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Responsibilities of Management for the Financial Statements

Management 1s responsible for the preparation and farr presentation of the financial statements
in accordance with accounting principles generally accepted in the United States of America. and for
the design, implementation. and maintenance of mtemal control relevant to the preparation and fatr
presentation of financial statements that are free from material misstatement, whether due to fraud or
error.

In preparing the financial statements, management is requured to evaluate whether there are
conditions or events. constdered in the aggregate. that ratse substantial doubt about the Louistana
Appellate Project's ability to continue as a going concern within one vear after the date that the
financial statements are available to be ssued.

Auditor’s Responsibilities for the Audit of the Financial Statements

Our objectives are to obtain reasonable assurance about whether the financial statements as a
whole are free from matertal misstatement. whether due to fraud or error. and to tssue an auditor’s
report that includes our opinion. Reasonable assurance 15 a high level of assurance but 15 not absolute
assurance amd therefore 1s not a guarantee that an audit conducted m accordance with generally
accepted auditing standards will always detect a matenal musstatement when 1t exists, The risk of not
detecting a material misstatement resulting from fraud 1s higher than for one resulting from error. as
fraud may involve collusion, forgery. intentional omissions, nusrepresentations, or the override of
internal control. Misstatements are considered material if there 15 a substantial likelihood that,
tndividually or in the aggregate. they would influence the judgment made by a reasonable user based
on the financial statements,

In perfornung an audit in accordance with generally accepted auditing standards. we
¢ Exercise professional judgment and maintain professional skepticism throughout the audit.

o Identity and assess the risks of material nusstatement of the financial statements, whether
due to fraud or error, and design and perform audit procedures responsive to those risks.
Such procedures include exanuming, on a test basis, evidence regarding the amounts and
disclosures m the financial statements.

¢  Obtain an understanding of internal control relevant to the audit in order to design audit
procedures that are appropriate in the circumstances, but not for the purpese of expressing
an opimion on the effectiveness of the Louistana Appellate Project's intemal control.
Accordingly. no such opinton 1s expressed.

e FEvaluate the appropriateness of accountng policies used and the reasonableness of
signtficant accounting estimates made by management, as well as evaluate the overall
presentation of the financial statements.

e Conclude whether, in our judgment, there are conditions or events, considered 1 the
aggregate. that rase substantial doubt about the Lowsiana Appellate Project’s ability to
continue as a going concern for a reasonable period of time.
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THE LOUISIANA APPELLATE PROJECT
STATEMENTS OF FINANCIAL POSITION
JUNE 30, 2023 AND 2022

ASSETS
2023 2022
CURRENT ASSETS:
Cash $ 233977 h 209 884
Accounts recetvable 126,991 126991
Total current assets 360968 336,875
PROPERTY AND EQUIPMENT.
Computer equipment 4.462 4,462
Less. accumulated depreciation (4.462) (4.462)
Net property and equipment - -
TOTAL ASSETS $ 360,968 h 336.875
LIABILITIES AND NET ASSETS
CURRENT LIABILITIES:
Accounts payable $ 7000 % 6,669
Total Habilites 7.000 6.669
NET ASSETS:
Without donor restrictions 353968 330.206
Total net assets 353968 330.206
TOTAL LIABILITIES AND NET ASSETS $ 360.96% h 336,875

See accompanying notes.



THE LOUISIANA APPELLATE PROJECT
STATEMENTS OF ACTIVITIES
FTORTHE YEARS ENDED JUNE 30. 2023 AND 2022

2023 2022
REVENUES-
Contractual income $ 1.523.891 $ 1.523.905
Seminar icome 4,200 -
Interest income 1 2
Total revenue 1,528.092 1.523.907
EXPENSES:
Program services 1.490.443 1,430,750
Supporting services
Management and general 13.887 13.876
Total expenses 1.504.53 1.444 626
CHANGE IN NET ASSETS 23.762 79.281
Net assets - Beginming of year 330,206 250925
Net assets - End of year % 353968 % 330.206

See accompanying notes.
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Bank charpes
Contractual services
Isurance

Office

Other

Professional fees
Seminar

Storuge rent

Subscriptions

Total expenses

THE LOUISIANA APPELLATE PROJECT
STATEMENTS OF FUNCTIONAL EXPENSES
FOR THE YEARS ENDED JUNE 30, 2023 AND 2022

2023
Program Management Management

Services and General Total Total
) -5 313 313 240
1.389.125 - 1.389.125 1.343.250
10172 - 10,172 SA3z
3272 386 585K 1
- 741 741 s
- 12.673 12073 11,543
2.540 - 2.540 -
- 174 174 206N
83334 - 83334 79368
50 148043 5 13.887 1.504.330 1 H4.626

See accompanying notes.
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THE LOUISIANA APPELLATE PROJECT
STATEMENTS OF CASH FLOWS

FOR THE YEARS ENDED JUNE 30. 2023 AND 2022

CASH FLOWS FROM OPERATING ACTIVITIES:
Change 1n net assets $
Adjustments to reconcile change 1n net assets to
net cash tlows provided by operating activities:
{Increase) m accounts receivable
Increase 1n accounts payable

Net cash provided by operating activities
Net change 1n cash
Cash at beginning of vear
CASH AT END OF YEAR 5
SUPPLEMENTAL DISCLOSURES OF CASH FLOW INFORMATION:
Cash paul for

Interest S
Income taxes b

See accompanying notes.

2023 2022
23.762 79.281
- {268.571
331 320
24,093 51.030
24.093 51.030
209,884 158.854
233977 209 884




THE LOUISIANA APPELLATE PROJECT
NOTES TO FINANCIAL STATEMENTS
FOR THE YEARS ENDED JUNE 30, 2023 AND 2032

DESCRIPTION OF ORGANIZATION:

The Louisiana Appellate Project {(LAP) was formed as a 501(¢)(3) nonprofit law office on Apnil 1.
1996. It was the first program or agency established by The Louisiana Indigent Detender Board (now
Louistana Public Detender Board). The Lowstana Appellate Project provides appellate services tor
indigents on appeals of felony convictions in all Loutsiana distnets and also for felony grade delinquency
adjudications.

Appellate work mchudes work in the appellate courts of Lowsiana and. when appropniate, filing
writs to the Louisiana Supreme Court. It also mcludes cases appealed by the State. such as when a
court declares a statute unconstitutional.

Every district public defender office has contracted with LAP to supplement their staff with
these services. There is no cost to the district public defender. Almost all funding for LAP comes from
the Louwsiana Public Detender Board, with minor meome from the LAP annual seminar. By
concentrating appellate work across all five Louisiana Circust Courts to LAP attorneys, chient’s appeals
are handled by attorneys with the skills, experience. and time to focus on the unique needs of appellate
work. This amangement similarlv allows public detenders to fecus on tnal practice and their primary
duties.

1. SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES-

A summmary of LAP’s significant accounting policies applied in the preparation of the
accompanying financial statement follows:

Basis of Accounting and Financial Statement Presentation

The financial statements have been prepared using the accrual basis of accountmg 1n
accordance with accounting principles generally accepted in the United States of Amernica. Under
the accrual basis of accounting, revenues are recognized when earned and expenses are recognized
when incurred.

LAP 15 required to report mformation regarding its financial position and activities
aceording to two classes of net assets' net assets with donor restrictions and net assets without
denor restrictions. Revenues are reported as increases in net assets without donor restrictions
unless use of the related assets 1s limited by donor-imposed restrictions. Expenses are reported as
decreases 1n net assets without donor restrictions. Expiration of donor restrictions on net assets
are reported as reclassifications between the applicable classes of net assets, LAP only had net
assets without donor restrietions as of June 30. 2023 and 2022

The statement of activities presents expenses of LAP’s operations functionally between
program services and management and general. Those expenses which cannot be functionally
categorized are allocated benween tunctions based upon management’s estimate of usage
applicable to conducting those functions.



THE LOUISIANA APPELLATE PROJECT
NOTES TO FINANCIAL STATEMENTS
FOR THE YEARS ENDED JUNE 30, 2023 AND 2032

SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES . (Continued)

(Cash

For purposes of the Statement of Cash Flows, LAP considers cash tn banks and cash on
hand to be cash.

Property and Equipment

Property and equipment are recorded at cost or, m the case of donated property, at thewr
estimated fair value at the date of receipt. Depreciation is calculated by the straight-line method
over the estimated useful life of the assets. which 1s five years for the assets currently held.
Expenditures for repatrs and maintenance are charged to operating expenses as incurred.

LAP has a policy of capitalizing property and equipment with a cost greater than $1,000.
There was no depreciation expense dunng the years ended June 30. 2023 and 2022 as the assets

were fully depreciated.

Lise of Estimates

The preparation of financial statements m conformuity with accounting princtples generally
aceepted in the United States of America requires management to make estimates and assumptions
that affect the reported amounts of assets and Labihities and disclosure of contingent assets and
habilities at the date of the financial statements and the reported amounts of revenues and
expenses during the reporting period. Accordingly, actual results could ditfer from those estimates.

Income Tax

LAP 1s exempt from income taxes under Internal Revenue Code Section 501(c)(3}) as a
nonprofit organization and. accordingly, the financial statements do not reflect a provision for
meome taxes. LAP’s Federal Return of Organization Exemipt from Income Tax (Form 9901} for

2022, 2021 and 2020 are subject to exanunation by the IRS| generally for three years after filed.

Accounting for Uncertain Tax Positions under FASB ASC 740-10)

Accounting standards provide detailed guidance for the financial statement recognrtion.,
measurement. and disclosure of uncertain tax positions recognized in an enterprise’s financial
statements. Under these accounting standards. an entity 1s required to recognize the financial
statement 1mpact of a tax position when 1t is more hkely than not that the posttion will be
sustained upen examination. Management has evaluated the sigmificant tax positions against the
criteria established by these accounting standards and believes there are no such tax positions
requIring accounting recognition.

9
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THE LOUISIANA APPELLATE PROJECT
NOTES TO FINANCIAL STATEMENTS
FOR THE YEARS ENDED JUNE 30, 2023 AND 2032

SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES . (Continued)

Accounts Receivable

Accounts receivable consists of amounts due from funding under a contract with the
Lousiana Public Detender Board to support its operations. Management estimates that all are
collectible, and therefore there 1s no allowance for doubttul accounts.

Revenue Recoenition

Revenues are incurred through contract fees from the Louisiana Public Defender Board.
Revenue is recognized on a straight-line basis monthly over the one-vear contract period and
recognized as services are rendered each month. At June 30, 2023 and 2022, revenue from
contract fees was $1,523 891 and $1.523.905 respectively.

CONCENTRATIONS OF CREDIT RISK:

LAP mamtams 1ts cash balances at two financial mstitutions located within the State of
Loutsiana. Deposits are msured up to $250.000 per deposttor, per msured bank, for each
account of ownership. At June 30, 2023 and 2022, the bank balances were fully insured.

LIOUIDITY AND AVAILABITY OF FINANCIAL ASSETS:

LAP manages its Lquidity by operating within a prudent range of financial stability.
mamtaming adequate liquidity to fund near-term operations, and mamtaming sutficient reserves.

The following table reflects LAP’s financial assets as of the statements of financial
position date, reduced by amounts not available for general use because of contractual or donor-
tmposed restrictions within one vear of the statements of financial position date. Amounts
available include donor-restricted amounts that are available for general expenditures in the
following vear.

2023 2022

Financial assets, at year end:

Cash $ 233977 $ 209,884

Accounts receivable 126991 126,991
Total financial assets at vear end 360,965 336,875
Less: contractual or donor-imposed restrictions - -
Financial assets avatlable to meet cash needs
for general expenditures within one year $ 3600968 $ 336875

DATE OF MANAGEMENT'S REVIEW:

Management has evaluated subsequent events through December 15, 2023, which 1s the
date the financial statements were available to be 1ssued.

1Ly
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THE LOUISIANA APPELLATE PROJECT
SUPPLEMENTARY INFORMATION

SCHEDULE OF COMPENSATION. BENEFITS, AND OTHER PAYMENTS

TO AGENCY HEAD OR CHIEF EXECUTIVE OFFICER
FORTHE YEAR ENDED JUNE 30, 2023

Agency head name: Christopher Aberle, Executive Director

Purpose
Salary
Contract
Compensation

Costs for runmng oftice, including taxes, phones, fax, sottware,
mternet. computer, travel. CLE, office supplies, books ete.
Benefits - insurance
Benefits - retirement
Car allowance
Vehicle provided by government
Per diem
Reimbursements
Travel
Registration fees
Conference travel
Continuing professional education fees
Housing
Unveuchered expenses
Special meals

11

Amount

101,500

§ _101.500









THE LOUISIANA APPELLATE PROJECT
SUMMARY SCHEDULE OF FINDINGS
FOR THE YEAR ENDED JUNE 30, 2023

SUMMARY OF AUDITOR'S RESULTS:

1. The opiton issued on the financial statements of the Louisiana Appellate Project for the vear ended
June 30, 2023 was unmoditied.

12

Internal Control:
Significant deficiencies: none noted
Matertal weaknesses: none noted

3. Compliance and Other Matters:
Noncomphance material to financial statements. none noted

FINDINGS REQUIRED TO BE REPORTED UNDER GENERALLY ACCEPTED
GOVERNMENTAL AUDITING STANDARDS.

None noted.

SUMMARY OF PRIOR YEAR FINDINGS:

None noted.

14
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Board of Directors
Louistana Appellate Project and
Louisiana Legislative Auditor December |5, 2023

1) Written Policies and Procedures

A Obtain and inspect the entity’s written polictes and procedures and observe whether they address
each of the following categortes and subcategories if applicable to public tunds and the entity’s
operations.

1}

2)

6}

7)

9)

10)

1)

Budgeting, immchuding preparing, adopting, monttoring. and amendmg the budget.

Purchasing, including (1} how purchases are tnittated, (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 buds and price quotes.

Disbursements, including processing, reviewing. and approving.

Receipts/Collections. including receiving, recording, and preparing deposits. Also.
polictes and procedures should 1include management’s actions to deternune the
completeness of all collections for each type of revenue or agency fund additions (e.g.,
periodic confirmation with outside parties. reconctliation to utithty billing after cutoff
procedures. recencihation of traffic ticket number sequences. agency tund forfeiture
monies confinmation).

Payroll’Personnel inchuding (1) payroll processing. (2 reviewmg and approving time
and attendance records, including leave and overtime worked. and (3) approval process
tor emplovee rates of pay or approval and maintenance of pay rate schedules.

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

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

Credit Cards (and debit cards, fuel cards, purchase cards, if applicable). including (1)
how cards are to be confrolled, (2) allowable business uses. (3) documentation
requirements, (4) requured approvers of statements, and (5) monitoring card usage (e.g..
determuining the reasonableness of fuel card purchases).

Ethics. including (1) the prohibitions as defined 1n Louisiana Revised Statute (R.S)
42:1111-1121, {2) actions to be taken 1if an ethics violation takes place. (3) system to
monitor possible ethics violatons, and (4) a requirement that documentation is
mantamed to demonstrate that all employees and officials were notified of any changes
to the entity’s ethics policy.

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

Information Technology Disaster Recovery/Business Continnity, including (1)
tdentitication of critical data and frequency of data backups. (2) storage of backups in a

-



Board of Directors
Louistana Appellate Project and
Louisiana Legislative Auditor December |5, 2023

12)

separate physical location 1solated trom the network, (3) periedic testing/verification that
backups can be restored. (4) use of antivirus software on all systems, (5) timely
apphication of all available system and software patches/updates, and (6) identification of
personnel, processes, and tools needed to recover operations after a critical event.

Prevention of Sexual Harassment. including RS, 42:342-344 requirements for (1)
agency responstbilities and prohibittons, (2) annual employee training. and (3) annual
reporting.

Results: No findings noted as a result of applying the above agreed-upon procedures.

2) Board or Finance Committee

A

Obtain and mspect the board/finance commuittee minutes for the fiscal peniod, as well as the

board’s enabling legislation, charter, bylaws. or equivalent document tn effect during the fiscal
period, and

1)

4)

Observe that the board/finance committee met with a quorum at least monthly. or on a
frequency in accordance with the board’s enabling legislation, charter. bylaws. or other
equivalent document.

For those entities reporting on the governmental accounting model. observe whether the
minutes referenced or included monthly budget-to-actual comparisons on the general
fund, quarterly budget-to-actual. at & minimum, on proprietary funds. and seni-annual
budget- to-actual, at a minimum. on all special revenue funds. Alternainvely. for those
entitiey reporung on the not-for-profit accountmg model. observe that the minutes
referenced or included finuncial activine relating to public funds if those public funds
comprised more thun 10% of the entity's collections during rhe fiscul period.

For governmental entities, obtam the prior vear audit report and observe the unassigned
fund balance in the general fund. If the general fund had a negauve ending unassigned
fund balance m the prior year audit report. observe that the mmutes for at least one
meeting during the fiscal period referenced or included a tformal plan to elimnate the
negative unassigned tund balance in the general fund.

Observe whether the board/finance committee recerved written updates of the progress
of resolving audit finding(s), according to management’s corrective action plan at each
meeting until the findings are considered tully resolved.

Results: No findings noted as a result of applying the above agreed-upon procedures,



Board of Directors
Louistana Appellate Project and

Louisiana Legislative Auditor December |5, 2023

3) Bank Reconcilintions

A

Obtain a listing of entity bank accounts for the fiscal period from management and management’s
representation that the listing 1s complete.  Ask management to wlentify the entuty’s mam
operating account. Select the entity’s man operating account and randomly select 4 additional
accounts (or all accounts if less than 5). Randomly select one month from the fiscal period,
obtain and ispect the comesponding bank statement and reconciliation for each selected account,
and observe that:

1 Bank reconciliations mcelude evidence that they were prepared within 2 months of the
related statement closing date (e.g.. inttialed and dated or electronically logged):

) Bank reconciliations include written evidence that a member of management or a board
member who does not handle cash. post ledgers. or 1ssue checks has reviewed each bank
reconciliation (e.g., mittaled and dated. electronically loggedy: and

3) Management has documentation reflecting it has researched reconciling ttems that have
been outstanding for more than 12 months from the statement closing date. it applicable.

Results: No findings noted as a result of applying the above agreed-upen procedures.

4) Collections (excluding electronic funds transfers)

A

Obtain a histing of deposat sites for the fiscal period where deposits tor cash/checks/money orders
(cash) are prepared and management’s representation that the histing 1s complete. Randomly
select 5§ deposit sites (or all deposit sites 1f less than 5).

Results: We noted no findings as a result of applving the above agreed-upon procedures.

For each deposit site selected. obtain a listing of collection locations and management’s
representation that the listing 1s complete. Randomly select one collection location for each
depostt site (e.g.. 5 collection locations for 5 deposit sites), obtamn and 1nspect written pohicies
and procedures relating to employee job duties (if there are no written policies or procedures,
then inquire of emplovees about their job duties) at each collection location, and observe that job
duties are properlv segregated at each collection location such that

1} Employees responsible for cash collections do not share cash drawers/registers.

2) Each emplovee responsible for collecting cash s not alse responsible  for
preparing/making bank deposits, unless another employee/otticial 15 responsible for
reconctling collection documentation (e.g., pre-numbered receipts) to the deposit;

3) Each employee responsible for collecting cash ts not also responsible for posting
collection entries to the general ledger or subsidiary ledgers. unless another



Board of Directors
Louistana Appellate Project and

e

Louisiana Legislative Auditor December |5, 2023

emplovee’/ofticial 15 responsible for reconciling ledger postings to each other and to the
depesit: and

4) The employee(s) responsible for reconciling cash collections to the general ledger and/or
subsidiary Iedgers. by revenue source and/or agency tund additions, 1s (are) not also
responsible  for collecting cash, unless another employee/otficial verifies  the
reconciliation.

Results: No findings noted as a result of applying the above agreed-upon procedures,

Obtain from management a copy of the bond or insurance policy for thett covering all employees
who have access te cash. Observe that the bend or tnsurance policy for theft was in force during
the fiscal period.

Results: No findings noted as a result of applying the above agreed-upon procedures.

Randomly select two depostt dates for each of the 5 bank accounts selected for Bank
Reconciliations procedure #3A (select the next deposit date chronologically 1t no deposits were
made on the dates randomly selected and randomly select a depostt tf multiple deposits are made
on the same day). Alrernatively. the practitioner may use a source document other than bank
statements when selecning the depostt dates for testing. such as a cash collection log. dailv
reveriie report. receipt book, erc. Obtam supporting documentation for each of the 10 deposits
and:

1) Observe that receipts are sequentially pre-numbered.

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

3 Trace the deposit ship total to the actual deposit per the bank statement.

1) Observe that the depostt was made within one business day of receipt at the collection
location (within one week if the depesttory 18 more than 10 miles from the collection
location or the deposit is less than $100 and the cash 1s stored securely 1 a locked safe or
drawer).

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

Results: No findigs noted as a result of applying the above agreed-upon procedures.



Board of Directors
Louistana Appellate Project and

Louisiana Legislative Auditor December |5, 2023

5) Non-Payroll Disbarsements (excluding card purchases, travel reimbursements, and petty cash

purchases)

Obtain a histing of locations that process payments tor the fiscal perted and management’s
representation that the histing is complete. Randomly select 5 locations (or all locations if less
than 5).

Results: No tindings noted as a result of applytng the above agreed-upon procedures.

For each location selected under procedure #3A above. obtam a hisung of those employees
mvolved with non-payroll purchasing and payment tunctions.  Obtain written policies and
procedures relating to employee job duties (if the agency has no written policies and procedures,
then mquire of employees about their job duties). and observe that job duties are properly
segregated such that

1) At Jeast two employees are mvolved in mittatimg a purchase request. approving a
purchase. and placing an order or making the purchase:

2) At least two employees are involved in processing and approving payments to vendors;

3 The employee responsible for processmg payments 1s prohibited from adding/modifying
vendor files. unless another employee is responsible for pertodically reviewing changes
to vendor files;

4} Either the employee/otticial responsible for signing checks mails the payment or gives
the signed checks to an employee to mail who 1s not responsible for processing payments,
and

5) Only employees/officials authorized to sign checks approve the electronic disbursement

(release) of funds, whether through automated clearinghouse (ACH), electronic funds
transter (EFT ). wire transfer, or some other electronic means.

Results: No tindings noted as a result of applying the above agreed-upon procedures.

For each location selected under procedure #3A above, obtain the entity’s non-payroll
disbursement fransaction population (excluding cards and travel reimbursements) and obtam
management’s representation that the populatien 1s complete. Randomly select 5§ disbursements
tor each location. obtain supporting documentation for each transaction, and

1) Observe whether the disbursement. whether by paper or electronic means, matched the
related  origmal tenuzed invoice and supporting  documentation indicates  that
deliverables included on the invotce were recetved by the entity, and

2y Observe whether the disbursement documentation included evidence (e.g. imnaldate,
electronic loggmg) of segregation of duties tested under procedure #5B above, as
appheable,

6



Board of Directors
Louistana Appellate Project and

Louisiana Legislative Auditor December |5, 2023

Results: No tindings noted as a result of applytng the above agreed-upon procedures.

Using the entity’s main operating account and the month selected in Bank Reconcihations
precedure #3A, randomly select 5 non-payroll-related electronic disbursements (or all electronic
disbursements 1f less than 5) and observe that each electronic disbursement was (a) approved by
only those persons authorized to disburse funds (e.g., sign checks) per the entity’s policy, and (b)
approved by the required number of authorized signers per the entity’s policy. Note. If no
electronic payvments were made from the matn operating account during the month selected the
practitioner should select an alternative month and/or account for testing that does include
electrome disbursements.

Results: No findings noted as a result of applying the above agreed-upon procedures.

6) Credit Cards/Debit Cards/Fuel Cards/Purchase Cards (Cards)

e

Obtain from management a listing of all active credit cards, bank debit cards. fuel cards. and

purchase cards (cards) for the fiscal penod, including the card numbers and the names of the

persons who mamtamed possession of the cards. Obtain management’s representation that the
sHOE 15 CC :

Iisting 15 complete

Results: The Svystem does not have or ssue entity credit cards. bank debit cards, fuel cards. or
P-cards. therefore, these procedures are not applicable.

Using the histing prepared by management. randomly select 5 cards (or all cards if less than 5)
that were used during the fiscal period. Randomly select one monthly statement or combined
statement for each card (for a debit card. randomly select one monthly bank statement). Obtain
supporting documentation. and

1) Observe whether there is evidence that the monthly statement or combined statement and
supporting  Jdocumentation (e.g.. ongmal receipts for credivdebit card purchases,
exception reports for excessive fuel card usage) were reviewed and approved, i writing
(or electronically approved) by someone other than the authorized card helder (those
instances requiring such appreval that may constrain the legal authority of certain public
officials. such as the mayor ot a Lawrason Act municipality, should not be reported); and

2) Observe that finance charges and late fees were not assessed on the selected statements,

Results: The System does not have or issue entity credit cards, bank debit cards, fuel cards. or
P-cards. therefore. these procedures are not applicable.

Using the monthly statements or combined statements selected under procedure #7B above,
excluding fuel cards, randomly select 10 transactions (or all transactions 1f less than 10) from
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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 1t is supported by
{1y an origmal itemized receipt that tdentifies precisely what was purchased. (2) written
documentation of the business/public purpose. and (3) documentation of the individuals
participating m meals (for meal charges only). For nussing receipts, the pracutioner 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 s subject to
tnereased scrutiny.

Results: The System does net have or issue entity credit cards, bank debit cards, fuel cards, or
P-cards. therefore, these procedures are not applicable.

7) Travel and Travel-Reluted Expense Reimbursements (excluding card transactions)

A

Obtain from management a listing of all travel and travel-related expense reimbursements during
the fisecal peniod and management’s representation that the listing or general ledger is complete.
Randomly select 5 reimbursements and obtain the related expense reimbursement forms/prepaid
expense  documentation  of each selected reimbursement, as well as the supporting
documentation. For each of the 5 reimbursements selected

1) If reimbursed using a per diem. observe that the approved reimbursement rate is no more
than those rates established either by the State of Lowsiana or the U.S. General Services
Admmistration (Www, gsa,gov).

2) It reimbursed using actual costs, observe that the reimbursement is supported by an

original itemmzed receipt that identifies precisely what was purchased:

3 Observe that each remmbursement is supported by documentation of the business/public
purpose (for meal charges. observe that the documentation includes the names of those
individuals participating) and other documentation required by Written Policies and
Procedures procedure #1 A(vit): and

4) Observe that each remimbursement was reviewed and approved. in wrting, by someone
other than the person receiving reimbursement.

Results: No tindings noted as a result of applytng the above agreed-upon procedures.

8) Contracts

A.

Obtain from management a histing of all agreements’/contracts tor professional services, materials
and suppltes, leases. and construction activities that were mitiated or renewed during the fiscal
period. dlrernatively, the practitioner may use an equivalent selection source. such as an active
vendor list. Obtain management’s representation that the histing 1s complete. Randomly select

8



Board of Directors
Louistana Appellate Project and

Louisiana Legislative Auditor December |5, 2023

5 contracts (or all contracts tf less than 5) from the histing, excluding the practitioner’s contract,
and

1) Observe whether the contract was bid m accordance with the Louisiana Public Bid Law
te.g.. sohicited quotes or bids. advertised), if required by law;

2) Observe whether the contract was approved by the governing body board, if required by
policy or Iaw (e.g.. Lawrason Act. Home Rule Charter),

3) [t the contract was amended (e.g., change order), observe that the ortginal contract terms
previded tor such an amendment and that amendments were made in compliance with the
contract terms (e.g.. if approval 15 required for any amendment. the documented
approval); and

4) Randomly select one pavment from the fiscal peried for each of the 5 contracts, obtain
the supporting mnvotce. agree the invoice to the contract terms. and observe that the
invoice and related payment agreed to the terms and conditions of the contract.

Results: No findings noted as a result of applying the above agreed-upon procedures,

Y) Payroll und Personnel

A

Obtain a histing of employees and othicials employed during the fiscal period and management’s
representation that the listing 1s complete. Randomly select 5 emplovees or officials. obtain
related patd salaries and personnel files. and agree patd salaries to authorized salaries/pay rates
in the persomnel files.

Results: No findings noted as a result of applving the above agreed-upon procedures.

Randomly select one pay period during the fiscal period. For the 5 employees or officials
selected under procedure #9A above, obtain attendance records and leave documentation for the
pay period. and

1) Observe that all selected employees or otficials documented therr daitly attendance and
leave (e.g.. vacation, sick. compensatory),

2) Observe whether supervisors approved the attendance and leave of the selected
employees or officials:

3) Observe that any leave accrued or taken during the pay period is reflected in the entity’s
cumulative leave records; and

4) Observe the rate paid o the employees or officials agrees to the authorized salary/pay

rate found within the personnel file.

Results: No findings noted as a result of applying the above agreed-upon procedures,
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Obtain a histing of those employees or officials that recetved termination payments during the

fiscal pened and management’s representation that the list 1s complete. Randomly select two
employees or offtcials and obtain related documentation of the hours and pay rates used in
management’s termination payment calculations and the entity s policy on termination payments,
Agree the hours to the employee’s or otficial’s cumulative leave records, agree the pay rates o
the employee’s or official’s authorized pay rates m the employee’™s or official’s personnel files,
and agree the termination payment to entity policy.

Results: No tindings noted as a result of applytng the above agreed-upon procedures.

Obtain management’s representation that employer and employee portions of third-party payroll
related amounts (e.g.. pavroll taxes. retirement contributions, health msurance premiums,
garmshments. workers’ compensation premnuns, ete.) have been paid. and any associated forms
have been filed. by required deadlines.

Results: No tindings noted as a result of applytng the above agreed-upon procedures.

10) Ethics

A

Using the 5 randomly selected employeesiothicials from Payroll and Personnel procedure #9A
obtain ethics documentaton from management. and

1} Observe whether the documentation demenstrates that each employee/otticial completed
one hour of ethies tramming during the calendar year as required by R.S. 42:1170; and

2) Observe whether the entity matntains documentation which demonstrates that each
employee and official were notified of any changes to the entity’s ethies policy during
the fiscal pertod. as applicable.

Results: No findings noted as a result of applying the above agreed-upon procedures,

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

Results: No findings noted as a result of applying the above agreed-upon procedures,
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11) Debr Service
A. Obtain a histing of bonds/motes and other debt instruments 1ssued during the fiscal period and

management’s representation that the histing s complete. Select all debt instruments on the
histung, obtain supporting documentation, and observe that State Bond Commussion approval was
obtained for each debt instrument issued as required by Article VI, Section 8 of the Louistana
Constitution.

Results: No findings noted as a result of applying the above agreed-upon procedures.

Obtain a listing of bonds/notes outstanding at the end of the fiscal period and management’s
representation that the hsting 18 complete.  Randomly select one bond/mote, inspect debt
covenants, obtain 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 tunds required by the debt covenants).

Results: No findigs noted as a result of applying the above agreed-upon procedures.

12) Fraud Notice

A

Obtain a listing of misappropriations of public tunds and assets during the fiscal period and
management’s representation that the listing 1s complete.  Select all misappropriations on the
hsung, obtam  supporting  documentation, and observe that the entity reported the
misappropriation(s) to the legislative auditor and the district attorney of the parish in which the
entity s domiciled as required by RS 24-5323.

Results: No findings noted as a result of applying the above agreed-upon procedures.

Observe that the entity has posted. en its premises and website, the notice required by R.S.
24.523.1 concerning the reporting of nusappropriation, fraud, waste, or abuse of public funds.

Results: No findings noted as a result of applying the above agreed-upon procedures,

13) Information Technology Disaster Recovery/Business Continuity

A

Perform the tollowing procedures, verbally discuss the results with management, and report
“We performed the procedure and discussed the results with management.”

1) Obtain and mspect the entity's most recent documentation that it has backed up 1ts eritical
data (f there 15 no written documentation. then inquire of personnel responsible for
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backing up critical datay and observe evidence that such backup (2) occurred within the
past week, (b) was not stored on the gevernment’s local server or network. and (¢) was

encrypled.

2) Obtain and mspect the entity’s most recent documentation that 1t has tested/verified that
its backups can be restored (af there 1s no written documentation, then inquire of personnel
responstble for testmg/veritymg backup restoration) and observe evidence that the
test/verification was successtully performed within the past 3 months,

3) Obtain a histing of the entity’s computers currently in use and their related locations, and

management’s representation that the listing 18 complete. Randomlv select 5 computers
and observe while management demonstrates that the selected computers have current
and active antivirus software and that the operating system and accounting system
software 1n use are currently supported by the vendor.

Results: No findings noted as a result of applying the above agreed-upon procedures,

Randomly select 5 terminated emplovees (or all termunated emplovees if less than 5) using the
hist of termunated employees obtained 1n procedure #9C. Observe evidence that the selected
terminated employees have been remeved or disabled from the network.

Results: No tindings noted as a result of applytng the above agreed-upon procedures.

14) Prevention of Sexual Harassment

A

Using the 5 randomly selected employees/otficials from Payroll and Personnel procedure #9A,
obtain sexual harassment training documentation from management, and observe that the
documentation demonstrates ¢ach employee/otficial completed at least one hour of sexual
harassment training durning the calendar year as required by R.S. 42:343.

Results: No findings noted as a result of applying the above agreed-upon procedures.
Observe that the entuity has posted s sexual harassment policy and complant procedure on 1its

website {(or m a conspieuous location on the entity’s prenuses 1f the entity does not have a
website).

Results: No findings noted as a result of applying the above agreed-upon procedures.

Obtain the entity’s annual sexual harassment report for the current fiscal peried. observe that the
report was dated on or before February 1. and observe that the report includes the applicable
requirements of R.S. 42 344,

1} Number and percentage of public servants in the agency who have completed the training
requirements:
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