
 

1 | P a g e  
 

Internal Audit Report #2021-006 
Workforce Innovation and Opportunity Act (WIOA)  

Monitoring Report (May 31, 2020) – Follow Up 
Release Date: March 18, 2022 

 
 

 

Tara Hazelbaker, CPA, CIA 
DIRECTOR OF INTERNAL AUDIT | JEFFERSON PARISH  

 

 

  



 

2 | P a g e  
 

TABLE OF CONTENTS (PAGE 1 OF 3) 

 

OVERVIEW 

BACKGROUND ........................................................................................................................................... 5 

OBJECTIVES ............................................................................................................................................... 7 

SCOPE/PROCEDURES ................................................................................................................................ 7 

 

WIOA MONITORING REPORT FINDINGS 

FINDING # 1:  ONE-STOP OPERATOR PROCUREMENT POLICIES AND PROCEDURES ............................... 8 

FINDING # 2:  REQUIRED PARTNER PROGRAM SERVICES ...................................................................... 10 

FINDING # 3:  INSUFFICIENT MEMORANDUM OF UNDERSTANDING .................................................... 11 

FINDING # 4:  LACK OF BUDGET POLICIES .............................................................................................. 14 

FINDING # 5:  ONE-STOP OPERATOR NON-COMPETITIVE PROCUREMENT ........................................... 15 

FINDING # 6:  CONFLICT OF INTEREST ................................................................................................... 17 

FINDING # 7:  PROPOSAL SUBMISSION PERIODS ................................................................................... 19 

FINDING # 8:  ADVERTISEMENT OF THE ONE-STOP OPERATOR RFP ..................................................... 20 

FINDING # 9:  ONE-STOP OPERATOR PROPOSAL EVALUATIONS ........................................................... 21 

FINDING #10:  PROCUREMENT OF YOUTH SERVICES ............................................................................ 22 

FINDING #11:  PROCUREMENT OF CAREER AND TRAINING SERVICES .................................................. 23 

FINDING #12:  RECORDS RETENTION POLICIES AND PROCEDURES ....................................................... 24 

ADMINISTRATIVE AREAS OF CONCERN: #1 THROUGH #2 ..................................................................... 25 

 

FINDING #13:  CO-ENROLLMENT ........................................................................................................... 26 

FINDING #14:  WIOA POLICIES ............................................................................................................... 28 

FINDING #15:  FAMILY SIZE AND HOUSEHOLD INCOME ........................................................................ 29 

FINDING #16:  RECORDING MEASURABLE SKILL GAIN AND CREDENTIAL IN HIRE ................................ 30 

FINDING #17:  SUPPORTIVE SERVICES ................................................................................................... 31 

FINDING #18:  JUSTIFICATION FOR TRAINING SERVICES ....................................................................... 32 

FINDING #19:  FOLLOW-UP SERVICES .................................................................................................... 33 

PROGRAM AREAS OF CONCERN: #1 THROUGH #9 ................................................................................ 34 



 

3 | P a g e  
 

TABLE OF CONTENTS (PAGE 2 OF 3) 

 

WIOA MONITORING REPORT FINDINGS (CONTINUED) 

FINDING #20:  YOUTH PROVIDER CONTRACTS - MONITORING ............................................................. 36 

FINDING #21:  INTERNAL CONTROL ....................................................................................................... 37 

FINDING #22:  SEGREGATION OF DUITES .............................................................................................. 38 

FINDING #23:  UNAUTHORIZED LEASE AGREEMENT APPROVAL ........................................................... 39 

FINDING #24:  SUPPORTING DOCUMENTATION FOR DRAWDOWNS.................................................... 41 

FINDING #25:  SERVICE PROVIDERS ADMINISTRATIVE FEES .................................................................. 45 

FINDING #26:  ADMINISTRATIVE COSTS ................................................................................................ 46 

FINDING #27:  NOT APPLICABLE – NOT USED ........................................................................................ 47 

FINDING #28:  LACK OF GOVERNANCE GUIDANCE ................................................................................ 47 

FISCAL AREAS OF CONCERN: NONE ....................................................................................................... 48 

 

OTHER INTERNAL AUDIT RECOMMENDATIONS 

CHANGES TO ORGANIZATIONAL STRUCTURE/ONE-STOP OPERATOR ................................................... 49 

BEST PRACTICES FOR POLICY WRITING AND ADOPTION ....................................................................... 57 

DRAWDOWN PROCESSES AND PROCEDURES........................................................................................ 63 

OVERALL COST STRUCTURE ................................................................................................................... 68 

 

CONCLUSION 

SUMMARY & REPORT WRAP UP ............................................................................................................. 72 

STATUS OF RECOMMENDATIONS FROM WIOA MONITORING REPORT  ............................................... 73 

STATUS OF AREAS OF CONCERN FROM WIOA MONITORING REPORT  ................................................. 82 

RECAP OF INTERNAL AUDIT RECOMMENDATIONS FROM LWC MONITORING REPORT ........................ 84 

INTERNAL AUDIT RECOMMENDATIONS – OTHER AREAS ....................................................................... 85 

 

 

 

 

 



 

4 | P a g e  
 

TABLE OF CONTENTS (PAGE 3 OF 3) 

 

ATTACHMENTS 

ATTACHMENT A:   WIOA MONITORING REPORT DATED MAY 31, 2020 ................................................ 86 

ATTACHMENT B:   WDB POLICY TABLE ................................................................................................. 125 

ATTACHMENT C:   NOT USED ................................................................................................................ 126 

ATTACHMENT D:   CONTRACT WITH ONE-STOP OPERATOR ................................................................ 127 

ATTACHMENT E:   MEMORANDUM OF UNDERSTANDING ................................................................... 141 

ATTACHMENT F:   JEFFERSON PARISH WORKFORCE DEVELOPMENT BOARD BYLAWS ....................... 153 

ATTACHMENT G:   IA RECONCILIATIONS FOR LWC SELECTED DRAWS ................................................. 167 

ATTACHMENT H:   WDB & AJC TIMESHEET REPORTS (EXAMPLES) ...................................................... 168 

ATTACHMENT I:    PROVIDER ADMINISTRATIVE FEES - DESCRIPTIONS ................................................ 171 

ATTACHMENT J:    SUPPORT FOR REQUEST FOR PAYMENT (EXAMPLES) ............................................. 173 

ATTACHMENT K:    EXAMPLE OF DUPLICATE POLICY LANGUAGE......................................................... 182 

ATTACHMENT L:    SCREENSHOTS OF EXAMPLE WORKBOOK FOR DRAWDOWN PROCEDURES.......... 183 

ATTACHMENT M:  ORGANIZATIONAL OVERVIEW - GRAPHICS ............................................................. 190 

ATTACHMENT N:   PROJECT TRANSACTION BY G/L ACCOUNT NUMBER ............................................. 192 

ATTACHMENT O:   LOCAL WIOA ORGANIZATIONAL CHART ................................................................. 193 

ATTACHMENT P:   WORKFORCE CONNECTION ORDINANCE 26149 ..................................................... 194 

ATTACHMENT Q:   AMERICAN JOB CENTER ORGANIZATIONAL CHARTS .............................................. 197 

ATTACHMENT R:   U.S. DEPARTMENT OF LABOR ENHANCED DESK REVIEW ....................................... 198 

 

 

ATTACHMENT 1:  AUDITOR INDEPENDENCE STATEMENT ................................................................... 221 

ATTACHMENT 2:  RESPONSE FROM PARISH ADMINSTRATION ............................................................ 222 

 

 

 

 

 



 

5 | P a g e  
 

OVERVIEW 

BACKGROUND 

The Workforce Innovation and Opportunity Act1 (WIOA) was signed on July 22, 2014. WIOA is designed to 
help job seekers access employment, education, training, and support services to succeed in the labor 
market and match employers with the skilled workers they need to compete in the global economy.  

WIOA brings together, in strategic coordination, the core programs of Federal investment in skill 
development.  One such program provides employment and training services for adults, dislocated 

workers, youth, and Wagner-Peyser2 employment services. It is administered by the U.S. Department of 

Labor (USDOL) through formula grants3 to states. 

The Governor of the State of Louisiana receives formula grant funds from the USDOL. He has authorized 
the Louisiana Workforce Commission (LWC), Office of Workforce Development, to award and oversee 
allocations.  As a recipient of federal funds, LWC is required to monitor sub-recipients of the WIOA grant 
funds and is required to perform on-site reviews of each.   
 
The state is divided into fifteen (15) Local Workforce Development Areas (LWDA).  Jefferson Parish (JP) is 
a sub-recipient of WIOA funds from LWC and is one of the fifteen (15) LWDA’s. Accordingly, Jefferson 
Parish requested grant funding (via draw numbers 251 through 262) from LWC for the program year July 
1, 2018, to June 30, 2019, in the amount of $2,683,483.45.   
 
To receive such state funding and administer programming, JP formed the Workforce Development Board 
(WDB) on July 9, 1997, via Ordinance No. 20068.   The primary responsibility of the WDB is to develop 
local workforce programs and related budgets and monitor the delivery of the programs.  The WDB is 
governed by a twenty-three (23) member board of directors and supervised by the Jefferson Community 
Actions Programs, a department also established by the JP Code of Ordinances.   
 
The WDB awards funding to two (2) sub-recipients.  One sub-recipient is the Department of Workforce 
Connections which was also established by the JP Code of Ordinances (Chapter 2, Article V, Division 23, 
Section 2-441).  Its primary responsibility is to enact the workforce program developed by the WDB.  
Another sub-recipient is the One-Stop Operator, who the WDB contracts.  They establish and maintain 
key relationships with workforce partners and assist the WDB in ensuring all partners are fulfilling 
responsibilities.  Additionally, they coordinate service delivery of the One-Stop Partners and service 
providers.    
 
See Attachment M for Organizational Overview graphics. 
 

  

                                                           
1 https://www.dol.gov/agencies/eta/wioa/about 
2 The Wagner-Peyser Act of 1933 established a nationwide system of public employment offices, known as the Employment 
Service. The Employment Service seeks to improve the functioning of the nation's labor markets by bringing together individuals 
seeking employment with employers seeking workers.  (www.dol.gov/agencies/eta/performance/results/wagner-peyser) 
3 A formula grant is a type of mandatory grant that is awarded based on statistical criteria for specific types of work. The 

authorizing legislation and regulations define these statistical criteria and the amount of funds to be distributed. So, the term 
“formula” refers to the way the grant funding is allocated to recipients.  (grantsgovprod.wordpress.com/2016/07/13/what-is-a-
formula-grant/) 

https://www.dol.gov/agencies/eta/wioa/about
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As stated previously in this report, the Louisiana Workforce Commission (LWC) must monitor sub-
recipients of the Workforce Innovation and Opportunity Act (WIOA) grant funds and perform on-site 
reviews of each. Therefore, during December 2019 and January 2020, LWC conducted fieldwork to 
monitor the fiscal year from July 1, 2018, to June 30, 2019.  The exit conference (signifying the end of 
fieldwork) was on January 16, 2020, when a draft report containing twenty-seven (27) findings and eleven 
(11) areas of concern was presented to representatives of Jefferson Parish (Workforce Development 
Board and Workforce Connections).  The final report was dated May 31, 2020.  The findings and areas of 
concern were categorized as three different types: Administrative, Program, and Fiscal.  A breakdown is 
shown below: 
 

 
Focus Area 

 
# of Findings 

# of Areas  
of Concern 

Administrative 12 2 

Program 7 9 

Fiscal 8 0 

Totals 27 11 

 
Five (5) of the findings resulted in a potential payback of grant funds totaling $970,312.26 plus an 
undetermined amount.  
  Finding #17: Supportive Services = undetermined 
  Finding #18: Justification for Training Services = undetermined 

Finding #24: Supporting Documentation for Drawdowns = $913,634.81 
  Finding #25: Service Providers Administrative Fees = $56,677.45 
  Finding #26: Administrative Costs = undetermined (costs incurred to the grant over 10%) 
 
A number of the findings required a forty-five (45) day response time to the LWC.  According to Ms. 
Frances Turner, Workforce Development Board (WDB) Administrative Management Specialist IV, many of 
the findings have been resolved or are in the process of being resolved. However, as of the timing of this 
report4, the WDB has not received a response from LWC indicating if the findings related to the program 
year ending June 30, 2019, were resolved to their satisfaction. 
 
In addition to the on-site review of the fiscal period from July 1, 2018, to June 30, 2019, conducted by the 
Louisiana Workforce Commission, the U.S. Department of Labor conducted an enhanced desk monitoring 
review.  The enhanced review covered the same period and beyond - from July 1, 2018, to April 6, 2021.  
The enhanced review was presented to the WDB on January 14, 2022, and contained fifteen (15) findings.  
Some of those findings were the same as the report covered under this review.  The related report and 
more details can be found in Attachment R. 
 
During the beginning stages of fieldwork for this Internal Audit engagement, LWC scheduled a monitoring 
visit for the following program fiscal year from July 1, 2019, to June 30, 2020.   Documents were requested 
by LWC and were due by October 22, 2021.  The goal set by LWC was to complete the onsite review by 
November 25, 2021.  As of the timing of this report, the WDB has not received a report related to the 
program year ending June 30, 2020.   
  

                                                           
4 The fieldwork for this engagement concluded on February 18, 2022.  This date is referenced throughout  
this report by “as of the timing of this report.” 
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OBJECTIVES 

The Objectives of this engagement were to: 
 

1) Obtain a general understanding of the operations and organizational structure of the Workforce 
Development Board (WDB). 

2) Determine and document efforts made by the WDB to resolve each finding and area of concern 
contained within the Louisiana Workforce Commission Monitoring Report for Program Year July 
1, 2018, to June 30, 2019 (issued May 31, 2020).   

3) Document any other observations regarding the operations and structure of the Workforce 
Development Board and its partners. 

SCOPE  

Internal Audit analyzed corrective actions related to the Findings and Areas of Concern as detailed in the 
Louisiana Workforce Commission Monitoring Report for Program Year July 1, 2018, to June 30, 2019 
(issued May 31, 2020).  Internal Audit also examined financial data and program statistics, along with 
policy documents placed into effect after the monitoring report release date. 
 
PROCEDURES  
 
Internal Audit utilized the following basic procedures in analyzing the corrective actions and financial data. 
 

1) Obtained the Louisiana Workforce Commission Monitoring Report for Program Year July 1, 2018, 
to June 30, 2019. 

2) Interviewed key personnel from the Jefferson Parish Administration, Workforce Development 
Board employees, Jefferson Community Action Program, and others as necessary. 

3) Reviewed documentation provided by Workforce Development Board related to findings and 
areas of concern, including but not limited to Bylaws, Board Minutes, Standard Operating 
Procedures, Staffing Structure, and Policies & Procedures. 

4) Studied relevant program rules and regulations. 
5) Retrieved program data from the HiRE (Helping Individuals Reach Employment) software used to 

track all program participants. 
6) Generated current and historical financial data from Jefferson Parish’s AS/400 Financial 

Management System. 
7) Performed other procedures as deemed necessary to satisfy the objectives. 

 
The fieldwork for this engagement concluded on February 18, 2022.  This date is referenced throughout 
this report by “as of the timing of this report.” 
 

Each Finding (1 through 27) and Required Corrective Actions on the following pages are as per Louisiana 

Workforce Commission’s Monitoring Report issued May 31, 2020.  (See Attachment A.) 

Internal Audits comments are documented within the Actions Taken and Observations and Internal 

Audit Recommendations sections. 

Internal Audit comments outside of the 27 findings can be found in the section heading “Other Internal 

Audit Recommendations.” 
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FINDING #1: ONE-STOP OPERATOR PROCUREMENT POLICIES AND PROCEDURES 

FINDING 
LWDB 11 does not have One-Stop Operator (OSO) procurement policies and procedures. Documentation 

provided speaks only to programmatic operations for participant services. 

REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must establish written policies and procedures, for the procurement of the One-Stop Operator, 
to meet the requirements as stated in TEGL 15-16 and ensure the following is completed:  

1. The policies and procedures must be adopted, signed and dated by the board;  
2. Adoption of the policies and procedures must be documented in final approved board meeting 

minutes; and  
3. Copies of the policies, procedures and board meeting minutes must be submitted to LWC not later 

than 45 days after the issuance of this report and kept on file by the LWDB. 
 
ACTIONS TAKEN AND OBSERVATIONS 
The Workforce Development Board (WDB or JPWDB) adopted policy number 116-20, titled "Procurement 

and Selection of One-Stop Operators, Youth, and Other Services Providers," at its October 8, 2020, 

Quarterly Board Meeting.  The policy was signed by Alice White, former Administrative Management 

Specialist IV for the WDB5, and dated the same day. 

Policy number 116-20 was later superseded by policy number 2021-001 and approved at the April 27, 

2021, Quarterly Board Meeting.  This policy was signed by Director Christi Langoni and dated May 3, 2021.  

(Note: The board motion was to "accept and adopt the new procurement policy." There was no reference 

to the policy number. Therefore, Internal Audit inferred adoption of policy number 2021-001.) 

                                                           
5 Ms. White’s retirement date was March 31, 2021. 
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These policies were adopted more than forty-five (45) days after the May 31, 2020, issuance date of the 

monitoring report.  Therefore, the Workforce Development Board did not comply with the forty-five (45) 

day time requirement of Finding #1. 

The Workforce Innovation and Opportunity Act (WIOA) regulations at 20 CFR 678.605(a) require that: 

a) written policies must outline a timetable to ensure that the selection of a One-Stop Operator 

through a competitive process is conducted every four years, and  

b) the policies must address the settlement of all contractual and administrative issues arising out 

of procurements, such as protests, appeals, and disputes.  

Upon reviewing policy number 2021-001, Internal Audit observed a section on the first and second pages 

that stated, "The One-Stop Operator will be designated and certified through a competitive procurement 

process.  The competitive process used by the JPWDB to procure a one-stop operator will be conducted 

at least once every four years, with the renewal of contract and negotiated performance to be conducted 

annually." This passage, located at the bottom of the first page and continuing to the top of the second 

page of the policy, appears to satisfy the timetable requirement required by 20 CFR 678.605(a).   

Internal Audit did not note policy verbiage that addressed the settlement of contractual and 

administrative issues.  However, the JPWDB later contracted with a One-Stop Operator and included such 

language in the contract.   

INTERNAL AUDIT RECOMMENDATIONS (FINDING #1) 
 
1) In all instances, the Workforce Development Board should strive to fulfill the requirements of the 

funders monitoring review and submit requested items timely. 
2) As required in the monitoring report, the Workforce Development Board should incorporate verbiage 

into policy number 2021-001 that addresses the settlement of all contractual and administrative 
issues arising out of procurements such as protests, appeals, and disputes. 
 

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 

• See the “Other Internal Audit Recommendations” related to the Changes in Organizational Structure. 
 

 

See Attachment B for a complete listing of 

policies in place as of the writing of this 

report. 

 

  

1 

2 
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FINDING #2: REQUIRED PARTNER PROGRAM SERVICES 

FINDING 
The following required partner programs, for LDWA 11 are neither available nor accessible in the local 
One-Stop delivery system:  

• Job Corps;  

• Adult Education, and Family Literacy Programs;  

• Trade Adjustment activities;  

• Youthbuild;  

• Migrant and Seasonal Farmworkers; and 

• Native American Programs. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must ensure all required partner program services are either available or accessible at the 
Comprehensive One-Stop Center location and submit supporting documentation, evidencing completion 
of corrective actions, to LWC for review not later than 45 days of issuance of this report. 
 
ACTIONS TAKEN AND OBSERVATIONS 
As noted in Finding #1, the Workforce Development Board (WDB) approved policy number 2021-001, 

titled “Procurement and Selection of One-Stop Operators, Youth, and Other Services Providers,” at its 

April 27, 2021, Quarterly Board Meeting.  On May 25, 2021, the WDB solicited a Request for Proposal of 

a One-Stop-Operator.  At its July 13, 2021 board meeting, the WDB approved Closing the Gap Consulting, 

LLC selection as the new One-Stop-Operator (OSO) effective July 1, 2021.  The Jefferson Parish Council 

approved the OSO agreement at the August 25, 2021, Council Meeting.   

According to Frances Turner, Administrative Management Specialist IV for the WDB, “We have secured a 

One-Stop-Operator to build partnerships and collaborate to increase available services.  Therefore, the 

terms of the OSO agreement (see Attachment D) are meant to satisfy the required corrective action that 

partner program services are either available or accessible at the One-Stop center location.   

Per review of the OSO agreement, page one contains language such as: 

• Coordinate regular Partner meetings, including identifying and scheduling guest speakers, 
creating the agenda, communicating effectively to maintain partner participation, lead the 
meetings with a goal toward consensus building, complete tasks assigned at meetings, and/or 
follow up as necessary 

• Plan and ensure cross-training of staff for core and required partner programs on a variety of 
topics as identified by partners, develop and distribute desk aids/asset map and update as 
necessary, maintain master staff contact lists 

• Recommend and assist in initiating strategies to increase partner referrals and co-enrollment 

 
This language appears to align with the required corrective action to ensure the availability of partner 

program services. 
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In addition to the One-Stop Operator (OSO) agreement, the verbiage in the Request for Proposal 
distributed to secure an OSO was consistent with the agreement in terms of responsibilities of the OSO.  
Similarly, Policy #2021-001, titled "Procurement and Selection of One-Stop Operators, Youth, and Other 
Services Providers," contained general guidance for the OSO to coordinate the service delivery of required 
one-stop partners and service providers (top of page two of the policy). 
 
The OSO selected by the board committee was approved by the WDB four hundred eight (408) days (July 

13, 2021) after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB did not comply 

with the time requirement of Finding #2. 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #2) 
 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 

• See the “Other Internal Audit Recommendations” related to the Changes in Organizational Structure. 

 

 

FINDING #3: INSUFFICIENT MEMORANDUM OF UNDERSTANDING (MOU) 

FINDING 
The MOU, provided by LWDA 11 management, does not meet uniform requirements as a result of the 
following:  

• A description of services, including the manner in which the services are to be coordinated and 
delivered through the system, relative to each specific partner, is not included; 

• Operating budgets identifying the costs of services and the operating costs of the system including 
an Infrastructure Funding Agreement (IFA); 

• Description of referring individuals between the OSO and the required partner, relative to each 
specific partner, is not included; 

• The duration of the MOU is not documented; 

• Signature pages were either missing or did not identify the following required partners: WIOA 
Youth, Adult and Dislocated Workers, Vocational Rehabilitation (LRS), Community Services Block 
Grant (CSBG), Housing and Urban Development (HUD) Employment Programs, Trade Adjustment 
Assistance activities, Second Chance, Migrant and Seasonal Farmworkers and Native Americans; 
and 

• No provisions for an appeal process and the resulting update to the MOU. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must establish a Memorandum of Understanding (MOU) that contains all the required elements 
as listed in 20 CFR 678.500(b), including the Infrastructure Funding Agreement (IFA) and make certain the 
following are completed: 1. The MOU and IFA must be fully executed and include signatures of all required 
partners' authorized representatives; and 2. Copies of the executed MOU and IFA must be submitted to 
LWC not later than 45 days of issuance of this report and kept on file by the LWDB. 
 

1 
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ACTIONS TAKEN AND OBSERVATIONS 
As noted in Finding #2, the Workforce Development Board (WDB) selected Closing the Gap Consulting, 
LLC as its new One-Stop Operator effective July 1, 2021.  (See Attachment D for the contractual 
agreement.)  Upon reviewing the contract, it appears to be consistent with a One-Stop-Operator (OSO) 
role as specified in 20 CFR 678.620. 
 
According to Frances Turner, Administrative Management Specialist IV for the WDB, the OSO created a 

draft Memorandum of Understanding, and it was being reviewed as of November 1, 2021.  This effort was 

meant to satisfy the requirement to “establish a Memorandum of Understanding (MOU) that contains all 

the required elements….”    

On November 17, 2021, Ms. Christi Langoni, Director of Jefferson Community Action Programs responsible 

for oversight of the Workforce Development Board, sent an email to the Louisiana Workforce Commission 

representatives. (Email body shown below.) 

 

Quanda Charles, with the Office Workforce Development, Louisiana Workforce Commission (LWC), 

responded to the email on November 18, 2021.  The feedback called for “updates and edits” to the MOU.  

The WDB made such edits and returned the MOU on November 23, 2021.  LWC accepted the revisions on 

November 30, 2021, then routed the document for signature. (See Attachment E for the MOU agreement, 

along with the feedback from LWC.) 

The above actions appear to be substantially complete and satisfy the requirements of Finding #3; 

however, they were not completed within forty-five (45) days after the monitoring report's May 31, 2020 

issuance date.  Therefore, the WDB did not comply with the time requirement of Finding #3. 
1 
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INTERNAL AUDIT RECOMMENDATIONS (FINDING #3) 
 

• (Repeat #1) In all instances, the Workforce Development Board should strive to fulfill the 
requirements of the funders monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to the Changes in Organizational Structure. 
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FINDING #4: LACK OF BUDGET POLICIES 

FINDING 
LWDA 11 management provided a copy of Jefferson Parish Government's budget policies and procedures; 
however, per review of board minutes provided, there is no evidence the Workforce Development Board 
approved operating under the authority of Jefferson Parish Government policies and procedures. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must develop policies and procedures that address the budget, modifications to the budget and 
budget controls and make certain the following are completed:  

1. The policies and procedures must be adopted, signed and dated by the board; 
2. Adoption of the policies and procedures must be documented in final approved board meeting 

minutes; and  
3. Copies of the policies, procedures and board meeting minutes must be submitted to LWC not later 

than 45 days after the issuance of this report and kept on file by the LWDB. 
 
ACTIONS TAKEN AND OBSERVATIONS 
The Workforce Development Board (WDB) adopted policy number 103-20, titled "Financial Management 

System," at its October 8, 2020, Quarterly Board Meeting.  Policy number 2021-011, titled “Fiscal Policy,” 

was later created and approved at the October 28, 2021, Quarterly Board Meeting.  Director Christi 

Langoni signed the latter policy, dated November 15, 2021, countersigned by its Chairman, and dated 

November 16, 2021.    (Note: The board motion was to "approve the updated JPWDB Policies." There were 

no references to a policy number or numbers. Therefore, Internal Audit inferred approval of policy 

number 2021-011.)  Both policies address Budget Control and Modification.  The following was excerpted 

from policy number 2021-011. 

See Finding #6 for evidence of the Workforce Development Board being approved as operating under the 

authority of Jefferson Parish Government policies and procedures. 

The above actions appear to satisfy the requirements of Finding #4; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #4. 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #4) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely.  

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 

1 
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FINDING #5: ONE-STOP OPERATOR NON-COMPETITIVE PROCUREMENT 

FINDING 
LWDA 11 staff provided documentation that reflects one proposal was received in response to the One-
Stop Operator RFP; however, no documentation was provided to evidence a process for non-competitive 
proposals, was followed to procure Jefferson Parish Government. Additionally, no documentation was 
provided to evidence the selection of Jefferson Parish Government was approved by LWC. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must establish a procurement policy, to include evaluation procedures, and ensure the following 
are completed: 

1. The policy must be adopted, signed and dated by the board, 
2. Adoption of the policy must be documented in final approved board meeting minutes;  
3. Copies of the policy and board meeting minutes must be submitted to LWC within 45 days of 

issuance of this report and kept on file by the LWDB, and;  
4. Obtain approval from LWC to continue under the current arrangement with Jefferson Parish 

Government, until such time the aforementioned corrective actions have been completed. 
 
ACTIONS TAKEN AND OBSERVATIONS 
 

Evidence of the LWC approving Jefferson Parish as an OSO 
According to Frances Turner, Administrative Management Specialist IV for the Workforce Development 
Board (WDB), they did not obtain approval from Louisiana Workforce Commission (LWC) to continue 
under the current arrangement with Jefferson Parish Government.  However, this approval is no longer 
necessary since the WDB has procured an OSO6.   
 

Adoption of the policies and procedures 
The WDB adopted policy number 116-20, titled "Procurement and Selection of One-Stop Operators, 
Youth, and Other Services Providers," at its October 8, 2020, Quarterly Board Meeting.  However, policy 
number 116-20 was later superseded by policy number 2021-001 and approved at the April 27, 2021, 
Quarterly Board Meeting.  (See Finding #1 for more details.)  The policy includes language to secure a One-
Stop Operator (OSO) on a competitive basis; however, it also includes guidance for when a competitive 
procurement process is not used. (Last page of policy 2021-001, bullet number 7.)   
 
On May 25, 2021, the WDB solicited a Request for Proposal of a One-Stop-Operator.  On July 13, 2021, 
the WDB approved Closing the Gap Consulting, LLC as the new OSO effective July 1, 2021. In addition, the 
Jefferson Parish Council approved the OSO agreement at the August 25, 2021, Council Meeting.  (See 
Finding #2 for more details.)  These actions indicate that the WDB has actively completed competitive 
procurement of its OSO. 
 
The above actions appear to satisfy the requirements of Finding #5; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #5.  

                                                           
6 Per Andrea Morrison, Deputy Assistant Secretary for the Louisiana Workforce Commission – conveyed via Zoom 
meeting conducted on January 14, 2022.  (See Attachment R for more details.) 

1 



 

16 | P a g e  
 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #5) 
 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 

• See the “Other Internal Audit Recommendations” related to the Changes in Organizational Structure. 
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FINDING #6: CONFLICT OF INTEREST 

FINDING 
Per review, the following were noted as it relates to conflict of interest:  

• LWDA 11 staff provided a copy of Jefferson Parish Government's conflict of interest policy; 
however, per review of board minutes provided, there is no evidence the Workforce Development 
Board approved operating under the authority of Jefferson Parish Government policies; and 

• Jefferson Parish Government is the grant recipient, fiscal agent and One-Stop Operator; however, 
no documentation was provided to evidence internal controls are in place to prevent conflicts of 
interest in the administering of the WIOA grant. 

 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must establish and adhere to conflict of interest policies and procedures and make certain the 
following are completed: 

1. The policies and procedures must be adopted, signed and dated by the board;  
2. Adoption of the policies and procedures must be documented in final approved board meeting 

minutes;  
3. Develop a written agreement with the Jefferson Parish CEO that specifies how the parish will carry 

out its responsibilities as the grant recipient, fiscal agent, WDB and One-Stop Operator to ensure 
compliance with the WIOA Act and relative uniform requirements;  

4.  The agreement is executed and signed by all appropriate parties;  
5.  Submit copies of the policies and procedures and executed agreement to LWC not later than 45 

days of issuance of this report and kept on file by the LWDB; and  
6. Obtain approval from LWC to continue under the current arrangement with Jefferson Parish 

Government until such time the aforementioned corrective actions have been completed. 
 
ACTIONS TAKEN AND OBSERVATIONS 
 

Evidence of WDB operating under the authority of JP Government 
Jefferson Parish Ordinance No. 20068, adopted on July 9, 1997, created the Jefferson Parish Workforce 
Development Board according to guidelines established by the United States Department of Labor and 
the Louisiana Department of Labor.  The board created by the prior ordinances was not codified nor added 
to the board section of the code. However, in their bylaws adopted on November 10, 2015, the board 
recognized itself as the Jefferson Parish Workforce Development Board.  Jefferson Parish Ordinance No. 
26148, adopted on February 24, 2021, officially added the board to the board section of the Jefferson 
Parish Code of Ordinances and set forth the board's general composition and its general duties in the 
Code.  Recognition of operating under the authority of Jefferson Parish was later reiterated in revised 
bylaws signed by the Board Chairman on August 27, 2021. 

 
Adoption of Policies and Procedures 

The Workforce Development Board (WDB) adopted policy number 115-20, titled "Conflict of Interest and 

Code of Conduct," at its October 8, 2020, Quarterly Board Meeting.  The policy was signed by Alice White, 

former Administrative Management Specialist IV for the WDB, and dated the same day.  However, this 

policy does not explicitly contain internal controls to address Jefferson Parish Government serving as the 

grant recipient, fiscal agent, and One-Stop Operator.   
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On May 25, 2021, the WDB solicited a Request for Proposal of a One-Stop-Operator.  At its July 13, 2021 

board meeting, the WDB approved Closing the Gap Consulting, LLC selection as the new One-Stop-

Operator (OSO) effective July 1, 2021.  The Jefferson Parish Council approved the OSO agreement at the 

August 25, 2021, Council Meeting.  (See Finding #2 for more details.)   With competitive procurement of 

a third-party OSO, and the ordinances mentioned earlier, the roles and relationships of Jefferson Parish 

Government and the Workforce Development Board are more clearly defined, and the function of the 

OSO (Closing the Gap Consulting, LLC) was segregated.   

Policy number 2021-009, titled “Internal Controls, Segregation of Duties and Firewalls,” was created and 

adopted at the October 28, 2021, Quarterly Board Meeting, signed by Director Christi Langoni 

countersigned by JPWDB Chairman Thomas Jones.  This policy contains language that addresses Internal 

Controls, Conflicts of Interest, and Segregation of Duties. 

The above actions appear to satisfy the requirements of Finding #6; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #6. 

Evidence of LWC approving Jefferson Parish under Program Year 2018 arrangement 

According to Frances Turner, Administrative Management Specialist IV for the WDB, they did not obtain 
approval from LWC to continue under the current arrangement with Jefferson Parish Government, until 
such time the aforementioned corrective actions have been completed.  However, this approval is no 
longer necessary since the WDB has procured an OSO7. 
 
INTERNAL AUDIT RECOMMENDATIONS (FINDING #6) 
 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 

• See the “Other Internal Audit Recommendations” related to the Changes in Organizational Structure. 
 
 

 

 

 
 
 
 
 
 
 

                                                           
7 Per Andrea Morrison, Deputy Assistant Secretary for the Louisiana Workforce Commission – conveyed via Zoom 
meeting conducted on January 14, 2022.  (See Attachment R for more details.) 

1 

CONFLICT OF INTEREST 

A CONFLICT OF INTEREST EXISTS WHEN  
TWO OR MORE CONTRADICTORY INTERESTS  

RELATE TO AN ACTIVITY BY AN INDIVIDUAL OR INSTITUTION.   
THE CONFLICT LIES IN THE SITUATION,  

NOT IN ANY BEHAVIOR OR LACK OF BEHAVIOR OF THE INDIVIDUAL 
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FINDING #7: PROPOSAL SUBMISSION PERIODS 

FINDING 
The RFP, for WIOA One-Stop Operator Services, indicated the issue date was 3/8/2017 and the deadline 
to submit proposals was 4/5/2017; therefore, the period of time between the release date and the 
deadline to submit proposals was only 27 days.  

• Unable to determine Youth Advertisement (February 9, 2018 –March 6, 2016)  
• Advertisement for Career Services was 24 days (February 9, 2018 –March 6, 2018) 

 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must establish written policies and procedures for the procurement of the One-Stop Operator 
that comply with 2 CFR 200.317- 200.326 and make certain the following are completed:  

1. Ensure adequate submission period is addressed in the policies and procedures;  
2. The policies and procedures must be adopted, signed and dated by the board;  
3. Adoption of the policies and procedures must be documented in final approved board meeting 

minutes; and  
4. Copies of the policies and procedures, board meeting minutes and board member conflict of 

interest statements must be submitted to LWC not later than 45 days of issuance of this report 
and kept on file by the LWDA. 

 
ACTIONS TAKEN AND OBSERVATIONS 
As noted in Finding #1, the Workforce Development Board (WDB) approved policy number 2021-001, 

titled “Procurement and Selection of One-Stop Operators, Youth, and Other Services Providers,” at its 

April 27, 2021, Quarterly Board Meeting.     

The third page of the policy contains verbiage regarding sufficient public notice of the intent to procure 

services; however, Internal Audit did not note a section that addresses an “adequate submission period.” 

A Request for Proposal for a One-Stop-Operator was released with a date of May 5, 2021.  The Proposal 

Due Date indicated on the RFP was June 7, 2021.  The WDB allowed for a thirty-three (33) calendar day 

submission period in practice. 

 

The above actions appear to 

satisfy the requirements of 

Finding #7; however, they were 

not completed within forty-five 

(45) days after the monitoring 

report's May 31, 2020 issuance 

date.  Therefore, the WDB did not 

comply with the time 

requirement of Finding #7. 

 

 

4 

1 
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INTERNAL AUDIT RECOMMENDATIONS (FINDING #7) 

4) As required in the monitoring report, the WDB should incorporate verbiage into policy number 2021-
001 that defines an adequate submission period between the issue date of the request for proposal 
and the deadline to submit proposals. 
 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 

 

 

FINDING #8: ADVERTISEMENT OF THE ONE-STOP OPERATOR RFP 

FINDING 
LWDA 11 staff provided documentation of a public notices, regarding RFPs to solicit a One-Stop Operator 
and providers of Youth Services and Career and Training Services; however, no evidence was provided to 
reflect the notices were actually advertised. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must establish written policies and procedures for the procurement of the One-Stop Operator, 
and providers of Youth Services and Career and Training Services that comply with 2 CFR 200.317- 200.326 
and ensure the following are completed:  

1. Adequate submission period is addressed in the 
policies and procedures;  

2. The policies must be adopted, signed and dated by the 
board;  

3. Adoption of the policies must be documented in final 
approved board meeting minutes; and  

4. Copies of the policies, board meeting minutes and 
board member conflict of interest statements must be 
submitted to LWC not later than 45 days of issuance of 
this report and kept on file by the LWDA. 

 
ACTIONS TAKEN AND OBSERVATIONS 
See verbiage under Finding #7. 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #8) 

• (Repeat #4) As required in the monitoring report, the WDB 
should incorporate verbiage into policy number 2021-001 
that addresses an adequate submission period between 
the issue date of the request for proposal and the deadline 
to submit proposals. 

• (Repeat #1) In all instances, the WDB should strive to fulfill 
the requirements of the funders monitoring review and 
submit requested items timely. 
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FINDING #9: OSO PROPOSAL EVALUATIONS 

FINDING 
Per review of the documentation provided for the evaluation of the Jefferson Parish Government 
proposal, all evaluators are members of the LWDA 11 board; however, a determination could not be made 
as to who is responsible for reviewing proposals and submitting recommendations to the full board for 
approval. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must establish a procurement policy, to include evaluation procedures, and ensure the following 
are completed:  

1. The policy must be adopted, signed and dated by the board;  
2. Adoption of the policy must be documented in final approved board meeting minutes;  
3. Copies of the policy and board meeting minutes must be submitted to LWC within 45 days of 

issuance of this report and kept on file by the LWDB and;  
4. Obtain approval from LWC to continue under the current arrangement with Jefferson Parish 

Government, until such time the aforementioned corrective actions have been completed to set 
the groundwork for the next One-Stop Operator procurement process. 

 
ACTIONS TAKEN AND OBSERVATIONS 
The Workforce Development Board adopted policy number 116-20, titled "Procurement and Selection of 
One-Stop Operators, Youth, and Other Services Providers," at its October 8, 2020, Quarterly Board 
Meeting.  Policy number 116-20 was later superseded by policy number 2021-001 and approved at the 
April 27, 2021, Quarterly Board Meeting.  (See Finding #1 for more details.)  The policy includes evaluation 
procedures as required.  Additionally, the policy outlines responsibility for reviewing proposals and 
submitting recommendations to the entire board for approval.  (Policy 2021-001, first page, fifth 
paragraph.)  

The above actions appear to satisfy the requirements of Finding #9; however, they were not completed 
within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB 
did not comply with the time requirement of Finding #9. 

 
Evidence of LWC approving current arrangement with Jefferson Parish Government 

According to Frances Turner, Administrative Management Specialist IV for the WDB, they did not obtain 
approval from LWC to continue under the current arrangement with Jefferson Parish Government, until 
such time the aforementioned corrective actions have been completed. However, this approval is no 
longer necessary since the WDB has procured an OSO. 8 

                                                           
8 Per Andrea Morrison, Deputy Assistant Secretary for the Louisiana Workforce Commission – conveyed via Zoom 
meeting conducted on January 14, 2022.  (See Attachment R for more details.) 

1 
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INTERNAL AUDIT RECOMMENDATIONS (FINDING #9) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 

 

FINDING #10: PROCUREMENT OF YOUTH SERVICES 

FINDING 
LWDB 11 did not appropriately procure Youth Services. Per review of the RFP provided by LWDB 11 staff, 
the following were noted:  

• There is neither documentation of WBD procurement policies and procedures nor evidence that 
the Board adopted Jefferson Parish Government procurement policies and procedures;  

• No documentation was provided that evidences the criteria used in the evaluation of Youth 
Service provider proposals; and  

• The responsibility for the review of Youth Services proposals and selection recommendations to 
the board for approval, is not described in LWDB 11 bylaws 

 
REQUIRED CORRECTIVE ACTIONS9 
LWDB 11 must The agreement is executed and signed by all appropriate parties and a copy of the 
agreement submitted to LWC not later than 45 days after the issuance of this report and kept on file by 
the LWDB; and  
 
Obtain approval from LWC to continue under the current arrangement with Jefferson Parish Government 
until such time the aforementioned corrective actions have been completed to set the groundwork for 
the next One-Stop Operator procurement process. 
 
ACTIONS TAKEN AND OBSERVATIONS 
The Workforce Development Board adopted policy number 116-20, titled "Procurement and Selection of 

One-Stop Operators, Youth, and Other Services Providers," at its October 8, 2020, Quarterly Board 

Meeting.  Policy number 116-20 was later superseded by policy number 2021-001 and approved at the 

April 27, 2021, Quarterly Board Meeting.  (See Finding #1 for more details.)  The policy includes language 

that addresses the procurement of Youth Services. 

The above actions appear to satisfy the requirements of Finding #10; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #10. 

For evidence of LWC approving current arrangement with Jefferson Parish Government, see verbiage 
under the same caption of Finding #9.  
 
INTERNAL AUDIT RECOMMENDATIONS (FINDING #10) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 
 

                                                           
9 Verbiage shown is exactly as contained within the LWC Monitoring Report. 

1 
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FINDING #11: PROCUREMENT OF CAREER AND TRAINING SERVICES 

FINDING 
LWDB 11 did not adhere to the procurement requirement for career and training services, as stated in the 
local plan. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must either adhere to the Local Plan or determine whether the procurement of the Career and 
Training Services is necessary for the local area. 
 
ACTIONS TAKEN AND OBSERVATIONS 
According to Frances Turner, Administrative Management Specialist IV for the WDB, the Local Workforce 
Development Plan (July 1, 2020, to June 30, 2024) has been revised to include “when deemed necessary” 
relative to training services. In addition, the Local Plan was updated in August 2021.  The revised verbiage 
is located on page eight (8) of the plan and is shown below. 

The above actions appear to satisfy the requirements of Finding #11; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #11. 

INTERNAL AUDIT RECOMMENDATION (FINDING #11) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

 

 

 

 

 

 

 

 

1 
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FINDING #12: RECORDS RETENTION POLICIES AND PROCEDURES 

FINDING 
LWDA 11 provided a copy of Jefferson Parish Government's record retention policies and procedures; 
however, per review of board minutes provided, there is no evidence the Workforce Development Board 
approved operating under the authority of Jefferson Parish Government policies and procedures. 
 
REQUIRED CORRECTIVE ACTIONS 
The LWDB must develop policy as it relates to Record Retention.  

1. The policy must be approved, signed, dated and adopted by the board;  
2. The policy must be documented in the board meeting minutes that the it has been approved, 

signed, dated and adopted by the board; and,  
3. A copy of the board meeting minutes and the policy must be submitted to LWC not later than 45 

days of issuance of this report. 
 
ACTIONS TAKEN AND OBSERVATIONS 
The Workforce Development Board adopted policy number 103-20, titled "Financial Management 

System," at its October 8, 2020, Quarterly Board Meeting.  The policy was signed by Alice White, former 

Administrative Management Specialist IV for the WDB, and dated the same day.   

The policy includes language that addresses records retention as follows:  

 

Policy number 2021-011, titled “Fiscal Policy,” was later created and approved at the October 28, 2021, 

Quarterly Board Meeting.  This policy was signed by Director Christi Langoni and dated November 15, 

2021, countersigned by its Chairman, and dated November 16, 2021. 

This policy also contains language regarding “Record Retention.” (Bottom of the seventh page, top of 

the eighth page.)  
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The actions mentioned previously appear to satisfy the requirements of Finding #12; however, they were 

not completed within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  

Therefore, the WDB did not comply with the time requirement of Finding #12. 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #12) 
 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely.  

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 
 

 
 
 

ADMINISTRATIVE AREAS OF CONCERN 

Area of Concern #1: Services Contracts Outdated References Services contracts contain outdated 

information, noted as follows: • References to regulations that are no longer utilized. (e.g. A-122 is 

referenced, but this regulation has been replaced by the Uniform Administrative Guidance) • References 

Louisiana Department of Labor (LDOL); however, LDOL became Louisiana Workforce Commission (LWC) 

in 2010.  

Recommendation(s): LWDB 11 should modify existing contracts and all future contracts to reflect current 

references.   

Internal Audit observations:  According to Frances Turner, Administrative Management Specialist IV for 

the WDB, they “have not entered into any new contracts” since the Monitoring Review report date of 

May 31, 2020.  However, they did contract with a One-Stop Operator in August 2021.  References in the 

related agreement have been updated accordingly. 

 

Area of Concern #2: Standing Committees The bylaws identifies four (4) standing committees--Executive, 

Planning, Operations Advisory and Youth; however, there is no description in the bylaws as to the duties 

and responsibilities of the Planning, Operations Advisory and Youth committees.  

Recommendation(s): As applicable, LWDB 11 should revise its bylaws to include clear roles and 

responsibilities of the four (4) standing committees. 

Internal Audit observations:  The Workforce Development Board revised and approved its Bylaws in 

August 2021.  Section 1 (pages 7 through 9) of the Bylaws defines the roles of the four (4) committees.    

1 
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FINDING #13: CO-ENROLLMENT 

FINDING 
LWDA 11 did not co-enroll two (2) Youth participants (State ID 2844180, 2988813) in Title III Wagner-
Peyser programs. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDA 11 must implement training and disseminate guidance to ensure staff are properly trained on co-
enrollment and make certain the following are completed:  

1. Establish procedures to ensure all WIOA participants are co-enrolled in Wagner-Peyser and make 
certain at least one staff-assisted Wagner-Peyser service is provided.  

2. Ensure corrective actions are completed and supporting documentation must be submitted to 
LWC for review not later than 45 days of issuance of this report. 

 
ACTIONS TAKEN AND OBSERVATIONS 
The Workforce Development Board adopted policy number 113-21, titled "WIOA Co Enrollment," at its 

October 8, 2020, Quarterly Board Meeting. However, policy 113-21 was later superseded by policy 2021-

008 and approved at the October 28, 2021, Quarterly Board Meeting, signed by Director Christi Langoni, 

and countersigned by JPWDB Chairman Thomas Jones. The latter policy includes language that addresses 

participant co-enrollment and outlines relevant procedures.  The following example is excerpted from the 

second page of the policy. 

The required corrective actions also call for the implementation of training and dissemination of guidance 

to the staff regarding co-enrollment.  According to Eurydice Bush-Harrison, Workforce Connection – 

Operations Manager, staff received co-enrollment training provided by the Office of Workforce 

Development Training and Technical Assistance (LWC) on January 15, 2019.  Ms. Bush-Harrison provided 

an excerpt of the training materials.  Other training provided by LWC before the report issuance date was 

“Common Intake and Co-Enrollment” conducted in February 2019.  This training included the topic of 

“case noting” and was attended by the West Bank Operations Manager and East Bank Center Supervisor.  

Over a year before LWC issued the referenced monitoring report, these training sessions took place.   

After the LWC Monitoring Report was issued on May 31, 2020, Ms. Bush-Harrison indicated that the 

following training was conducted.  

According to Ms. Bush-Harrison, staff members were invited to participate in the training; however, they 

did not maintain a roster; therefore, it was assumed that all staff participated unless off on official leave. 



 

27 | P a g e  
 

During a site visit to the Jefferson Parish Workforce Connection Center in Gretna on November 29, 2021, 

the Workforce Connections Director Sharon Wegner indicated that staff training is generally conducted 

in response to issues or deficiencies noted.   Internal Audit recommends implementing a more formalized 

and proactive training program that addresses training needs.  That is to say, training should take place in 

an attempt to prevent issues from occurring. 

The benefits of an employee training program include an opportunity for employees to grow their 

knowledge base. In addition, it shows employees that they are valued and, in this case, illustrates to the 

funder (LWC) that Jefferson Parish is diligent in its resolve to be good stewards of grant funding. 

LWC allows for both the East Bank and West Bank Centers to be closed once a month for two (2) hours on 

Tuesdays and Thursdays, respectively.  The Centers have a staff meeting during those times.  Regular and 

ongoing training could be conducted as part of the staff meeting.  Each training session should include a 

sign-in sheet for all employees to ensure that all who need the training have received it.  Training should 

consist of both “hard skills” such as workflow and program technical skills, along with “soft skills” such as 

time management and conflict resolution.  Training can be instructor-led or study-at-your-own-pace 

eLearning not conducted during staff meetings.   

Training modules within HiRE10 are available via the ‘technical assistance” section under Staff Online 

Resources.  Additionally, the Jefferson Parish Human Resources – Training Division has an online training 

program titled “The Supervisor as Trainer,” which may be helpful to view as a part of implementing a 

formalized training program.   

The above actions appear to satisfy the “establish procedures” requirement of Finding #13; however, they 

were not completed within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  

Therefore, the WDB did not comply with the time requirement of Finding #13. 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #13) 
5) A formalized staff training program should be implemented at the Workforce Connection 

Centers/American Job Centers to proactively train employees on relevant program topics. 
 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 

                                                           
10 HiRE stands for “Helping Individuals Reach Employment” and is the software used to track all program 
participant data and activity. 

5 

 

Implementing training programs in the workplace will help employees feel like the company is 

invested in them.  By continuing to teach your employees new skills and abilities,  

they will not just become better workers, they will feel like more productive members  

of the organization.  This will improve their morale as well as their workplace capabilities.  

–Indeed Editorial Team, “The Importance of Training Employees”, February 22, 2021. 

1 
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FINDING #14: WIOA POLICIES 

FINDING 
LWDB 11 does not have updated policies for Adult, DW and Youth Programs. The following policies were 
outdated:  

• Co-Enrollment  
• Basic Skills Assessments  
• Follow-up  
• Supportive Services  
• Funding Limits on ITA's  
• Priority of Services  
• OJT and Customized Training  
• Youth Incentives  
• Youth Additional Barrier 

 
REQUIRED CORRECTIVE ACTIONS 

1. LWDA 11 must revise all program policies to ensure compliance with the Local Plan, WIOA 
regulations and ETA guidance. (LWC OWD Policy 2-29.1, 20 CFR 681.290, TEGL 19-16, 20 CFR 
680.970, 20 CFR 680.310(b)(2), 20 CFR 680.600, 20 CFR 680.610, 20 CFR 680.710, 20 CFR 
680.74020 CFR 681.640, TEGL 21-16, 20 CFR 681.300, 20 CFR 681.310)  

2. Copies of the approved and signed policies must be submitted to LWC for review not later than 
45 days of issuance of this report. 

 
ACTIONS TAKEN AND OBSERVATIONS 
Since the release of the Louisiana Workforce Commission (LWC) monitoring report, the Workforce 

Development Board (WDB) created or revised policies related to twenty-four (24) different topics, 

adopted on three (3) different dates - October 8, 2020, May 3, 2021, and October 28, 2021.  Some of the 

new policies adopted in 2021 superseded the relevant policy or policies adopted in 2020.  The new policies 

in effect as of the timing of this report address the nine (9) topics cited by the LWC that needed to be 

updated.  See Attachment B for a complete listing of policies in place as of the writing of this report. 

The above actions appear to satisfy the requirements of Finding #14; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #14. 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #14) 

• (Repeat #1) In all instances, the WDB should 
strive to fulfill the requirements of the funders 
monitoring review and submit requested 
items timely. 

• See the “Other Internal Audit 
Recommendations” related to Best Practices 
for Policy Writing and Adoption. 
 

  

1 



 

29 | P a g e  
 

FINDING #15: FAMILY SIZE AND HOUSEHOLD INCOME 

FINDING 
The family size and household income information keyed in HiRE did not match the documentation in the 
participant file for four (4) Youth participants (State ID 1880216, 3001818, 1274759, 2983205), fourteen 
(14) Adult participants (State ID 2176711, 2903581, 2940127, 2986746, 1510672, 1162291, 503851, 
2635847, 1045999, 2870056, 2252667, 1155864, 501628, 2963743). Low-income status affects priority of 
service determination for Adult program participants.  
 
REQUIRED CORRECTIVE ACTIONS 

1. LWDA 11 must implement training and disseminate guidance to ensure staff determines and 
records family size and low-income status correctly;  

2. LWDA 11 must correct the family size and household income information in HiRE for the fourteen 
(14) Adult participants (State ID 2176711, 2903581, 2940127, 2986746, 1510672, 1162291, 
503851, 2635847, 1045999, 2870056, 2252667, 1155864, 501628, 2963743);  

3. LWDA 11 must correct the family size and household information in HiRE for the four (4) Youth 
participants (State ID 1880216, 3001818, 1274759, 2983205);  

4. LWDA 11 must develop a review process that ensures that the information keyed into HiRE is 
accurate and consistent for all documentation received from the participant and uploaded into 
HiRE at the time of eligibility; and  

5. Documentation of the corrective actions must be submitted to LWC for review not later than 45 
days of this review. 

 
ACTIONS TAKEN AND OBSERVATIONS 
According to Eurydice Bush-Harrison, Workforce Connection – Operations Manager, family size and low-
income parameters are found in the HiRE system and are also noted on the eligibility determination form 
utilized by the AJC. However, ongoing and regular training is not provided on the topic. (See Finding #13 
for more details.) 

Ms. Bush-Harrison represented that the incorrect participant information was corrected in the HiRE11 
system for the fourteen (14) adult participants and four (4) youth participants; however, a review process 
has not been put in place to ensure that information keyed is accurate and consistent with source 
documentation.   According to the Workforce Connections Director, Sharon Wagner, random reviews of 
case notes occur as needed.  Internal Audit recommends that a systematic approach be developed for the 
review process. One of the most apparent benefits of regular reviews is the opportunity to improve the 
overall performance of staff members. Taking the time to regularly analyze your staff's work/case notes 
is the perfect opportunity to find areas that need attention. Such areas can be incorporated into a 
formalized training program. 

The above actions did not satisfy all the requirements of Finding #15; therefore, this finding was not 

resolved within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  Therefore, 

the WDB did not comply with the time requirement of Finding #15. 

 
 
 

                                                           
11 HiRE stands for “Helping Individuals Reach Employment” and is the software used to track all program 
participant data and activity. 
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INTERNAL AUDIT RECOMMENDATIONS (FINDING #15) 
6. Implement a review process to ensure that keyed information is accurate and consistent with source 

documentation and that all necessary documents are uploaded into the computerized system (HiRE). 
 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• (Repeat #5) A formalized staff training program should be implemented at the Workforce Connection 
Centers/American Job Center to proactively train employees on relevant program topics. 

 

 

FINDING #16: RECORDING MEASURABLE SKILL GAIN AND CREDENTIAL IN HIRE 

FINDING 
LWDA 11 did not record Measurable Skill Gain (MSG) or Credential in HiRE for three (3) Adult participants 
(State ID 503851, 2986746, 1155864) and three (3) Youth participants (State ID 2746509, 1274759, 
1848362).  
 
LWDA 11 did not have supporting documentation in participant file for Measurable Skill Gain recorded in 
HiRE for Adult participant (State ID 2903581) and Youth participant (State ID 2743855). 
 
REQUIRED CORRECTIVE ACTIONS 

1. LWDA 11 must record the Measurable Skill Gain and Credential information in HiRE for Adult 
participants (State ID 503851, 2986746) and provide supporting documentation for MSG for Adult 
participant (State ID 2903581). Documentation of this corrective action must be submitted to LWC 
not later than 45 days of the issuance of this report.  

2. LWDA 11 management must establish procedures that ensure that Measurable Skills Gain and 
Credential Attainments are recorded in HiRE. Documentation of the corrective action must be 
submitted to LWC for review not later than 45 days of this review. 

 
ACTIONS TAKEN AND OBSERVATIONS 
According to Eurydice Bush-Harrison, Workforce Connection – Operations Manager, Measurable Skill 
Gain, and Credential information was recorded in the HiRE system during the initial LWC audit; however, 
procedures have not been established to ensure recordation of such items.  (See Finding #13 and #15 for 
more information regarding formalized staff training and review processes.) 

The above actions did not satisfy all the requirements of Finding #16; therefore, this finding was not 

resolved within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  Therefore, 

the WDB did not comply with the time requirement of Finding #16. 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #16) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• (Repeat #5) A formalized staff training program should be implemented at the Workforce Connection 
Centers/American Job Center to proactively train employees on relevant program topics. 

• (Repeat #6) Implement a review process to ensure that keyed information is accurate and consistent 
with source documentation and that all necessary documents are uploaded into the computerized 
system (HiRE). 
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FINDING #17: SUPPORTIVE SERVICES 

FINDING 
LWDA 11 did not document either the inability to obtain supportive services through other programs or 
the need for supportive services for Youth participant (State ID 2727842). 
 
REQUIRED CORRECTIVE ACTIONS 

1. LWDA 11 must review the Youth participant file (State ID 2727842) and the participant's eligibility 
to receive supportive services and the inability to obtain the supportive service through other 
programs providing such services must be documented. If the participant is found to be ineligible 
for supportive services, all funds expended on the supportive service may have to be returned to 
the appropriate funding source, which will require an accounting adjustment made.  

2. Documentation of this corrective action must be submitted to LWC for review not later than 45 
days of issuance of this report. 

 
ACTIONS TAKEN AND OBSERVATIONS 
According to Eurydice Bush-Harrison, Workforce Connection – Operations Manager, eligibility to receive 
supportive services and the inability to obtain the support through other programs was documented on 
July 29, 2020, for Youth participant #2727842.  The note below indicates that the participant was eligible 
and that no other supports were available.  The contents suggest that expended funds need not be 
returned to the funder; however, the Louisiana Workforce Commission was in the process of reviewing 
this finding as of the timing of this report. 

 

The above actions appear to satisfy the requirements of Finding #17; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #17. 

INTERNAL AUDIT RECOMMENDATION (FINDING #17) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

 
 
 

 

 

 

 

 

 

1 
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FINDING #18: JUSTIFICATION FOR TRAINING SERVICES 

FINDING 
LWDA 11 did not provide detailed case notes that encompass the justification of training for thirteen (13) 
Adult participants (State ID 2176711, 2903581, 2940127, 1695677, 103761, 2986746, 1510672, 503851, 
1045999, 2252667, 1155864, 252153, 1716062), DW participant (State ID 1919539) and seven (7) Youth 
participant (State ID 2733600, 1880216, 1274759, 2727842, 1810582, 1848362, 1899241). 
 
REQUIRED CORRECTIVE ACTIONS 
LWDA 11 must develop training and disseminate guidance to ensure staff are properly trained on 
documenting Justification for training and make certain the following are completed:  

1. Update the participant files, documenting the need for training services. If the participant is found 
to be ineligible to receive training services, WIOA funds expended may be questioned costs.  

2. Documentation must be submitted to LWC for review not later than 45 days of issuance of this 
report. 

 
ACTIONS TAKEN AND OBSERVATIONS 
According to Eurydice Bush-Harrison, Workforce Connection – Operations Manager, participant files were 
updated to include revisions to case notes for the twenty-one (21) cited participants; however, as of the 
timing of this report, there has not been any feedback from LWC regarding the need to return expended 
funds to the funder. 

The required corrective actions also call for the implementation of training and guidance dissemination 
to the staff regarding case note documentation.  Ongoing and regular training is not provided on the topic. 
(See Finding #13 for more details.) 

The above actions appear to satisfy the requirements of Finding #18; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #18 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #18) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• (Repeat #5) A formalized staff training program should be implemented at the Workforce Connection 
Centers/American Job Center to proactively train employees on relevant program topics. 
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FINDING #19: FOLLOW-UP SERVICES 

FINDING 
LWDA 11 did not provide and document follow-up services for a minimum of 12 months following the 
first day of employment for five (5) Adult participants (State ID 2870056, 787777, 2252667, 252153, 
2963743). LWDA 11 did not provide and document follow-up services for a minimum of 12 months for 
Youth participant (State ID 1880216).  
 
REQUIRED CORRECTIVE ACTIONS 
LWDA 11 must develop training and disseminate guidance to ensure staff are properly trained on follow-
up and make certain the following are completed:  

1. LWDA 11 must provide and document that follow-up services were provided to the 
aforementioned participants listed in this finding. Documentation of this corrective action must 
be submitted to LWC for review not later than 45 days of issuance of this report.  

2.  LWDA 11 must establish procedures to include guidance on documenting follow-up services for 
Adult, Dislocated Worker, and Youth participants. A copy of this must be submitted to LWC for 
review not later than 45 days of issuance of this report. 

 
ACTIONS TAKEN AND OBSERVATIONS 
According to Eurydice Bush-Harrison, Workforce Connection – Operations Manager, participant files were 
updated12 to include efforts taken for follow-up services for the cited six (6) participants. 

The required corrective actions also call for the implementation of training and guidance dissemination 
to the staff regarding follow-up procedures.  Ongoing and regular training is not provided on the topic. 
(See Finding #13 for more details.) 

The above actions appear to satisfy the requirements of Finding #19; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #19. 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #19) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• (Repeat #5) A formalized staff training 
program should be implemented at the 
Workforce Connection Centers/American 
Job Center to proactively train employees on 
relevant program topics. 

 
  

                                                           
12 Internal Audit relied upon the representations and did not verify that updates were made within the system. 
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PROGRAM AREAS OF CONCERN 

Area of Concern #1: Goals and Objectives Adult participants (State ID 2903581, 1695677, 503851, 

1045999, 1155864, 1716062, 501628) and Youth participant (State ID 1899241) had goals and objectives 

still open after successful completion of activities. Recommendation: LWDA 11 should take measures to 

ensure that all staff are properly trained on the fundamentals of closing goals and objectives in the 

Individual Employment Plan/ Individual Service Strategy section in HiRE prior to exit.  

Area of Concern #2: Inaccurate Information recorded in HiRE Youth participant (State ID 2746509) has 

Successful Completion for Activity Code 430- Occupational Skills Training – Non ITA, however, the case 

note states the participant dropped out of the activity. Adult participant (State ID 1045999) had incorrect 

Credential Date recorded in Credential section in HiRE.  Recommendation: LWDA 11's management 

should take measures to ensure that all staff receive the proper training on the fundamentals of case 

management and emphasize the importance of proper file folder documentation, accurate and timely 

data entry into HiRE. The data in HiRE is used for reporting purposes and data entry inaccuracies or 

omissions affect the validity of the data being reported. 

Area of Concern #3: Missing signatures Adult participants (State ID 2176711, 290358, 2986746, 503851) 

did not have signed WIOA Applications in participant file folders. Adult participant (State ID 1155864) did 

not have a signed WIOA Applications uploaded to HiRE. Adult participant (State ID 2986746) did not have 

participant signature on the OJT Training Outline. Youth participant (State ID 1707995) was missing the 

participant's signature on the Objective Assessment. Youth participant (State ID 2965012) Work 

Experience timesheet was missing both the participant and supervisor's signature to verify hours worked 

during the pay period ending 02/28/2019. Recommendation: LWDA 11 management should take 

measures to ensure that all staff members receive the proper training of obtaining required signatures 

on all forms and documents as warranted. 

Area of Concern #4: Case Management Adult participants (State ID 2635847, 1045999, 1155864, 1716062, 

5011628) had System Closed Activity 188 – Training Preparation Services. Youth participant (State ID 

1880216) HiRE application was signed by the participant 4 day after eligibility determination. Youth 

participants (State ID 1880216, 2743855) goals listed on the IEP were not directly linked to the service 

activities of the participant. Youth participant (State ID 3001818) ISS was not updated when new activities 

were added to meet the needs of the participant. Recommendation: LWDA 11's management staff should 

take measures to ensure that all staff members receive the proper training on the fundamentals of case 

management, emphasizing the importance of correct data entry into HiRE. The actual date of completion 

for an activity should be entered rather than allowing the system to close the activity. 

Area of Concern #5: Employment information LWDA 11 did not enter employment information in HiRE for 

Adult participants (State ID 1695677, 1162291, 503851). Case notes indicate the participant entered 

employment. Recommendation: LWDA 11 should take measures to ensure that all staff are properly 

trained on the fundamentals of case management, emphasizing the importance of the accuracy of data 

entered into HiRE. The data in HiRE is used for reporting purposes. Inaccuracies or omissions affect the 

validity of the data being reported.  
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Area of Concern #6: Documentation of 14 Elements made available not uploaded in HiRE documents 

LWDA 11 did not have supporting documentation uploaded in HiRE that each of the 14 Elements were 

made available to Youth participants (State ID 1880216, 2743855, 3001818, 1899241, 1274759, 2965012, 

2727842, 1810582, 2983205, 1848362) that were monitored remotely. Recommendation: LWDA 11 must 

review the ten (10) Youth participant files mentioned above and ensure the 14 elements were reviewed, 

signed, included in the file folder, and uploaded in HiRE documents.  

Area of Concern #7: Work Experience Documentation Youth participant (State ID 2965012) did not have 

Work Experience timesheets uploaded in the HiRE system to support hours worked 01/22/2019 through 

02/08/2019. Youth participant (State ID 2983205) lacked the following required Work Experience 

documentation: 

• Pre-Hire information such as the I-9, W-4, and Worksite Agreement;  

• Evaluations from Work Experience to track the progress of the participant goals set in the IEP; and  

• Work Experience timesheets to support hours worked 05/10/2019 through 08/05/2019.  

 

Recommendation: LWDA 11 should take measures to ensure that all staff are properly trained on the 

fundamentals of case management, emphasizing the importance of Work Experience documentation that 

should be included in the participant's file folder.  

 

Area of Concern #8: Missing Attendance/Grades Records Adult participant (State ID 1155864) did not have 

attendance and/or grade records uploaded in HiRE to support attendance for training dates 12/3/18 – 

12/28/18. Recommendation: LWDB 11 staff should establish procedures that ensure attendance and/or 

grade records are included in the participant folders and uploaded to HiRE.  

 

Area of Concern #9: WIOA Application Signature Pages Adult participant (State ID 1716062) WIOA 

application uploaded in HiRE has a create date of 12/29/15; however, it was signed & dated on 12/14/18. 

In addition, the WIOA application was created on 12/14/18 signature pages were not uploaded in HiRE.  

Recommendation: LWDA 11 staff should develop a review process that ensures the information entered 

in HiRE is accurate and consistent for all documentation recorded and uploaded in HiRE. 

 

ACTIONS TAKEN AND OBSERVATIONS 
The collective premise of the nine (9) program areas of concern surrounds the concepts of proper training, 
review processes, and establishment of procedures.  The Workforce Development Board has created 
many policies, some of which contain procedures.  (See Attachment B for a complete listing of policies in 
place as of the writing of this report.)  Additionally, staff has attended various training sessions as noted 
in the program findings on the previous pages of this report; however, ongoing and regular training is not 
provided to staff. (See Finding #13 for more details.) 
 
INTERNAL AUDIT RECOMMENDATION (PROGRAM AREAS OF CONCERN) 

• (Repeat #5) A formalized staff training program should be implemented at the Workforce Connection 
Centers/American Job Center to proactively train employees on relevant program topics. 
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FINDING #20: YOUTH PROVIDER CONTRACTS - MONITORING 

FINDING 
LWDB 11 provided Monitoring Guides, represented as monitoring reports for two (2) service providers—
Delgado Community College and an unidentified provider. However, the contents of the monitoring guide 
does not facilitate monitoring activities in accordance with Uniform Guidance. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must establish measurable benchmarks for periodic site visits to each of the service providers, 
outline monitoring activities that will take place, and make certain the following is completed:  

1. Ensure the periodic site visits and monitoring guidelines are in compliance with local and federal 
laws.  

2. Ensure a section of the guidelines address time frame and expectations of LWDB 11 and the 
service providers.  

3. The benchmarks and guidelines must be signed and dated by the board and documented in final 
approved board meeting minutes.  

4. Copies of the benchmarks, guidelines, and board meeting minutes must be submitted to LWC not 
later than 45 days of issuance of this report and kept on file by the LWDB. 

 
ACTIONS TAKEN AND OBSERVATIONS 
The Workforce Development Board (WDB or JPWDB) adopted policy number 105-20, titled "Monitoring," 
at its October 8, 2020, Quarterly Board Meeting.  The policy was signed by Alice White, former 
Administrative Management Specialist IV for the WDB, and dated the same day. 
 

 
 
The Workforce Development Board adopted policy number 2021-008, titled "Internal Controls, 
Segregation of Duties and Firewalls," at its October 28, 2021, Quarterly Board Meeting.  The policy 
requires monitoring and a report to appropriate Board committees once each program year. The policy 
also requires monitoring to ensure compliance with federal, state, and local laws, regulations, and policies.  
(Policy 2021-008, second page, “e” Oversight and Monitoring.)  Lastly, as of the timing of this report, the 
WDB created a Monitoring Guide that has not yet been finalized. 
 
According to Frances Turner, Administrative Management Specialist IV for the WDB, the WDB has 
conducted monitoring of the Youth Provider.  Ms. Turner represented that she sent proof of such to the 
LWC.   
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Actions taken appear to satisfy the requirements of Finding #20; however, they were not completed 
within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  Therefore, the WDB 
did not comply with the time requirement of Finding #20. 
 
 
INTERNAL AUDIT RECOMMENDATIONS (FINDING #20) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 
 
 

FINDING #21: INTERNAL CONTROL 

FINDING 
The Workforce Development Board (WDB) did not maintain internal control over LWDA 11. The LWDB 
submitted Fiscal policies for Jefferson Parish Government. Per discussion with LWDA 11 management, in 
lieu of working under WDB policies and procedures, the local office operates under Jefferson Parish's 
policies.  
 
Additionally, per review of Board minutes there is no evidence the WDB approved operating under the 
authority of Jefferson Parish Fiscal policies. 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must establish Fiscal policies and make certain the following is completed:  

1. The policies must be adopted, signed and dated by the board;  
2. Adoption of the policies must be documented in final approved board meeting minutes; and  
3. Copies of the policies and board meeting minutes must be submitted to LWC not later than 45 

days of issuance of this report and kept on file by the LWDB. 
 
ACTIONS TAKEN AND OBSERVATIONS 
The Workforce Development Board (WDB or JPWDB) adopted policy number 103-20, titled "Financial 
Management System," at its October 8, 2020, Quarterly Board Meeting.  The policy was signed by Alice 
White, former Administrative Management Specialist IV for the WDB, and dated the same day.  The policy 
states, “…JPWDB will operate under and adhere to the Jefferson Parish Government Accounting and Fiscal 
policies for managing WIOA funds.” 
 
Additionally, the WDB adopted policy number 2021-009, titled "Internal Controls, Segregation of Duties 
and Firewalls," at its October 28, 2021, Quarterly Board Meeting13.  The policy requires the JPWDB to 
“provide reasonable assurance that all local grant sub-recipients are managing federal awards in 
compliance with Federal statutes (including the WIOA law), regulations, and the terms and conditions of 
the award.”  (first page of the policy – “a” Effective Internal Controls”) 

                                                           
13 Policy number 2021-009 was adopted at the October 28, 2021, Quarterly Board Meeting, signed by Director, 
Christi Langoni, countersigned by JPWDB Chairman, Thomas Jones 

1 

 



 

38 | P a g e  
 

The actions taken appear to satisfy the requirements of Finding #21; however, they were not completed 
within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  Therefore, the WDB 
did not comply with the time requirement of Finding #21. 
 
INTERNAL AUDIT RECOMMENDATIONS (FINDING #21) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Best Practices for Policy Writing and 
Adoption. 

 
 

FINDING #22: SEGREGATION OF DUTIES 

FINDING 
It was determined the individual serving as the WDB Planner also serves as the Program Monitor and 

Supervisor. 

REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must develop policies and procedures to ensure key functions are distributed to more than one 
person in an effort to prevent errors and fraud and ensure the following are completed: 

1. The policy must be adopted, signed and dated by the board;  
2. Adoption of the policy must be documented in final approved board meeting minutes; and  
3. Copies of the policy and board meeting minutes must be submitted to LWC not later than 45 days 

of issuance of this report and kept on file by the LWDB. 
 
ACTIONS TAKEN AND OBSERVATIONS 
The Workforce Development Board adopted policy number 2021-009, titled "Internal Controls, 

Segregation of Duties and Firewalls," at its October 28, 2021, Quarterly Board Meeting.  The policy 

requires segregation of duties and “proper firewalls” to “ensure a complete separation of duties.”  An 

excerpt of the policy is shown below. 

The policy further addresses the functions of a one-stop operator and a required agreement with the WDB 

and Chief Elected Official to specify how to carry out responsibilities demonstrating compliance with the 

WIOA regulations.  The relevant excerpt is shown on the next page. 

1 

1 
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As noted in Finding #4, Jefferson Parish Ordinance No. 20068, adopted on July 9, 1997, created the 
Jefferson Parish Workforce Development Board according to guidelines established by the United States 
Department of Labor and the Louisiana Department of Labor.  The board created by the prior ordinances 
was not codified nor added to the board section of the code; however, in their bylaws adopted on 
November 10, 2015, the board recognized itself as the Jefferson Parish Workforce Development Board.  
Jefferson Parish Ordinance No. 26148, adopted on February 24, 2021, officially added the board to the 
board section of the Jefferson Parish Code of Ordinances and set forth the board's general composition 
and its general duties in the Code.  Recognition of operating under the authority of Jefferson Parish was 
later reiterated in revised bylaws signed by the Board Chairman on August 27, 2021. 
 
On May 25, 2021, the WDB solicited a Request for Proposal of a One-Stop-Operator.  At its July 13, 2021 

board meeting, the WDB approved the selection of Closing the Gap Consulting, LLC as the new One-Stop-

Operator (OSO) effective July 1, 2021.  The Jefferson Parish Council approved the OSO agreement at the 

August 25, 2021, Council Meeting.  (See Finding #2 for more details.)   With competitive procurement of 

a third-party OSO, and the ordinances mentioned above changes, the roles and relationships of Jefferson 

Parish Government and the Workforce Development Board are more clearly defined, and the function of 

the OSO (Closing the Gap Consulting, LLC) was segregated.   

The above actions appear to satisfy the requirements of Finding #22; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020, issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #22. 

INTERNAL AUDIT RECOMMENDATION (FINDING #22) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to the Changes in Organizational Structure. 
 

 

FINDING #23: UNAUTHORIZED LEASE AGREEMENT APPROVAL 

FINDING 
Per review of the Lease Agreement between Jefferson Parish and Liz Lafayette LLC, Roph, LLC and GGG 
Holdings, LLC, the Local Area Coordinator approved the Parish Contractual Agreements and/or 
Amendments without signatory authority.  
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must develop a written agreement with the Jefferson Parish CEO that specifies how the parish 
will carry out its responsibilities as the grant recipient, fiscal agent, WDB and One-Stop Operator to ensure 
compliance with the WIOA Act an/d relative uniform requirements and make certain the following are 
completed:  

1 

1 
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1. The agreement is executed and signed by all appropriate parties;  
2. Submit copies of the executed agreement to LWC not later than 45 days of issuance of this report 

and kept on file by the LWDB; and  
3. Obtain approval from LWC to continue under the current arrangement with Jefferson Parish 

Government until such time the aforementioned corrective actions have been completed. 
 
 
ACTIONS TAKEN AND OBSERVATIONS 
As noted in Finding #4, Jefferson Parish Ordinance No. 20068, adopted on July 9, 1997, created the 
Jefferson Parish Workforce Development Board according to guidelines established by the United States 
Department of Labor and the Louisiana Department of Labor.  The board created by the prior ordinances 
was not codified nor added to the board section of the code; however, in their bylaws adopted on 
November 10, 2015, the board recognized itself as the Jefferson Parish Workforce Development Board.  
Jefferson Parish Ordinance No. 26148, adopted on February 24, 2021, officially added the board to the 
board section of the Jefferson Parish Code of Ordinances and set forth the board's general composition 
and its general duties in the Code.  Recognition of operating under the authority of Jefferson Parish was 
later reiterated in revised bylaws signed by the Board Chairman on August 27, 2021. 
 

On May 25, 2021, the WDB solicited a Request for Proposal of a One-Stop-Operator.  At its July 13, 2021 

board meeting, the WDB approved the selection of Closing the Gap Consulting, LLC as the new One-Stop-

Operator (OSO) effective July 1, 2021.  The Jefferson Parish Council approved the OSO agreement at the 

August 25, 2021, Council Meeting.  (See Finding #2 for more details.)   With competitive procurement of 

a third-party OSO, and the ordinances mentioned above changes, the roles and relationships of Jefferson 

Parish Government and the Workforce Development Board are more clearly defined, and the function of 

the OSO (Closing the Gap Consulting, LLC) was segregated.   

The above actions appear to satisfy the requirements of Finding #23; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #23. 

Evidence of LWC approving current arrangement with Jefferson Parish Government 
According to Frances Turner, Administrative Management Specialist IV for the WDB, they did not obtain 
approval from LWC to continue under the current arrangement with Jefferson Parish Government, until 
such time the aforementioned corrective actions have been completed.  However, this approval is no 
longer necessary since the WDB has procured an OSO.14 
 
INTERNAL AUDIT RECOMMENDATION (FINDING #23) 
 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to the Changes in Organizational Structure. 

  

                                                           
14 Per Andrea Morrison, Deputy Assistant Secretary for the Louisiana Workforce Commission – conveyed via Zoom 
meeting conducted on January 14, 2022.  (See Attachment R for more details.) 

1 
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FINDING #24: SUPPORTING DOCUMENTATION FOR DRAWDOWNS 

FINDING 
The documentation, provided by LWDA 11, included the following:  

• A copy of the General Ledger,  
• Invoices and payroll printouts from Delgado's Community College accounting system.  
• Credit Card Statements 

 
 As a result, transactions could not be traced to the General Ledger due to the following:  

• Missing documentation for Kedila Family Learning Center, Inc., Louisiana Green Corps, Inc., New 
Horizons Computer Learning Center of Baton Rouge, Inc., and Operation Spark;  

• No time sheets were submitted for payroll (All individuals charging to WIOA grant)  
• Missing Invoices (i.e. tuition for individual participants, textbooks, supplies, etc.); and  
• Unidentified charges on the credit card statements.  

 
The information received is not enough to justify the amounts requested on the following drawdowns:  

• # 253 $214,370.84 9/30/2018  
• # 260 $564,007.73 4/30/2019  
• # 262 $135,356.24 6/30/2019 

 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must submit all supporting documentation, for the aforementioned drawdowns, and provide 
evidence the supporting documentation reconciles with the total drawdown amounts. Documentation 
must be submitted to LWC not later than 45 days of issuance of this report. Questioned cost, if any, will 
be determined after receipt of the information.  
 
Failure to provide the documentation may result in a questioned cost totaling up to $913,634.81.  (Internal 
Audit note:  the three drawdowns calculate to $913,734.81 which is $100 more than quoted by LWC.) 
 
Going forward, LWDB11 must submit adequate financial documentation with all Requests for Funds. The 
category and amount of expenses incurred should agree to the Request for Funds. 
 
ACTIONS TAKEN AND OBSERVATIONS 
There are two components to a Request for Payment sent to Louisiana Workforce Commission: Program 

Costs and Administrative Costs.  On January 17, 2020, the Workforce Development Board emailed a 

drawdown reconciliation sheet, along with relevant reports from the Parish’s AS/400 Financial 

Management System (Project Transactions by G/L Account Number).  Examples are shown on the 

following pages.  

The reconciliation sheet specifies where support for the total draw amount can be found, such as 

“expenditure detail attached” or “admin costs calculation.”  The AS/400 transactions report contains 

notations for reconciling items, the most common being an expenditure included in another draw due to 

timing differences. 

Program costs are supported by a detailed transactions report, whereas Administrative costs are 

calculated.  More details regarding the drawdown processes and procedures can be found in this report's 

“Other Internal Audit Recommendations” section. 
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Request for Payment for 9/30/18 – Draw #253 
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Drawdown Reconciliation Sheet for 9/30/18 

 

Project Transactions by G/L Account Number (Example) 

 



 

44 | P a g e  
 

The Department of Internal Audit traced total program costs per the AS/400 Project Transactions Reports 

to the original Request for Payment for the three (3) draws in question.  An immaterial difference was for 

Draw #260.  See Attachment G to view the reconciliations.   

The request for documentation from the Louisiana Workforce Commission (LWC) also asked for 

documentation to include “timesheets, invoices, credit card statements, etc.”  See excerpt of the request 

below.   

In response, the WDB submitted documentation for Payroll and Other expenses as follows:  

PAYROLL OTHER 

JP Employee Time Reports Training Vendor invoices and related support 

Employee Cost Analysis Report15 (WDB and AJC) Lease and Service Agreements 

Daily Attendance and Time Record Reports JP Cost Allocation Plan 

Payroll Summaries – Summer Youth 2018 JP Prorations (Allocations) 

 

See Attachment J for an example of each documentation item listed in the table above. In addition, a 

comprehensive set is on file with the Workforce Development Board and has been excluded from this 

report. 

The above actions appear to satisfy the requirements of Finding #24; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #24.  Additionally, as of the timing of this report, 

there has not been feedback from LWC as to the adequacy of the documentation submitted to them.  

Therefore, this finding to potentially pay back $913,634.81 has not been resolved. 

INTERNAL AUDIT RECOMMENDATIONS (FINDING #24) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Drawdown Processes and Procedures. 
 
 
  

                                                           
15 Generated from the Parish’s AS/400 Financial System on August 11, 2021 
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FINDING #25: SERVICE PROVIDERS ADMINISTRATIVE FEES 

FINDING 
Per review of the contracts for Youth and Career Services, budget narratives included a line item for an 
Administrative Fee. However, no explanation or details were provided to substantiate the fees.  
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must develop policies to address the contents of contracts:  

1. This policy must address the identification, which discloses the use and application of all WIOA 
funds.  

2. The policy must be adopted, signed and dated by the board;  
3. The policy must be documented in the board meeting minutes that the policy was signed and 

approved; and,  
4. The policy and a copy of the board meeting minutes must be submitted to LWC not later than 45 

days of issuance of this report. 
5. LWDB 11 must provide specific details of the budgeted line items that were listed in the contracts 

listed below.  
6. This information must be submitted to LWC not later than 45 days of issuance of this report.  

 
The necessity, allowability or reasonableness of this fee could not be determined. Failure to submit this 
information, as stated in Corrective Action #6, will result in Administrative questioned costs totaling 
$56,677.45 as outlined below:  

 
Delgado Community College (Youth)   $ 27,711.24  
Delgado Community College (Career Services)  $ 18,871.21  
Louisiana Green Corps     $   6,000.00  
Kedila Family Learning Center, Inc    $   4,095.00  
Total       $ 56,677.45 
 

ACTIONS TAKEN AND OBSERVATIONS 
The WDB submitted descriptions of the administrative fee component and budget narratives for Delgado 

Community College, Louisiana Green Corps, and Kedila Family Learning Center.  The documentation 

reflects administrative fees for each ten percent (10%).  Examples of the descriptions can be found in 

Attachment I.  

In an email from Regina Calhoun to Frances Turner on August 9, 2021, Ms. Calhoun requested supporting 

documentation for the administrative fee.  However, Ms. Turner represented that it was sent in August 

of 2020.  As of the writing of this report, there has not been feedback from LWC as to the adequacy of the 

documentation submitted to them.  Therefore, this potential payback has not been resolved. 

The documentation requested for Finding #25 was not submitted within forty-five (45) days after the May 

31, 2020, issuance date of the monitoring report.  Therefore, the WDB did not comply with the time 

requirement of Finding #25.  

INTERNAL AUDIT RECOMMENDATIONS (FINDING #25) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Drawdown Processes and Procedures. 

1 
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FINDING #26: ADMINISTRATIVE COSTS 

FINDING 
The job descriptions clearly establishes administrative functions of the employees below. However, time 
charged is between program and administrative cost.  
 

Admin   Adult   DW     Youth  
Director/Local Area Coordinator    40%    30%  20%      10%  
WDB Director       60%    10%   20%      10%  
WDB Planner/Supervisor/Monitor    60%    10%   20%      10% 
 
REQUIRED CORRECTIVE ACTIONS 
LWDB 11 must provide documentation, which supports the specific activities for each employee above 
(for the period of July 1, 2018 through June 30, 2019). Costs incurred to the grant in excess of the 10% 
administrative cap, there may be questioned costs. This documentation must be submitted to LWC not 
later than 45 of the day of this report. 
 
ACTIONS TAKEN AND OBSERVATIONS 
The WDB submitted “timesheet reports” that log daily activities for Sharon Wegner, Director of Workforce 

Connections; Alice White, Director of the Workforce Development Board; and Frances Turner, WDB 

Planner.  The timesheet reports consistently show allocations of time congruent with that shown above.  

Examples of the timesheet reports can be found in Attachment H. 

In an email from Regina Calhoun to Frances Turner on August 9, 2021, Ms. Calhoun requested supporting 

documentation for the allocations.  However, Ms. Turner represented that it was sent in August of 2020.  

As of the timing of this report, there has not been feedback from LWC as to the adequacy of the 

documentation submitted to them.  Therefore, this potential payback has not been resolved. 

The documentation requested for Finding #26 was not submitted within forty-five (45) days after the May 

31, 2020, issuance date of the monitoring report.  Therefore, the WDB did not comply with the time 

requirement of Finding #26.  

INTERNAL AUDIT RECOMMENDATIONS (FINDING #26) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to Drawdown Processes and Procedures. 
 

 

 
 

  

1 
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FINDING #27: N/A – NOT USED 

 

 

FINDING #28: LACK OF GOVERNANCE GUIDANCE 

FINDING 
Jefferson Parish Government is the Grant Recipient and the Fiscal Agent. Per review of contracts for Youth 
services and Career and Training Services, the Parish Council establishes and executes contracts.  
 
REQUIRED CORRECTIVE ACTIONS 
The LWDB and CEO must develop a written agreement to clarify how the organization will carry out its 
responsibilities while demonstrating compliance with WIOA and corresponding regulations. 
 
ACTIONS TAKEN AND OBSERVATIONS 
As noted in Finding #6, Jefferson Parish Ordinance No. 20068, adopted on July 9, 1997, created the 
Jefferson Parish Workforce Development Board according to guidelines established by the United States 
Department of Labor and the Louisiana Department of Labor.  The board created by the prior ordinances 
was not codified nor added to the board section of the code; however, in their bylaws adopted on 
November 10, 2015, the board recognized itself as the Jefferson Parish Workforce Development Board.  
Jefferson Parish Ordinance No. 26148, adopted on February 24, 2021, officially added the board to the 
board section of the Jefferson Parish Code of Ordinances and set forth the board's general composition 
and its general duties in the Code.  Recognition of operating under the authority of Jefferson Parish was 
later reiterated in revised bylaws signed by the Board Chairman on August 27, 2021.    
 
Additionally, Ordinance No. 26309, adopted on November 10, 2021, authorizes the Council chairman, 
vice-chairman, department directors, or chief administrative assistant (as authorized by specific 
resolutions) to sign contract agreements ratified by the Parish of Jefferson.  (See next page for the related 
Jefferson Parish Code of Ordinance section.) 
 
With these ordinances and recognition of Jefferson Parish’s authority over the WDB, the roles and 
relationships of Jefferson Parish Government and the Workforce Development Board are more clearly 
defined.  
 
The above actions appear to satisfy the requirements of Finding #28; however, they were not completed 

within forty-five (45) days after the monitoring report's May 31, 2020 issuance date.  Therefore, the WDB 

did not comply with the time requirement of Finding #28. 
1 

1 
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INTERNAL AUDIT RECOMMENDATION (FINDING #28) 

• (Repeat #1) In all instances, the WDB should strive to fulfill the requirements of the funders 
monitoring review and submit requested items timely. 

• See the “Other Internal Audit Recommendations” related to the Changes in Organizational Structure. 

 

 

FISCAL AREAS OF CONCERN 

None. 
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OTHER INTERNAL AUDIT RECOMMENDATIONS 

 

CHANGES TO ORGANIZATIONAL STRUCTURE / ONE-STOP OPERATOR  

Since the Monitoring Report issued by the Louisiana Workforce Commission, Office of Workforce 

Development, on May 31, 2020, the Jefferson Parish has:  

1) corrected and enhanced case note verbiage at the American Job Centers (See Findings 13-19);  

2) updated, revised, and created Workforce Development Board (WDB) policies and procedures (see 

Best Practices for Policy Writing and Adoption);  

3) updated and revised WDB Bylaws (Finding #6), and the Local Workforce Plan (Finding #11);  

4) made Jefferson Parish Ordinance changes to provide clarity of the relationships between Jefferson 

Parish Government, the Workforce Development Board, the Department of Workforce Connect 

(American Job Center), and the Jefferson Community Action Programs (See Finding #18);  

5) procured a third-party One-Stop Operator through a competitive process (See Finding #5), and  

6) created a Memorandum of Understanding (See Finding #3) to “identify and coordinate a variety 

of workforce development resources to create a seamless, customer-friendly system that 

addresses the needs of employers and job seekers.” 

As a result of the ordinance changes and procurement of a third-party One-Stop Operator, the structure 

from the funding source to the programmatic level changed and is described next.  The ultimate funding 

source is the Federal Department of Labor (DOL).  Funds are passed from the DOL to the State - Louisiana 

Workforce Commission (LWC) which are then awarded to the local level - Jefferson Parish Government 

(JPG). The Workforce Development Board is a department established by JPG and recipient of grant funds 

from LWC.  The Jefferson Community Action Program (JeffCAP) supervises the WDB employees.  The WDB 

awards funds to the American Job Center and the One-Stop Operator.  Before the changes, the WDB was 

not under the supervision of JeffCAP, and the American Job Center and One-Stop Operator were one and 

the same.  See Attachment M for detailed graphics of the organizational structure both before and after 

the changes stated above.   

As referenced, items one through three (1-3) above are addressed in detail elsewhere in this report.  

Internal Audit will expand upon items four through six (4-6) in this section. 

Jefferson Parish Ordinance Changes and Organizational Structure Changes  

The Jefferson Community Action Programs (JeffCAP) Director oversees the Workforce Development Board 

(WDB) staff.  This responsibility is evidenced by the Director’s job description, where “Supervises 

employees responsible for providing and administrative and managerial support to the Workforce 

Invesment [Workforce Investment] Board16” is listed as one of the essential functions of that position.  

Additionally, the Organizational Chart reflects this reporting relationship.  A chart excerpt can be seen on 

the next page; the entire chart can be viewed in Attachment O. 

                                                           
16 The WDB was formally known as the Workforce Investment Board. 
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A memorandum of understanding (MOU) was created as per Finding #3 to, in part, to provide “a 

description of services, including the manner in which the services are to be coordinated and delivered 

through the system, relative to each specific partner.”  The Louisiana Workforce Commission includes 

Community Services Block Grant and Housing and Urban Development Programs in its list of “required 

partners.”  Attachment A to the MOU lists Jefferson Parish Community Action Program (JeffCAP) as a party 

to the agreement.  See the MOU excerpt below. 

 

According to the MOU, “Each partner is responsible for ensuring that its legislated programs, services, and 

activities are provided in the one-stop center in accordance with the goals, objectives, and performance 

measures of the Workforce Innovation and Opportunity Act (WIOA) P.L. 113-128 and regulations.”  

Evidence of JeffCAP’s partner relationship is seen on its webpage, which lists “Employment Services” as a 

type of assistance provided to the community.   

 

 

WDB 

Staff 
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According to the JeffCAP Director Christi Langoni, “The Employment Services that are offered in the 

Community Center are to assist individuals with access to computer labs. They can utilize the computer 

labs to assist with job searches, online trainings and basic resume preparations. Please note the 

Community Center refers community members and applicants who need further assistance to the 

American Job Center. Our CSBG Employment Supportive Services provides an array of assistance to 

individuals who qualify. For example, this includes, but not limited to the following: TWIC/OSHA 10 cards, 

uniforms, books, supplies, transportation, etc. These services are separate from the American Job Center 

and Workforce Development Board. However, JeffCAP is considered a CAP Agency that is a mandated 

partner with AJC.” 

Ms. Langoni, as the JeffCAP Director and supervisor of the Workforce Development Board (WDB) staff, 

has been a signatory on key WDB documents such as its policies, as noted several times earlier in this 

report. Those policies guide the WDB and its partners, JeffCAP as one of the partners.  In essence, Ms. 

Langoni supervises the staff responsible for monitoring the One-Stop Operator, American Job Center 

(Workforce Connections), and the required partners, including JeffCAP.  This relationship could be a 

Conflict of Interest, either in fact or appearance. Therefore, Internal Audit recommends the WDB continue 

to work with the Louisiana Workforce Commission to determine an ideal and acceptable organizational 

structure for Jefferson Parish.  

Procurement of a third-party One-Stop Operator 

As stated in Finding #5, on May 25, 2021, the WDB solicited a Request for Proposal of a One-Stop-Operator 

(OSO).  On July 13, 2021, the WDB approved Closing the Gap Consulting, LLC as the new OSO effective July 

1, 2021. In addition, the Jefferson Parish Council approved the OSO agreement at the August 25, 2021, 

Council Meeting.  Internal Audit noted the following regarding the Procurement of the One-Stop 

Operator: 

Requirement - The Request for Proposal states that “Respondents much be authorized to do business in 

Louisiana and must have been in business for at least two (2) years prior to submission of the proposal.” 

1) The proposal submitted by Closing the Gap Consulting, LLC (received timely by the WDB on June 7, 

2021) indicated that the organization has been in business since 2016.  To follow is an excerpt from 

the proposal. 

 

 

 

 

 

 

 

 

 

A 
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2) Closing the Gap Consulting, LLC is a one-member organization.  The resume included with the proposal 

indicated that The Brock Group employed the sole member in Houston, Texas, in 2016 (from 2010 to 

2019).  Subsequently, the member was employed by EmployBR in Baton Rouge, Louisiana from “2019 

- Present.”    

 
 

3) The Louisiana Secretary of State website indicates that Closing the Gap Consulting, LLC (CTGC) was 

registered to do business on November 2, 2020.    

 
 

 

 

 

11/2/2020 
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4) Internal Audit also retrieved the LinkedIn17 profile for the respondent. Closing the Gap, LLC was 

shown with a starting date of January 2021.  (screenshot shown below was taken on January 4, 

2022) 

 

There are three (3) different dates of formation stated in the sources mentioned above.  The dates are 

recapped below: 

Source Date 

Abstract from proposal 2016 

Louisiana Secretary of State November 2, 2020 

LinkedIn January 2021 

 

The date discrepancies are further complicated by the resume included in the proposal, which indicated 

that two (2) employers employed the sole member of CTGC from 2010 through the present.  These dates 

overlapped the formation dates above. 

Employer Dates 

The Brock Group, Houston, TX 2010-2019 

EmployBR 2016 - Present 

 

                                                           
17 LinkedIn is an online social network for professionals. 
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Given the sources mentioned earlier, Internal Audit relies on the Secretary of State (SOS) source as the 

most authoritative.  The SOS business formation date is November 2, 2020, while the One-Stop Operator 

proposal date was June 7, 2021.  These dates indicate that CTGC was in business for just over eight (8) 

months as of the proposal date.  Recall that the Request for Proposal required the Respondent to be in 

business for at least two (2) years.   

Internal Audit requested further documentation illustrating that the time requirement was met and was 

provided with a letter from the Internal Revenue Service (shown below).  The letter indicated a fourth 

(4th) date of formation of April 16, 2018.    

 

On December 17, 2021, Internal Audit discussed these varying dates with Ms. Frances Turner, Workforce 

Development Board (WDB) Administrative Management Specialist IV.  Per Ms. Turner, the WDB evaluated 

the “experience/qualification” requirement, but there were no specific notes regarding the time in 

business requirement.  The Employee Identification Number verification from the IRS was obtained after 

the proposal and before the contract was awarded.  After the discussion with Internal Audit, Ms. Turner 

contacted the One-Stop Operator, who explained that the business was started part-time in 2016 while 

being employed by The Brock Group. Although the Employee Identification Number was obtained after 

that time (effective April 16, 2018) as the business grew, the Limited Liability Corporation (LLC) was later 

officially registered with the Secretary of State.    

Internal Audit did not locate any verbiage in the Request for Proposal that required the respondent to be 

in business full-time or prohibited the respondent from conducting part-time business to meet the “two 

years in business” requirement.   

Internal Audit recommends that the WDB maintain clear documentation evaluating respondent 

requirements.    

Note: As a result of the change in organization structure and procurement of a third-party One-Stop 
Operator, $60,000 was shifted from the American Job Center to the third-party One-Stop Operator.  
Internal Audit examined budget changes in this report's “Overall Cost Structure” section. 

B 
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Creation of a Memorandum of Understanding (MOU) 
 
At its July 13, 2021 board meeting, the WDB approved Closing the Gap Consulting, LLC (the firm) selection 
as the new One-Stop-Operator (OSO) effective July 1, 2021.  The Jefferson Parish Council approved the 
OSO agreement at the August 25, 2021, Council Meeting.   
 
Upon review of the agreement, it makes known the responsibility for the firm to “assist the Board in 
ensuring all partners are fulfilling responsibilities as outlined in the MOU.”  However, the Memorandum 
of Understanding (MOU) was not in existence when the contract was placed into effect or signed.   The 
OSO drafted the MOU after the effective date of the contract.  Internal Audit did not locate any contract 
verbiage stating that the OSO was responsible for drafting the MOU.  To follow is a timeline of the contract 
with the OSO and the MOU creation. 
 

Date Action 

July 1, 2021 Effective date of the contract between Workforce Development Board (WDB) 
and the OSO. 

July 13, 2021 The WDB approved Closing the Gap Consulting, LLC (CTGC) as the new OSO 
effective July 1, 2021. 

August 25, 2021 The Jefferson Parish Council approved the OSO agreement. 

November 1, 2021 CTGC drafted a Memorandum of Understanding (MOU) that was reviewed by 
the WDB and its supervisor, Christi Langoni. 

November 17, 2021 The MOU and related documents were sent to the Office of Workforce 
Development – Louisiana Workforce Commission (LWC) for review. 

November 30, 2021 After revisions were made, the LWC accepted the MOU and routed it for 
signature. 

The dates shown above indicate that the MOU to be monitored by the OSO was presented to the WDB 
four (4) months after the contract effective date and approved five (5) months into the contract.    
 
Internal Audit recommends that contractual agreements placed into effect should have clearly defined, 
specific and measurable responsibilities for each party.  The risks of not having specific and measurable 
deliverables are that contracts cannot be effectively monitored and value and benefits may not be 
received from grant funds expended.  
 

Workforce Connection and One-Stop Operator 
 

The Department of Workforce Connection was created by the Jefferson Parish Code of Ordinances 
(JPCOO).  Chapter 2, Article V, Division 23, Section 2-441 states, “The department of workforce connection 
and the position of director of workforce connection are hereby created, which department and position 
shall have direct administrative supervision over enacting the plan and recommendations of the 
workforce development board so long as the department serves as the one-stop operator under the 
Workforce Innovation and Opportunity Act (WIOA) of 2014.”  (See Attachment P.)  As documented 
throughout this report, the WDB contracted with a third-party One-Stop-Operator (OSO) effective July 1, 
2021.  Since the Department of Workforce Connection is no longer fulfilling the function of OSO, the 
JPCOO needs to be reviewed and amended accordingly. 
 
Internal Audit recommends reviewing and amending the Jefferson Parish Code of Ordinance as 
appropriate relative to the Department of Workforce Connection.   

C 

D 
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INTERNAL AUDIT RECOMMENDATIONS 

A. Internal Audit recommends the WDB continue to work with the Louisiana Workforce Commission to 

determine an ideal and acceptable organizational structure for Jefferson Parish. 

 

B. Internal Audit recommends that the WDB maintain clear documentation evaluating respondent 

requirements. 

 

C. Internal Audit recommends that contractual agreements placed into effect should have clearly 

defined, specific and measurable responsibilities for each party.   

 

D. Internal Audit recommends review and amendment to the Jefferson Parish Code of Ordinance as 
appropriate relative to the Department of Workforce Connection.  (Chapter 2, Article V, Division 23, 
Section 2-441) 
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BEST PRACTICES FOR POLICY WRITING AND ADOPTION 

As stated in Finding #14, since the release of the Louisiana Workforce Commission (LWC) monitoring 

report for Program Year 2018 (July 1, 2018, to June 30, 2019), the Workforce Development Board (WDB) 

created or revised policies related to twenty-four (24) different topics, adopted on three (3) different 

dates - October 8, 2020, May 3, 2021, and October 28, 2021. In addition, some of the new policies adopted 

in 2021 superseded the relevant policy or policies adopted in 2020. As a result, eighteen (18) policies 

remained in effect as of this report's timing that addressed the nine (9) topics cited by the LWC that 

needed to be updated.   

A listing of the eighteen (18) policies in effect as of the timing of this report is shown next. 

Policy # Policy Name Type Adoption Date 

102-20 Workforce Connection Center Policy Board 10/8/2020 

103-20 Financial Management System Board 10/8/2020 

105-20 Monitoring Board 10/8/2020 

108-20 WIOA Priority of Services Board 10/8/2020 

109-20 Eligible Training Providers Board 10/8/2020 

114-20 WIOA Youth Services Board 10/8/2020 

115-20 Conflict of Interest and Code of Conduct Board 10/8/2020 

 
2021-001 

Procurement and Selection of One-Stop Operators,  
Youth and Other Service Providers 

 
Program 

 
5/31/2021 

2021-002 Participant Exit and Follow Up Program 10/28/2021 

2021-003 WIOA Individual Training Accounts (ITA’s) Board 10/28/2021 

2021-004 Supportive Services Program 10/28/2021 

2021-005 WIOA Youth Program Eligibility Program 10/28/2021 

2021-006 Youth Incentive Payments Program 10/28/2021 

2021-007 WIOA Work Based Training Activities Board 10/28/2021 

2021-008 WIOA Co Enrollment Board 10/28/2021 

2021-009 Internal Controls, Segregation of Duties, and Firewalls Board 10/28/2021 

2021-010 Personally Identifiable Information and Security of Files Board 10/28/2021 

2021-011 Fiscal Policy Board 10/28/2021 
See Attachment B for a complete listing of policies, including those superseded by an abovementioned policy.   

 

Internal Audit observed the following regarding the policies in place: 

1. The policy numbers are inconsistent in format. For example, some are formatted as XXX-XX while 

others are XXXX-XXX.  This inconsistency could be confusing and difficult to determine if an 

individual receives a complete set of policies.  For example, if given the eleven (11) policies in the 

series 2021-001 through 2021-011, one could believe they have all policies in place.  However, 

there are seven (7) other policies in effect. 

2. The header portion of each policy is substantially the same; however, the policies adopted on 

October 8, 2020, were signed by a former employee versus a current employee.  Additionally, the 

policies adopted on October 28, 2021, were signed by the Director and the Board Chairperson.  

See the two (2) screenshots on the next page for a comparison.  
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Alice White was the former Administrative Management Specialist IV for the Workforce 

Development Board (WDB), whose retirement date of March 31, 2021. This policy was still in 

effect as of the timing of this report. 

Christi Langoni is the Director of Jefferson Community Action Programs, who supervises 

employees of the WDB.  Thomas Jones was the Board Chairperson as of the writing of this report.  

Two different effective dates are shown for this policy.  (See previous section, Changes in 

Organizational Structure, for information regarding reporting relationships.) 

3. The Sections contained within each report are inconsistent.  For example, most include a 

“purpose” as section one18; however, section two is used for “background,” “definitions,” 

“policy,” or “references,” depending on which policy an individual is viewing.  Below are headers 

for each policy's first four (4) sections. 

                                                           
18Policy 2021-011 includes “scope” in section one, and “purpose” in section two. 
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4. None of the policies contain page numbers. However, page numbers are helpful when referring 

to specific verbiage within a policy.  Several examples were cited throughout the report.  Some 

are listed below. 

a. Finding #2: “Similarly, Policy #2021-001, titled "Procurement and Selection of One-Stop 

Operators, Youth, and Other Services Providers," contained general guidance for the OSO 

to coordinate the service delivery of required one-stop partners and service providers 

(top of page two of the policy). 

b. Finding #5: “The policy includes language to secure a One-Stop Operator (OSO) on a 

competitive basis; however, it also includes guidance for when a competitive 

procurement process is not used. (Last page of policy 2021-001, bullet number 7.)   

c. Finding #7: “The third page of the policy contains verbiage regarding sufficient public 

notice of the intent to procure services; however, Internal Audit did not note a section 

that addresses an “adequate submission period.” 

d. Finding #12: “This policy also contains language regarding “Record Retention.” (Bottom 

of the seventh page, top of the eighth page.)  

5. Not all policies contain a definitions page or define acronyms such as WIOA, USDOL, CEO, JPWDB.  

While definitions and acronyms may seem obvious to those involved in program operations, they 

are helpful to include as a training tool for those unfamiliar with industries terms and acronyms.  

A few are listed below. 

a. Workforce Innovation and Opportunity Act (WIOA) 

b. United States Department of Labor (USDOL) 

c. Chief Elected Officer (CEO) 

d. Jefferson Parish Workforce Development Board (JPWDB or WDB) 

6. Policies do not indicate if they have superseded a previous version, show a history of updates, or 

state when they were last revised.  Such information is helpful for someone to keep abreast of 

the specific changes.  A good example can be seen in Jefferson Parish’s own Administrative 

Management Policies.  (See excerpts below.) 
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7. As previously stated, the Workforce Development Board has eighteen (18) policies in effect as of 

the writing of this report. As a result, some topics of individual policies may be closely related and 

passages duplicated from other policies.  For example, policy numbers 2021-011 and 103-20 

contain verbiage regarding “Property Management.”  (See Attachment K for a comparison.) 

Consolidating policies into one policy manual and arranging the topics logically so that related 

topics are grouped may make for more cohesive and effective policies.  A table of contents can 

be included for assistance in locating a specific topic within the consolidated policy. Internal Audit 

will again point to Jefferson Parish’s own Administrative Management Policies.  An excerpt of the 

Table of Contents is shown below to illustrate how topics are grouped. Note that Policy 104 below 

is “Development and Review of Policies,” which explicitly states who is responsible for updating 

the content, how often it is to be reviewed, and who approves the overall policy. 

 

E 
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8. The policies in effect as of the writing of this report contain thirteen (13) Board policies and five 
(5) Program policies.  Some of the policies have associated procedures, and some do not.  For 
example, policy number 2021-001: Fiscal Policy includes five pages with procedures on topics such 
as “Acceptance of a Grant” and “Segregating Unallowable from Allowable Costs.” Policy number 
2021-001: Procurement and Selection of One-Stop Operators, Youth and Other Services Providers 
contain approximately five (5) policy pages but do not contain procurement procedures.   

a. Policies reflect the “rules” under which the Workforce Development Board (WDB) 
operates, while procedures represent an implementation of policies.  Procedures should 
evolve over time as new tools and software emerge, new processes are designed, and the 
risk associated with an area changes in response to internal or external environmental 
changes.19  

b. The WDB adopts both Board policies and program policies. However, there is no evidence 
that the American Job Center (program) adopted the program policies.  That is to say, the 
American Job Center Director did not sign such policies. 

9. Some of the engagement procedures called for Internal Audit to verify that the WDB adopted 

policies. However, when reviewing WDB minutes, it was difficult to determine which policies were 

adopted.  That is to say, approval language in the minutes seems vague to an outside viewer.  Two 

(2) examples are shown below, along with an excerpt of WDB meeting minutes. 

a. Finding #1: Policy number 116-20 was later superseded by policy number 2021-001 and 

approved at the April 27, 2021 Quarterly Board Meeting.  This policy was signed by 

Director Christi Langoni and dated May 3, 2021.  (Note: The board motion was to "accept 

and adopt the new procurement policy." There was no reference to the policy number. 

Therefore, Internal Audit inferred approval of policy number 2021-001.) 

b. Finding #4: Policy number 2021-011, titled “Fiscal Policy,” was later created and approved 

at the October 28, 2021 Quarterly Board Meeting.  This policy was signed by Director 

Christi Langoni and dated November 15, 2021, countersigned by its Chairman, and dated 

November 16, 2021.    (Note: The board motion was to "approve the updated JPWDB 

Policies." There were no references to a policy number or numbers. Therefore, Internal 

Audit inferred approval of policy number 2021-011.) 

 

10. The WDB Bylaws state that they will “conduct business in an open manner as required by state 

and federal laws, by making available to the public, on a regular basis through open meetings…”.  

However, Internal Audit did not see a calendar of meetings publicized on the parish website or 

elsewhere. 

                                                           
19 UC Santa Cruz, Guide to Writing Policy and Procedure Documents 

Which policies? 

F 
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INTERNAL AUDIT RECOMMENDATIONS 
 
E. Internal Audit recommends the Workforce Development Board (WDB) review their full set of policies, 

ensure that they are comprehensive, and consolidate them into one policy document for each 
program component (Adult, Youth, Dislocated Worker) complete with elements such as: 

1) Apparent approval of the WDB employee and its supervising Director 
2) Effective Date and Date of Last Revision or Review 
3) Position responsible for review and frequency of review 
4) A Table of Contents and Page Numbers 
5) Numbered Paragraphs and Sub Paragraphs 
6) Definitions and Acronyms 
7) Authoritative Sources 
8) Logical and Comprehensive Flow of both Board and Program Topics 
9) Plain English Policies 
10) Procedures, when necessary 
11) Relevant Appendices, as necessary 
12) Any Supplemental Guidance such as the Workforce Development Bylaws, Standard Operating 

Procedures, and the Local Workforce Plan 
13) Listing of Revisions 

The Jefferson Parish Human Resource Management Administrative Management Policies can be used 
as a guide for Best Practices.   

 
F. Internal Audit recommends that the Workforce Development Board minutes clearly state the policy 

or documents being adopted. 
 

G. Internal Audit recommends the Workforce Development Board more obviously publish times, dates, 
and locations of its quarterly meetings. 
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DRAWDOWN PROCESSES AND PROCEDURES 

To get reimbursed for costs incurred, the Workforce Development Board (WDB) needs to submit a 
Request for Payment (Request) to the Louisiana Workforce Commission (LWC).  The Request is to be sent 
monthly via email to the LWC and is accompanied by an Expenditures Details report.  Examples of both 
forms are shown next.  
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Once received by the Louisiana Workforce Commission (LWC), the Request is processed for payment and 

remitted to the Jefferson Parish Department of Accounting for recordation into the Financial Management 

System.  Such recordation typically takes place within a few days of receipt.  Given monthly requests, the 

timely remittance by the funder, and prompt recordation, one can reasonably expect revenue to be 

recorded monthly with perhaps only a few exceptions.  Internal Audit reviewed postings into the relevant 

account (21600-0000-5220.01 – LA LABOR), and noted the following trend as of February 21, 2022.   

 

Note that revenue is recorded nearly every month from January 2018 through December 2019 (21 times 

in 24 months).  However, revenue was recorded five times in the 24 months to follow (January 2020 

through December 2021).  The longest gap without revenue was seven months (November 2020 to July 

2021), followed closely by the six months between March 2020 and October 2020.   

According to Frances Turner, Administrative Management Specialist IV for the WDB, the primary reason 

for the gaps was turnover and transitions in department-level accounting staff.  To make 

recommendations on preventing delays in the future, Internal Audit first looked at the policies and 

procedures in place.  Policy Number 103-20: Financial Management System was placed into effect on 

October 8, 2020.  The policy does have a “Financial Reporting” section that calls for financial reports to be 

submitted “on a timely basis.”   

  

Additionally, this policy also addresses cost allocation and allowability of costs.  The policy does not 

contain specific procedures for preparing and submitting a request for reimbursement from LWC. 

Policy number 2021-001: Fiscal Policy, effective in November 2021, states that one of its purposes is to 

“provide instructions for gathering, processing and reporting financial information.” Procedures listed in 

the policy include criteria for allowability of costs, verbiage for segregating unallowable from allowable 

costs, and reporting. 
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The “reporting” procedures relate to requesting reimbursement of expenditures and state: 

This policy also does not contain specific procedures for preparing and submitting a request for 

reimbursement from LWC. 

Internal Audit met with the Jefferson Community Action Programs accountant (recall that JeffCAP is 

charged with supervising Workforce Development staff), and the Workforce Development Board 

personnel on four (4) different occasions20 to determine the procedures used to prepare the Request for 

Payments (also known as Drawdowns).   

The basic procedures used in the Drawdown process are as follows: 

1. Print three (3) different types of reports from the Financial Management System (approximately 

ten to nineteen total reports are printed depending on the extent of analysis needed). 

1) Project Transaction by G/L Account Number (for each applicable project/sub-project 

number).  There are nine sub-projects for the program year 2020 and fiscal year 2021. 

2) Life to Date Budget to Actual Report (for each relevant project/sub-project number) 

3) Employee Cost Analysis Detail 

2. Review the above reports to determine if adjustments must be made, such as out-of-period 

expenditures or unallowable costs. Due to incorrect general ledger coding, typically, salaries need 

to be reclassified to different sub-projects or work experience line items.  

3. A calculation must be performed to report personnel costs as in-school and out-of-school work 

experience line items. 

4. Handwritten notations are made on the reports to create general ledger adjustments later. 

5. Each (adjusted) account balance is then manually entered into an Excel spreadsheet created by 

the JeffCAP accountant.  This process is meant to help summarize amounts to input transcribe 

them on the report listed next. 

                                                           
20 Meetings were held with JeffCap and WDB staff on October 22, 2021; November 22, 2021; attempted in January 
and February 2022 but rescheduled due to staff illnesses and turnover; February 10, 2022; and February 15, 2022. 

Subrecipients must electronically report accrued expenditures and obligations on a monthly basis for all 
Programs in accordance with requirements set forth in LWC Policy #OWD 4-15 WIOA Title 1 Allocations and 
Financial Reporting. (LWC policies are available under HIRE Staff Online Resources.) 
 
Subrecipients using accrual accounting systems that do not necessarily capture all accrued expenditures (i.e. 
salary and fringe expenses accrued) or those using cash basis accounting must maintain accrual worksheets to 
capture additional data and documentation required to report expenditures on an accrual basis. Accrued 
expenditures are a part of the total obligation and must be reported. (Total accrued expenditures are costs 
incurred for goods and services received regardless of whether a payment has been made.) 
 
Prior month Expenditure Reports are due no later than the 25th day of the current month following the month 
being reported. As part of the closeout process, final expenditures and other financial records must be 
submitted no later than sixty (60) days following the end date of the Agreement period. 
 
All Expenditure Reports are sent electronically to the following. 

• wiagrants-lwc@lwc.la.gov and compliance@lwc.la.gov 
• "CC" JeffCAP's Director, the WDB Director, and the WDB fiscal staff members 
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6. Excel spreadsheet amounts are manually entered into the Expenditures Detail report (an LWC 

form).  Some excel amounts need to be manually summed, broken out by administrative versus 

program costs, or allocated between in-school and out-of-school in the case of the Youth 

program.  The authorized WDB staff signs the Expenditure Details reports. 

7. The Expenditure Details reports are then manually translated to the Request for Payment report.   

8. The Request for Payment is reviewed by the Director of JeffCAP and signed. 

9. The reports in 6 and 7 are then emailed to LWC for payment processing.  A copy is sent to the 

Department of Accounting to establish a receivable amount. 

10. Reports are maintained in paper form by the WDB. 

The process generates numerous paper copies of reports and requires many manual processes, 

handwritten notations, and undocumented steps. As a result, the process does not provide a clear audit 

trail for third-party reviewers or aid in future recall for the preparer or other staff members. 

According to Frances Turner, Administrative Management Specialist IV for the WDB, this process is not 

documented in a procedure’s manual.  Internal Audit recommends it be established to provide clear 

guidance to those responsible for the task and help preserve organizational knowledge. In addition, 

written procedures will hedge any delays in the event of staff turnover or illnesses and prevent undue 

delays in drawdowns, as documented earlier. 

Internal Audit worked with the JeffCAP and WDB accountants and made suggestions to enhance and 

document the Drawdown process and provide a clearer audit trail. The suggestions also help to increase 

the accuracy of the amounts coded to each sub-project and are as follows: 

1. Generate the Project Budget to Actual Report and the Project Transactions by General Ledger 

Report for all projects combined – not each project individually (two reports versus nine to 

eighteen reports).  Save the report as an electronic version (PDF) with a pre-established naming 

convention that will allow for easy retrieval in the future.  Only print the document if necessary 

for analysis.  This process will reduce the volume of paper generated and reduce supply costs. 

2. Generate the Employee Cost Analysis Report and save it electronically as recommended in 

number one. 

3. Since many of the adjustments made are related to payroll classifications, it is essential to be 

proactive about the sub-project to which each employee is coded.  Time Studies should support 

payroll allocations or actual time worked.  Detailed timesheets should be maintained.  Any 

changes to allocation should be sent to Accounting/Payroll with an adequate lead time to make 

changes before processing payroll.  A regular and thorough review of payroll is necessary to 

minimize adjustments between sub-projects. 

4. Reclassifications are regularly made to characterize salary costs for youth work experience.  These 

costs have historically been coded to a sub-project which also includes administrative salaries and 

other expenses.  This coding necessitates identification and reclassification of youth work 

experience costs.   The WDB should consider coding these to a sub-project code dedicated to 

capturing these costs.  Note:  Per discussion with the Department of Accounting personnel, they 

concur with this suggestion.    

 

H 

I 
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5. The Project Budget to Actual Report generated from the Financial Management System does not 

allow for an adequate line-item budget to actual analysis.  Therefore, a standard spreadsheet 

should be developed for ease of analysis. Note that there has been an Excel spreadsheet in use; 

however, it requires manual summations from the financial reports into the spreadsheet.  Internal 

Audit has provided a draft template that illustrates a more efficient input. 

6. Adjustments made to unadjusted balances should be documented and explained versus 

handwritten notations on the financial reports.  They can be described within the excel 

spreadsheet and retained for future reference.  This method will aid in the third-party audit 

process. 

7. Currently adjusted amounts (amounts determined after analysis and reclassifications) are 

manually summed and entered into the required reports sent to the funder for reimbursement.  

Internal Audit suggests this be automated via the Excel worksheet.   

 

See Attachment L for screenshots of an Excel workbook drafted by Internal Audit.  A workbook such as 

this should streamline the draw process and provide an adequate audit trail for third-party reviewers.  

Note: Internal Audit provided this example workbook to Frances Turner, Administrative Management 

Specialist IV for the Workforce Development Board (WDB).  The WDB should validate the calculations and 

formulas within the workbook before use. In addition, the workbook should be further customized to 

foster complete understanding by those who use it.  

INTERNAL AUDIT RECOMMENDATIONS 
 
H. Internal Audit recommends that the Request for Payment (Drawdown) procedures be documented 

to help retain organizational knowledge, be used as a training tool for applicable staff, and help ensure 
timely and accurate drawdowns. 
 

I. Internal Audit recommends that the Request for Payment (Drawdown) process be streamlined to 
efficiently and effectively determine drawdown amounts. Most importantly, the process should 
provide a clear audit trail for third-party reviewers or aid in future recall for the preparer or other staff 
members.  (See pages 65-66 for details.) 
 

 

Amounts Eligible for 
Reimbursment

Adjust-
ments

Trx 
Report

Budget to 
Actual
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OVERALL COSTS STRUCTURE 

Internal Audit generated a Project Transaction by G/L Account Number report from the Parish’s AS/400 

Financial Reporting System21 for the period of the onsite review (July 2018 – June 2019).  Total 

expenditures during that time were $2,744,303, including costs for the Workforce Development Board, 

both the American Job Centers and training costs to program participants.  The accounting for the 

workforce program does not separate Workforce Development Board costs from the American Job Center 

(AJC) expenses or show the AJC east bank location different from the AJC west bank location. Therefore, 

Internal Audit reviewed each general ledger account and allocated costs to each area.  The following 

represents an estimate based on those allocations. 

 

 
 
 
The allocated cost estimates indicate that 50.6% of the costs are attributed to the American Job Centers 
(AJC) for the West Bank and East bank combined, 40.7% was used on training cost for the program 
participants, and the balance of 8.7% was used to fund the Workforce Development Board (WDB).  The 
AJC was operating as the One-Stop Operator (OSO) during this period of time. 
 
Salaries and Benefits were allocated to each location based on the salaries of individuals dedicated to 
specific areas.  For example, costs for the Administrative Management Specialist IV, Workforce 
Development Planner, Typist Clerk, and Accountant I were assigned to the WDB area.  The Director for 
the American Job Centers (otherwise known as the Director of Workforce Connection) and their dedicated 
Accountant were split equally to the West and East locations.  The AJC-West had nine (9) positions 
dedicated to that location, while AJC-East had three (3)22.  (See Attachment Q.)  All staffing, regardless of 
area, is charged to 21600-1280-229.  That is to say, costs are not explicitly tracked for WDB versus the 
AJC.   
 
Facility Costs include office lease expenses, maintenance, and janitorial costs, along with gas, water, and 
electricity.  The WDB leases office space from Jefferson Parish, located on the 3rd Floor of the Joseph S. 
Yenni Building at 1221 Elmwood Park Boulevard in Jefferson. In addition, the East bank AJC is located at 
1801 Airline Drive in Metairie, with space provided for the Louisiana Workforce Commission at no cost to 
the workforce program.  Per Sharon Wegner, Director of Workforce Connection, the East Bank location 
encompasses approximately 5,000 square feet.  

                                                           
21 See Attachment N for an excerpt of the 71-page financial report. 
22 Staff allocations were based on actual expenditures.  Some positions were vacant during the period of analysis.  
Costs exclude three (3) staff provided by LWC on the West bank, and six (6) staff provided on the East bank. 

 

 

 

 

 

 

50.6% 

 

 

 

J 
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The West bank AJC, located at 1900 Lafayette Street in Gretna, is leased from Gretna Village Investments, 
LLC, formerly Gretna Shopping Village.  The current monthly lease is $17,248 for 20,500 square feet of 
space.  A portion of the space was subleased to Delgado Community College, a partner agency, through 
June 2021 for $4,691.25 per month.  Another part is subleased to Hope Center, which is not a partner 
agency, for $6,612.15 per month.   
 
Although the American Job Center (AJC) derives income from the sub-lease, some of the lease income is 
from a partner agency that is reimbursed by program dollars.  The expense to the program is included in 
general ledger accounts series 7352.x.    To illustrate this, Internal Audit chose the Parish’s fiscal period 
from January 1 to December 31, 2019.  The lease revenue received from Delgado equals $4,691.25 
monthly or $56,295.00 for the year.  The facility costs Delgado billed back to the program23 equals 
$4,840.26 monthly or $58,083.12 for the year.   Delgado effectively invoices the program for the lease 
expense.  The result brings no actual lease income to the program as a whole. 
 

Revenue / Expense Amount Account # 

Lease revenue from Delgado to AJC $56,295 21600-0000-5832 

Facility costs billed from Delgado to WDB $58,083 21600-1280-229-7352.x 

Net lease income to the program is effectively $0 ($1,788) No resulting benefit 

 
The rent paid to Gretna Village Investments, LLC (lessor) in the fiscal year 2019 equals $17,248 monthly 
or $206,976 for the year.  Other facility costs to maintain the West bank space are approximately $109,000 
for total annual facility costs of about $315,000. Lease income from the Hope Center, an unrelated entity 
that offset this amount, was $59,598 for an approximate net annual facility cost of $255,402.  The first 
payment recorded in the AS/400 to the lessor was in September 2002. As a result, the total gross lease 
expense for the West bank location from September 2002 to December 2021 (19 years, four months) was 
$3,688,628.   
 
As stated earlier, there is no cost to the program for the East bank space used.  Given the cost over time 
for the West bank space, Internal Audit suggests that these funds could be better utilized to provide more 
services to the participants.  The West Bank job center is designated as the Comprehensive Center, which 
means it is a “physical location where job seekers and employer customers can access the programs, 
services, and activities of all required one-stop partners along with any additional partners as determined 
by the Local Workforce Development Boards.” The one-stop delivery system must include at least one 
comprehensive physical center in each of Louisiana’s fifteen (15) local areas.”24   
 
Per Dr. Vanessa Zimmerman, Chief Administrative Assistant responsible for Workforce Connections and 
the Jefferson Community Action Program, this designation (Comprehensive Center) could be shifted to 
the East bank center instead.25  If the West bank lease were ended, staffing from that location could 
occupy other Parish owned buildings and provide services from multiple locations instead of one.  For 
example, the Parish has many Community Centers on the West Bank (and the East bank).  Many of these 
locations are conveniently located on the bus line.  Workforce Connections could explore the possibility 
of occupying space in those locations.   
 

                                                           
23 Facility costs billed back to the program by Delgado were taken from the Program Year 2018-2019 budget as 
shown on WIOA Career Services and Yost Services invoices billed for partner services.  
24 Louisiana Workforce Commission, Policy Number OWD 1117-02, American Job Center Certification. 
25 The location of the one physical center requires approval from the Louisiana Workforce Commission. 

K 
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Moving the American Job Center (AJC) functions into multiple Parish-owned locations would reduce 
facility costs to the program. More importantly, having several locations would increase the availability 
of the program to those who need it.  Additionally, these locations may increase participation in the 
program as various services are provided from these locations.  Individuals who visit a center for one 
service may also discover and participate in the workforce program.   The benefits seem to embrace 
Louisiana’s Combined State Plan26 for the Workforce Innovation and Opportunity Act.  There are three 
critical goals named.  The second goal is to “expand career services and opportunities for targeted and 
special populations facing multiple barriers.”   
 
Internal Audit toured two (2) * Community Centers on the West bank with Dr. Zimmerman on January 5, 
2022.  Both locations had vacant space available for use.  A listing of the Community Center locations is 
shown below.   
 

Name Address 

Bridge City Community Center 301 Third Emanuel Street, Bridge City 

Dorothy B. Watson Community Center 1300 S. Myrtle Street, Metairie 

Gretna Community Center *toured 1700 Monroe Street, Gretna 

Harvey Community Center 1501 Estalote Street, Harvey 

Hazel Rhea Hurst Community Center 1121 S. Causeway Blvd, Jefferson 

J.C. Simmons Community Center 4008 U.S. Highway 90, Avondale 

Marrero Community & Senior Center *toured 1861 Ames Blvd, Marrero 

Woodmere Community Center 4026 Post Drive, Harvey 

 
These locations are not meant to be an exhaustive list of options.  Other Parish-owned buildings could be 
evaluated for use, along with any opportunities to occupy free or donated space throughout the Parish.27 
The goal is to provide services in various areas throughout the Parish, where needed.   
 
 

  

                                                           
26 This goal was taken from the Program Year 2020-2023 Louisiana Combined State Plan. 
27 Utilization of other space assumes there are no other funding restrictions in place. 

Low/No 
Cost 

Space 1

Low/No 
Cost 
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Low/No 
Cost 

Space 3

Low/No 
Cost 

Space 4

More?
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In addition to Salaries and Benefits and Facility Costs, the program incurs the cost for the office operations, 
overhead costs, and costs to the training providers.  Office Operations include office and janitorial 
supplies, office equipment rental, staff travel and training, etc.  JP Overhead represents indirect costs, 
computer services, telephone, and other services provided by Jefferson Parish.  Training Provider costs 
are paid to partner agencies to provide training services to program participants. 
 
Internal Audit compared the actual expenses of the entire program year 2018 as discussed in this report 
section to the most current program year costs budgeted.  The comparison is illustrated below. 
 

 
 
The percentage allocation to the American Job Center locations (AJC) has been reduced from 50.6% to 
35.0%.  Allocations to the Workforce Development Board (WDB) have been increased to 10% as allowed 
by the funder; a third-party One-Stop Operator (OSO) was added to the equation (See Finding #5), and 
the amount to spend on Training was increased by just over 12%.  Internal Audit’s recommendation to 
explore low to no cost space options for the AJC embraces the WDB desire to increase allocations to 
provide more workforce training to the participants.  During the Gretna Community Center and the 
Marrero Community & Senior Center tours (January 5, 2002), Dr. Zimmerman conveyed that a 
recommendation from the WDB to the AJC was forthcoming.  Dr. Zimmerman anticipates that the WDB 
will recommend the AJC explore more cost-effective space options.28  
 
Aside from the benefit of reduced costs, one should consider the other benefits discussed early, such as 
increased availability of programs services and increased participation derived from multiple locations. 
 
INTERNAL AUDIT RECOMMENDATIONS 
J. Internal Audit recommends the budgets and expenditures for the Workforce Development Board and 

Workforce Connections should be tracked separately to allow for appropriate fiscal evaluation of each 
and provide for differentiation in their functions and transparency in the cost of each.   
 

K. The Workforce Development Board and Workforce Connections should explore the feasibility of 
restructuring its physical locations of offices where services are provided, including 

1) ceasing operations from the high-cost facility located at 1900 Lafayette Street in Gretna;  
2) designating the facility located at 1801 Airline Drive in Metairie as the Comprehensive Center, 

and 
3) operating the workforce program out of multiple Parish-owned facilities (or low to no cost 

spaces) to provide more access and garner more participation in the program services. 
 

 

                                                           
28 The expected recommendation was conveyed by WDB Chairman, Tom Jones, via a letter to Dr. Zimmerman dated 
January 20, 2022.  Further, in its January 27, 2022 meeting, the WDB Board of Directors made a motion to this regard. 
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SUMMARY & REPORT WRAP UP 

This report results from a Consulting Engagement requested by the Parish Administration.  Objectives 

were set, and the Administration proposed and agreed upon the scope.   

In many cases, Internal Audit relied upon Department representations as documented in the observations 

of department actions in response to the Workforce Innovation and Opportunity Act Monitoring Report. 

Recommendations provided in the Other Internal Audit Recommendations were formulated as a result of 

brainstorming sessions held between Internal Audit and program leadership, based upon data provided 

by Internal Audit.   

Since this was not an Audit, a formal response is not required by the Parish.  However, Internal Audit has 

slated follow-up reviews to document the implementation of action items formulated by the Department 

and Administration.  Such results will be conveyed via the Department of Internal Audit’s Annual Report. 

The Department of Internal Audit would like to thank the various departments consulted to obtain this 

report information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The status of recommendations resulting from the WIOA Monitoring Report and a summary of Internal 

Audit recommendations about other areas are shown on the following pages.  
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 STATUS OF RECOMMENDATIONS FROM WIOA MONITORING REPORT 

# REQUIRED CORRECTIVE ACTIONS Unresolved In Process Resolved 

1 LWDB 11 must establish written policies and 
procedures, for the procurement of the One-Stop 
Operator, to meet the requirements as stated in TEGL 
15-16 and ensure the following is completed:  

1. The policies and procedures must be adopted, 
signed and dated by the board;  

2. Adoption of the policies and procedures must 
be documented in final approved board 
meeting minutes; and  

3. Copies of the policies, procedures and board 
meeting minutes must be submitted to LWC 
not later than 45 days after the issuance of this 
report and kept on file by the LWDB. 

   

2 LWDB 11 must ensure all required partner program 
services are either available or accessible at the 
Comprehensive One-Stop Center location and submit 
supporting documentation, evidencing completion of 
corrective actions, to LWC for review not later than 45 
days of issuance of this report. 

   

3 LWDB 11 must establish a Memorandum of 
Understanding (MOU) that contains all the required 
elements as listed in 20 CFR 678.500(b), including the 
Infrastructure Funding Agreement (IFA) and make 
certain the following are completed: 1. The MOU and 
IFA must be fully executed and include signatures of all 
required partners' authorized representatives; and 2. 
Copies of the executed MOU and IFA must be 
submitted to LWC not later than 45 days of issuance of 
this report and kept on file by the LWDB. 

  
 
 

 

4 LWDB 11 must develop policies and procedures that 
address the budget, modifications to the budget and 
budget controls and make certain the following are 
completed:  

1. The policies and procedures must be adopted, 
signed and dated by the board; 

2. Adoption of the policies and procedures must 
be documented in final approved board 
meeting minutes; and  

3. Copies of the policies, procedures and board 
meeting minutes must be submitted to LWC 
not later than 45 days after the issuance of this 
report and kept on file by the LWDB. 
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# REQUIRED CORRECTIVE ACTIONS Unresolved In Process Resolved 

5 LWDB 11 must establish a procurement policy, to 
include evaluation procedures, and ensure the 
following are completed: 

1. The policy must be adopted, signed and dated 
by the board, 

2. Adoption of the policy must be documented in 
final approved board meeting minutes;  

3. Copies of the policy and board meeting minutes 
must be submitted to LWC within 45 days of 
issuance of this report and kept on file by the 
LWDB, and;  

4. Obtain approval from LWC to continue under 
the current arrangement with Jefferson Parish 
Government, until such time the 
aforementioned corrective actions have been 
completed. 

   

6 LWDB 11 must establish and adhere to conflict of 
interest policies and procedures and make certain the 
following are completed: 

1. The policies and procedures must be adopted, 
signed and dated by the board;  

2. Adoption of the policies and procedures must 
be documented in final approved board 
meeting minutes;  

3. Develop a written agreement with the 
Jefferson Parish CEO that specifies how the 
parish will carry out its responsibilities as the 
grant recipient, fiscal agent, WDB and One-Stop 
Operator to ensure compliance with the WIOA 
Act and relative uniform requirements;  

4.  The agreement is executed and signed by all 
appropriate parties;  

5.  Submit copies of the policies and procedures 
and executed agreement to LWC not later than 
45 days of issuance of this report and kept on 
file by the LWDB; and  

6. Obtain approval from LWC to continue under 
the current arrangement with Jefferson Parish 
Government until such time the 
aforementioned corrective actions have been 
completed. 

   

7 LWDB 11 must establish written policies and 
procedures for the procurement of the One-Stop 
Operator that comply with 2 CFR 200.317- 200.326 and 
make certain the following are completed:  

1. Ensure adequate submission period is 
addressed in the policies and procedures;  
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# REQUIRED CORRECTIVE ACTIONS Unresolved In Process Resolved 

2. The policies and procedures must be adopted, 
signed and dated by the board;  

3. Adoption of the policies and procedures must 
be documented in final approved board 
meeting minutes; and  

4. Copies of the policies and procedures, board 
meeting minutes and board member conflict of 
interest statements must be submitted to LWC 
not later than 45 days of issuance of this report 
and kept on file by the LWDA. 

8 LWDB 11 must establish written policies and 
procedures for the procurement of the One-Stop 
Operator, and providers of Youth Services and Career 
and Training Services that comply with 2 CFR 200.317- 
200.326 and ensure the following are completed:  

1. Adequate submission period is addressed in 
the policies and procedures;  

2. The policies must be adopted, signed and dated 
by the board;  

3. Adoption of the policies must be documented 
in final approved board meeting minutes; and  

4. Copies of the policies, board meeting minutes 
and board member conflict of interest 
statements must be submitted to LWC not later 
than 45 days of issuance of this report and kept 
on file by the LWDA. 

   

9 LWDB 11 must establish a procurement policy, to 
include evaluation procedures, and ensure the 
following are completed:  

1. The policy must be adopted, signed and dated 
by the board;  

2. Adoption of the policy must be documented in 
final approved board meeting minutes;  

3. Copies of the policy and board meeting minutes 
must be submitted to LWC within 45 days of 
issuance of this report and kept on file by the 
LWDB and;  

4. Obtain approval from LWC to continue under 
the current arrangement with Jefferson Parish 
Government, until such time the 
aforementioned corrective actions have been 
completed to set the groundwork for the next 
One-Stop Operator procurement process. 
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# REQUIRED CORRECTIVE ACTIONS Unresolved In Process Resolved 

10 LWDB 11 must The agreement is executed and signed 
by all appropriate parties and a copy of the agreement 
submitted to LWC not later than 45 days after the 
issuance of this report and kept on file by the LWDB; 
and  
 
Obtain approval from LWC to continue under the 
current arrangement with Jefferson Parish Government 
until such time the aforementioned corrective actions 
have been completed to set the groundwork for the 
next One-Stop Operator procurement process. 

   

11 LWDB 11 must either adhere to the Local Plan or 
determine whether the procurement of the Career and 
Training Services is necessary for the local area. 

  

 

12 The LWDB must develop policy as it relates to Record 
Retention.  

1. The policy must be approved, signed, dated 
and adopted by the board;  

2. The policy must be documented in the board 
meeting minutes that the it has been approved, 
signed, dated and adopted by the board; and,  

3. A copy of the board meeting minutes and the 
policy must be submitted to LWC not later than 
45 days of issuance of this report. 

   

13 LWDA 11 must implement training and disseminate 
guidance to ensure staff are properly trained on co-
enrollment and make certain the following are 
completed:  

1. Establish procedures to ensure all WIOA 
participants are co-enrolled in Wagner-Peyser 
and make certain at least one staff-assisted 
Wagner-Peyser service is provided.  

2. Ensure corrective actions are completed and 
supporting documentation must be submitted 
to LWC for review not later than 45 days of 
issuance of this report. 

   

14 1. LWDA 11 must revise all program policies to 
ensure compliance with the Local Plan, WIOA 
regulations and ETA guidance. (LWC OWD 
Policy 2-29.1, 20 CFR 681.290, TEGL 19-16, 20 
CFR 680.970, 20 CFR 680.310(b)(2), 20 CFR 
680.600, 20 CFR 680.610, 20 CFR 680.710, 20 
CFR 680.74020 CFR 681.640, TEGL 21-16, 20 
CFR 681.300, 20 CFR 681.310)  
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# REQUIRED CORRECTIVE ACTIONS Unresolved In Process Resolved 

2. Copies of the approved and signed policies 
must be submitted to LWC for review not later 
than 45 days of issuance of this report. 

15 1. LWDA 11 must implement training and 
disseminate guidance to ensure staff 
determines and records family size and low-
income status correctly;  

2. LWDA 11 must correct the family size and 
household income information in HiRE for the 
fourteen (14) Adult participants (State ID 
2176711, 2903581, 2940127, 2986746, 
1510672, 1162291, 503851, 2635847, 
1045999, 2870056, 2252667, 1155864, 
501628, 2963743);  

3. LWDA 11 must correct the family size and 
household information in HiRE for the four (4) 
Youth participants (State ID 1880216, 3001818, 
1274759, 2983205);  

4. LWDA 11 must develop a review process that 
ensures that the information keyed into HiRE is 
accurate and consistent for all documentation 
received from the participant and uploaded 
into HiRE at the time of eligibility; and  

5. Documentation of the corrective actions must 
be submitted to LWC for review not later than 
45 days of this review. 

   

16 1. LWDA 11 must record the Measurable Skill 
Gain and Credential information in HiRE for 
Adult participants (State ID 503851, 2986746) 
and provide supporting documentation for 
MSG for Adult participant (State ID 2903581). 
Documentation of this corrective action must 
be submitted to LWC not later than 45 days of 
the issuance of this report.  

2. LWDA 11 management must establish 
procedures that ensure that Measurable Skills 
Gain and Credential Attainments are recorded 
in HiRE.  

3. Documentation of the corrective action must 
be submitted to LWC for review not later than 
45 days of this review. 

   

17 1. LWDA 11 must review the Youth participant file 
(State ID 2727842) and the participant's 
eligibility to receive supportive services and the 
inability to obtain the supportive service 
through other programs providing such 
services must be documented. If the 
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participant is found to be ineligible for 
supportive services, all funds expended on the 
supportive service may have to be returned to 
the appropriate funding source, which will 
require an accounting adjustment made.  

2. Documentation of this corrective action must 
be submitted to LWC for review not later than 
45 days of issuance of this report. 

18 LWDA 11 must develop training and disseminate 
guidance to ensure staff are properly trained on 
documenting Justification for training and make certain 
the following are completed:  

1. Update the participant files, documenting the 
need for training services. If the participant is 
found to be ineligible to receive training 
services, WIOA funds expended may be 
questioned costs.  

2. Documentation must be submitted to LWC for 
review not later than 45 days of issuance of this 
report. 

   

19 LWDA 11 must develop training and disseminate 
guidance to ensure staff are properly trained on follow-
up and make certain the following are completed:  

1. LWDA 11 must provide and document that 
follow-up services were provided to the 
aforementioned participants listed in this 
finding. Documentation of this corrective 
action must be submitted to LWC for review 
not later than 45 days of issuance of this report.  

2.  LWDA 11 must establish procedures to include 
guidance on documenting follow-up services 
for Adult, Dislocated Worker, and Youth 
participants. A copy of this must be submitted 
to LWC for review not later than 45 days of 
issuance of this report. 

   

20 LWDB 11 must establish measurable benchmarks for 
periodic site visits to each of the service providers, 
outline monitoring activities that will take place, and 
make certain the following is completed:  

1. Ensure the periodic site visits and monitoring 
guidelines are in compliance with local and 
federal laws.  

2. Ensure a section of the guidelines address time 
frame and expectations of LWDB 11 and the 
service providers.  
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3. The benchmarks and guidelines must be signed 
and dated by the board and documented in 
final approved board meeting minutes.  

4. Copies of the benchmarks, guidelines, and 
board meeting minutes must be submitted to 
LWC not later than 45 days of issuance of this 
report and kept on file by the LWDB. 

21 LWDB 11 must establish Fiscal policies and make 
certain the following is completed:  

1. The policies must be adopted, signed and dated 
by the board;  

2. Adoption of the policies must be documented 
in final approved board meeting minutes; and  

3. Copies of the policies and board meeting 
minutes must be submitted to LWC not later 
than 45 days of issuance of this report and kept 
on file by the LWDB. 

   

22 LWDB 11 must develop policies and procedures to 
ensure key functions are distributed to more than one 
person in an effort to prevent errors and fraud and 
ensure the following are completed: 

1. The policy must be adopted, signed and dated 
by the board;  

2. Adoption of the policy must be documented in 
final approved board meeting minutes; and  

3. Copies of the policy and board meeting minutes 
must be submitted to LWC not later than 45 
days of issuance of this report and kept on file 
by the LWDB. 

   

23 LWDB 11 must develop a written agreement with the 
Jefferson Parish CEO that specifies how the parish will 
carry out its responsibilities as the grant recipient, fiscal 
agent, WDB and One-Stop Operator to ensure 
compliance with the WIOA Act and relative uniform 
requirements and make certain the following are 
completed:  

1. The agreement is executed and signed by all 
appropriate parties;  

2. Submit copies of the executed agreement to 
LWC not later than 45 days of issuance of this 
report and kept on file by the LWDB; and  

3. Obtain approval from LWC to continue under 
the current arrangement with Jefferson Parish 
Government until such time the 
aforementioned corrective actions have been 
completed. 
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24 LWDB 11 must submit all supporting documentation, 
for the aforementioned drawdowns, and provide 
evidence the supporting documentation reconciles 
with the total drawdown amounts. Documentation 
must be submitted to LWC not later than 45 days of 
issuance of this report. Questioned cost, if any, will be 
determined after receipt of the information.  
 
Failure to provide the documentation may result in a 
questioned cost totaling up to $913,634.81.  
 
Going forward, LWDB11 must submit adequate 
financial documentation with all Requests for Funds. 
The category and amount of expenses incurred should 
agree to the Request for Funds. 

   

25 LWDB 11 must develop policies to address the contents 
of contracts:  
 

1. This policy must address the identification, 
which discloses the use and application of all 
WIOA funds.  

2. The policy must be adopted, signed and dated 
by the board;  

3. The policy must be documented in the board 
meeting minutes that the policy was signed and 
approved; and,  

4.  The policy and a copy of the board meeting 
minutes must be submitted to LWC not later 
than 45 days of issuance of this report. 

5.  LWDB 11 must provide specific details of the 
budgeted line items that were listed in the 
contracts listed below.  

6. This information must be submitted to LWC not 
later than 45 days of issuance of this report.  

 
The necessity, allowability, or reasonableness of this 
fee could not be determined. Failure to submit this 
information, as stated in Corrective Action #6, will 
result in Administrative questioned costs totaling 
$56,677.45. 

   

26 LWDB 11 must provide documentation, which supports 
the specific activities for each employee above (for the 
period of July 1, 2018 through June 30, 2019). Costs 
incurred to the grant in excess of the 10% 
administrative cap, there may be questioned costs. This 
documentation must be submitted to LWC not later 
than 45 of the day of this report. 
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27 Not applicable – not used    

28 The LWDB and CEO must develop a written agreement 
to clarify how the organization will carry out its 
responsibilities while demonstrating compliance with 
WIOA and corresponding regulations. 
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STATUS OF AREAS OF CONCERN FROM WIOA MONITORING REPORT 

# RECOMMENDATION Unresolved In Process Resolved 

1 LWDB 11 should modify existing contracts and all 
future contracts to reflect current references.  
 

 

 

 

2 As applicable, LWDB 11 should revise its bylaws to 
include clear roles and responsibilities of the four (4) 
standing committees. 

  

 

3 LWDA 11 should take measures to ensure that all staff 
are properly trained on the fundamentals of closing 
goals and objectives in the Individual Employment Plan/ 
Individual Service Strategy section in HiRE prior to exit. 

 

 

 

4 LWDA 11's management should take measures to 
ensure that all staff receive the proper training on the 
fundamentals of case management and emphasize the 
importance of proper file folder documentation, 
accurate and timely data entry into HiRE. The data in 
HiRE is used for reporting purposes and data entry 
inaccuracies or omissions affect the validity of the data 
being reported. 

   

5 LWDA 11 management should take measures to ensure 
that all staff members receive the proper training of 
obtaining required signatures on all forms and 
documents as warranted. 

 

 

 

6 LWDA 11's management staff should take measures to 
ensure that all staff members receive the proper 
training on the fundamentals of case management, 
emphasizing the importance of correct data entry into 
HiRE. The actual date of completion for an activity 
should be entered rather than allowing the system to 
close the activity. 

   

7 LWDA 11 should take measures to ensure that all staff 
are properly trained on the fundamentals of case 
management, emphasizing the importance of the 
accuracy of data entered into HiRE. The data in HiRE is 
used for reporting purposes. Inaccuracies or omissions 
affect the validity of the data being reported. 
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# RECOMMENDATION Unresolved In Process Resolved 

8 LWDA 11 must review the ten (10) Youth participant 
files mentioned above and ensure the 14 elements 
were reviewed, signed, included in the file folder, and 
uploaded in HiRE documents.  

 

 

 

9 LWDA 11 should take measures to ensure that all staff 
are properly trained on the fundamentals of case 
management, emphasizing the importance of Work 
Experience documentation that should be included in 
the participant's file folder. 

 

 

 

10 LWDB 11 staff should establish procedures that ensure 
attendance and/or grade records are included in the 
participant folders and uploaded to HiRE.  

 

 

 

11 LWDA 11 staff should develop a review process that 
ensures the information entered in HiRE is accurate and 
consistent for all documentation recorded and 
uploaded in HiRE. 
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RECAP OF IA RECOMMENDATIONS FROM LWC MONITORING REVIEW 

 
# 

 
INTERNAL AUDIT RECOMMENDATIONS – RELATED TO LWC MONITORING REPORT 

 

 
1. 
 
 

In all instances, the WDB should strive to fulfill the requirements of the funders monitoring 
review and submit requested items timely. 
 
Finding #’s 1 through 24 (all) 
 

 
2. 
 
 

As required in the monitoring report, the WDB should incorporate verbiage into policy number 
2021-001 that addresses the settlement of all contractual and administrative issues arising out 
of procurements such as protests, appeals, and disputes. 
 
Finding #1 
 

 
3. 
 

 
This recommendation number was not used.  

 
4. 
 
 

As required in the monitoring report, the WDB should incorporate verbiage into policy number 
2021-001 that defines an adequate submission period between the issue date of the request 
for proposal and the deadline to submit proposals. 
 
Finding #’s 7, 8 
 

 
5. 
 
 

A formalized staff training program should be implemented at the Workforce Connection 
Centers/American Job Center to proactively train employees on relevant program topics. 
 
Finding #’s 13, 15, 16, 18, 19, and Program Areas of Concern (All) 
 

 
6. 

Implement a review process to ensure that keyed information is accurate and consistent with 
source documentation and that all necessary documents are uploaded into the computerized 
system (HiRE). 
 
Finding #16 
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# 
 

 
INTERNAL AUDIT RECOMMENDATIONS – OTHER AREAS (excerpted) 

 

A. Internal Audit recommends the Workforce Development Board continue to work with the 
Louisiana Workforce Commission to determine the ideal and acceptable organizational 
structure for Jefferson Parish. 

 

B. Internal Audit recommends that the Workforce Development Board maintain clear 
documentation evaluating respondent requirements. 
 

C. Internal Audit recommends that contractual agreements placed into effect should have 
clearly defined, specific and measurable responsibilities for each party.   

 

D. Internal Audit recommends review and amendment to the Jefferson Parish Code of Ordinance 
as appropriate relative to the Department of Workforce Connection.  Chapter 2, Article V, 
Division 23, Section 2-441 
 

E. Internal Audit recommends the Workforce Development Board review their full set of policies, 
ensure that they are comprehensive, and consolidate them into one policy document for each 
program component. 
 

F. Internal Audit recommends that the Workforce Development Board minutes clearly state the 
policy or documents being adopted. 
 

G. Internal Audit recommends the Workforce Development Board more obviously publish times, 
dates, and locations of its quarterly meetings. 
 

H. Internal Audit recommends that the Request for Payment (Drawdown) process be streamlined 
to efficiently and effectively determine drawdown amounts. 
 

I. Internal Audit recommends that the Request for Payment (Drawdown) procedures be 
documented to help retain organizational knowledge, be used as a training tool for applicable 
staff, and help ensure timely and accurate drawdowns. 
 

J. Internal Audit recommends the budgets and expenditures for the Workforce Development 
Board and Workforce Connections should be tracked separately to allow for appropriate fiscal 
evaluation of each and provide for differentiation in their functions and transparency in the 
cost of each. 
 

K. The Workforce Development Board and Workforce Connections should explore the feasibility 
of restructuring its physical locations of offices where services are provided. 
 

 

 ****END REPORT****  
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ATTACHMENT A 

LWDA 11 JEFFERSON PARISH GOVERNMENT –  
WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) MONITORING REPORT 
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ATTACHMENT B 

WDB POLICY TABLE 

 

 

A complete set of policies in effect as of the writing of this report is on file. 
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ATTACHMENT C 

NOT USED 
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ATTACHMENT D 

CONTRACT WITH CLOSING THE GAP CONSULTING LLC 
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ATTACHMENT E 

MEMORANDUM OF UNDERSTANDING (AS OF NOV. 29, 2021) 
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Attachments are on file with the Workforce Development Board. 
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ATTACHMENT F 
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ATTACHMENT G 

IA RECONCILIATIONS FOR LWC SELECTED DRAWS 

 

 

 

 

SEE FINDING #24 

Man Adj = Manual Adjustments:  The AS/400 transactions report contains notations for reconciling items, the most 

common being an expenditure(s) included in another draw due to timing differences.  IA is denoting these as “Man 

Adj” in the above reconciliations. 
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ATTACHMENT H 

WDB & AJC TIMESHEET REPORTS (EXAMPLES) 

 

 



 

169 | P a g e  
 

 



 

170 | P a g e  
 

 

  



 

171 | P a g e  
 

ATTACHMENT I 

PROVIDER ADMINISTRATIVE FEES - DESCRIPTIONS 
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LA GREEN CORPS 

 

 

KEDILA  
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ATTACHMENT J 

SUPPORT FOR REQUEST FOR PAYMENT (EXAMPLES) 
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Other vendors and months are on file. 
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Page 2 is on file. 
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This exhibit is the cover page.  The remaining pages are on file. 
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This is the cover page.  The remaining 275 pages are on file.



 

181 | P a g e  
 

 



 

182 | P a g e  
 

ATTACHMENT K 

EXAMPLE OF DUPLICATE POLICY LANGUAGE 
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ATTACHMENT L 

SCREENSHOTS OF EXAMPLE WORKBOOK FOR DRAWDOWN PROCEDURES29 

 

Instructions tab example- gives the user procedures on how to use the workbook and generate reports 

 

                                                           
29 The screenshots are not intended to illustrate full pages in the workbook, rather, they are provided as examples 
to give the reader an idea of the concept.  The final  and full version of the workbook should be developed by the 
WDB. 
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Programs tab example- used to analyze program costs 
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Administrative tab example- used to analyze administrative costs 
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Youth Work Experience tab example- used to analyze youth work experience costs and allocations 
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Adjustments tab example- used to explain and document adjustments to be made to report 
(unadjusted) balances 
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LWC report tab example- used to retrieve amounts (via formulas) from Program and Administrative tabs 
that will be requested for reimbursement.  This page captures information in categories as per the LWC 
standard reports. 
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Finalize tab example- providers the user with information on how to submit then retain draw down 
documentation 
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ATTACHMENT M 

ORGANIZATIONAL GRAPHICS   - OVERVIEW 

 



 

191 | P a g e  
 

 

 

 

 

 



 

192 | P a g e  
 

ATTACHMENT N 

FINANCIAL REPORT: PROJECT TRANSACTION BY G/L ACCOUNT NUMBER (EXCERPT) 

 

 

 

THIS REPORT WAS EXCERPTED DUE TO ITS LENGTH.  A FULL COPY IS ON FILE WITH THE DEPARTMENT OF 
INTERNAL AUDIT OR CAN BE REPRODUCED VIA THE PARISH’S AS/400 FINANCIAL MANAGEMENT 

SYSTEM. 
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ATTACHMENT O 

LOCAL WIOA ORGANIZATIONAL CHART 

 

 

 

 

 



 

194 | P a g e  
 

ATTACHMENT P 

WORKFORCE CONNECTION ORDINANCE 26149 
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ATTACHMENT Q 

AMERICAN JOB CENTER: EAST & WEST – ORGANIZATIONAL CHARTS 
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ATTACHMENT R 

U.S. DEPT OF LABOR ENHANCED DESK REVIEW 

The following enhanced desk review was conducted from March 22, 2021, through April 6, 2022, by the 
U.S. Department of Labor.  The scope of their review was from July 1, 2018, through the end of their 
fieldwork date, April 6, 20220.  The report was sent to the Workforce Development Board (from the 
Louisiana Workforce Commission) then presented to the WDB on January 14, 2022.  During the 
presentation meeting, LWC requested supporting documents for findings 6 through 20 of this report and 
for most of the findings in the initial review performed by LWC.  (See Attachment A) The deadline for 
submitting the requested items was by the close of business on January 24, 2022. 
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Begin WDB findings 
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ATTACHMENT 1 

AUDITOR INDEPENDENCE STATEMENT 

 

According to Ordinance No. 26063 (September 16, 2020), Sec.2-162.2(a) and (d), the Director of Internal 

Audit "shall engage in internal audit activities and complete engagements in an independent manner, free 

of any organizational or personal impairment.  The Director shall attest in writing that all activity was 

concluded with independence, free from organizational or personal impairment." 

 

 

The following is the required attestation meant to comply with both professional standards and Jefferson 

Parish Ordinance No. 26063. 

ATTESTATION: 

Internal Audit Report #2021-006 was conducted with independence and free from organizational or 

personal impairment. 

 

TARA HAZELBAKER, CPA, CIA 
DIRECTOR OF INTERNAL AUDIT   
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ATTACHMENT #2 

RESPONSE FROM PARISH ADMINISTRATION 

 

Since this was not an Audit, a formal response is not required by the Parish. (See Summary and Report 

Wrap up on page 72.)  Internal Audit has slated follow-up reviews to document the recommendations 

formulated by the Department and Administration.  Such results will be conveyed via the Department of 

Internal Audit’s Annual Report. 

 

 

 

 

 

 

 


