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EMPLOYEES' RETIREMENT SYSTEM OF THE CITY OF BATON ROUGE
AND PARISH OF EAST BATON ROUGE

AGREED-UPON PROCEDURES PERFORMED AND ASSOCIATED FINDINGS

FOR THE YEAR ENDED DECEMBER 31, 2025

SCHEDULE A
The procedures performed and the results thereof are set forth below. The procedure is stated first, followed
by the resuits of the procedure presented in italics. If the item being subjected to the procedures is positively

identified or present, then the results will read "“no exception noted” or for step 13 “we peirformed the
procedure and discussed the resufts with management”. If not, then a description of the exception ensues.

1) Written Policies and Procedures

A. Obtain and inspect the entity’s written policies and procedures and observe whether they address each
of the following categories and subcategornes (if applicable to public funds and the entity's operations}:

i Budgeting. including preparing, adopting. monitoring, and amending the budget.
No exception noted.

i 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.

No exception noted.

i Disbursements, including processing, reviewing, and approving
No exception noted.

v Receipts/Collections, including receiving, recording, and preparing deposits. Also, policies and
procedures should include management's actions to determine the completeness of ali collections
for each type of revenue or agency fund additions (e.g., periodic confirmation with outside parties,
reconciliation to utiity biling after cutoff procedures, reconciliation of traffic ticket number
sequences, agency fund forfeiture monies confirmation).

No exception noted.

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

No exception noted.

vi. Contracting, including (1) types of services requiring written contracts, (2) standard terms and
conditions, {3} legal review, {4) approvai process, and {5) monitoring process.

No exception noted.

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

No exception noted.
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C. Using the monthly statements or combined statements selected under procedure #68 above, excluding

7)

fuel cards, randomiy select 10 transactions {or ali transactions if less than 10) from each statement,
and obtain supporting documentation for the transactions (e.g., each card should have 10 transactions
subject to inspection). For each transaction, observe that it is supported by (1) an original itemized
receipt that identifies precisely what was purchased, (2} written documeniation of the business/public
purpose, and (3) documentation of the individuals participating in meals (for meal charges only). For
missing receipts, the practitioner should describe the nature of the transaction and observe whether
management had a compensating control to address missing receipts, such as a "missing receipt
statement” that is subject to increased scrutiny.

We randomly selected 10 transactions from each statement and obtained supporting documentation
for the transactions. For each transaction, observed that it was supported by (1) an original itemized
receipt that identified precisely what was purchased. (2) written documentation of the business/public
purpose. and {3} documentation of the individuals participating in meals (for meal charges only}. No
exceptions noted.

Using the list of terminated employees obtained in Payroll and Personnel procedure #9C identify those
individuals who had access to cards and randomly select 5 terminated employees (or all terminated
employees with card access if less than 5) from this population. Observe evidence that the cards have
heen deactivated for these terminated employees. In cases where a card is shared by multiple users,
obtain evidence that the terminated employees’ authorization has been removed.

This is not applicable. See step 9A.

Travel and Travel-Related Expense Reimbursements (excluding card transactions)

Obtain from management a listing of all travel and travel-related expense reimbursements during the
fiscal period and management's representation that the listing or general ledger is complete. Randomly
select 5 reimbursements and oblain the related expense reimbursement forms/prepaid expense
documentation of each selected reimbursement, as well as the supporting documentation. For each of
the & reimbursements selected:

The listing of travel and lravel-related expense reimbursements was provided for the fiscal period. No
exceptions were noted as a result of performing this procedure.

From the listing provided, we randomly selected 5 reimbursements and performed the procedures
below.

If reimbursed using a per diem, observe that the approved reimbursement rate is no more than
those rates established either by the State of Louisiana (doa.la.gov/doa/ost/ppm-49-travel-guide/}
or the U.S. General Services Administration (www.gsa.gov),

No exception noted.

If reimbursed using actual costs, observe that the reimbursement is supported by an original
itermized receipt that identifies precisely what was purchased;

No exception noted.
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Obtain management's representation that empioyer and employee portions of third-party payroll related
amounts (e.g., payroll taxes, retirement contributions, health insurance premiums, garnishments,
workers' compensation premiums} have been paid, and any associated forms have been filed, by
required deadlines.

This is not applicable. See step 9A.

Ethics

A

B.

11)

Using the & randomiy selected employees/officials from pracedure “Payroll and Personnel” procedure
#9A. above obtain ethics documentation from management, and

Observe whether the documentation demonstrates that each employee/official completed one hour
of ethics training during the calendar year as required by R.S. 42:1170; and

This is not applicable. See step 9A.

Observe whether the entity maintains documentation which demonstrates that each employee and
official were notified of any changes to the entity's ethics palicy during the fiscal period, as
applicable.

This is not applicable. See step 9A.

Inquire and/or observe whether the agency has appointed an ethics designee as required by R.S.
42:1170.

No exception noted.

Debt Service

A.

Obtain 2 listing of bonds/notes and other debt instruments issued during the fiscal period
and management’s representation that the listing is complete. Select all debt instruments
on the listing, obtain supporting documentation, and observe that State Bond Commission
approval was cobtained for each debt instrument issued as required by Article VII, Section
8 of the Louisiana Constitution.

This is not applicable. See comments at step 1Ax.

Obtain a listing of bonds/notes outstanding at the end of the fiscal period and management's
representation that the listing is complete. Randomly select one bondinote, inspect debt covenants,
abtain supporting documentation for the reserve balance and payments, and agree actual reserve
balances and payments to those required by debt covenants (including contingency funds, short-lived
asset funds, or other funds required by the debt covenants).

This is not applicable. See comments at step 1Ax.
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