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¢} Credit Cards (and debir cards, fuel cards, P-Cards, if applicable). meluding (1) how cards are to
be controlled. (2) allowable business uses. (3) documentation requirements, (4) required
approvers of statements, and (3) monttoring card usage (e.p., deternnning the reasonableness of
fuel card purchases).

hy Travel and expense reimbursemeny including (1) allowable expenses, (2) dollar thresholds by
category of expense, (2) documentation requirements, (3) time-frame mn which requests must be
submitted and (4) required approvers.

1y Ethics, meluding (1) the prohibitions as defined in Louisiana Revised Statute 42:1111-1121.(2)
actions to be taken 1f an ethics violanon takes place, (3) system to monitor possible ethies
violations, (4) requirement that all emplovees annually attest through signature verification that
they have read the entity’s ethics policy.

1) Debt Service, including (1) debt 1ssuance approval. (2} continuing disclosure EMMA reporting

requirements. (3) debt reserve requirenients, and (4) debt service requirements.

ky Disaster Recovery/Business Continuity, mcluding (1) wdentification of enitical data and frequency
of data backups, (2) storage of hackups in a separate physical location 1solated from the network,
(3) periodic testing verification that backups can be restored. (4) use ot antivirus software on all
systems. (5) umely application of all available svstem and software patches‘updates, and (6)
identitication of personnel. processes, and tools needed to recover operations after a entical event.

Resulrs

We obtained the Commission’s policies and procedures from management. The Commission’s
written pohicies and procedures addressed the above categories that were applicable to the
Orgamzation. No exceptions noted.

Annual Fiscal Report (AFR)

2

Obtain the financial statements from the AFR submutted to the Division of Admustration’s (DOA)
Ofhee of Statewide Reporting and Accounting Policy for the current and prior periods. Perform
analvtical procedures comparing current and prior period amounts, by line item. Report any variances
of 10%o or greater for line items that are 10 or more of the respectine total assets’deferred outtlows
of resources, liabilites deferred inflows of resources, net position, revenues, or expenses. and
management’s explanation of the vanance.

Resules

We obtamned the current vear and prior year AFRs from management. We performed analvtical
procedures and noted 2 99% decrease in eash and cash equivalents due to an increase in current year
expenses; a [00% merease in receivables due to delayed payments from the State tfor 2023-2024
funding; 2 47% decrease in unrestricted net position due to expenditures exceeding revenue mn the
current vear: and a 74% increase m expenditures due to more events held in the Haistorie District in
the current year.

Board Meetings / Minutes

"

Obtain and inspect the board minutes for the fiscal period. as well as the board’s enabling legislation,
charter, bylaws, or equivalent document in eftect during the tiscal penod. and:

ay Observe that the board met with a quorum at least monthly, or on a frequency m accordance with
the Board’s enabling legislation. charter. bylaws, or other equivalent document.
b) Observe that the minutes referenced or included monthiy budget-to-actual comparisons.

"]
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10.

11

Randomly select 5 deposit dates for each of the bank accounts iselect the next deposit date
chronologically if no deposits were made on the dates randomly selected and randomly select a
deposit 1if multiple deposits are made on the same dav). Alrernately, the practitioner may use a source
document other than bank starements when selecting the deposit dures for testing, such as a cash
collection Ing, dailv revenue report, receipt book, ¢tc Obtain supporting documentation for each of
the 5§ deposits for each bank account and:

a} Trace sequentially pre-numbered receipts, system reports. and other related collection
documentation to the deposat ship.

b) Trace the deposit slip total to the actual deposit per the bank statement.

¢} Observe that the deposit was made within one busmess day of receipt at the collection lovation
(within one week 1f the depository 15 more than 10 miles from the eollection location or the
deposit 1s less than $100).

d) Trace the actual deposit per the bank statement to the general ledger.

Obtain and mspect written policies and procedures (if no wntten policies and procedures, inquire to
management) and observe that there 1s a process performed 1o detenmune completeness of all
collections, including electrome transfers, for each revenue source (e.g. periodic contirmantion with
outside parties. reconciliation of receipt number sequences, reasonableness of cash collections based
on heenses issued) by a person who 1s not responsible for collections.

For licensing hoards, obtain a hist of initial and renewal licenses granted during the penod trom
management and management’s representation that the hsting 1s complete.  Randomly select 10
individual applicants trom the listing and obtain the supporting documentation (e.g. application. copy
of check) from management and.

a)  Observe that the fee pmd for license was the appropriate fee based on the apphcable tee schedule
established by the board or statute.

b} If a penalty was assessed (e.g. late fee). observe that the penalty was assessed and collected in
accordance with the board’s policies.

For heensiny boards, obtain and mspect the board’s wntten policies and procedures for granting

licenses (1f no wntten policies and procedures, inquire to management)y and observe that there is a

process performed to ensure ficensees meet the heensure requirements established by the board or

statute, as appheable. For the 10 individual applicants selected m the previous step that were granted

mitial or renewal licenses during the period, request the supporting documentation {e.g. licensee file)

from management and.

a} Observe that the board followed the established process to issue or renew the license.

b Observe the documentation contains evidence that the licensee meets or continues to meet (1f
renewal) the licensure requirements established by the hoard or statute, as applicable.

¢} Observe that the hicense was granted or approved by the board or the designated board
member(s). as applicable.

For levee districts, obtain independent confimmation of the tax amounts received from the appropriate
parish Shenif's otfices. Observe that the confinned amount agrees to the amount deposited by levee
district.




Results

We reviewed the Comimission’s policy relatmyg to receipts collections. The Commussion receives
deposits from the State of Louisiana for sales tax dedications. All other deposits are related to interest
income. We reviewed support for the 5 deposits without exception.

Non-Pavroll Disbursements (excluding card purchases/paynients, travel reimbursements, and
petty cash purchases)

12, Obtain a listing of those employees involved with non-payroll purchasmyg and payment functions.

13

Obtain written policies and procedures relating to emplovee job duties (if the agency has no written
policies and procedures, mquire of employees about their job duties), and observe that job duties are
properly segregated such that.

ay At least two employees are involy ed m mitiating a purchase request, approving a purchase, and
placing an order'making the purchase

b) At least two employees are involved m processing and approving payments to vendors.

¢) The employee responsible for processing payvments s prohibited from adding’‘modifying vendor
files, unless another employee 1s responsible tor periodically reviewing changes to vendor files

d) Either the employee official responsible tor signing checks mails the payment or gives the signed
checks 1o an emplovee to mail who 1s not responsible for processing pavments.

Obtain the entity’s non-payroll disbursement transaction population {excluding cards and travel
reimbursements which are addressed in separate sections below) and obtain management’s
representation that the population 1s complete. Randomly select 5 dishursements, ebtain supporting
documentation (e.g. purchase requisition. invoices, receipts, receiving ships) for each transaction and-

a) Observe that the disbursement matched the related original invoice billing statement.
b) Observe that the disbursement documentation included evidence (e.g.. imnal-date. electrome
logging) of segregation of duties tested under #11. as applicable.

Results

We reviewed the Commuission’s policy relatmy to disbursements. We observed that each of the (5)
disbursements matched the related ongmal invoree. There 1s no evidence {e.g. matial date. electrome
logaing) of approval on four of the five disbursements selected for testing.

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

14. Obtain from management a hsting of all active credit cards, bank debit cards. fuel cards, and P-cards

(cards) tor the fiscal penod. including the card numbers and the names of the persons who maimntamed
possession of the cards. Obtamn management’s representation that the listing 1s complete. Randomly

select 2 monthly statements or combined statements for each card (for a debut card. randomly select 2
monthly bank statements), obtain supporting documentation, and:

a) Observe that there 1s evidence that the monthlv statement or combined statement and supporting
documentation (e.g.. onginal receipts for eredit’debit card purchases. exception reports for
excessive fuel card usage) was reviewed and approved, in writing. by someone other than the
authorized card holder.

b} Observe that finance charges and late fees were not assessed on the selected statements,







Results

We obtained all contracts m effect during the fiscal year and observed that the contracts were
approved by the goverming board. There were no contract amendments for the contracts selected for
testing. We observed that the mvotce for each of the three contracts matched the contract terms and
conditions of the contract No exceptions noted.

Payroll and Personnel

1%

19.

Obtaimn a listing of emplovees employved during the fiscal pertod. and management’s representation
that the hsting 1s complete. Randomly select 5 employees (or select all emplovees if less than 53,
obtain related paid salaries and personnel files, and agree paid salaries to authorized salanes pay rates
in the personnel files.

Randomly select 2 pay periods during the fiscal period. For the 3 employees officials selected under
£17 above, obtam attendance records and leave documentation for the pay period. and:

a)  Observe that all selected employees-otficials documented their duily attendance and leave (e.y.,
vacation, sick, compensatory).

b) Observe that supervisors appror ed the attendance and leave of the selected employees.

¢) Observe that any leave accrued or taken during the pay pernod 1s reflecied in the entity’s
cumulative leave records.

20. Obtain a listing of those employees/officials that recerved termination payments during the fiscal
penod and management’s representation that the hist 1s complete. Randomly select 2 employees,
obtain related documentation of the hours and pay rates used 1n management’s termination payment
calculations, agree the hours to the emplovees’ cumulate leave records, and agree the pay rates to the
emplovees” authorized pay rates in the emplovees’ personnel files.

21. Obtain management’s representation that employer and employee portions of payroll taxes,
refirement contributions, health insurance premiums, and workers’ compensation premiums have
been paid. and assoviated forms have been filed, by required deadhnes.

Results
Not applicable. The Commission does not have any employees.

Ethics

22, Using the 5 randomly selected employees from procedure £17 under “Payroll and Personnel”™ above,
obtamn ethics documentation from management, and:

a)  Observe that the documentation demonstrates each employee completed one hour of ethies
training durning the fiscal period.

b) Observe that the documentation demonstrates each employee attested through signature
verification that he or she has read the entity’s ethies policy during the fiscal period.

23, Obtan a listing of board members trom management. Randomly select 5 board members and observe

documentation to demonstrate that required amual ethaes tramning was completed.




Results

We obtained the histimg of board members from management. We randomliy selected 5 board
members and observed documentatuon that the required annual ethics training was completed No
exceptions noted.

Budget

24

26.

Obtam 2 copy of the legally adopted budget, including all amendments, and the board munutes.
Observe the minutes contam approval of the budget and amendments.

. Compare the total revenues and total expenditures of the final budget to actual total revenues and total

expenditures on the financial statements or AFR. Report variances of 10% or greater.

Inquire of management whether the entity has updated its budget mformation m the DOA’s bourds
and commissions database referred to i #3 above for the current fiscal period {1.¢. penod covered in
these procedures). Access the online database and obtain the budget information for the current fiscal
period. Report any dufferences between the budget information contamed in the database agrees to the
budget adopted by the entity’s board

Results

The ongmal budget was approv ed and adopted by the board members and 1s properly documented

within the board meeting nunutes. No amendments were made to the budget during the fiscal vear
ending June 30. 2024, Comparison of total revenues and expenditures of the final budget to actual

total revenues and expenditures noted no vartances greater than 10%. The Commission updated the
budget mtonmation in the DOA’s boards and commission’s database,

Diebt Service

7

7. Obtamn a listing of bonds notes 1ssued duning the fiseal period and management’s representation that

the listing 15 complete. Select all bonds:notes on the listing, obtain supporting documentation. and
observe that State Bond Commission approval was obtained for each bond-/note issued.

. Obtain a histing of bonds notes outstanding at the end of the fiseal period and management’s

representation that the listing 1s complete. Randomly select one bond note, inspect debt covenants.
obtam supporting documentation tor the reserve balance and payments, and agree actual reserve
balances and payments to those required by debt covenants (including contingeney funds, short-lived
asset funds, or other funds required by the debt covenants).

Results
Not applicable. The Commussion issued no debt obligations during the current fiscal vear nor did the
Commnussion have any outstanding at June 30, 2024,

Sexual Harassment

29.

3,

Obtain and mspect the entity’s wntten sexual harassment poheies and procedures and observe that
they address all requirements of RS, 42:342-344, including agency respaonsibilities and prohibitions:
annual employee training: and annual reporting requirements.

Obtain a listing of employees board members employed during the fiseal period and management’s
representation that the listing 1s complete. Randomly select 5 employees-board members. obtain










Natchitoches Historic District Development Commission
Schedule of Exceptions
For the Year Ended June 30, 2024

Results

The following 1s a summary of exceptions noted withmn the agreed-upon procedures report for the penod
of July 1. 2023 - June 30, 2024:

Non-Payroll Disbursements
There 1s no evidence (e.g. inttial date. electronic logeing) of approval on tour of the five disbursements
selected for testing.

Managemeni's Response
Checks require 2 board member signatures. As a result. all transactions are approved m writing by
someone other than the person who mitiated the purchase.

Sexual Harassment
The Commussion did not submut an annual sexual harassment report for 2023 as required by R.S. 425344,

Management’s Response
Gomyg forward. management will complete and subit an annual sexual harassment report for the fiscal
pertod as required by RS, 42 344,




Natchitoches Historic District Development Commission
Summary Schedule of Prior Year Exceptions
For the Year Ended June 30, 2024

The followmng 1s a summary of exceptions noted within the agreed-upon procedwres report for the period
of Julv 1, 2022 — June 30, 2023

Board Meetings/Minures

The Commuission did not upload the minutes for the fiscal vear to the DOA’s boards and conumission’s
database. There was no board meeting held in December 2023 The minutes did not reference or mclude
monthly budget-to-aetual comparisons

Updare This exception has been addressed 1n the current fiscal year.

Bank Reconciliations
There 15 no evidence that a member of management or board member reviewed each bank reconcilation.

Updare This exception has been addressed 1n the current fiscal year.

Non-Payroll Disbursements
There 1s no evidence (e.g. imtial date, electronic logging) of approval on the five disbursements selected
for testing.

Update: This exception has not been addressed and s noted as a current vear finding.

Budget

Actual expenses were under budget by 48%. No amendments were made during the fiscal year ending
June 30, 2023, The 2023 budgetary information contained in DOA™s boards and commuission’s database
does not agree to the budget adopted by the Comnussion’s board.

Updare This exception has been addressed in the current fiscal year.

Sexual Harassment

Two ot the five board members selected for testing did not complete the annual sexual harassment
training. The Conussion did not submt an annual sexual harassment report for the fiscal period as

required by RS, 42.344.

L'ppdare: This exception has been partially addressed and 1s noted as a current year finding.
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