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We have performed the procedures enumerated below, which were agreed to by the Rapides 

Police Jury. These agreed upon procedures were performed solely to assist the Rapides Parish 

Police Jury, its employees an d consultants, with administering employee leave associated with 

the Parish's Office of Economic and W orkforce Development, and its Office of Workforee 

Operations (the Offices). The Offices were formally know~ as the JTPA Office and arc 
sometimes referred to as the JTPA Office. This engagement to apply agreed-upon procedures 

was performed in accordance with standards established by the American Institute of Certified 

Publie Accountants and Government Auditing Standards issued by the Comptroller General of 

the United Slates. The suffi eieney of the proeedures is solely the responsibility of the specified 

users of the repo rt. Consequently, we make no representation regarding the sufficiency of the 

procedures deseribed below either for the purpose for which this report has been requested or for 

any other purpose. 

Based on discussions with administrative personnel, we determ ined that employee leave is 

governed by the Parish's civil service policy manual. Copies of the relevan t pages from the 

policy manual were obtained for use in completing the remaining procedures. 

Based on discussions with administrative personnel and review of supporting documentation, we 

have obtained a basic understanding of the administrative procedures assoc iated with 

adm inistering employee leave polices. A snn ~mary of these procedures is provided as follows: 

~ The Offices operate MIP Fund Aeeounting Software. The software is programmed to 

automatically accrue leave earned by employees at the conclusion of each pay period. 

Furthermore, the software produces a leave history repo rt that provides a monthly 

summary of leave activity for each employee. A sample from the leave history report can 

be found in the accompanying Exhibit A. 

~ Due to the nature of their duties and responsibilities, certain employees are not eligible to 

receive compensatory time in exehange for work in excess of 40 hours during a weekly 
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period. These ineligible employees are referred to as exempt employees and they are not 

required to document attendance. The remaining nonexempt employees are required to 

document attendance by signing in or out upon entering and leaving the Offices. An 

example of a typieal Daily Attendance Record completed by nonexempt employees 

appears in the accompanying Exhibit B. 

* For each pay period, an accounting clerk prepares a payroll spreadsheet for each of the 

Offiees' facilities. The payroll spreadsheet summarizes each employee's attendan ce 

history for the pay period and is subject to approval from a supervisor. An example of a 
typical payroll spreadsheet appears in the accompanying Exh ibit C. 

~ Employees are required to request leave by completing a formal leave application, which 

is subject to supervisory approval. A copy of the form used to apply for leave is provided 
in the accompan ying Exhibit D. 

~ Each of the Offices has a Direelor and the Direetors are responsible for approving the 

leave req uest submitted by the employees that they supervise. Leave request submitted by 

the Directors are subject to approval by the President of the Police Jury. 

We randomly selected a sample of sixty (60) payroll transactions processed during the period 
from January 1, 2001 through August 15, 2001. Proeedures applied to the sample an d the result 

of those procedures are presented as follows: 

For eaeh tran saction selected, we computed the amount of annual leave an d sick leave eanled 

during the pay period. This calculation was based on the employee's hire date an d hours for the 

pay period as reporled by the payroll spreadsheet. Th e results of our calculation were compared 

to the leave earned for the pay period appearing on the leave history report. There were no 

differences between the amounts that we calculated an d the am ounts appearing on the leave 

history repo rt. 

Our sam ple of sixty tran sactions included 47 tran sactions attributable to nonexempt employees. 

For each of these nonexempt transactions, we co mpared the am ount of annual leave used as 

reported on the payroll spreadsheet to Offices' Daily Attendance Records. Out of the 47 

transactions considered, there were 11 differences between the payroll spreadsheet and the 

attendance record. Further consideration of these differences is provided as follows: 

~ In 10 of the instances when the payroll spreadsheet an d the attendance reco rds reported 

different amoun ts, it appears that annual leave was erroneously reported on the payroll 

spreadsheet. In each of these instances, the employee's file contained an  application for 

leave that suppo rted the am ount that appe ared on the attendance records. 

~ Attendance reco rds for April 3, 2001 indicated that an employee was absent for a period 

on one hour; however, this hour away from the premises was not reflected on the payroll 
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spreadsheet. Furthermore, there was no leave application on file and no corresponding 

use of leave reported on the employee's leave history. 

Based on the findings presented above, approximately 23% of the annual leave transactions were 

erroneously reported on the payroll spreadsheets. The high degree of errors indicates that 

attendance records are not being considered prior to processing the offices' payroll. 

n 

For each transaetion in the sample, we considered whether annual leave used was properly 

reported on the leave history report. W ith the exception of the 1 hour absence occurring on April 

3, 2001 that was described above, all leave taken was deducted from the employee's leave 

balmlce appearing on the leave history report. However; we did detect some problems with the 

timing of the leave tran sactions appearing on tile leave history reports. These problems are 

described as follows: 

~ In most eases, an nual leave taken by employees was posted to the aeeounting system in 

the subsequent pay period. Posting transactions in this manner tends to overstate the 

amount of accrued leave reported at the end of each pay period. In addition, the timing of 

these transactions indicates that payroll checks are being issued before leave applications 

are processed . 

~ Acco rding to the Offi ces' leave policy, aceunaulated annual leave in excess of 160 hours 

on an employee's anniversary date must be forfeited. On one occasion, leave was posted 

to the accounting system before it was actually used. According to the employee 

responsible for posting leave, the transaction was posted in advance to avoid a forfeiture 

that would have occurred on the employee's an niversary date. 

Upon discovering that leave was posted in advance in order to circumvent the personnel policy, 

we attempted to determine if this practice had occurred on other occasions. The year to date 

leave history report was reviewed in order to identify employees with large annual leave 

balan ces thal reported leave used immed iately preceding their anniversary date. Based on this 

review, we disco vered one occasion when leave posled on April 26, 2001 was not actually used 

until July 1, 2001. 

For each transaction in the sample, we considered whether annual leave taken was supported by 

an approved application for leave. W ith the exception of the 1 hour absence occurring on April 3, 

2001 that was previously described , all an nual leave taken was supported by an approved leave 

application 

As discussed in our engagement letter, we have considered whether modifications may be 

necessary to improve policies an d procedures or comply with requirements associated with 

federal funds. Our recommendations are described as follows: 
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As discussed previously, we discovered  two occasions when annual leave was posted in advance 

to avoid mandatory forfeitures imposed by personnel policies. Posting tran sactions in this 

manner appears to be a deliberate manipulation of accounting records in order to circumvent 

established polices. Man agement should take whatever action is necessary to prevent any further 

misrepresentations of this nature. Furthermore, employees should be advised that personnel 

policies will be enforced as written an d any annual leave in excess of 160 hours should be used 

before the employees next anniversary date. 

Time Sheets: 

Currently timesheets are used solely to distributed the cost of an employee's compensation 

among various co st centers. In order to make the tiraesheets more useful, we suggest revising 

timesheets to include additional inform ation as follows: 

~ Provide a format for presenting time that distinguishes between hours worked, annual 

leave, sick leave, holidays and an y other leave. 

~ Provide space for a signature indicating the supervisors review an d approval of the 

timesheet. 

~ Provide space for documenting comparison of the timesheet with daily attendance 

records. 

~ Provide space for documenting co mparison of the timeshcet with the employees 

application for leave. 

An example of the proposed format appears in the accompanying Exhibit E. 

Payroll Spreadsheet: 

As discussed previously, payroll spreadsheets that we examined included numerous errors 

involving amounts reported as accrued leave. Furthermore, the payroll spreadsheets seem to 

serve little purpose other that providing a form at for supervisors to approve payment. Since, the 

payroll spreadsheet has limited usefulness an d since timesheets can  be revised to provide space 

for the supervisors approval, it may be unnecessary to continue preparing payroll spreadshcc'ts. 

Timine of Payroll: 

Before payroll cheeks are issued, the following administrative task should be completed: 

~ Review timesheet for clerical accuracy an d supervisor's approval. 

~ Compare timesheets wi th daily attendan ce records. 

,, Compare timesheets with applications for leave. 

~ Contact employees to resolve any questions or problems. 

Currently payroll checks are issued on the last day of each pay period; however, processing 

payroll cheeks in such a prompt manner does not allow sufficient time to complete necessary 
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administrative procedures. In order to correct this situation, we suggest issuing payroll cheek on 

the day after the close of the payroll period. 

The applications for leave that we have examined were usually recorded in the subsequent 

payroll period. In order to permit processing the applications for leave in the correct payroll 

period, we suggest requiring employees to attach all applications for leave to their timesheet. 

Based on our consideration of the Offices' attendance records, we observed that employees 

engage in a substantial amount of oat of town Iravel. Due to the volume of out-of-town travel, it 

is likely that employees will experience illnesses or engage in personal activities during certain 

trips. Since absences of this nature are likely to occur, we suggest clarifying leave policies in the 

following mailers: 

* Adopt a written policy stating that absences from work occurring while an employee is 

traveling in connection with their duties will be subject to the sam e provisions that apply 
to an absence from the offices during an ordinary workday. 

* Absences occurring while traveling will require an application for leave. Furthermore, all 

absences not due to illness will require prior supervisory approval. 

We were not engaged to, and did not perform an audit, the objective of which would be the 
expression of an opinion on the Offi ces' administration of accrued leave. Accordingly, we do not 

express such an opinion. Had we perform ed additional procedures, other matters might have 

come to our attention that would have been reported to you. 

This report is intended solely for the use of the specified users listed above an d should not be 

used by those who have not agreed to the procedures and taken responsibility for the sufficiency 

of the procedures for their purposes. 

ROZIER, HARRINGTON & MeKAY 

Certified Public Accountants 



Lea ve 

"l'he document appearing below is page from the Leave History R
eport produced by MIP Fund A

ecotmting System. The report provides a monthly summary of leav
e aetivily for each 

employee. 



Exhibit JIB 

Dall_v At~ondanee Record 

The document appearing below is a copy of an actual attendance record that nonexempt 

employees are required to maintain. An attendance record of this nature is located near the 

entrance of each building and employees are required to sign in and out. 



Exhibit C 

Payroll Spreadsheet 

The document appearing below is a copy of a spreadsheet that is prepared for each pay period. 

Tile spreadsheet summaries the attendance for tile employees working in a particular office and 

provides space for a supervisors signature indicating approval. 



Exhibit D 

~DDlleagion for Leave 

The document appearing below is a sample of the form that employees are required to fill out 

req uesting leave. 
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