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EXECUTIVE SUMMARY 
 
 

Improper Credit Card Usage 
 
 From September 2014 through April 2016, St. Tammany Parish Recreation District No. 4 
(District) staff used the District’s office-issued credit card to incur charges totaling $59,449.  Of 
this amount, auditors found 162 charges totaling $27,136 that lacked appropriate documentation 
to demonstrate the public purpose of the charges.  In addition, from November 2014 to 
November 2015, auditors found three instances totaling $1,463 where District Director Anthony 
Andre used the District’s credit card to make personal purchases.  Purchases with no business 
purpose may be a violation of the Louisiana Constitution and state law.   In addition, because the 
District failed to maintain documentation supporting the expenditure of public funds, District 
management may have violated state law. 
 

District Failed to Document and Deposit Cash 
 

District records indicate that from September 15, 2014 to December 4, 2015, District 
employees including Mr. Andre and Office Secretary Nikki Williams converted District funds 
totaling $2,800 to cash through bank withdrawals, cashed checks, and a credit card cash advance.  
According to Mr. Andre, the majority of these transactions were made to provide start-up cash 
for gate fees at District facilities.  However, the District could not provide documentation 
demonstrating when and where these funds were used as start-up cash, and there was no 
evidence to indicate that the start-up cash and gate fee revenues were deposited into the District’s 
bank account.  By failing to maintain documentation supporting the use of public funds and 
failing to deposit public funds in a timely manner, District management may have violated state 
law. 

 
No Documentation for Travel Advances and Mileage Reimbursements 

 
From August 2014 through March 2016, the District issued payments totaling $4,417 for 

travel expenses without documentation, such as expense reports or receipts to support the public 
purpose of the payments.  This amount included travel advances issued to District employees 
totaling $2,302 and mileage reimbursements issued to Mr. Andre totaling $2,115.  By failing to 
maintain documentation to support travel expenses, District management may have violated state 
law.  Further, the failure of District employees to account for travel advances and reimburse the 
unused portion of travel advances may have resulted in illegal donations and/or loans, which are 
prohibited by the Louisiana Constitution and state law. 
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Director Paid for Days Off Not Recorded in Leave Records 
 

 From August 2014 to April 2016, the District paid Mr. Andre for at least six days off for 
which he did not request leave.  In addition, Mr. Andre did not complete time sheets to account 
for his time worked and the District failed to maintain records to indicate that Mr. Andre accrued 
and used leave.  By allowing Mr. Andre paid time off that was not recorded in leave records, 
District management may have violated the Louisiana Constitution, which prohibits the donation 
of funds, and state law. 
 

Other Internal Control Observations and Recommendations 
 

Based on our assessment of internal controls, we identified the need for improvement in 
the following areas: overall Board governance and management; ethics; financial management; 
credit cards; contracting for services; payroll; capital assets; and records.  We developed 
recommendations to strengthen controls, implement good business practices, and ensure 
compliance with Louisiana laws in these areas.  Furthermore, these recommendations will help 
the Board and staff guard against the recurrence of such issues as described above. 
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BACKGROUND AND METHODOLOGY 
 

 
St. Tammany Parish Recreation District No. 4 (District) was created by an ordinance of 

the St. Tammany Parish Police Jury on August 6, 1981, in accordance with Louisiana Revised 
Statute (La. R.S.) 33:4564.  The District is governed by a board of seven commissioners who are 
qualified voters and residents of the District.  The commissioners are appointed by members of 
the St. Tammany Parish Council.  Each commissioner serves a four-year term.  Pursuant to La. 
R.S. 33:4563, the District’s purpose is to own and operate playgrounds and other facilities and to 
engage in activities which would promote recreation and the general health and well-being of 
youths. 
 

The Louisiana Legislative Auditor received complaints concerning the personal use of 
District equipment and funds.  This audit was initiated to determine the validity of those 
complaints.  The procedures performed during this audit included: 
 

(1) interviewing District employees; 
 
(2) interviewing other persons, as appropriate; 

 
(3) examining selected District documents and records; 

 
(4) gathering and examining external parties’ documents and records; and 

 
(5) reviewing applicable state laws and regulations. 
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FINDINGS AND RECOMMENDATIONS 
 

 
Improper Credit Card Usage 

 
 From September 2014 through April 2016, St. Tammany Parish Recreation District 
No. 4 (District) staff used the District’s office-issued credit card to incur charges totaling 
$59,449.  Of this amount, auditors found 162 charges totaling $27,136 that lacked 
appropriate documentation to demonstrate the public purpose of the charges.  In addition, 
from November 2014 to November 2015, auditors found three instances totaling $1,463 
where District Director Anthony Andre used the District’s credit card to make personal 
purchases.  Purchases with no business purpose may be a violation of the Louisiana 
Constitution1 and state law. 2,3,4,5,6  In addition, because the District failed to maintain 
documentation supporting the expenditure of public funds, District management may have 
violated state law.7 
 

Since November 2014, the District has had several credit cards primarily used by the 
Director and the District’s maintenance department.  Currently, the District has one credit card 
that is maintained at the District office.  Although the District does not have written policies and 
procedures regarding the use of credit cards, Mr. Andre and Office Secretary Nikki Williams 
indicated that they review credit card statements and receipts on a monthly basis to verify the 
public purpose of each credit card charge.  However, during our review, we noted that the 
District did not have documentation to support several credit card charges.  Additionally, it 
appears that members of the District Board of Commissioners (Board) were not aware of the 
purchases made using the District’s credit cards.  Moreover, several Board members stated that 
they were unaware that the District had any credit cards.  

 
Personal Charges 

 
From November 11, 2014 to November 17, 2015, records indicate that Mr. Andre 

incurred at least three personal charges totaling $1,463, including: 
 
 On November 11, 2014, Mr. Andre charged $891 to repair his personal vehicle 

while in Daytona Beach, Florida.  Mr. Andre acknowledged that this charge had 
no public purpose.  Mr. Andre then stated that he already reimbursed the District 
for the $891.  However, our review of the District’s records failed to turn up any 
evidence that Mr. Andre reimbursed the District.  In response to this audit report, 
the District provided documentation to indicate that Mr. Andre reimbursed the 
District for this credit card charge on December 18, 2014.  However, we reviewed 
the support for the corresponding deposit and found that it included District 
revenues from other sources including ad valorem proceeds received from the  
St. Tammany Parish Sheriff’s Office and basketball registration fees.  

 On September 16, 2015, Mr. Andre charged $272 to purchase a muscle massager 
while attending a conference in Las Vegas, Nevada.  On April 28, 2016,  
Mr. Andre stated that this equipment was to be used by the District, but that it was 
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not located at any of the District facilities.  On May 16, 2016, Ms. Williams 
confirmed that Mr. Andre had brought the muscle massager to the District office. 

 On November 17, 2015, Mr. Andre charged $300 to purchase NCAA Final Four 
(Basketball) tickets for a District employee while both were attending a training 
conference in Houston, Texas.  Although Mr. Andre stated this purchase had a 
public purpose, District Board members were not made aware of this purchase, 
and several stated that they would not have approved of this transaction.  

In Opinion 92-597, the Louisiana Attorney General opined that the use of a public credit 
card for personal expenses is only permissible if the official or employee is in extraordinary 
circumstances, is given authority by the public entity, and reimburses the public entity as soon as 
possible after the charges are made and before the receipt of the bill.  Routine use of a public 
entity’s credit card is not permissible.   

 
Credit Card Purchases Lacking Documentation 
  

In addition to the personal charges described above, we noted that the District failed to 
maintain adequate documentation for credit card purchases.  Records indicate that from 
September 2014 to April 2016, Mr. Andre and other District employees used District credit cards 
to incur charges totaling $59,449.  However, during our audit we found that the District did not 
have adequate documentation, such as detailed receipts, to support 162 charges, or 46% of the 
total transactions, totaling $27,136.  Since District management failed to maintain documentation 
for credit card purchases, we could not determine the business purpose, necessity, or 
reasonableness of the purchases, or if the purchases benefited the District.  Because the District 
failed to maintain documentation supporting the expenditure of public funds, District 
management may have violated the Louisiana Constitution,1 which prohibits the donation of 
public funds, and state law.7 

 
Conclusion 
 
 From September 2014 to April 2016, District employees used District credit cards to 
incur charges totaling $59,449.  Of this amount, auditors found 162 charges totaling $27,136 that 
lacked the appropriate documentation to demonstrate the public purpose of the charges.  In 
addition, the District paid for three personal charges totaling $1,463 incurred by Mr. Andre.  By 
failing to maintain adequate documentation to support the expenditure of public funds, District 
management may have violated state law.7  Further, by using public funds for personal 
purchases, Mr. Andre may have violated the Louisiana Constitution1 and state law.2,3,4,5,6 
 
Recommendations 

 
We recommend the District adopt detailed policies and purchasing procedures for the use 

of credit cards.  These policies should provide guidance for the business use of credit cards and 
the supporting documentation expected to be maintained, and should require: 

 
(1) a listing of all active credit cards and who has the cards at all times; 
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(2) documentation of the business purpose for the expenditure; 
 

(3) itemized receipts for meals, as well as a list of people attending the meals; 
 
(4) timely submission and retention of original receipts.  Receipts should be 

submitted before the monthly statement arrives and in time to adequately review 
the propriety of the expenditure;   

 
(5) review of monthly statements for reasonableness and compliance with policy 

before payment is made.  Any exceptions or noncompliance issues should be 
immediately investigated and resolved; and 

 
(6) disciplinary action for noncompliance with the policy. 

 
District Failed to Document and Deposit Cash 

 
District records indicate that from September 15, 2014 to December 4, 2015, District 

employees including Mr. Andre and Ms. Williams converted District funds totaling $2,800 
to cash through bank withdrawals, cashed checks, and a credit card cash advance.  
According to Mr. Andre, the majority of these transactions were made to provide start-up 
cash for gate fees at District facilities.  However, the District could not provide 
documentation demonstrating when and where these funds were used as start-up cash, and 
there was no evidence to indicate that the start-up cash and gate fee revenues were 
deposited into the District’s bank account.  By failing to maintain documentation 
supporting the use of public funds and failing to deposit public funds in a timely manner, 
District management may have violated state law.7,8 
 

The District hosts sporting events at its facilities for which the public is charged entrance 
fees to attend.  The District has no written policies and procedures regarding cash handling.  
However, we were told that the general practice employed by the District is to place start-up cash 
inside a cash box which is then provided to an employee or volunteer who collects the entrance 
fees at these events.  The employee or volunteer records the amount of start-up funds in the cash 
box as well as the amount of funds collected during the event on a Sports Admission Gate form.  
At the conclusion of each event, the cash is counted by another District employee and reconciled 
to the amount recorded on the Sports Admission Gate form.  According to Ms. Williams, there is 
no procedure for depositing the start-up funds and gate fee revenues.  She stated that sometimes 
all funds (start-up cash and gate revenues) were maintained inside the cash box until the next 
event or deposited at a later date.  

 
From September 15, 2014 through December 4, 2015, Mr. Andre and Ms. Williams 

converted District funds totaling $2,800 to cash.  These transactions included the following: 
 
 From September 15, 2014 to October 10, 2014, Mr. Andre made three bank 

withdrawals totaling $1,100; 

 from December 4, 2014 to December 4, 2015, Mr. Andre and Ms. Williams 
cashed four checks totaling $1,200; and  



St. Tammany Parish Recreation District No. 4 Findings and Recommendations 
 

8 

 on May 22, 2015, Mr. Andre received a cash advance in the amount of $500 from 
the District credit card.  

District accounting records indicate that these transactions were made for “gate fees.”  
Mr. Andre stated that the purpose of obtaining cash was for start-up money for the gate during 
baseball, basketball, and football games.  Mr. Andre stated that the District usually obtains $200 
in cash to make change at the gate.   

 
The District could not provide documentation demonstrating when and where these funds 

were used as start-up cash, and there was no evidence to indicate that the start-up cash and gate 
fee revenues were deposited into the District’s bank account.  For each of these transactions, the 
District could not provide Sports Admission Gate forms, and there were no corresponding bank 
deposits to account for the start-up cash or cash collected at the gate.  For example, District 
records indicate that Mr. Andre cashed a check in the amount of $300 on December 4, 2015, for 
basketball gate fees.  There was no corresponding Sports Admission Gate form for this 
transaction, and according to District bank and accounting records, no gate fee revenue was 
deposited until 40 days later when gate receipts totaling $99 were deposited on January 13, 2016.  
Mr. Andre explained that the District currently does not have written policies and procedures or 
maintain documentation to account for cash transactions or gate fees and added that the District 
should have done a better job of keeping records.  By failing to maintain documentation 
supporting the use of public funds and failing to deposit public funds in a timely manner, District 
management may have violated state law.7,8   

 
During our audit, we asked District Board members to review checks to cash (which they 

had signed) and indicate the purpose of the checks.  Although Board members stated they did not 
authorize cash transactions, two Board members indicated that they had signed blank checks 
(checks with no payee listed) for the District and that the checks made payable to “Cash” were 
likely signed as blank checks.  Ms. Williams confirmed that she had asked Board members to 
sign blank checks.  She stated that she would have the Board members sign blank checks if she 
knew they were going to be out of town when their signatures would be needed.  
 
Recommendations 

 
We recommend that the District: 
 
(1) seek legal counsel regarding recovery of all District funds paid which were either 

not used or for which no documentation was submitted describing the expense;  
 

(2) discontinue the practice of making District checks payable to “Cash.”  Checks to 
“Cash” represent a poor business practice because the checks do not identify the 
payee, which reduces accountability;  

 
(3) immediately cease signing blank checks; and 

 
(4) establish a petty cash fund for the use of cash funds, and document written 

policies and procedures for the use of the cash from this fund.  These policies and 
procedures should require that the custodian of the petty cash fund prepare a 
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schedule of the disbursements, tracking the cash funds from initial 
request/purpose for cash, through the final deposit of the funds. 

 
No Documentation for Travel Advances and Mileage Reimbursements 

 
From August 2014 through March 2016, the District issued payments totaling 

$4,417 for travel expenses without documentation, such as expense reports or receipts to 
support the public purpose of the payments.  This amount included travel advances issued 
to District employees totaling $2,302 and mileage reimbursements issued to Mr. Andre 
totaling $2,115.  By failing to maintain documentation to support travel expenses, District 
management may have violated state law.7  Further, the failure of District employees to 
account for travel advances and reimburse the unused portion of travel advances may have 
resulted in illegal donations and/or loans which are prohibited by the Louisiana 
Constitution1 and state law.3,4,5,6 

 
Undocumented Travel Advances 
 

Records indicate that, from April 2015 to March 2016, the District issued four travel 
advance payments totaling $2,302 to District employees.  This amount included three travel 
advances issued to Mr. Andre totaling $1,602 and one travel advance issued to former 
Maintenance Supervisor Daryl Fugate in the amount of $700.  During our review of District 
records, we noted that Mr. Andre and Mr. Fugate used District credit cards to pay a majority of 
their travel expenses (e.g., airfare, lodging, meals).  According to District records, neither  
Mr. Andre nor Mr. Fugate completed expense reports nor provided receipts to document the use 
of these funds.  The trips for which Mr. Andre and Mr. Fugate received travel advances are 
described below: 

 
(1) Mr. Andre attended a conference in Indianapolis, Indiana, from April 2, 2015 

through April 6, 2015, and used District funds totaling for $1,770 for his travel 
expenses, including hotel accommodations, flights, meals, and conference 
registration fees.  In addition, Mr. Andre received a $500 travel advance on  
April 1, 2015.  However, Mr. Andre did not complete an expense report and did 
not provide receipts to account for the use of his travel advance.  Further, the 
District could not provide documentation to indicate that Mr. Andre returned any 
portion of this travel advance.  

 
(2) According to credit card records, Mr. Andre attended a conference in Las Vegas, 

Nevada, from September 14, 2015 to September 18, 2015, and used District funds 
totaling $3,265A for his travel expenses, including hotel accommodations, flights, 
taxi services, meals, and conference registration fees.  District accounting and 
credit card records indicate that Mr. Andre received a $502 credit card cash 
advance for this trip on August 14, 2015 (one month before his departure to Las 
Vegas, Nevada).  Mr. Andre did not provide any receipts to document the use of 

                                                 
A This amount includes $272 for the purchase of a muscle massager which was also discussed in a previous finding 
(See Improper Credit Card Usage). 
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these funds and the District could not provide documentation to indicate that  
Mr. Andre returned any portion of this travel advance. 

 
(3) Mr. Fugate attended a conference in West Virginia during January 2016.  There 

was no documentation to indicate Mr. Fugate’s dates of travel; however, District 
funds totaling $925 were used for his travel expenses, including hotel 
accommodations, flights, taxi services, and conference registration fees.  In 
addition, Mr. Fugate received a travel advance in the amount of $700 on  
January 26, 2016, for which there was no documentation to support the use of the 
travel advance.  According to District records, Mr. Fugate’s employment was 
terminated the following month (February 2016), and the District withheld $700 
from his final payroll check on February 26, 2016.   

 
(4) From March 31, 2016 to April 5, 2016, Mr. Andre attended a conference in 

Houston, Texas.  District records indicate that funds totaling $1,535 were used for 
Mr. Andre’s travel expenses, including hotel accommodations, taxi services, 
parking, meals, and conference registration fees.  These records further indicate 
that Mr. Andre received a travel advance in the amount of $600 on March 29, 
2016, for which there is no documentation to support the use of the funds nor 
repayment of the unused portion. 

 
According to Ms. Williams, travel advances are used for “spending money” and to pay 

for expenses not paid for using the District’s credit card.  She added that the District does not 
maintain documentation to show how these funds were spent, or if the unused portion of the 
funds were returned to the District.  Mr. Andre stated that he has paid back the unused portions 
of the travel advances but could not provide documentation showing repayment of these funds 
back to the District.  Mr. Andre also stated that he should have maintained better records of 
receipts and may not have turned in some receipts for expenses he incurred while traveling.  He 
added that the District “needs to be better” at maintaining documentation for travel expenses.   

 
In response to this report, the District provided receipts totaling $439 for expenses that 

appear to have been incurred during the travel periods described above.  However, the District 
did not provide documentation to show how the remaining funds were spent nor repayment of 
the unused portion. 

 
Undocumented Mileage Reimbursements 

 
The District reimburses employees for mileage incurred using their personal vehicles 

while on official business.  According to Mr. Andre and Ms. Williams, District employees are 
required complete a mileage log and include their beginning and ending mileage.  Mileage logs 
should then be submitted to the District director for approval.  The office secretary then 
calculates the mileage reimbursement based on mileage incurred and the state’s mileage rate at 
the time of the expense.   

 
During the period of our audit, records indicate that Mr. Andre received 11 mileage 

reimbursement payments totaling $2,115, for which there were no mileage logs or other 
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documentation to support the purpose of the payments.  Ms. Williams stated that Mr. Andre 
maintains his mileage logs in his personal vehicle.  However, Mr. Andre stated that his mileage 
logs are maintained in the District’s office.  Neither Ms. Williams nor Mr. Andre could provide 
auditors with mileage logs to support the mileage reimbursements issued to Mr. Andre.  After the 
completion of our audit, the District provided Mr. Andre’s mileage logs, which document eight 
mileage reimbursements totaling $1,840.  However, we noted that the mileage logs do not clearly 
indicate the origination and destination of each trip.  Further, a majority of Mr. Andre’s mileage 
entries do not provide the business purpose for the travel.   
 
Conclusion 
 

From August 2014 through March 2016, the District issued payments totaling $4,417 for 
travel expenses without documentation such as expense reports or receipts to support the public 
purpose of the payments.  This amount included travel advances issued to District employees 
totaling $2,302 and mileage reimbursements issued to Mr. Andre totaling $2,115.  By failing to 
maintain documentation to support travel expenses, District management may have violated state 
law.7  Further, the failure of District employees to account for travel advances and reimburse the 
unused portion of travel advances may have resulted in illegal donations and/or loans which are 
prohibited by the Louisiana Constitution1 and state law.3,4,5,6 
 
Recommendations 
 
 We recommend the District develop comprehensive written travel policies that clearly 
identify allowable expenses, approval procedures, payment methods, and documentation 
requirements.  These policies should also require the timely (within 30 days of the end of the 
trip) reimbursement of unused travel funds along with the submission of documentation such as 
completed travel vouchers with detailed receipts to support the public purpose for which these 
funds were used.  We also recommend the District adopt detailed policies and procedures for use 
of personal vehicles.  These policies and procedures should require mileage logs to be 
maintained which demonstrate the purpose for the travel, the destination, and the miles traveled. 
 

Director Paid for Days Off Not Recorded in Leave Records 
 

From August 2014 to April 2016, the District paid Mr. Andre for at least six days off 
for which he did not request leave.  In addition, Mr. Andre did not complete time sheets to 
account for his time worked, and the District failed to maintain records to indicate that  
Mr. Andre accrued and used leave.  By allowing Mr. Andre paid time off that was not 
recorded in leave records, District management may have violated the Louisiana 
Constitution,1 which prohibits the donation of funds, and state law.5  

 
Vacation and sick leave benefits are accumulated and intended to compensate full-time 

employees during periods when they take a vacation or have illness.  Employees who earn/ 
receive leave benefits are generally required to work full-time hours (usually 40 per week).  
Since Mr. Andre is a full-time, salaried employee who receives the benefits provided to full-time 
employees who work a full-time schedule, it is reasonable that Mr. Andre would be subject to the 
same rule and also work a full-time schedule for the District.  However, the District has not 
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maintained any record of hours worked by Mr. Andre and has not maintained a record of leave 
accrued and taken by Mr. Andre.   

   
Because the District did not require Mr. Andre to complete time sheets and did not 

maintain records of leave accrued and taken, it does not appear that Mr. Andre was entitled to 
leave benefits.  However, we found that from August 29, 2014 to December 22, 2015, Mr. Andre 
completed leave slips for a total of 17 days of sick and annual leave.  We compared these leave 
records to District debit/credit card records indicating that Mr. Andre spent a total of 23 
weekdays out of state on personal business.  As a result, it appears that Mr. Andre was paid for 
six days off for which he did not request leave.   

 
For example, credit card records indicate that Mr. Andre’s personal vehicle was repaired 

in Daytona Beach, Florida, on Tuesday, November 11, 2014 (see previous finding Improper 
Credit Card Usage).  Although Mr. Andre received his full salary for this pay-period, he does 
not appear to have submitted a leave slip for this day.  Mr. Andre confirmed that he was on 
vacation in Daytona Beach, Florida, on November 11, 2014, while his personal vehicle was 
repaired.  Mr. Andre confirmed that he was on vacation for the remaining seven days in question, 
but indicated that there should be leave slips for all of the vacation and sick days that he has 
taken.  The District could not provide any documentation to support leave taken by Mr. Andre 
for these days.  By allowing Mr. Andre paid time off that was not recorded in leave records, 
District management may have violated the Louisiana Constitution1 and state law.5      

 
Recommendations 

 
We recommend that District management formally adopt detailed written policies and 

procedures for employee benefits pertaining to leave.  These policies and procedures should 
require all employees to complete time sheets and require District management to maintain 
records to support the amount of leave accrued and taken by each employee.  We further 
recommend that District management consult with legal counsel regarding any necessary 
adjustments to leave records or the recovery of funds paid to the District director for days off 
which were not recorded in his leave records. 
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OTHER INTERNAL CONTROL OBSERVATIONS 
AND RECOMMENDATIONS 

 

 
Overall Board Governance and Management 

 
 We observed that the District Board and staff did not have clearly-defined responsibilities 
to ensure the District is operating as effectively and efficiently as possible.  To assist the District 
in evaluating the differing roles, responsibilities, and authority of the Board and staff, we make 
the following recommendations: 
 

1. The Board, in coordination with the director, should review the issues presented 
in a May 2014 contracted mediator report and should consider implementing the 
recommendations provided in that report.  The report addresses the following five 
sections: 
 

 General discussion of nonprofit/public board membership, 

 General discussion of Board conflict resolution principles, 

 Summary of investigation and findings, 

 Recommendations for improved Board relations, and 

 Recommendations for improved Board/staff relations. 

 Many of the issues discussed and recommendations presented in the mediation 
 report are similar to those we present throughout this report.  Therefore, 
 implementing recommendations presented in both reports should strengthen 
 Board and staff relations and operations. 

 
Also, the Board and staff should review the Parish’s Manual for St. Tammany 
Parish Boards and Commissions, when it becomes available, to obtain guidance 
on developing and implementing effective management systems and tools. 

 
2. The Board, in coordination with the director, should develop a mission statement 

that provides a clear purpose of the organization.  They should also develop goals, 
objectives, and performance indicators.  Such information will help the Board and 
staff understand the intended direction of the organization and will help guide the 
day-to-day operations of the District.  The Board should ensure that the staff 
measure progress towards their goals and objectives and that periodic discussion 
takes place at Board meetings regarding the direction of the District and related 
performance issues. 
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3. The Board should ensure that bylaws and policies and procedures are developed 
and implemented that clearly establish the roles and responsibilities of Board 
members and the director.  The bylaws and policies and procedures should clearly 
define, assign, and limit authorities and responsibilities of Board members, as 
well as those of management.  In doing so, the Board should work with  
St. Tammany Parish Government to discuss examples/best practices of how roles 
and responsibilities should be clearly defined.  We concur with the Parish’s 
conclusion that the role of the Board is to act in a legislative capacity, performing 
such functions as creating policy, approving budgets, levying taxes, and 
nominating officers.  The role of the director is to carry out the District’s policies, 
performing such functions as creating a budget for approval; creating schedules; 
and hiring, firing, and training employees. 

 
When roles are clearly defined, communicated, understood, and agreed upon, 
conflict between the Board and the staff will be lessened.  We stress the 
importance of the Board and staff working together to develop policies and 
procedures that will not impede day-to-day operations but will serve as guidance 
to make operations run more smoothly and effectively. 

 
4. The Board should develop a comprehensive “code of conduct” for Board 

members and staff.  The Board should ensure that this code, as well as all bylaws 
and policies and procedures, is shared with and available to all staff.  The code of 
conduct should be a commitment to integrity and ethical values and should be 
practiced every day by all in the organization. 

 
5. Once policies and procedures have been developed and implemented, the Board 

should provide the director with periodic guidance expressing its intentions (e.g., 
detailed instructions) for the overall direction of the District.  The director should 
then update policies and procedures (if necessary) to ensure there is effective 
guidance in addressing all critical areas of fiscal and programmatic operations.  
The director should consult the Board while updating the policies and procedures 
and should bring them before the Board for approval or acceptance.  Again, we 
stress that the Board and staff work together to ensure that the most effective 
policies and procedures are maintained and implemented.  District officials should 
refer to our website at www.lla.la.gov/auditresources/bestpractices for assistance 
with developing policies and procedures and should address the following areas in 
their policies and procedures:   

 
 Board and Director/Management Roles including specific 

responsibilities of Board members and the director; 

 Budgeting including procedures for preparing, adopting, 
monitoring, and amending budgets; 

 Financial Reporting including the nature, extent, and frequency of 
providing financial statements/information to the Board; 

http://www.lla.la.gov/auditresources/bestpractices
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 Contracts including approval and initiation procedures; monitoring 
procedures to ensure that services received comply with terms and 
conditions; and requirements related to communication between 
staff and Board members of contract approval, progress, and 
completion; 

 Payroll and Personnel including processing, reviewing, and 
approving time/attendance records; 

 Capital Assets including recording, tagging, inventorying, and 
safeguarding assets; 

 Collections including billing, receiving, recording, and preparing 
bank deposits for all revenue (e.g., revenue from the facility rental 
and usage and sports registration); 

 Facility Rental and Usage including agreed-upon rental fees and 
prohibited/allowable uses; 

 Procurement/Purchasing Process including how purchases are 
initiated and approved and checks and balances to ensure 
compliance with the public bid law; 

 Credit Cards including prohibited uses, documentation needed to 
support purchases, review/approval processes, and processes 
related to loss and cancellation of cards; 

 Travel including allowable expenditures and reimbursements; 
documentation needed to confirm appropriateness of expenses; and 
review and approval of reimbursement requests; 

 Disbursements/Expenditures including processing, reviewing, and 
approving; 

 Computer Operations including backing up and storing computer 
files, general controls for the computer system, and a disaster 
recovery/business continuity plan; 

 Retention of Public Records including compliance with La. R.S. 
44:411, which provides that a records retention schedule be 
prepared and submitted to the Louisiana Secretary of State’s Office 
(state archivist) for approval; 

 Public Meetings including compliance with all Open Meetings 
Laws; and  
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 Ethics including prohibited activities (e.g., nepotism) and requiring 
that an annual certification letter be signed by management and 
staff attesting to their compliance with the ethics policy. 

6. The Board should develop and implement a process that helps ensure compliance 
with the code of conduct, bylaws, and policies and procedures.  Such a process 
may include all officials and staff signing an annual form promising to comply 
with all ethical, fiscal, and programmatic requirements of the District.  Doing so 
would help the Board ensure that the District is operated in an effective, efficient, 
and ethical manner.  This process could also include the requirement that Board 
members and staff complete training that addresses effective working 
relationships and effective management.  The Legislative Auditor’s office 
recently initiated The Center for Local Government Excellence, and the classes 
could be valuable to staff and the Board. 

 
7. The Board should promote and maintain an environment where the Board 

provides oversight while the director and staff carry out the daily activities to 
accomplish District objectives.  It is important that an environment/relationship be 
established that does not impede the director and staff’s ability to carry out the 
day-to-day operations of the District.  In addition, the environment should 
facilitate the director and staff providing Board members with accurate, complete, 
and timely information so that the Board can carry out its legislative/oversight, 
fiduciary, and programmatic responsibilities.  This environment can be achieved 
by Board members and management making the commitment to work together 
and maintain professional decorum at all times for the betterment of the District.  
Communication is a key element of forming a successful working environment. 

 
8. The director, in coordination with the Board, should establish formal written job 

descriptions for each position and have a copy in each employee’s personnel 
folder.  All personnel, including the director, should have a formal annual 
evaluation, and a copy of the evaluation should be filed in his/her personnel file.  
This will allow the director and Board to more clearly assess the effectiveness of 
staff and provide training and/or disciplinary strategies in a timely manner. 

 
9. The Board, in coordination with the director, should establish and implement 

formal requirements to help ensure that only the most qualified staff are hired and 
retained.  Requirements should address areas such as criminal background checks; 
specific criteria that would exclude an applicant from employment opportunities; 
ongoing training; and disciplinary measures. 
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Ethics 
 
 We observed that improvements could be made to the District’s ethics policies and 
practices.  To assist the District in promoting an ethical work environment for Board members 
and staff, we make the following recommendations: 
 

1. The existing ethics policy should be updated to require all District officials and 
staff to receive annual ethics training in accordance with state law La. R.S. 
42:1170, and documentation of such training should be maintained at the District 
office.  This policy should be made available to all officials and staff and should 
be discussed thoroughly with them. 

 
2. All Board members and staff should sign an annual written certification letter 

confirming that they understand and will abide by the District’s ethics policy, as 
well as all other policies, procedures, and bylaws.  Signed confirmation letters 
should be maintained by the director at the District office. 

 
3. All District Board members and staff should consider reviewing additional ethics-

related materials to further strengthen ethical controls.  For example, the 
Louisiana Municipal Association’s website provides additional guidance related 
to state and local ethics. 

 
Financial Management 

 
 Effective financial management is necessary to maintain the fiscal health and longevity of 
the District.  Although District officials insist that they passed a fiscal year 2015 budget, staff 
was not able to provide us with a formal adopted budget document.  A Board member ultimately 
provided us with the official budget, but it had not been adopted by resolution as required by the 
Local Government Budget Act (LGBA).  In addition, the budget document that we were 
provided did not conform with all requirements of the LGBA as presented in La. R.S. 
39:1305(C)(2)(a).  Further, the staff informed us that the Board had not adopted a fiscal year 
2016 budget as of February 24, 2016, nearly two months after the start of the fiscal year. 
 
 Finally, officials informed us that the budget and related financial information is regularly 
discussed in Board meetings.  We did see some fiscal discussion in the 2014 minutes we 
reviewed; however, we could not locate evidence for all meetings in 2014 and 2015, as minutes 
were not prepared for all meetings.  To assist the District in promoting effective financial 
management, we make the following recommendations: 
 

1. The Board should ensure that the annual budget is adopted in an open meeting 
before the end of the prior fiscal year as required by La. R.S. 39:1309(A).  The 
adoption of the budget should be recorded in the minutes of the Board.  Without a 
comprehensive budget passed in a timely manner, it will be very difficult to make 
sound fiscal decisions when carrying out the operations of the District;  

 



St. Tammany Parish Recreation District No. 4 Other Internal Control Observations 
 and Recommendations 
 

18 

2. The District should examine its budgeting process to ensure that enough time is 
allowed for the development, advertising, debate, and passage of the budget by 
legally-established deadlines.  Using a budget calendar may help by providing a 
timeline for the implementation of budget requirements/deadlines; 

 
3. The District should resolve the audit finding in the fiscal year 2014 annual audit 

by ensuring that the budget is amended in compliance with La. R.S. 39:1310-
1311.  That is, when revenues fail to meet projection by 5% or expenditures 
exceed projections by 5%; 

 
4. The District should ensure that the budget includes all elements required by the 

LGBA to promote transparency and to develop a tool that can be used for 
effective fiscal management.  These elements should include the following: 

 
 Adoption instrument (resolution/ordinance); 

 Signed budget message that contains a summary description of the 
proposed financial plan and discussion of the most important 
features;  

 A statement for the general fund showing: 

 Estimated fund balances at the beginning of the year; 

 Estimates of all receipts and revenues to be received; 

 Revenues itemized by source; 

 Recommended expenditures itemized by agency, 
 department, function, and character; 

 Other financing sources by source and use; and 

 Estimated fund balance at the end of the fiscal year; 

 A clearly presented, side-by-side detailed comparison of such 
information for the current year, including: 

 Fund balances at the beginning of the year; 

 Year-to-date actual receipts and revenues received and 
 estimates of all receipts and revenues to be received the 
 remainder of the year;  

 Estimated and actual revenues itemized by source;  
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 Year-to-date actual expenditures and estimates of all 
 expenditures to be made the remainder of the year itemized 
 by agency, department, function, and character;  

 Other financing sources and uses by source and use, both 
 year-to-date actual and estimates for the remainder of the 
 year; 

 Year-to-date actual and estimated fund balances as of the 
 end of the fiscal year; and 

 The percentage change for each item of information. 

5. The District should ensure that new/potential projects and spending limits are 
discussed and finalized during the budgeting process.  The Board should 
communicate its expectations related to these approved projects to the director.  
He should then be allowed to carry out the intentions of the Board in compliance 
with the Public Bid Law, related policies and procedures, and the approved 
budget.  The director should keep the Board briefed on the status of projects 
approved during the budgeting process, including money spent, remaining funds 
available, and status of project completion. 

 
6. The District should ensure that the director presents accurate and complete 

financial information at monthly Board meetings and that such information is 
discussed thoroughly.  Also, these financial presentations and discussions should 
be documented in the meeting minutes.  The director should present and the 
Board should discuss, at a minimum, the following information: 

 
 Income statement, including a comparison of actual and projected 

revenues and expenditures compared to the budget; 

 Balance sheet; 

 Accounts payable and receivable aging schedules; 

 Analysis of budget variance and recommendations for corrective 
action; 

 Related performance data (e.g., program participant levels). 

7. Visit our website (www.lla.la.gov) to access such tools as our local government 
budget template and the frequently-asked questions documents on the LGBA. 
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Credit Cards 
 

 Without the existence of strong controls, the use of credit cards poses significant risks of 
fraud and abuse for local government entities.  We reviewed all credit card statements for 
January 1, 2015 through December 31, 2015, and found several control weaknesses that should 
be addressed by the District. 
 
 When we requested a listing of cards and documentation to support purchases, the staff 
had difficulty providing us with all requested documentation in a timely manner.  This was partly 
a result of disorganized record keeping.  The District had to ultimately work with its bank to 
obtain Visa card statements, and we had to contact Capital One to obtain MasterCard statements.  
Also, there were no detailed itemized receipts attached to statements, and the business purpose of 
the purchases was not always documented.  Furthermore, we identified questionable charges on 
the cards, such as cash advances and in-town meals.  Finally, we identified finance charges and 
late fees, as credit card bills were not paid in their entirety or were not paid on time.   
 
 To assist the District in strengthening controls over its credit cards, we make the 
following recommendations: 
 

1. The District should review the need for credit cards and only keep those that are 
critically necessary for effective and efficient conduct of District business; 

 
2. If cards are kept, the District should ensure only cards that require no annual fees 

are used;  
 

3. The District should develop written policies and procedures that provide for:  
 

 Allowable and prohibited uses of cards; 

 Documentation required to support purchases (e.g., detailed 
itemized receipt with identified business/public purpose of 
purchase); and  

 Required review of monthly statements for reasonableness and 
compliance with policy before payment is made.  Any exceptions 
or noncompliance issues should be immediately investigated and 
resolved. 

4. The practice of making cash advances on the credit cards should be discontinued 
and prohibited; 

 
5. The District should require credit card files/records to be maintained in an 

organized manner and include: 
 

 A listing of all active cards and who has the cards at all times; 
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 Itemized detailed receipts of purchases indicating business 
purpose, persons making purchases, and those participating in 
purchases; 

 A record of all card statements; and  

 Extensive details related to loss of cards, replacement, and 
cancellation (proof of cancellation and replacement must be 
documented and maintained). 

6. The District should require payment of credit card bills on time and in full to 
avoid finance charges and late fees. 

 
Contracting for Services 

 
 We received several complaints regarding contracts that were entered into without proper 
approval from the Board.  Without detailed policies and procedures guiding such processes, there 
may be uncertainty regarding allowable protocol.  As a result, the propriety of certain contracts 
may be called into question, and valuable resources may be spent evaluating whether 
wrongdoing has occurred. 
 
 For example, there was one contract that was signed by the director but not approved by 
the full Board.  However, approval was granted by the chairman, payment was endorsed by a 
Board member, and the fiscal year 2015 budget that we were provided contained expenditures 
that may have been used for such services (“professional fees - other” of $16,656).  Arguments 
could be made as to the propriety of such transactions; however, without clear guidance on 
acceptable protocol, reaching a definitive answer may be difficult and time-consuming. 
 
 To assist the District in strengthening controls over contracting, we make the following 
recommendations: 
 

1. As mentioned in the Financial Management section above, the Board should 
discuss and approve potential projects and spending limits in relation to those 
projects during the budgeting process.  They should also discuss, as the director 
develops and presents the budget, whether contracting for services is the most 
cost-effective way of obtaining necessary services.  Once projects, related 
expenditures, and the need for contracting are approved, the director should then 
be allowed to carry out the necessary processes (e.g., contracting for services) to 
meet the objectives of the District.  The director should keep the Board briefed on 
the ongoing status of all contracting processes and ensure that proper Board 
signatures are obtained for all contracts. 

 
2. When entering into contracts, the Board should require that the following 

questions are addressed: 
 

 Is there clear evidence or support that the contracted services are 
needed by the District? 
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 Did the District ensure a competitive price was secured for services 
(e.g., Request for Proposal or three telephone bids)? 

 Is the service arrangement supported by a written contract? 

 Was the contract reviewed and approved by the District’s legal 
counsel prior to signing and execution? 

 Is the signed contract on file at the District’s office? 

 Prior to issuing payment, are the services verified for compliance 
with the terms and conditions of the contract? 

 Is there a formal monitoring schedule; if so, are results 
documented? 

 Does the service arrangement appear to be prohibited by any 
provision of the Louisiana Code of Governmental Ethics (e.g., 
nepotism, transaction with employees or immediate family 
members)?  If so, consult with legal counsel and report any 
violations to Louisiana Board of Ethics. 

 Are the payments to the contractor required to be reported to the 
IRS on IRS Form 1099-MISC?  If so, ensure that the form is 
properly completed and filed with the IRS as required. 

3. All agreements for services (professional or otherwise) with third parties should 
be in the form of a written contract.  Also, all contracts should be monitored by a 
designated employee to ensure that services received by the district comply with 
the terms and conditions of the contract, and the contract status should be 
discussed with the Board.  The following should be considered when monitoring 
contracts: 

 
 Have services been delivered to the District as agreed upon? 

 Have deliverables been met in a timely manner? 

 Is there a problem with the quality of services delivered that may 
warrant further action (e.g., services are sub-standard and problems 
must be fixed)? 

 Are charges to the contract allowable and reasonable? 

4. The Board and director should work together to develop policies and procedures 
that specifically provide the following: 

 
 Party(s) responsible for approving the need to enter in to contracts 

for services/products; 
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 Party(s) responsible for signing contracts; 

 Party(s) responsible for monitoring contract for agreed upon 
deliverables; 

 Party(s) responsible for payment to vendor; and  

 Processes detailing necessary steps from contract needs assessment 
to contract payment/completion. 

Payroll 
 

 Controls over payroll are essential to ensure that employees are only being paid for the 
time they have actually worked (or for appropriately-accrued leave).  Without strong controls, 
fraud and abuse are more likely to occur in this area.  From our review of payroll files, we found 
several cases of weak controls.  For example, we did not find evidence that the director 
completes a time sheet and submits it for independent review and approval.  In addition, not all 
time sheets were signed by the employee, nor were they approved and signed by a supervisor.  
To assist the District in strengthening controls over payroll, we make the following 
recommendations: 
 

1. All employees should be required to complete time sheets and submit to their 
supervisors for independent review and approval.  The director should submit to a 
Board member for review.  Employees and the director should sign the time 
sheets attesting to their accuracy. 

 
2. All supervisors should be required to review and document approval of time 

sheets.  Exceptions should be discussed with employees and resolved in a timely 
manner.  Supervisors should ensure that they review and approve requests for 
overtime.  Also, time sheets should include detail to show beginning and ending 
work times as well as break/lunch times. 

 
3. The District should develop standardized leave slips to document leave taken.  

These forms should be reviewed and approved by an appropriate supervisor. 
 

4. Required forms should be maintained in each employee’s personnel folder, such 
as Form I-9; Form W-4; Form L-4. 

 
5. The District should develop performance evaluation tools and ensure that all 

employees, including the director, receive an annual evaluation.  Compensation 
and benefits, necessary training, and disciplinary actions should be based on 
annual evaluations. 
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Capital Assets 
 

 Controls over capital assets are essential to ensure that all District equipment is accounted 
for and can be easily located at any time.  Also, such controls protect against unauthorized use or 
theft.  Controls are important so that District employees are able to utilize equipment to best 
serve the taxpayers of the District.  We could not identify a formal capital assets policy guiding 
processes related to safeguarding assets.  In addition, the District does not tag all equipment and 
does not take a regular inventory to ensure accountability of assets.  To assist the District in 
strengthening controls over capital assets, we make the following recommendations: 
 

1. The District should develop and implement formal capital assets policies and 
procedures including processes related to recording, tagging, and safeguarding of 
assets.  Management should review the requirements of La. R.S. 24:515(B) when 
developing policies and procedures. 

 
2. The District should update the capital asset listing when assets are purchased or 

disposed of and ensure that such additions and deletions are communicated timely 
to the appropriate parties. 

 
3. The District should identify and “tag” assets that belong to the District and 

include the tag number on the list of fixed assets. 
 

4. The District should conduct periodic physical inventories and follow-up on all 
discrepancies in a timely manner, including notifying the District Attorney and 
LLA as required by law. 

 
Record Keeping 

 
 It is important for the District to maintain accurate and complete records in a timely 
manner to document the official business of the District and comply with state law.  Our review 
revealed that the District has not consistently maintained records internally and has not met all 
external posting requirements.  To assist the District in strengthening controls over record-
keeping, we make the following recommendations: 
 

1. Board meeting minutes, ordinances, resolutions, budgets, and other official 
proceedings should be maintained in accordance with La. R.S. 44:36. 
 

2. Board meeting minutes should be maintained and published in the official journal 
and on the website in accordance with La. R.S. 42:20. 
 

3. The website should be updated to present the most current ordinances, 
resolutions, and budget documents. 
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4. The state archivist (Louisiana Secretary of State’s Office) should be contacted 
regarding the development of a records management program in accordance with 
state law (La. R.S. 44:411).  The LA State Archives Records Management 
Handbook can be found on the Secretary of State’s website at www.sos.la.gov. 

 
 The scope of our procedures was significantly less than an audit conducted in accordance 
with Government Auditing Standards issued by the Comptroller General of the United States.  
We did not audit or review the District’s financial statements, and, accordingly, we do not 
express opinions on those financial statements.  Under Louisiana Revised Statute 24:513, this 
report is distributed by the Legislative Auditor as a public document. 
 

We would like to thank the staff of the District for their cooperation and for working to 
provide information/data as requested.  We hope that this report will serve as guidance to 
enhance fiscal and operational activities of the District and to help protect the District against 
abusive/fraudulent activities.   
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LEGAL PROVISIONS 
 

 
1 Louisiana Constitution Article VII, Section 14(A) states, in part, “ Except as otherwise provided by this 
constitution, the funds, credit, property, or things of value of the state or of any political subdivision shall not be 
loaned, pledged, or donated to or for any person, association, or corporation, public or private.” 
 
2 Louisiana Revised Statute (La. R.S.) 14:67(A) states that, “Theft is the misappropriation or taking of anything of 
value which belongs to another, either without the consent of the other to the misappropriation or taking, or by 
means of fraudulent conduct, practices, or representations.  An intent to deprive the other permanently of whatever 
may be the subject of the misappropriation or taking is essential.” 
 
3 La. R.S 14:68(A) states that, “Unauthorized use of a movable is the intentional taking or use of a movable which 
belongs to another, either without the other's consent, or by means of fraudulent conduct, practices, or 
representations, but without any intention to deprive the other of the movable permanently.  The fact that the 
movable so taken or used may be classified as an immovable, according to the law pertaining to civil matters, is 
immaterial.” 
 
4 La. R.S. 14:134(A) states that, “Malfeasance in office is committed when any public officer or public employee 
shall (1) intentionally refuse or fail to perform any duty lawfully required of him, as such officer or employee; (2) 
intentionally perform any such duty in an unlawful manner; or (3) knowingly permit any other public officer or 
public employee, under his authority, to intentionally refuse or fail to perform any duty lawfully required of him or 
to perform any such duty in an unlawful manner.” 
 
5 La. R.S. 42:1461 (A) provides that, “Officials, whether elected or appointed and whether compensated or not, and  
employees of any ‘public entity,’ which, for purposes of this Section shall mean and include any department, 
division, office, board, agency, commission, or other organizational unit of any of the three branches of state 
government or of any parish, municipality, school board or district, court of limited jurisdiction, or other political 
subdivision or district, or the office of any sheriff, district attorney, coroner, or clerk of court, by the act of accepting 
such office or employment assume a personal obligation not to misappropriate, misapply, convert, misuse, or 
otherwise wrongfully take any funds, property, or other thing of value belonging to or under the custody or control 
of the public entity in which they hold office or are employed.” 
 
6 La. R.S. 42:1111(A)(1)(a) provides that, “No public servant shall receive anything of economic value, other than 
compensation and benefits from the governmental entity to which he is duly entitled, for the performance of the 
duties and responsibilities of his office or position.” 
 
7 La. R.S. 44:36(A) provides, in part, that, “All persons and public bodies having custody or control of any public 
record, other than conveyance, probate, mortgage, or other permanent records required by existing law to be kept for 
all time, shall exercise diligence and care in preserving the public record for the period or periods of time specified 
for such public records in formal records retention schedules developed and approved by the state archivist and 
director of the division of archives, records management, and history of the Department of State. However, in all 
instances in which a formal retention schedule has not been executed, such public records shall be preserved and 
maintained for a period of at least three years from the date on which the public record was made....” 
 
8 La. R.S. 39:1212 provides, in part, that, “after the expiration of existing contracts, all funds of local depositing 
authorities shall be deposited daily whenever practicable...  Deposits shall be made in the name of the depositing 
authority authorized by law to have custody and control over the disbursements.” 
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July 8, 2016 

Mr. Daryl G. Purpera, CPA, CFE 
Louisiana Legislative Auditor 
Post Office Box 94397 
Baton Rouge, La. 70804-9397 

Dear Sirs: 

Thank you for your time investigating and submitting your findings concerning the St. 
Tammany Parish Recreation District 4's forensic audit. We know much time and effort 
has gone into investigating and making recommendations to our director, Anthony 
Andre. As of June, 2016, the district has acquired an entirely new board, and all of your 
recommendations will be very helpful to us and the director moving forward. 

Mr. Andre and his secretary, Ms. Nikki Williams, have worked over the past two weeks 
to obtain the missing/undocumented charges that your investigation highlighted. 
Although I have not worked with them on this effort, I have been assured by both of them 
that they have the requested information and will mail it to you no later than this 
afternoon. 

I have attached an additional document with this letter, STP RD4 Policies and Procedures 
Manual (F P&P). When we, as a new board, realized that the previous board had 
established no Financial Policies and Procedures for our district, we met at a Special 
Meeting on Friday, July 1, 2016 to adopt one. We reviewed STP's documents and were 
able to come up with a comprehensive Policies and Procedure's manual. We feel sure 
that this manual has incorporated the recommendations made by your review and will aid 
our district in moving forward. 

I would like to briefly address your concerns. Director Andre has compiled the 
documents that should rectify the missing/undocumented charges. 

IMPROPER CREDIT CARD USAGE 

On page 7 of the (F P&P) we adopted a detailed policies and purchasing procedure for 
the use of the credit card. The district will hold only one credit card, not two or more as 
has been done in the past. The expenditure must by documented as to its purpose and all 
travel meals must be submitted and documented within the month of use. In addition, the 
Vice Chair of the STP RD4 board, will oversee and assure the district that all of the 
procedures have been met each month. 

The submissions from Mr. Andre should follow the order in which they were presented in 
the docwnent of June 22, 2016. 

• $891.00 to repair vehicle in Daytona Beach, Florida - deposit submitted. 
• $272.00 to purchase a muscle massager - in office 
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• $300.00 to purchase NCAA Final Four Basketball tickets- The tickets were 
offered as part of the registration package. Mr. Andre did not know that including 
these tickets in with the purchase of the registration package was a violation. He 
has returned the $300.00 to the RD4 District. June 27th receipt and deposit record 
submitted. 

DISTRICT FAILED TO DOCUMENT AND DEPOSIT CASH 

On page 6 of the (F P&P) we adopted the Petty Cash Policy. We have established a petty 
cash fund for the use of gate fees and concession stand fees. All disbursements of petty 
cash will be accompanied with a voucher stating issuing date, person issuing monies, 
name of person receiving monies, amount, and signature. All deposits of petty cash 
monies must be made within 48 hours and deposit must be entered as either petty cash 
from gate fees or petty cash from concession stand in the accounting program. No checks 
will ever be written to cash. No blank checks will ever be signed. 

NO DOCUMENTATION FOR TRAVEL ADVANCES AND MILEAGE 
REIMBURSEMENTS 

I understand that Mr. Andre had most of the documentation in regards to the above in one 
of his cars at the time of your review. He has assured me that all of the documentation in 
regards to the conference trips he attended will be submitted with the report. Mr. Andre 
keeps a detailed travel log in his cars. Unfortunately during your investigation, these logs 
were not kept in the office. That has now been corrected and all travel logs are now 
submitted and kept in the office prior to reimbursement. In addition, Mr. Andre is 
submitting a copy of the district's policies and procedures on travel and mileage. 

DIRECTOR PAID FOR DAYS OFF NOT RECORDED IN LEAVE RECORDS 

From August 2014 to April 2016, Mr. Andre attended four board approved conferences. 
The last attended conference was in Houston in April, 2016. At that time, Mr. Andre 
received word that his mother was dying in New York. He traveled from Houston to 
New York to be with his family during the passing and funeral. Although he did not 
return to the district prior to his flight to New York, he has since received the 
documentation to accompany the days he was in New York, and it is my understanding 
that he will submit the documentation with the report. 

The STP RD4 district has a written policies and procedures document that is submitted 
with the report. 

As per your recommendations to our district, the STP RD4 Board of Directors will 
review all policies and procedures that have previously been adopted by the past Board of 
Directors. We will made any and all adjustments to these documents with regards to your 
recommendations. 
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It is evident from your report and from the lack of documentation that many financial 
practices were not followed and that much of the documentation was incorrectly filed. 
Due to lack of guidance and little oversight on the past Board of Directors and with no 
Financial Policies and Procedures ever being put into place, the district operated with no 
guidance. I feel sure that with these policies and procedures now in place, that the district 
will operate correctly and confidently going forward. 

It is again with much appreciation that you have highlighted the deficiencies within the 
financial practices of the STP RD4 district. After your review of the submitted additional 
documentation, please contact Mr. Andre if any additional information has not been 
submitted. 

eider 
P RD4 Board OfDirectors 
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Introduction 

The STP Recreation District 4 Financial Policy and Procedure Manual provides the policies and 

procedures for finance transactions within the business which must be followed by all staff. It also 

provides guidelines STP RD4 will use to administer these policies, with the correct procedure to 

follow. 

STP RD4 will keep all financial policies current and relevant. From time to time it will be necessary 

to modify and amend some sections of the policies and procedures, or to add new procedures. 

Any suggestions, recommendations or feedback on the policies and procedures in this manual are 

welcome. 

These policies and procedures apply to all employees. 
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2. Finance Authorization Policy 

Policy Date: June 30, 2016 

Purpose of the Policy 

All finance transactions as noted in this policy are to be authorized by the noted authorized person 

prior to the transaction being undertaken. 

This policy is to be read in conjunction with other specific finance policies where relevant. 

Procedures 

Prior to any of the following finance transactions being undertaken, the authorizing person noted 

must authorize the transaction. 

Where additional policy is noted, this policy must also be adhered to when undertaking the finance 

transaction. 

I Addltlona;-;,ollcy 
-----i 

Finance Transaction Authorized Person 

Bank Accounts Director First NBC Bank 

Board Chair 

j 1ssuing Petty Cash Director 

: Business Credit Card 

: Purchasing Supplies 

j Purchasing Assets/ 

1 Equipment 

I ----
Payment of Invoices 
------

Secretary 

Director 

Director 

Secretary 

Director 

Secretary 
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3. BANK ACCOUNT POLICY 

Policy Date: June 30, 2016 

Purpose of the Policy 

This policy sets out the requirements for use of bank accounts, including opening, closing 

authorization, variations to terms and conditions, reconciliation of bank accounts and bank account 

transactions. 

Procedures 

Opening Bank Accounts 

Any new bank accounts to be opened for STP RD4 must have the authorization of STP RD4 Board 

of Directors. For each new bank account opened, the financial system must be updated and the 

bank account registered by District Secretary. 

Bank Account Authorizations 

For monies withdrawn from any bank account, whether by check, EFT or other online payment 
method, there must be two persons authorizing each payment over $2,500.00. 

The authorized persons for bank account payments are: 

STP RD4 Director 

STP R04 Chairman of the Board 

Each payment made must be supported by invoice, receipt or other appropriate documentation 
and the authorizations must be attached to this documentation after purchase is made and receipt 
has been received. 

Each receipt must include reason for purchase and use of purchase. 

Variations to Bank Account Terms and Conditions 

STP RD4 Board Secretary is responsible for updating the financial system and/or bank account 

register with the new information. 

Closing Bank Accounts 

Where it is decided that a bank account is no longer necessary, STP RD4 Board of Directors will 

authorize the closure of the bank account. 

The STP RD4 Secretary will then be required to complete the following: 
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• ensure all transactions with respect to the account (including checks drawn) have been 

completed; 

• lodge with the bank a letter. signed by the STP RD4 Director and STP RD4 Board of 

Directors, advising of the closure of the account; 

• meet the bank's requirements with respect to account closure; and 

• update the financial system and bank account register. 

Bank Account Transactions 

No checks will be written for cash. 

All deposits received must be banked within two days of receipt of funds. 

All deposits must include source of funds if the funds received were cash. Cash receipts should 

include copy of receipt issued to payer and be listed separately in Quickbooks. 

All deposits of checks must include and list separately each check amount on the deposit slip. 

Checks outstanding for more than twelve months, will be reallocated back to the business through 

the financial system. 

Where a payment stop on a check is required, this will be authorized by STP RD4 Director and 

STP RD4 Secretary will be responsible for carrying out the following duties in regards to payment 

stop on a check: 

• ensuring the check has not already been presented at the bank; 

• getting authorization to action the stop payment using appropriate forms from the bank; 

• ensuring the bank receives notification of the stop payment notice; 

• receiving confirmation of action from the bank of the stop payment; and 

• ensuring the details of the stop payment are kept in the stop payment folder. 

Bank Account Reconciliations 

Bank Account must be reconciled each month by the STP RD4 Board Secretary. The 

reconciliations must include all checks, credit card statements, receipts for all monies spent, 

purpose for all monies spent included with receipt, and copies of reconciliation provided to the STP 

RD4 Board of Directors at each monthly board meeting. 
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4. Petty Cash Policy 

Policy Date: June 30, 2016 

Purpose of the Policy 

Petty cash should be used to make change for gate fees. (Maximum amount $200.00). All petty 

cash exceeding $200.00, i.e. ticket sale income, must be deposited to bank account within two 

days of collection. There is never a need for excess cash in the gate box. 

Petty cash should be used to make change for concession sales. (Maximum amount $200.00). All 

petty cash exceeding $200.00, i.e. concession sales income, must be deposited to bank account 

within two days of collection. There is never a need for excess cash in concession box. 

Deposit of petty cash: All petty cash deposited should list the amount as petty cash, gate fee OR 

concession sales on the deposit slip and in the financial program used by the district. Currently 

that program is Quickbooks. 

Procedures 

Issuing Petty Cash 

All petty cash vouchers issued must be approved by STP RD4 Director and issued by Secretary. 

All petty cash issued must be issued with a voucher. 

All completed vouchers must have the following details included: 

• Issue date of voucher; 

• Name of person issued the voucher 

• Name of person given the petty cash box, 

• Amount of monies disbursed; 

• Signature of approval person, 

Reconciling Petty Cash 

All Petty cash boxes (one for gate, one for concessions) should be returned to STP RD4 Secretary. 

A voucher must be included with stating coin amount and cash amount in the box. It is the 

responsibility of the secretary to recount the monies, make the deposits, and have the box ready 

for the next event. All petty cash expenditure must be entered into the financial system once the 

petty cash has been reconciled. 
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The balance of monies and vouchers must equal the petty cash float amount before 

reimbursement can be made. 

5. Business Credit Card Policy: 

Policy Date: June 30, 2016 

Purpose of the Policy 

This policy provides guidelines for the issue and use of business credit cards. 

Procedures 

Only one credit card will be issued. This credit card will be in the possession of the STP RD4 

Director. The card will be issued once the Credit Card Authorization Form has been completed. 

The business credit card can only be used for travel, and purchases of small value expenses or 

equipment up to the value of$ 500. 

Per diem travel expense for food will be set at $45.00. Any overage expenditures will require 

receipt and approval of STP RD4 prior to reimbursement. 

No cash advances are to be taken using the business credit card. 

Where a business credit card is lost or stolen, then the owner of this card is to notify STP RD4 

Director, who is responsible for notifying the issuing agency and ensuring the card is cancelled. 

The use of the business credit card is not to be used for personal expenses. 

The business credit card must be reconciled each month to the monthly credit card statement. An 

expense form must be attached with all receipts for payments made on the credit card. This 

expense form with receipts and purpose for each expenditure must be given to the STP RD4 

Secretary. Upon completion and authorization of the monthly expense statement, these 

documents are to be forwarded to STP RD4 Secretary for payment of the credit card statement. 

Approved by unanimous vote of the STP RD4 Board Of Directors, July 1, 2016. 
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Pat Brister, Parish President 
Jacob Groby, Councilman 
Anthony Andre, Director 

August 3, 2016 

Mr. Daryl Purpera 
Louisiana Legislative Auditor 
P.O. Box 94397 
Baton Rouge, La. 70804-9397 

Dear Mr. Purpera, 

St. Tammany Parish Recreation District #4 
61100 North 12th St. 
Lacombe, La 70445 

(985) 882-7782 (Office) 
(985) 882-9646 (Fax) 

Board Members: 
Antoinette Wright 
Joe Juhas 
Michelle Cusimano 

Jacld Schneider, Chair 
Gerrin Narcisse 
AI Hamauei 

Thank you and your staff for the letter and report dated March 2016. I and the present 
board of directors for the STP Recreation District 4 were sworn in on June 15, 2016. It is 
my understanding that the report submitted was given to the prior board for comment but 
that no comment was ever issued. We will attempt to reply to your report to the best of 
our knowledge. 

Overall Board Governance and Management: 

1. Each member of the present board has a copy of the prior recommendations made 
by the mediator, Mr. Mark Meyers. We have read and we understand the 
recommendations and are abiding by the suggestions made from the report. 

The present board members are a group of community minded citizens with the 
interest of serving our community. We are also a group of people that have 
respect and understanding for each other and we work well together. 

2. The RD4 has a Policies and Procedure Manual in the office. It outlines the 
mission statement and provides a clear purpose for the organization. As a board 
we have discussed our goals and objectives and plan to revisit these often to stay 
on course for correct governance of ourselves and our employees. 

3. With the realization that no clear roles and responsibilities were ever defined for 
the district's employees, as well as the board members, we wrote and reviewed 
job descriptions and the roles and responsibilities of all board members. In 
addition, board members know what the boundaries between the board and the 
staff are we have clearly defined our roles in relation to each other and to the 
staff. Additionally the role of the board is in a legislative capacity. We know that 
our responsibilities are to create policy, work on and approve budgets, set 

1 

B.1



millages, nominate officers, and help to carry out the mission of the district. The 
director is to help with creating a budget, creating schedules, hiring, firing, 
training, and overseeing the employees and the functions of the district. 

4. The code of conduct for board members given by the Mark Meyers report has 
been adopted by all of our board members. 

5. The district has a policies and procedures manual which I believe was adopted 
with the past board. I am in the process of reviewing it and will make sure that all 
of the areas that you have covered are included in our own policies and 
procedures. The board did address many of your recommendations in our special 
board meeting of July 1, 2016, such as Board and Director roles, budgeting, 
financial reporting, payroll and personnel, purchasing processes, credit cards, 
travel, public meetings, and ethics. 

6. Formal annual evaluations for the director and staff were never enforced. We will 
establish these annual evaluations and assign them periodically for all staff. 

Ethics 

Ethics is of utmost importance to all of our new members as well as our staff. St. Tammany 
Parish requires that all employees, elected officials, and board members receive ethics 
training and provide a copy of their certificate stating acceptable completion of their 
training. This training is required yearly. The Director of our district will keep a copy of 
these certificates in the office. 

The new board and any staff employed will be required to attend eight (8) hours of training 
conducted by the Parish on board behavior and expectations. 

Financial Management 

The present board has no knowledge of a 2015 budget and have been referring to the prior 
budget provided in the QuickBooks Program used by the District. In August of 2016, the 
board will begin a review of the budget (both prior and present) and begin to work on and 
complete the budget for the year 2017. The completed budget will be presented in the 
November 2016 board meeting for recommendations and/or for approval. The fmal 
approval of the 2017 budget will be approved in the December 201 7 board meeting. 

The present board knows the importance of a comprehensive budget and its necessity in 
making financial decisions for the district. The suggestions given under the Financial 
Management section giving all the elements used in creating and adopting the budget will 
be extremely helpful and will be used for the 2017 budget. In addition, the board will 
review all suggested projects and spending limits to give to the director for his/her 
guidance. 

Accurate and complete financial information will be presented and discussed at each 
monthly board meeting to assure that we are on track with spending and project completion. 

Again, thanks for the online references you have provided for our guidance. 
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Credit Cards 

From the previous report given to us in June by the Louisiana Legislative Auditor, we were 
made aware that no policies and procedures had been in place for the financial practices of 
the district. Therefore, we called a special board meeting to enact our Financial Policies 
and Procedures (see attached document). All of the recommendations have been put into 
practice. We now have only one credit card. It is never used for cash advances. Every 
credit card transaction is accompanied by a receipt and the use of that purchase is included 
on the receipt. Additionally all credit cards are paid in full and on time. The Vice Chair 
of the Board of Directors has the assignment of rechecking each credit card statement and 
the receipts each month. 

Contracting For Services 

To begin the process of discussing future projects, the need for the projects, and the costs 
for the projects, the newly formed Board of Directors will meet on Saturday, August 20th. 
We know that there are projects in our baseball field, the CEA for the Old Library which 
is requiring renovations, and the upcoming projects for the gym in order to make it a multi
use facility so that events can occur simultaneously in the spaces. The questions that the 
board needs to propose prior to entering into contracts for work performed are helpful and 
will serve as our guide in the future. Additionally the monitoring of all projects will be 
overseen by the District Director and the Athletic Director to make sure that all contract 
provisions are adhered to and performed in a timely manner and within budget. 

Payroll 

Controls are in place for our payroll files. All employees clock in and all timesheets are 
signed by the employee and the director prior to sending to payroll. Additionally as 
mentioned previously, an annual evaluation will be conducted on all staff and the director. 

Capital Assets 

We are in the process of hiring a parish employee to oversee and identify all district 
inventory and assets. Once that inventory list is completed, all inventory and assets will 
be tagged and accounted for with additions and/or deletions of any items. This is an 
ongoing process and will be overseen by the director. 

Record Keeping 

On our review, record keeping has been ignored. Many meeting minutes from the past 
board could not be found, making it difficult to see what had been done previously and 
what needed to be done moving forward. Since our inception, the board has posted agendas 
prior to meetings, and the minutes have been maintained and recorded. We are now in the 
process of hiring a new Administrative Assistant. One of the AA's duties will be to 
constantly update the website, as well as Facebook pages, and to prepare agendas, take 
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minutes, and post the minutes to the website. Minutes will always be maintained, up to 
date, and kept in a journal in the district office. 

Again we thank you for your time in guiding our district on proper procedures. It is 
comprehensive and full of helpful advice and suggestions for us to use moving forward. If 
there is anything that we have missed in our response, please let me know and we will try 
to respond to the issue. 

Sincrely,~ 

c chneider 
STP RD4 Board ofDirector, Chair 
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Introduction 

The STP Recreation District 4 Financial Policy and Procedure Manual provides the policies and 

procedures for finance transactions within the business which must be followed by all staff. It also 

provides guidelines STP RD4 will use to administer these policies, with the correct procedure to 

follow. 

STP RD4 will keep all financial policies current and relevant. From time to time it will be necessary 

to modify and amend some sections of the policies and procedures, or to add new procedures. 

Any suggestions, recommendations or feedback on the policies and procedures in this manual are 

welcome. 

These policies and procedures apply to all employees. 
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2. Finance Authorization Policy 

Policy Date: June 30, 2016 

Purpose of the Policy 

All finance transactions as noted in this policy are to be authorized by the noted authorized person 

prior to the transaction being undertaken. 

This policy is to be read in conjunction with other specific finance policies where relevant. 

Procedures 

Prior to any of the following finance transactions being undertaken, the authorizing person noted 

must authorize the transaction. 

Where additional policy is noted, this policy must also be adhered to when undertaking the finance 

transaction. 

Finance Transaction Authorized Person Additional Policy 

Bank Accounts Director First NBC Bank 

Board Chair 
-- -

Issuing Petty Cash Director 

Secretary 

Business Credit Card Director 
- - ~ 

Purchasing Supplies Director 

Secretary 

Purchasing Assets/ Director 

Equipment Secretary 

I Payment of Invoices Secretary 
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3.BANK ACCOUNT POLICY 

Policy Date: June 30, 2016 

Purpose of the Policy 

This policy sets out the requirements for use of bank accounts, including opening, closing 

authorization, variations to terms and conditions, reconciliation of bank accounts and bank account 

transactions. 

Procedures 

Opening Bank Accounts 

Any new bank accounts to be opened for STP RD4 must have the authorization of STP RD4 Board 

of Directors. For each new bank account opened, the financial system must be updated and the 

bank account registered by District Secretary. 

Bank Account Authorizations 

For monies withdrawn from any bank account, whether by check, EFT or other online payment 
method, there must be two persons authorizing each payment over $2,500.00. 

The authorized persons for bank account payments are: 

STP RD4 Director 

STP RD4 Chairman of the Board 

Each payment made must be supported by invoice, receipt or other appropriate documentation 
and the authorizations must be attached to this documentation after purchase is made and receipt 
has been received. 

Each receipt must include reason for purchase and use of purchase. 

Variations to Bank Account Terms and Conditions 

STP RD4 Board Secretary is responsible for updating the financial system and/or bank account 

register with the new information. 

Closing Bank Accounts 

Where it is decided that a bank account is no longer necessary, STP RD4 Board of Directors will 

authorize the closure of the bank account. 

The STP RD4 Secretary will then be required to complete the following: 
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• ensure all transactions with respect to the account (including checks drawn) have been 

completed; 

• lodge with the bank a letter, signed by the STP RD4 Director and STP RD4 Board of 

Directors, advising of the closure of the account; 

• meet the bank's requirements with respect to account closure; and 

• update the financial system and bank account register. 

Bank Account Transactions 

No checks will be written for cash. 

All deposits received must be banked within two days of receipt of funds. 

All deposits must include source of funds if the funds received were cash. Cash receipts should 

include copy of receipt issued to payer and be listed separately in Quickbooks. 

All deposits of checks must include and list separately each check amount on the deposit slip. 

Checks outstanding for more than twelve months, will be reallocated back to the business through 

the financial system. 

Where a payment stop on a check is required, this will be authorized by STP RD4 Director and 

STP RD4 Secretary will be responsible for carrying out the following duties in regards to payment 

stop on a check: 

• ensuring the check has not already been presented at the bank; 

• getting authorization to action the stop payment using appropriate forms from the bank; 

• ensuring the bank receives notification of the stop payment notice; 

• receiving confirmation of action from the bank of the stop payment; and 

• ensuring the details of the stop payment are kept in the stop payment folder. 

Bank Account Reconciliations 

Bank Account must be reconciled each month by the STP RD4 Board Secretary. The 

reconciliations must include all checks, credit card statements, receipts for all monies spent, 

purpose for all monies spent included with receipt, and copies of reconciliation provided to the STP 

RD4 Board of Directors at each monthly board meeting. 
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4. Petty Cash Policy 

Policy Date: June 30, 2016 

Purpose of the Policy 

Petty cash should be used to make change for gate fees. (Maximum amount $200.00). All petty 

cash exceeding $200.00, i.e. ticket sale income, must be deposited to bank account within two 

days of collection. There is never a need for excess cash in the gate box. 

Petty cash should be used to make change for concession sales. (Maximum amount $200.00). All 

petty cash exceeding $200.00, i.e. concession sales income, must be deposited to bank account 

within two days of collection. There is never a need for excess cash in concession box. 

Deposit of petty cash: All petty cash deposited should list the amount as petty cash, gate fee OR 

concession sales on the deposit slip and in the financial program used by the district. Currently 

that program is Quickbooks. 

Procedures 

Issuing Petty Cash 

All petty cash vouchers issued must be approved by STP RD4 Director and issued by Secretary. 

All petty cash issued must be issued with a voucher. 

All completed vouchers must have the following details included: 

• Issue date of voucher; 

• Name of person issued the voucher 

• Name of person given the petty cash box, 

• Amount of monies disbursed; 

• Signature of approval person, 

Reconciling Petty Cash 

All Petty cash boxes (one for gate, one for concessions) should be returned to STP RD4 Secretary. 

A voucher must be included with stating coin amount and cash amount in the box. It is the 

responsibility of the secretary to recount the monies, make the deposits, and have the box ready 

for the next event. All petty cash expenditure must be entered into the financial system once the 

petty cash has been reconciled. 
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The balance of monies and vouchers must equal the petty cash float amount before 

reimbursement can be made. 

5. Business Credit Card Policy: 

Policy Date: June 30, 2016 

Purpose of the Policy 

This policy provides guidelines for the issue and use of business credit cards. 

Procedures 

Only one credit card will be issued. This credit card will be in the possession of the STP RD4 

Director. The card will be issued once the Credit Card Authorization Form has been completed. 

The business credit card can only be used for travel, and purchases of small value expenses or 

equipment up to the value of $ 500. 

Per diem travel expense for food will be set at $45.00. Any overage expenditures will require 

receipt and approval of STP RD4 prior to reimbursement 

No cash advances are to be taken using the business credit card. 

Where a business credit card is lost or stolen, then the owner of this card is to notify STP RD4 

Director, who is responsible for notifying the issuing agency and ensuring the card is cancelled. 

The use of the business credit card is not to be used for personal expenses. 

The business credit card must be reconciled each month to the monthly credit card statement An 

expense form must be attached with all receipts for payments made on the credit card. This 

expense form with receipts and purpose for each expenditure must be given to the STP RD4 

Secretary. Upon completion and authorization of the monthly expense statement, these 

documents are to be forwarded to STP RD4 Secretary for payment of the credit card statement 

Approved by unanimous vote of the STP RD4 Board Of Directors, July 1, 2016. 
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