Bureau's policy is to first apply the expense toward restricted
resources and then toward unrestricted resources.

. Prepaid ltems

Certain payments to vendors reflect costs applicable to future periods and are reported as prepaid
expenses in the government-wide financial statements.

. Long-Term Obligations

In the government-wide financial statements, long-term debt and other long-term obligations are
reported as liabilities in the applicable governmental activities in the statement of net assets. Bonds
payable are reported net of the applicable bond premium or discount. Debt issuance costs, except any

(Continued)
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portion related to prepaid insurance costs, are recognized as an expense in the period incurred.
Prepaid insurance costs are reported as an asset and recognized as an expense in a systematic and
rational manner cver the duration of the related debt.

In the fund financial statements, governmental funds recognize bond premiums and discounts, as well
as bond issuance costs, during the current pericd. The face amount of the debt issued is reported as
other financing sources. Premiums received on debt issuances are reported as other financing
sources while discounts on debt issuances are reported as other financing uses. Issuance costs,
whether or not withheld from the actual debt proceeds received, are reported as debt service

expenditures.
. Fund Balance

GASB has issued Statement No. 54, Fund Balance Reporting and Governmental Fund Type
Definitions, which defines the different types of fund balances that a governmental entity must use
for financial reporting purposes. GASB requires the fund balance amounts to be properly
reported within one of the fund balance categories list below.

1. Nonspendable fund balances are amounts that cannot be spent because they are either (a) not
in spendable form, such as inventory or prepaid expenses, or (b) legally or contractually
required to be maintained intact, such as a trust that must be retained in perpetuity.

2. Restricted fund balances are restricted when constraints placed on the use of resources are
either (a) externally imposed by creditors, grantors, contributors, or laws or regulations of other
governments, or (b) imposed by law through constitutional provisions or enabling legislation.

3. Committed fund balances include amounts that can be used only for the specific purposes as a
result of constraints imposed by the Board of Commissioners (the Bureau's highest level of
decision making authority). Committed amounts cannot be used for any other purpose unless
the Board of Commissioners removes those constraints by taking the same type of action (i.e
legislation, resolution, or ordinance).

4. Assigned fund balances are amounts that are constrained by the Bureau’s intent to be used for
specific purposes, but are neither restricted nor committed.

5. Unassigned fund balance are the residual classification for the Bureau's general fund and
include all spendable amounts not contained in the other classifications

When both restricted and unrestricted fund balances are available for use, it is the Bureau's policy
to use restricted fund balance first, then unrestricted fund balance, Furthermore, committed fund
balances are reduced first, followed by assigned amounts, and then unassigned amounts when
expenditures are incurred for purposes for which amounts in any of those unrestricted fund balance
classifications can be used.

{Continued)
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P. Deferred Qutflows/Inflows of Resources

In addition to assets, the statement of financial position will sometimes report a separate section for
deferred outflows of resources This separate financial statement element deferred outfiows of
resources, represents a consumption of net position that applies to a future period(s) and so will not
be recognized as an outflow of resources (expensef/expenditure) until then At this time, the Bureau
has no transactions that meet the definition of deferred cutflows of resources.

The Bureau's governmental activities and governmental fund will sometimes report a separate
section for deferred inflows of resources. This separate financial statement element represents an
acquisition of net position that applies to a future period and so will not be recognized as an inflow of
resources (revenue) until that time. At this time, the Bureau has no transactions that meet the
definition of deferred inflows of resources

(2) Cash and Cash Equivalents

At December 31, 2017, the Bureau has cash and cash equivalents {(book balances) totaling $3,127,310
in interest beanng demand deposits and money market accounts. These depasits are stated at cost,
which approximates market. Under state law, these deposits (or the resulting bank balances) must be
secured by federal deposit insurance or the pledge of securities owned by the fiscal agent bank. The
market value of the pledged securities plus the federal deposit insurance must at all times equal the
amount an deposit with the fiscal agent.

Custodial credit risk is the risk that in the event of a bank failure, the government's deposit may not be
returned to it. As of December 31, 2017, the Bureau’s collected bank balances were secured from
credit risk by $500,000 of federal deposit insurance The remaining $2,823,858 was expased to
custodial credit as uninsured deposits protected and collateralized with pledged securities held by the
custodial bank’s trust department not in the Bureau's name.

Even though the pledged securities are considered uncollateralized (Category 2) under the provisions
of GASB Statement N¢. 3, Louisiana Revised Statute 39:1229 imposes a statutory requirement on the
custodial bank to advertise and sell the pledged securities within 10 days of being notified by the
Bureau that the fiscal agent has failed to pay deposited funds upon demand

(Continued)
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(3) Capital Assets

Capital asset activity for the year ended December 31, 2017, was as follows:

Balance at Balance at
Jan, 1, 2017 Additions Deletions Dec. 31,2017

Governmental Activities:
Capital assets, not being depreciated

Land $ 339,000 S $ $§ 339,000
Capital assets, being depreciated.

Buildings and improvements 3,085,884 3,085,884

Furniture and fixtures 69,298 (1,584) 67,714

Equipment 73,666 29,402 {20,110) 82,958

Vehicles 112,844 (1,025) 111,819
Total capital assets, being depreciated

at historical cost 3,341,792 29,402 (22,719) 3,348,475
Less accumulated depreciation:

Buildings and improvements (932,129) (99,381) (1,031,510)

Furniture and fixtures {69,298) 1,584 {67,714)

Equipment (72,092) (1,390) 20,110 (53,372)

Vehicles (101,9486) (5,999) 1,025 (106,820)
Tota accumulated depreciation (1,175,465) (106,770) 22719 (1,259,516)
Total capital assets, being

depreciated,net 2,166,327 (77,368) 2,088,959
Governmental activities capital

assets, net $ 2,605,327 $ (77,368) $ $ 2427959

Depreciation expense for the year ended December 31, 2017, was $106,770 Depreciation expense

was charged o the following governmental activities:

Convention/Tourism $ 26,692
Sports 26,692
Communications 26,693
Administrative 26,693
$ 106,770

(Continued)
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(4) Pension Retirement Plan

The Bureau provides a Deferred Compensation Plan pursuant to Section 457 of the Internal Revenue
Code and a Governmental 401(a) Money Purchase Plan. The Bureau’s Plan does not meet the criteria
established under GASB, therefore, the plan’s assets and liabilities are not presented in the financial
statements of the Bureau. The Bureau matches and contributes up to 10% of employee’s
compensation to the plan. The Bureau's contribution to the Plan for the year ended December 31, 2017
was $111,724.

(5) Risk Management

The Bureau purchases commercial insurance to provide workers compensation coverage and general
liability and property insurance. There were no significant reductions in insurance coverage from the
prior year.

(6) Lease Commitments
At December 31, 2017, the Bureau had non—cancelable operating leases for various equipment.

Minimum annual commitments under non—-cancelable leases are as follows:

2018 $ 11467
2019 7,293
2020 4,355
2021 1,969

823084

Total rental expenditures under operating leases for the year ended December 31, 2017, was $20,067.
(7) Fund Balance Classifications
The constraints on fund balances as listed in aggregate are composed of the following:

Fund balances:

Committed
Marketing $ 456,070
Capital projects 100,000
Assigned
Subsequent tourism operations 800,000
Retirement of long-term debt 630,000
Unassigned 1,408,800
$ 3,394,870
(Continued)
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(8) Subsequent Events

(9)

Subsequent events have been evaluated through June 21, 2018, the date the financial statements were
available to be 1ssued.

Long-Term Debt
At December 31, 2017, long-term debt consisted of the following:

Revenue bends, Series 2011, dated August 15, 2007,
for construction, improvement of facilities. Payments
on the debt are made semi-annually with annual

debt service over 15 years of $138,000 to $146,000
through June, 2022. Interest rate on the bonds is
4.4%. Repayment of debt will be from the excess of

annual revenues. $ 630,000

Changes in long-term debt for the year ended December 31, 2017 are summarized below:

Balance Balance Amount Due
12-31-16 Issues Payments 12-31-17 within One Year
Bonds payable $ 740000 $ - $ 110,000 % 630,000 % 115,000

Annual requirements to retire long-term debt are as follows.

Year Ending

December 31 Principal Interest Total
2018 $ 115,000 $ 25190 % 140,190
2019 120,000 20,020 140,020
2020 125,000 14 630 139,630
2021 130,000 9,020 139,020
2022 140,000 3.080 143,080

$ 630000 § 71940 § 701,940

(Continued)
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(10} Accounts Payable and Accrued Expenses

Accounts payable at December 31, 2017 consisted of regular trade payables.

Accrued expenses at December 31, 2017 consisted of the following

Compensated absences $ 14,241

Total fund statements 14,241
Accrued interest payable 2,310

Total government-wide

financial statements $ 16551

(11} Contingencies

At December 31, 2017, the Bureau 1s involved in one lawsuit. The potential loss or outcome is not
presently determinable
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Shreveport - Bossier Convention and Tourist Bureau
Required Supplementary Information
Budgetary Comparison Schedule
For the Year Ended December 31, 2017

Revenues
Occupancy taxes
Intergovernmental revenues
Other income
Interest income
Total revenues
Expenditures
Current:
Convention/Tourism
Communication
Administrative and general
Sports
Capital outlay
Debt service
Total expenditures
Excess (deficiency) of revenues over expenditures

Fund balance at beginning of year

Fund balance at end of year

Budgeted Amounts Variance With
Original & Final Budget
Final Actual Positive(Negative)
$ 4447440 $ 4,839,849 § 392,409
99,672 77,830 (21,742)
419,496 440,707 21,211
1,774 5,186 3,412
4,968,282 5,363,572 395,290
1,189,661 866,399 323,262
1,580,238 1,558,092 22,146
610,299 612,496 (2,197)
1,669,391 1,462,139 207,252
29,402 (29,402)
142,960 140,390 2,570
5,192,549 4,668,918 523,631
(224,267) 694,654 918,921
1,478,678 2,700,216 1,221,538
$ 1,254 411 $ 3394870 $ 2,140,459
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Shreveport - Bossier Convention and Tourist Bureau
Other Supplementary Information
Schedule of Compensation, Benefits, and Other Payments to Agency Head
For the Year Ended December 31, 2017

Agency Head : Stacy A. Brown, CEO

PURPOSE AMOUNT

Salary $ 156,122
Benefits - insurance 33,352
Benefits - retirement 15,454
Travel for Bureau business and trade shows 11,398
Trave! for education and other 2,695
Other 714
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Report on Internal Control Over Financial Reporting and on Compliance
and Other Matters Based on an Audit of Financial Statements
Performed In Accordance With Government Auditing Standards

Independent Auditors’ Report

To the Board of Commissioners
Shreveport-Bossier Convention and Tourist Bureau

We have audited, in accordance with auditing standards generally accepted in the United States of America
and the standards applicable to the financial audits contained in Government Auditing Standards issued by
the Comptroller General of the United States, the financial statements of the governmental activities and the
major fund of the Shreveport-Bossier Convention and Tourist Bureau as of and for the year ended
December 31, 2017, and the related notes to the financial statements, which collectively comprise the
Shreveport—Bossier Convention and Tourist Bureau’s basic financial statements, and have issued our report
thereon dated June 21, 2018.

Internal Control Over Financial Reporting

In planning and performing our audit of the financial statements, we considered the Shreveport—-Bossier
Convention and Tourist Bureau's internal control over financial reporting (internal control) to determine the
audit procedures that are appropriate in the circumstances for the purpose of expressing our opinions on the
financial statements, but not for the purpose of expressing an opinion on the effectiveness of the Shreveport—
Bossier Convention and Tourist Bureau's internal control. Accordingly, we do not exprass an opinion on the
effectiveness of the Shreveport—Bossier Convention and Tourist Bureau's internal control.

A deficiency in internal control exists when the design or operation of a control does not allow
management or employees, in the normal course of performing their assigned functions, to prevent, or
detect and correct misstatements on a timely basis. A material weakness is a deficiency, or combination
of deficiencies, in internal control, such that there is a reasonable possibility that a material misstatement
of the entity’s financial statements will not be prevented, or detected and corrected on a timely basis. A
significant deficiency is a deficiency, or a combination of deficiencies, in internal control that is less severe
than a material weakness, yet important enough to merit attention by those charged with governance.

Our consideration of the internal control was for the limited purpose described in the first paragraph of this
section and was not designed to identify all deficiencies in internal control that might be material
weaknesses or significant deficiencies. Given these limitations, during our audit we did not identify any
deficiencies in internal control that we consider to be material weaknesses. However, material
weaknesses may exist that have not been identified.
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Compliance and Other Matters

As part of obtaining reasonable assurance about whether Shreveport-Bossier Convention and Tourist
Bureau's financial statements are free from material misstatement, we performed tests of its compliance with
certain provisions of laws, regulations, contracts, and grant agreements, noncompliance with which could
have a direct and material effect on the determination of financial statement amounts. However, providing an
opinion on compliance with those provisions was not an objective of our audit, and accordingly, we do not
express such an opinion. The results of our tests disclosed no instances of noncompliance or other
matters that are required to be reported under Government Auditing Standards.

Purpose of this Report

The purpose of this report is solely to describe the scope of our testing of internal control and compliance
and the results of that testing, and not to provide an opinion on the effectiveness of the entity’s internal
control or on compliance. This report is an integral part of an audit performed in accordance with
Government Auditing Standards in considering the entity's internal control and compliance. Accordingly,
this communication is not suitable for any other purpose.

(ki welaly

Cook & Morehart
Certified Public Accountants
June 21, 2018
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Shrevepori—-Bossier Canvention and Tourist Bureau
Shreveport, Louisiana
Summary Schedule of Prior Year Audit Findings
December 31, 2017

There were no findings or management letter comments for the prior year audit for the year ended
December 31, 2016.

Shreveport-Bossier Convention and Tourist Bureau
Shreveport, Louisiana
Summary Schedule of Current Year Audit Findings
December 31, 2017

There are no findings or management letter comments for the current year audit for the year ended
Decemeber 31, 2017
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Indevendent Accountants’ Report on
Applving Aareed-Upon Procedures

To the Board of Commissioners
Shreveport-Bossier Convention and Tourist Bureau
Shreveport, Louisiana

and the Louisiana Legislative Auditor

We have performed the procedures enumerated below, which were agreed to by the Shreveport-Bossier
Convention and Tourist Bureau and the Louisiana Legislative Auditor (LLA) on the control and
compliance (C/C) areas identified in the LLA’s Statewide Agreed-Upon Procedures (SAUPs) for the fiscal
period January 1, 2017 through December 31, 2017. The Shreveport-Bossier Convention and Tourist
Bureau's {(Bureau) management is responsible for those C/C areas identified in the SAUPs.

This agreed-upon procedures engagement was conducted in accordance with attestation standards
established by the American Institute of Certified Public Accountants and applicable standards of
Government Auditing Standards. The sufficiency of these procedures is solely the responsibility of the
specified users of this report. Consequently, we make no representation regarding the sufficiency of the
procedures described below either for the purpose for which this report has been requested or for any
other purpose.

The procedures and associated findings are as follows:
Written Policies and Procedures

1. Obtain the entity's written policies and procedures and report whether those written policies and
procedures address each of the following financial/business functions (or report that the entity does
not have any written policies and procedures), as applicable:

a) Budgeting, including preparing, adopting, monitoring, and amending the budget

b) Purchasing, including (1) how purchases are initiated; (2) how vendors are added to the vendor
list, (3) the preparation and approval process of purchase requisitions and purchase orders; (4)
controls to ensure compliance with the public bid law; and (5) documentation required to be
maintained for all bids and price quotes.

c) Disbursements, including processing, reviewing, and approving
d) Receipts, including receiving, recording, and preparing deposits

e) Payroll/Personnel, including (1) payroll processing, and (2) reviewing and approving time and
attendance records, including leave and overtime worked

f) Contracting, including (1) types of services requiring written contracts, (2) standard terms and
conditions, (3) legal review, (4) approval process, and (5) monitoring process



g)

)

Credit Cards (and debit cards, fuel cards, P-Cards, if applicable), including (1) how cards are
to be controlled, (2) allowable business uses, (3) documentation requirements, (4) required
approvers, and (5) monitoring card usage

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

Ethics, including (1) the prohibitions as defined in Louisiana Revised Statute 42 1111-1121, (2)
actions to be taken if an ethics violation takes place, (3) system to monitor posstble ethics
violations, and (4) requirement that all employees, including elected officials, annually attest
through signature verification that they have read the entity’s ethics policy

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

The Bureau provided written policies and procedures addressing all of the above.

Board (or Finance Committee, if applicable)

2 Obtain and review the board/committee minutes for the fiscal period, and'

a)

c)

Report whether the managing board met {with a quorum) at least monthly, or on a frequency in
accordance with the board'’s enabling legislation, charter, or other equivalent document.

The Board of Commissioners of the Bureau met on a monthly basis.

Report whether the minutes referenced or included monthly budget-to-actual comparisons on the
General Fund and any additional funds identified as major funds in the entity’s prior audit (GAAP-
basis).

» |If the budget-to-actual comparisons show that management was deficit spending during the
fiscal period, report whether there is a formalfwritten plan to eliminate the deficit spending for
those entities with a fund balance deficit. If there is a formal/written plan, report whether the
meeting minutes for at least one board meeting during the fiscal pericd reflect that the board

is monitoring the plan.
The minutes of the board of commissioners referenced and included budget to actual
comparisons.

Report whether the minutes referenced or included non-budgetary financial information (e g
approval of contracts and disbursements) for at least one meeting dunng the fiscal period

The minutes of the Board of Commussioners of the Bureau did reference non-budgetary financial
information for at least one meeting during the fiscal period

Bank Reconciliations

3 Obtain a listing of client bank accounts from management and management’s representation that the
listing I1s complete.

Management provided the requested information, along with management's representation that the
listing is complete.

4. Using the listing provided by management, select all of the entity’s bank acccunts (if five acceunts or
less) or one-third of the bank accounts on a three year rotating basis (if more than 5 accounts) For
each of the bank accounts selected, obtain bank statements and reconciliations for all months in the
fiscal period and report whether:

a)

Bank reconciliations have been prepared;



b)

c)

Bank reconciliations were prepared for each month examined

Bank reconciliations include evidence that a member of management or a board member (with no
involvement in the transactions associated with the bank account) has reviewed each bank

reconciliation; and

Exception: For the bank reconciliations selected for testing, there were no attributes indicating a
member of management reviewed the bank reconciliation.

Management’'s Response: The Bureau contracts with a CPA firm to review and approve all bank
reconciliations. In the future evidence of the approval will be documented

If applicable, management has documentation reflecting that it has researched reconciling items
that have been outstanding for more than 6 months as of the end of the fiscal period.

Exception: There were two (2) outstanding checks totaling $300 87, on one bank reconciliation
selected for testing that were more than 6 months ¢ld There was no indication that management
had researched these outstanding items

Management's Response. It is the Bureau’s policy to research old outstanding checks

Collections

5 Obtain a listing of cash/check/money order (cash} collection locations and management's
representation that the listing is complete

Management provided the requested information, along with management’s representation that the
listing is complete

6 Using the listing provided by management, select all of the entity’s cash collection locations (if five
locations or less) or cne-third of the collection locations on a three year rotating basis (if more than 5
locations). For each cash collection location selected:

a)

Obtain existing written documentation (e g insurance policy, policy manual, job description) and
report whether each person responsible for collecting cash is (1) bonded, (2) not responsible for
depositing the cash in the bank, recording the related transaction, or reconciling the related bank
account (report if there are compensating controls performed by an outside party), and (3) not
required to share the same cash register or drawer with another employee.

Each person responsible for collecting cash was insured under the Bureau's blanket crime
insurance policy. Cash drawers/registers are not utilized.

Exception The individual responsible for collecting cash is also responsible for making deposits,
reconciling the bank accounts, and for recording the transactions in the generai ledger.

Management’'s Response: The Bureau contracts with a CPA firm to review and approve all bank
reconciliations. The Vice President of Finance also reviews the activity on a monthly basis.

Obtain existing written documentation {e.g. sequentially numbered receipts, system report,
reconciliation worksheets, policy manual) and report whether the entity has a formal process to
reconcile cash ccollections to the general ledger and/or subsidiary ledgers, by revenue source
and/or agency fund additions, by a person who is not responsible for cash collections in the cash

collection location selected.

Exception: The Bureau has a formal process to reconcile cash collections to the general ledger,
however the individual responsible for collecting cash is also responsibie for recording the
transactions in the general ledger.



Management’s Response: The Bureau contracts with a CPA firm to review and approve all bank
reconciliations. The Vice President of Finance also reviews the activity on a monthly basis

¢) Select the highest (dollar) week of cash collections from the general ledger or other accounting
records during the fiscal pericd and:

» Using entity collection documentation, deposit slips, and bank statements, trace dazily
collections to the deposit date on the corresponding bank statement and report whether the
deposits were made within one day of collection. If deposits were not made within one day
of collection, report the number of days from receipt to deposit for each day at each
collection location.

For the week selected, deposits were processed within one day of collection.

Using sequentially numbered receipts, system reports, or other related collection
documentation, verify that daily cash ccllections are completely supported by documentation
and report any exceptions.

For the week selected, daily cash collections were completely supported by collection
documentation.

7 Obtain existing written documentation (e g. policy manual, written procedure) and report whether the
entity has a process specifically defined (1dentified as such by the entity) to determine completeness
of all collections, including electronic transfers, for each revenue source and agency fund additions
(e.g. periodic confirmation with outside parties, reconciiation to utiity billing after cutoff procedures,
reconciliation of traffic ticket number sequences, agency fund forfeiture monies confirmation) by a
person who is not responsible for collections.

v

Exception. The Bureau has a process specifically defined to determine completeness of collections,
however the individual responsible for determining completeness is also responsible for collections.

Management's Response The Vice President of Finance also reviews the activity on a monthly
basis.

Disbursements - General (excluding credit card/debit card/ffuel card/P-Card purchases or
payments)

8. Obtain a listing of entity disbursements from management or, alternately, obtain the general ledger
and sortfiiter for entity disbursements. Obtain management's representation that the listing or
general ledger population is complete.

Management provided the requested information, along with management's representation that the
listing is complete.

9. Using the disbursement population from #8 above, randomly select 25 disbursements (or randomly
select disbursements constituting at least one-third of the dollar disbursement population if the entity
had less than 25 transactions during the fiscal period), excluding credit card/debit card/fuel card/P-
card purchases or payments. Obtain supporting documentation (e.g purchase requisitions, system
screens/logs) for each transaction and report whether the supporting documentation for each
transaction demonstrated that:

a) Purchases were nitiated using a requisition/purchase order system or an equivalent electronic
system that separates Initiatton from approval functions In the same manner as a
requisition/purchase order system



10,

11.

12.

13.

b} Purchase orders, or an electronic equivalent, were approved by a person who did not initiate the
purchase

¢) Payments for purchases were not processed without (1) an approved requisition and/or purchase
order, or electronic equivalent; a receiving report showing receipt of goods purchased, or
electronic egquivalent; and an approved invoice

Payments for purchases were not processed without an approved requisition and/or purchase
order, or electronic equivalent, a receiving report showing receipt of goods purchased, or
electronic equivalent; and an approved invoice, except as noted below

Exceplion: The Bureau does not have a formal purchase order system.

Management's Response. It is the Bureau's policy for all purchases tc be reviewed by the
Director of Finance before payment.

Using entity documentation (e g. electrenic system control documentation, policy manual, written
procedure), report whether the person responsible for processing payments is prohibited from adding
vendors to the entity’s purchasing/disbursement system.

Exception: The Director of Finance processes payments and adds vendors to the disbursement
system,

Management’s Response. It is the Bureau’s policy for supporting documentation to accompany
checks for signature. The Bureau's policy is for all disbursements to require two signatures on
checks. The two signatures can be the President and approved Board Members.

Using entity documentation (e g electronic system control documentation, policy manual, written
procedure), report whether the persons with signatory authority or who make the final authorization
for disbursements have no responsibility for nitrating or recording purchases

Persons with signatory authority or who make the final authonzation for disbursements have no
responsibility for inttiating or recording purchases

Inquire of management and observe whether the supply of unused checks is maintained in a locked
location, with access restricted to those persons that do not have signatory authority, and report any
exceptions. Alternately, if the checks are electronically printed on blank check stock, review entity
documentation (electronic system control documentation) and report whether the persons with
signatory authority have system access to print checks.

Persons with signatory authority do not have system access to print checks

If a signature stamp or signature machine is used, inquire of the signer whether his or her signature 1s
maintained under his or her control cr is used only with the knowledge and consent of the signer
Inquire of the signer whether signed checks are likewise maintained under the control of the signer or
authorized user until mailed. Report any exceptions.

Persons with signatory authority do not use a signature stamp or signature machine.

Exception: Signed checks are returned to person that prepared checks for mailing.

Management's Response: |t is the Bureau's policy for supporting documentation to accompany
checks for signature. The Bureau’s policy 1s for all disbursements to require two signatures con
checks.



Credit Cards/Debit Cards/Fuel Cards/P-Cards

14

15.

16.

Obtain from management a listing of all active credit cards, bank debit cards, fuel cards, and P-cards
(cards), including the card numbers and the names of the persons who maintained possession of the
cards Obtain management's representation that the listing is complete.

Management provided the requested information, along with management's representation that the
listing is complete.

Using the listing prepared by management, randomly select 10 cards (or at least one-third of the
cards if the entity has less than 10 cards) that were used during the fiscal period, rotating cards each
year. Obtain the monthly statements, or combined statements if multiple cards are on one statement,
for the selected cards. Select the monthly statement or combined statement with the largest dollar
activity for each card (for a debit card, select the monthly bank statement with the largest dellar
amount of debit card purchases) and.

a) Report whether there is evidence that the monthly statement or combined statement and
supporting documentation was reviewed and approved, in writing, by someone other than the
authorized card holder.

For each card selected for testing, there were attributes indicating that someone other than the
authorized card holder reviewed and approved the monthly statements and supporting
documentation for the items selected for testing.

b) Report whether finance charges and/or late fees were assessed on the selected statements.
None cf the statements selected for testing contained finance charges and or late fees.

Using the monthly statements or combined statements selected under #15 above, obtain supporting
documentation for all transactions for each of the cards selected (i e each of the cards should have
one month of transactions subject to testing)

a) For each transaction, report whether the transaction is supported by:
» An origina! itemized receipt (i.e., identifies precisely what was purchased)
Exception. Two {2) charges on one credit card totaling $94 did not have a receipt.

Management’s Response. It is the Bureau's poficy for charges on all credit cards to have
receipts.

Documentation of the business/public purpose For meal charges, there should also be
documentation of the individuals participating.

Transactions tested documented the business/public purpose, except for the two receipts
previously mentioned. For meal charges, individuals participating were documented

» Other documentation that may be required by written policy (e g, purchase order, written
authorization.)

No other documentation is required by the Bureau's written credit card policy.

A\

b) For each transaction, compare the transaction's detail {nature of purchase, dollar amount of
purchase, supporting documentation) to the entity’s written purchasing/disbursement policies and
the Louisiana Public Bid Law {ie. transaction is a large or recurring purchase requiring the
solicitation of bids or quotes) and report any exceptions.

We compared each transaction tested to the agency's written policies and public bid law There
were no exceptions noted



c) For each transaction, compare the entity's documentation of the business/public purpose to the
requirements of Article 7, Section 14 of the Louisiana Constitution, which prohibits the loan,
pledge, or donation of funds, credit, property, or things of value, and report any exceptions (e.g.
cash advances or non-business purchases, regardless whether they are reimbursed) If the
nature of the transaction precludes or obscures a comparison to the requirements of Article 7,
Section 14, the practitioner should report the transaction as an exception.

The Bureau's documentation met the requirements of Article 7, Section 14.

Travel and Expense Reimbursement

17

18

19

Obtain from management a listing of all travel and related expense reimbursements, by person,
during the fiscal period or, alternately, obtain the general ledger and sortffilter for travel
reimbursements. Obtain management's representation that the listing or general ledger is complete.

Management provided the requested information along with management’s representation that the
listing is complete.

Obtain the entity's written policies related to travel and expense reimbursements. Compare the
amounts in the policies to the per diem and mileage rates established by the U.S. General Services
Administration (www.gsa.gov) and report any amounts that exceed GSA rates.

The Bureau's travel policy is to utilize a per diem rate on out of town travel. An exception can be
made for high—cost areas, which will be reimbursed as actual expenses. No reimbursements

exceeded the GSA rates

Using the listing or general ledger from #17 above, select the three persons who incurred the most
travel costs during the fiscal period. Obtain the expense reimbursement reports or prepaid expense
documentation of each selected person, including the supporting documentation, and choose the
largest travel expense for each person to review in detail. For each of the three travel expenses
selected-

a) Compare expense documentation to written policies and report whether each expense was
reimbursed or prepaid in accordance with written policy (e g, rates established for mea's,
mileage, lodging) If the entity does not have written policies, compare to the GSA rates (#18
above) and report each reimbursement that exceeded those rates.

The reimbursements selected were supperted with documentation in accordance with Bureau's
written policies.

b) Report whether each expense is supported by:

» An original itemized receipt that identifies precisely what was purchased. [Note: An expense
that is reimbursed based on an established per diem amount (e.g., meals) does not require
a receipt.]

Expenses selected for testing contained receipts listing precisely what was purchased.

» Documentation of the business/public purpose (Note For meal charges, there should also
be documentation of the individuals participating)
The business purpose was documented on each invoice selected for testing.

» Other documentation as may be required by written policy (e g, authorization for travel,

conference brochure, certificate of attendance)

No ather documentation required.


http://www.Qsa.qov

c)

d)

Compare the entity’'s documentation of the business/public purpose to the requirements of Articie
7, Section 14 of the Louisiana Constitution, which prohibits the loan, pledge, or donation of funds,
credit, property, or things of value, and report any exceptions {e g. hotel stays that extend beyond
conference periods or payment for the travel expenses of a spouse) If the nature of the
transaction precludes or obscures a compariseon to the requirements of Article 7, Section 14, the
practitioner should report the transaction as an exception.

The Bureau's documentation met the requirements of Article 7, Section 14.

Report whether each expense and related documentation was reviewed and approved, in writing,
by someone other than the person receiving reimbursement.

For the disbursements tested, the expense and related documentation was reviewed and
approved by someone other than the person who received the reimbursement.

Contracts

20. Obtain a listing of all contracts in effect during the fiscal pericd or, alternately, obtain the general
ledger and sortfilter for contract payments. Obtain management's representation that the listing or
general ledger is complete.

21,

Management provided the requested information, along with management's representation that the
listing is complete.

Using the listing above, select the five contract “vendors” that were paid the most money during the
fiscal period {excluding purchases on state contract and excluding payments to the practitioner).
Obtain the related contracts and paid invoices and:

a)

c)

Report whether there is a formalfwritten contract that supports the services arrangement and the
amount paid.

There were formal, written contracts supporting the services arrangement and the amounts paid
for the contracts selected for testing.

Compare each contract’s detail to the Louistana Public Bid Law or Procurement Code Report
whether each contract is subject to the Louisiana Public Bid Law or Procurement Code and:

¥ If yes, obtain/compare supporting contract documentation to legal requirements and repoit
whether the entity complied with all legal requirements (e.g., solicited quotes or bids,
advertisement, selected lowest bidder)

Not applicable.

iIf no, obtain supporting contract documentation and report whether the entity solicited
guotes as a best practice.

Exception. Quotes were not obtained for two of five contracts selected for testing.

Management's Response. The two contracts that did not obtain quotes were for two (2)
copy machine leases It 1Is management's policy to obtain quotes when feasible.

Y

Report whether the contract was amended If so, report the scope and dollar amount of the
amendment and whether the original contract terms cantemplated or provided for such an

amendment.



None of the contracts selected for testing were amended during the testing period

d) Select the largest payment from each of the contracts, obtain the supporting invoice, compare the
invoice to the contract terms, and report whether the invoice and related payment complied with
the terms and conditions of the contract.

The largest payment selected for testing from each of the five vendor contracts was supported by
invoices that agreed with the terms of the contract.

e) Obtain/review contract documentation and board minutes and report whether there s
documentation of board approval, if required by policy or law (e g Lawrason Act or Home Rule
Charter).

None of the contracts selected for testing required Board of Commissioners approval

Payroll and Personnel

22,

23.

24

Obtain a listing of employees (and elected officials, if applicable) with their related salaries, and obtain
management's representation that the listing is complete.

Management provided the requested information, along with management's representation that the
listing is complete.
Randomly select five employees/afficials, obtain ther personnel files, and:

a) Review compensation paid to each employee during the fiscal period and report whether
payments were made in strict accordance with the terms and conditions of the employment

contract or pay rate structure.
Payment was made in accordance with the terms of the approved pay rates.

b) Review changes made to hourly pay rates/salaries during the fiscal period and report whether
those changes were approved in writing and in accordance with written policy

Changes made to hourly pay rates/salaries during the fiscal period were approved in writing and
in accordance with the Bureau’s written policy.
Obtain attendance and leave records and randomly select one pay period in which leave has been
taken by at least one employee. Within that pay period, randomly select 25 employees/officials (or
randomly select one-third of employees/officials if the entity had less than 25 employees during the
fiscal period), and:

a) Report whether zll selected employees/officials documented their daily attendance and leave
{e.g., vacation, sick, compensatory).
For the transactions selected for testing, daily attendance and leave records were documented.

b) Report whether there is written documentation that supervisors approved, electronically or in
writing, the attendance and leave of the selected employees/ofticials

Transactions selected for testing contained evidence that supervisors approved the attendance
and leave of the selected employees.

¢} Report whether there is wntten documentation that the entity maintained written leave records
(e.g., hours earned, hours used, and balance availatle) on those selected employees/officials

that earn leave
For the transactions selected for testing, the Bureau maintained written leave records.

Obtain from management a fist of those employees/officials that terminated during the fiscal period
and management's representation that the kst is complete. If applicable, select the two largest
termination payments (e.g, vacation, sick, compensatory time) made during the fiscal peried and



25.

obtain the personnel files for the two employees/officials. Report whether the termination payments
were made in strict accordance with policy and/or contract and approved by management

Termination payments made were in strict accordance with the Bureau's palicy.

Obtain supporting documentation (e g cancelled checks, EFT documentation) relating to payroll
taxes and retirement contributions during the fiscal pericd. Report whether the employee and
employer portions of payroll taxes and retirement contributions, as well as the required reporting
forms, were submitted to the applicable agencies by the required deadlines

Employee and employer portions of payroll taxes and retirement contributions, as well as required
reporting forms, were submitted to the applicable agencies by the required deadlines.

Ethics (excluding nonprofits)

26.

27.

Using the five randomly selected employees/officials from procedure #22 under “Payroll and
Personnel” above, obtain ethics compliance documentation from management and report whether the
entity maintained documentation to demonstrate that required ethics training was completed.

The Bureau maintained documentation to demonstrate that required ethics training was completed

inquire of management whether any alleged ethics violations were reported to the entity during the
fiscal period. If applicable, review documentation that demcnstrates whether management
investigated alleged ethics violations, the corrective actions taken, and whether management’s
actions complied with the entity’s ethics policy. Report whether management received ailegations,
whether management investigated allegations received, and whether the allegations were addressed

in accordance with policy

There were nc alleged ethics violations reported to management.

Debt Service (excluding nonprofits)

28.

29.

30.

If debt was issued during the fiscal period, obtain supporting documentation from the entity, and
report whether State Bond Commission approval was obtained.

The Bureau did not issue any new debt during the current fiscal year.

If the entity had outstanding debt during the fiscal period, obtain supporting documentation from the
entity and repcrt whether the entity made scheduled debt service payments and maintained debt

reserves, as required by debt covenants

The Bureau made the scheduled debt service payments and maintained debt reserves as required by
debt covenants.

If the entity had tax millages relating to debt service, obtain supporting documentation and report
whether millage collections exceed debt service payments by more than 10% during the fiscal pericd
Also, report any millages that continue to be received for debt that has been paid off.

The Bureau does not have any tax millages relating to outstanding debt

Other

31

Inquire of management whether the entity had any misappropriations of public funds or assets If so,
obtainfreview supporting documentation and report whether the entity reported the misapprapriation
to the legislative auditor and the Bureau attorney of the parish in which the entity 1s domiciled

Management is not aware of any misappropriation of public funds or assets.
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32. Observe and report whether the entity has posted on its premises and website, the notice required by
R.S. 24:523.1. This notice (available for download or print at www.lla.la.aov/hotline) concerns the

reporting of misappropriation, fraud, waste, or abuse of public funds.
The Bureau has posted on its premises and website the notice required by R.S. 24:523.1.

33. If the practitioner observes or otherwise identifies any exceptions regarding management's
representations in the procedures above, report the nature of each exception.

We have not observed or identified any exceptions regarding management's representations in the
above procedures.

We were not engaged to and did not conduct an examination or review, the objective of which would be
the expression of an opinion or conclusion, respectively, on those C/C areas identified in the SAUPs
Accordingly, we do not express such an opinion or conclusion. Had we performed additional procedures,
other matters might have come to our attention that would have been reported to you.

The purpose of this report is solely to describe the scope of testing performed on those C/C areas
identified in the SAUPs, and the result of that testing, and not to provide an opinion on control or
compliance. Accordingly, this report is not suitable for any other purpose. Under Louisiana Revised
Statute 24:513, this report is distributed by the LLA as a public document.

(ke

Cook & Morehart
Certified Public Accountants
June 21, 2018
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