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OVERVIEW 

BACKGROUND   

The Jefferson Parish Animal Shelter provides care to animals at two (2) shelter facilitates located on the 
East Bank at #1 Humane Way, Jefferson, and on the West Bank at 2701 Lapalco Boulevard, Harvey.  The 
shelters provide adoption services for homeless animals, hold lost animals for owners to reclaim 
(commonly referred to as a “redemption”), conduct an annual rabies vaccination campaign, and distribute 
rabies tags and cat and dog licenses to all parish veterinarians.  Additionally, the shelters investigate 
reports on cruelty to animals, investigate bite cases, quarantine animals that bite, and inspect and issue 
permits for animal handling establishments. 

OBJECTIVES   

The objectives of this review were to evaluate the internal controls surrounding inventory of animals 
(animals taken into the care of either facility versus animals released or otherwise no longer under the 
care of either facility), and collections of funds.  This was selected for review based on a recent Animal 
Shelter case filed with the Jefferson Parish District Attorney’s Office whereby fraud was thought to have 
occurred due to inadequate internal controls.  The date of the alleged fraud extended through July 2016, 
after which time the accused employee resigned.   The case is ongoing as of the date of this report. 

During the course of the review, it became known that the Animal Shelter plans to roll out improved 
internal control procedures along with the implementation of a new software system, Pet Point, which is 
slated to occur on November 20, 2017.  According to the Director and Assistant Director, internal control 
procedures have not been altered since the July 2016 date.  For this reason, the objectives of the review 
were changed to focus on the revenue generating inventory movement (adoptions, redemptions, rabies 
tags) versus actual revenue collected. 

SCOPE 

Current policies and procedures regarding the collection of cash and other funds and the tracking of the 
movement of animal inventory were obtained.  (See Attachment B.) Revenue and inventory transaction 
data from August 1, 2016, up to and including July 31, 2017, was retrieved from the AS/400 Financial 
Management System.  The review covered a period of one year, along with current day operations as of 
the timing of this report.   

 

* The remainder of this page was intentionally left blank.  Please continue to the next page. * 
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FINDING #1 

CRITERIA 

According to the Jefferson Parish Code of Ordinances, Chapter 7, Section 7-30(c) (3), Adoption fees are as 
follows: 

a. Dogs, cats, puppies and kittens ….. 67.00 

Adoption fee includes at least two (2) sets of vaccinations for puppies and kittens, one (1) 
vaccination for adult dogs and cats, as well as deworming, rabies vaccination, tag and license, 
microchip and spay/neuter surgery. The adoption fee does not include a one hundred dollar 
($100.00) sterilization deposit if the shelter veterinarian determines that the animal is unfit at the 
time to undergo surgery. The deposit will be refunded after the shelter veterinarian performs the 
surgery, or the private veterinarian certifies that he has performed the surgery. 

b. Goats and pigs ….. 25.00 
c. Equine species, plus direct costs ….. 10.00 
d. Other small animals ….. 25.00 

To promote animal adoption, any or all of the adoption fees set forth herein may be temporarily 
reduced or waived entirely by Jefferson Parish Council resolution. Increases in adoption fees, 
however, must be approved by the adoption by the Council of an ordinance. 

See Attachment A for full Code of Ordinances, Chapter 7, Section 7-30. – Fees and charges. 

FINDING 

Fees were not consistently collected for adoptions for the period under review.  Fees collected were not 
assessed in accordance with the Jefferson Parish Code of Ordinances referenced in the criteria section of 
this Finding. 

OBSERVATIONS 

REVENUE COLLECTED: 

Two thousand three hundred seven (2,307) adoptions were recorded in the Inventory Module of the 
AS/400 Financial Management System for the period under review which was August 1, 2016, through 
July 31, 2017.  Entries made into the Revenue Module for the same period of time indicate that two 
hundred (200) of the adoptions, or eight point seven percent (8.7%), did not have any revenue associated 
with them for the East Bank and West Bank facilities combined.   

A sample of ten percent (10%) or twenty (20) of two hundred (200) was selected.   Adoption contracts 
were reviewed and resulted in a variety of reasons that revenue was not collected, including: 

1) The owner number in the inventory module was different than the owner number in the revenue 
module; therefore, the association between inventory movement and revenue collection could 
not be easily identified.  (10 occurrences) 

2) The adoption fee was waived as a result of the special program that allows for “no fee adoptions” 
such as the Senior Discount Program. (3 occurrences) 
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3) The adoption fee was waived as authorized by Animal Shelter personnel. (3 occurrences) 
4) The adoption fee was not collected and a notation on the adoption contract indicating approval 

was not found. (3 occurrences) 
5) The adoption took place during the Pet Fest 2016 event held on November 20, 2016.  The funds 

were reported to have been found in the East Bank safe during the course of this review.  See 
Finding #4 for more details.  (1 occurrence) 

The total fees from the sample that should have been collected per ordinance were one thousand three 
hundred thirteen dollars ($1,313).  The actual fees collected were six hundred one dollars ($601) or forty-
five point eight percent (45.8%) of fees per ordinance. 

 

In some cases, medical records indicate that the Animal Shelter administered rabies vaccinations and 
issued tags and licenses, along with microchipped the animal without a fee charged to the adopter.  The 
shelter incurred direct costs for the animal, aside from room and board; however, the shelter did not 
recover such costs.  

REVENUE CHARGED: 

The common charge at each animal shelter facility for a cat adoption is twenty-five dollars ($25); however, 
per Jefferson Parish Ordinance, Chapter 7, Section 7-30(c) (3) (a), the charge should be sixty-seven dollars 
($67). 

 

See Attachment C for the Adoptions Sample Results. 

DIRECTOR DISCRETION: 

Per discussions with the Director of the Animal Shelter, Robin Beaulieu, she believes there is conflicting 
language within the Code of Ordinances and that she has the discretion to place animals as deemed 
reasonable.  She is working with the Parish Administration and Attorney’s office to revise the ordinance 
so that it clearly defines the director’s discretion to waive or reduce fees.  As of the date of this report, 
the revised ordinance has not been adopted.  (See Attachment F for memorandum regarding director 
discretion.) 
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SUGGESTION 

Adoption fees should be charged in accordance with the Jefferson Parish Code of Ordinances, Chapter 7, 
Section 7-30(c) (3) until such time that the Ordinance may be amended as approved by the Administration 
and Jefferson Parish Council.  Any special adoption events that are held with reduced fees as approved 
via Jefferson Parish Council resolution should be clearly documented so that the expected revenue can be 
calculated and compared to actual revenue collected. 

RESPONSE FROM JP ANIMAL SHELTER 

The Director of the Animal Shelter will be consulting with Administration in the coming weeks to address 
these concerns and rectify as directed and as per the Auditor’s report.   

 

FINDING #2 

CRITERIA 

According to the Jefferson Parish Code of Ordinances, Chapter 7, Section 7-30(a), Redemption fees are as 
follows: 

a) Shelter redemption fees and charges for dogs, cats and other types of animals.  Redemption fees 
for dogs, cats and other types of animals shall be as follows: 

1) Licensed dog or cat, wearing a current tag: 
a. Boarding fee per day ….. 7.00 
b. Redemption fee ….. 50.00 
c. Microchip ….. 25.00 
d. DA2PL and Bordetella vaccinations (dog) ….. 20.00 
e. FVRCP and Bordetella vaccinations (cat) ….. 20.00 

2) Licensed dog or cat, not wearing a tag: 
a. Boarding fee per day ….. 7.00 
b. Redemption fee ….. 55.00 
c. Microchip ….. 25.00 
d. DA2PL and Bordetella vaccinations (dog) ….. 20.00 
e. FVRCP and Bordetella vaccinations (cat) ….. 20.00 

3) Unlicensed dog or cat: 
a. Boarding fee per day ….. 7.00 
b. Redemption fee ….. 60.00 
c. Microchip ….. 25.00 
d. DA2PL and Bordetella vaccinations (dog) ….. 20.00 
e. FVRCP and Bordetella vaccinations (cat) ….. 20.00 
f. Rabies vaccination and license ….. 15.00 

All redemption fees are in addition to the shelter charges in Section 7-30 (c) if applicable for 
vaccination and licensing.  The per day fee includes any portion of the day. 

See Attachment A for full Code of Ordinances, Chapter 7, Section 7-30. – Fees and charges. 
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FINDING 

Fees were not consistently collected for redemptions for the period under review. 

OBSERVATIONS 

REVENUE COLLECTED: 

Four hundred seventy-eight (478) redemptions were recorded in the Inventory Module of the AS/400 
Financial Management System for the period under review which was August 1, 2016, through July 31, 
2017.  Entries made into the Revenue Module for the same period of time indicate that one hundred 
eleven (111) of the redemptions, or twenty-three point two percent (23.2%), did not have any revenue 
associated with them for the East Bank and West Bank facilities combined.   

A sample of thirteen percent (13%) or fourteen (14) of one hundred eleven (111) was selected.   
Redemption paperwork was reviewed and resulted in a variety of reasons that revenue was not collected, 
including: 

1) The redemption fees were waived as authorized by Animal Shelter personnel. (6 occurrences) 
2) The owner number in the inventory module was different than the owner number in the revenue 

module; therefore, the association between inventory movement and revenue collection could 
not be easily identified.  (4 occurrences) 

3) The redemption fees were not collected and a notation on the paperwork indicating approval was 
not found. (3 occurrences) 

4) There was a keying error when inputting revenue data into the AS/400. (1 occurrence) 

The total fees from the sample that should have been collected per ordinance range from one thousand 
fifty-seven dollars ($1,057) to two thousand thirty-seven dollars ($2,037) depending on the condition of 
the animal when brought into the facility.  The actual fees collected were six hundred twenty-nine dollars 
($629). 

 

In some cases, medical records indicate that the Animal Shelter administered rabies vaccinations and 
issued tags and licenses, along with microchipped the animal without a fee charged to the person 
“redeeming” or retrieving the animal from the shelter.  The shelter incurred direct costs for the animal, 
aside from room and board; however, the shelter did not recover such costs.  

 

See Attachment D for the Redemptions Sample Results. 

DIRECTOR DISCRETION: 
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Per discussions with the Director of the Animal Shelter, Robin Beaulieu, she believes there is conflicting 
language within the Code of Ordinances and that she has the discretion to place animals as deemed 
reasonable.  She is working with the Parish Administration and Attorney’s office to revise the ordinance 
so that it clearly defines the director’s discretion to waive or reduce fees.  As of the date of this report, 
the revised ordinance has not been adopted.  (See Attachment F for memorandum regarding director 
discretion.) 

SUGGESTION 

Redemption fees should be charged in accordance with the Jefferson Parish Code of Ordinances, Chapter 
7, Section 7-30 until such time that the Ordinance may be amended as approved by the Administration 
and Jefferson Parish Council. 

RESPONSE FROM JP ANIMAL SHELTER 

The Director of the Animal Shelter will be consulting with Administration in the coming weeks to address 
these concerns and rectify as directed and as per the Auditor’s report.   

 

 

FINDING #3 

CRITERIA 

According to the Jefferson Parish Code of Ordinances, Chapter 7, Section 7-30(c) (1), Other shelter charges 
are as follows: 

a. Rabies vaccination fee and license for altered animals ….. 15.00 
b. Rabies vaccination fee and license for unaltered animals ….. 20.00 
c. Rabies vaccination fee and license for registered animal rescue group ….. 5.00 

See Attachment A for full Code of Ordinances, Chapter 7, Section 7-30. – Fees and charges. 

FINDING 

Fees collected for rabies vaccinations could not be reconciled to the listing of rabies vaccinations sold. 

OBSERVATIONS 

Six hundred thirteen (613) rabies tags were issued, valued at ten thousand two hundred sixty-five dollars 
($10,265), per a manual listing created by Animal Shelter staff based on rabies tag documentation for the 
period under review which was August 1, 2016, through July 31, 2017.  Entries made into the AS/400 
Financial Management System Revenue Module for the same period of time indicate that revenue for 
seven hundred forty-six (746) rabies tags, or fifteen thousand two hundred twenty-five dollars ($15,225) 
had been collected for the East Bank and West Bank facilities combined.  Revenue collected exceeded 
revenue per the manual listing by four thousand nine hundred sixty dollars ($4,960). 
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Upon review of the AS/400 revenue data, the total revenue stated above, fifteen thousand two hundred 
twenty-five dollars ($15,225), also includes rabies fees charged as part of other services such as adoptions 
and redemptions.  The fee for rabies tags in these cases range from seven dollars ($7) to twenty dollars 
($20). 

The manual listing created by the shelter includes only rabies tags sold as a singular purchase, not part of 
an adoption or redemption. The fee for rabies tags sold individually are fifteen dollars ($15) for altered 
animals (spayed or neutered), and twenty dollars ($20) for unaltered animals. 

SUGGESTION 

Physical control of rabies tags should be held in two separate sets: one set for tags to be used as part of 
services such as adoptions and redemptions, one set for tags sold individually.  The usage of tags from 
both sets should be tracked as the tags are issued so that a count of tags sold can be determined.  From 
the count of tags, an expectation of revenue can be determine and compared to actual revenue collected.  
See Attachment E for a simplified version of an inventory log which is meant to illustrate the concept of 
reconciling inventory tracking and usage to revenue collected.  Ideally, this process would take place 
within the accounting system versus performed manually. 

RESPONSE FROM JP ANIMAL SHELTER 

The Director of the Animal Shelter will be consulting with Administration in the coming weeks to address 
these concerns and rectify as directed and as per the Auditor’s report.  In addition, the Animal Shelter will 
be implementing Pet Point in the coming days so as to provide for better inventory controls and financial 
management.   
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FINDING #4 

CRITERIA 

Per excerpts from the Jefferson Parish Animal Shelter’s Internal Control Procedures dated September 13, 
2016 (See Attachment B for the full policy.), cash and daily receipts are to be processed as follows: 

Cash:  The Counter Clerk takes the cash, enters the transaction and the cash amount into the AS-400 
system.  As cash is accepted, clerk should put immediately into their lock boxes.  All cash should be 
organized from largest to smallest denominations neatly.  And a copy of the invoice should be put with 
their paperwork for the day. 

Daily Receipts: Account Clerk III/Account Clerk II runs daily reports the next business day.  Twice a week 
(Planned) the Account Clerk III/II and the appointed supervisor get the cashier envelopes out of the safe.  
The Account clerk III/II and the supervisor open the envelopes.  The Account Clerk III/II counts the money 
in each envelope with the supervisor as a witness.  The Account Clerk III/II makes sure the totals of cash 
and checks balance and that the credit card print out and the report match.  The Account Clerk III/II makes 
out a bank deposit slip with the supervisor still present.  The Account Clerk III/II makes the deposit.  The 
armored truck arrives on Tuesdays and Thursdays of each week to pick up deposits and bring to the bank.  
Note: The Administrative Assistant and Shelter Manager are backups to Account Clerk III/II when out of 
office.   

On the day of a deposit, the Account Clerk III/II faxes a copy of the bank deposit slip and the verified slip 
from the bank to Accounting.  The original deposit slips and verified deposit ticket are placed into an 
envelope for Accounting, all originals are saved at the shelter.  

Accounting Report:  Accounting has prepared a spread sheet to be filled in daily by the Account Clerk III/II; 
this is turned in bi-weekly by the Account Clerk III/II to Accounting. 

FINDINGS 

A. Funds received from the 2016 Pet Fest event were not entered into the AS/400 Revenue Module 
on a timely basis nor deposited timely.  The event took place on November 20, 2016.  The revenue 
was entered into the module and the deposit slip was prepared on October 30, 2017.  Three 
hundred forty-four (344) days elapsed prior to action taking place to record the revenue and 
deposit the funds into the bank. 

B. The East Bank facility was not properly monitored by the use of security cameras located in high-
risk areas.  The location of the safe was not visible in video footage. 

C. Written policies and procedures do not include a reconciliation of revenue generating inventory 
movement (adoptions of animals, redemptions, issuance of rabies tags, etc.) to revenue entered 
into the AS/400 Financial Management System. 

OBSERVATIONS 

A. When examining adoptions per the AS/400 Inventory module versus revenue collected for 
adoptions, irregularities were noted.  One such irregularity related to the 2016 Pet Fest event held 
on November 20, 2016.  The sample of adoptions tested in Finding #1 highlighted one owner who 
adopted a dog at the 2016 Pet Fest.  The owner was selected because no revenue was shown to 
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have been recorded and thusly collected for the adoption. Upon further research by Animal 
Shelter staff, it was found that there was no revenue recorded for any of the adoptions that took 
place at the 2016 Pet Fest event as relates to the East Bank.  Ten (10) dogs and cats were adopted 
from the East Bank shelter at the event.  A total of two hundred fifty-nine dollars ($259) in cash 
was collected at the event then placed into the East Bank Shelter safe by K. Sullivan, Account Clerk 
II, who was working the day of the event.   The cash was not retrieved from the safe until after 
the sample of adoptions was sent on October 19, 2017, to the Shelter and it was discovered that 
the revenue had not been recorded in the AS/400 Financial Management System.  B. Gaddis, 
Account Clerk III, discovered the cash and notified the Shelter Director, R. Beaulieu.  The cash was 
then counted by B. Gaddis and P. Bourg, Assistant Director, and deposited into the bank.  Below 
is a timeline of events related to this scenario: 

ACTIVITY / DESCRIPTION DATE OF OCCURRENCE 
Pet Fest 2016 Event November 20, 2016 
Notification of Internal Audit sent to Director September 7, 2017 
Adoptions sample selection sent to Director October 19, 2017 
Pest Fest 2016 funds/cash found in East Bank safe October 23 or 24, 2017 
Cash counted and deposit slip prepared October 30, 2017 
Deposit of $259 cleared JP bank account November 1, 2017 

 
B. During a site visit to the East Bank Animal Shelter to collect information about Pet Fest 2016, 

Animal Shelter staff stated that the Pet Fest funds were not found until after the event because 
they were stuck in the safe and that the drop slot to the safe was not functioning properly.  
Internal Audit did not note any malfunction in the operations of the safe.  Internal Audit 
attempted to verify the discovery date of the funds by reviewing video footage from the camera 
located in the office area of the shelter; however, the safe was not visible in any video footage. 
 

C. According to the written policies and procedures (P&P), clerks are not responsible for reconciling 
their cash draws at the end of each day.  They are only required to run a “shift report” and place 
the report on the “Account Clerk III/II desk”.  (See excerpt of policies and procedures shown 
below.) 

 

The P&P are not specific as to what reports are to be generated, and do not include any reference 
to reconciling inventory movement to revenue collected, nor do they designate a person 
responsible for such procedures. (See excerpt of policies and procedures shown on the  next page 
along with the full set of Policies and Procedures shown in Attachment B of this report.) 
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SUGGESTIONS 

A. All deposits should be made in a timely fashion and in accordance with policies and procedures.  
Failure to complete such task is a serious offense and should result in disciplinary action for the 
person or persons responsible for doing so. 

B. The Animal Shelter should consult with the Department of Security to ensure that surveillance 
equipment is adequate and strategically placed throughout each facility. The cameras should be 
placed in accordance with the size and layout of the building such that high traffic and unguarded 
areas are monitored.  Additionally, video surveillance should record and monitor any area where 
an employee or third party theft could occur.   

C. Written P&P should be formalized and organized in a fashion that is logical and provides a clear 
understanding of what should be done, how it should be done, who should do it and when it 
should be done. Such formalized, written P&P will establish controls that can deter theft and other 
losses, ensure that employees at each location are consistent in handling transactions, help to 
cross-train staff, and hold staff accountable for their actions.  Staff should be trained and given 
regular refresher courses on the P&P.  A person should be designated to be responsible for the 
business transactions at each location.  Consideration should be given to engaging an accounting 
firm or other qualified entity to assist with the development of the written policies and 
procedures and evaluation of management oversight, and the staffing structure over business 
operations. 

RESPONSE FROM JP ANIMAL SHELTER 

The Director of the Animal Shelter will be consulting with Administration, Budgeting, Security and 
Personnel in the coming weeks to address these concerns and rectify as directed and as per the Auditor’s 
report.  In addition, Animal shelter will be implementing Pet Point in the coming days so as to provide for 
better inventory controls and financial management.   
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SUMMARY  

In summary, the review highlighted the need to consistently charge for adoption, redemption and other 
chargeable services in accordance with the Jefferson Parish Code of Ordinances, or facilitate changes to 
such ordinances to be approved by the Administration and Jefferson Parish Council.   

Formalized, written policies and procedures that are tailored to each location, if necessary, should be 
developed and followed so that employees are clear in their day-to-day responsibilities, and the parish is 
appropriately safeguarded against fraud, waste, and abuse.  In addition, there is an opportunity to review 
and strengthen current business practices and staffing structure with assistance from a qualified third-
party entity. 

Furthermore, placement of surveillance cameras should be reviewed so that high traffic and unguarded 
areas are appropriately monitored. 

Internal audit recommends that the Animal Shelter review and take appropriate actions as noted in 
Findings #1 through 4.   

 
REPORT WRAP UP 

Internal Audit obtained responses from the Animal Shelter which are noted in the “Response From…” 
section of each Finding.  Additionally, a response from the Parish Administration can be found in 
Attachment 1, immediately following this report. 

 

****END**** 
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ATTACHMENT #1 

RESPONSE* FROM PARISH ADMINISTRATION 

* Response received via email on December 19, 2017, from Natalie Newton, Jefferson Parish Deputy 
Chief Operating Officer.  Approved via email on December 27, 2017, by Keith Conley, Jefferson Parish 
Chief Operating Officer. 

 

FINDING #1 

Fees were not consistently collected for adoptions for the period under review.  Fees collected were not 
assessed in accordance with the Jefferson Parish Code of Ordinances referenced in the criteria section of 
this Finding. 

SUGGESTION  

Adoption fees should be charged in accordance with the Jefferson Parish Code of Ordinances, Chapter 7, 
Section 7-30(c) (3) until such time that the Ordinance may be amended as approved by the Administration 
and Jefferson Parish Council.  Any special adoption events that are held with reduced fees as approved 
via Jefferson Parish Council resolution should be clearly documented so that the expected revenue can be 
calculated and compared to actual revenue collected. 

RESPONSE FROM JP ADMINISTRATION 

We agree with Internal Audit’s findings and will work to propose both changes in the Code of Ordinances 
referenced as well as working with the Director to implement specific policy regarding fee waivers.  While 
we trust our Directors to make responsible decisions in the best interest of the public and their 
department initiatives, discretion regarding fine and fee waivers without justification is not prudent. In 
this particular case, the decision to waive fees needs to be both fiscally sound and in the best interest of 
shelter operations. This can be accomplished through written policy and/or ordinance revisions to include 
specific events, times of year, formal overcrowding documentation, and other sensible circumstances 
when the shelter Director would be allowed to waive fees.  Those circumstances outside of the ones 
codified in the revised ordinance would require a special Council resolution as indicated in the current 
ordinance. 

The situations where fees are waived should also be documented in a proper manner; in addition, the 
Director should research grants that may cover these costs in order to minimize lost revenue.  The policy 
will also dictate that the Administration will require advance notice from the Director when adoption fees 
and/or other costs would be waived with written justification for each occurrence proven to be in 
accordance with parish ordinances and administrative policy.  A follow up report would be required noting 
the lost revenue from the fee waiver occurrences.  

Goal date for implementation is prior to the end of first quarter 2018. 
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FINDING #2 

Fees were not consistently collected for redemptions for the period under review. 

SUGGESTION 

Redemption fees should be charged in accordance with the Jefferson Parish Code of Ordinances, Chapter 
7, Section 7-30 until such time that the Ordinance may be amended as approved by the Administration 
and Jefferson Parish Council. 

RESPONSE FROM JP ADMINISTRATION 

We agree with Internal Audit’s findings.  The Administration believes less discretion should be given 
regarding redemption fees as most are a direct result of many hours put in by shelter staff and utilization 
of Parish resources for already owned animals.  However, as mentioned in the response to Finding #1, we 
will work with the Director to clearly define instances where a fee waiver may be merited, establish policy 
outlining such, and propose Code of Ordinance revisions if necessary.  Goal date is same as Finding #1.   

 

FINDING #3 

Fees collected for rabies vaccinations could not be reconciled to the listing of rabies vaccinations sold. 

SUGGESTION 

Physical control of rabies tags should be held in two separate sets: one set for tags to be used as part of 
services such as adoptions and redemptions, one set for tags sold individually.  The usage of tags from 
both sets should be tracked as the tags are issued so that a count of tags sold can be determined.  From 
the count of tags, an expectation of revenue can be determine and compared to actual revenue collected.  
See Attachment E for a simplified version of an inventory log which is meant to illustrate the concept of 
reconciling inventory tracking and usage to revenue collected.  Ideally, this process would take place 
within the accounting system versus performed manually. 

RESPONSE FROM JP ADMINISTRATION 

We agree with Internal Audit’s findings and the inventory management issues noted.  We believe as the 
Animal Shelter implements Pet Point it will be easier to deliver better inventory controls and financial 
management, particularly related to rabies vaccinations and tags associated.  We have also had 
conversations with the Director regarding electronic record keeping.  Pet Point will assist with this as well.  
Until Pet Point is implemented the Director needs to utilize appropriate inventory logging and revenue 
reconciliations as suggested by IA.   
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FINDING #4 

A. Funds received from the 2016 Pet Fest event were not entered into the AS/400 Revenue Module 
on a timely basis nor deposited timely.  The event took place on November 20, 2016.  The revenue 
was entered into the module and the deposit slip was prepared on October 30, 2017.  Three 
hundred forty-four (344) days elapsed prior to action taking place to record the revenue and 
deposit the funds into the bank. 

B. The East Bank facility was not properly monitored by the use of security cameras located in high-
risk areas.  The location of the safe was not visible in video footage. 

C. Written policies and procedures do not include a reconciliation of revenue generating inventory 
movement (adoptions of animals, redemptions, issuance of rabies tags, etc.) to revenue entered 
into the AS/400 Financial Management System. 

SUGGESTIONS 

A. All deposits should be made in a timely fashion and in accordance with policies and procedures.  
Failure to complete such task is a serious offense and should result in disciplinary action for the 
person or persons responsible for doing so. 

B. The Animal Shelter should consult with the Department of Security to ensure that surveillance 
equipment is adequate and strategically placed throughout each facility. The cameras should be 
placed in accordance with the size and layout of the building such that high traffic and unguarded 
areas are monitored.  Additionally, video surveillance should record and monitor any area where 
an employee or third party theft could occur.   

C. Written P&P should be formalized and organized in a fashion that is logical and provides a clear 
understanding of what should be done, how it should be done, who should do it and when it 
should be done. Such formalized, written P&P will establish controls that can deter theft and other 
losses, ensure that employees at each location are consistent in handling transactions, help to 
cross-train staff, and hold staff accountable for their actions.  Staff should be trained and given 
regular refresher courses on the P&P.  A person should be designated to be responsible for the 
business transactions at each location.  Consideration should be given to engaging an accounting 
firm or other qualified entity to assist with the development of the written policies and 
procedures and evaluation of management oversight, and the staffing structure over business 
operations. 

RESPONSE FROM JP ADMINISTRATION 

We agree with Internal Audit’s findings and recommendations.  In addition, the Administration has been 
working toward all departments becoming cash-free and sees no reason why the Animal Shelter cannot 
do so.  This initiative would assist and help simplify timely deposit of funds, inventory and revenue 
reconciliations, as well as deter theft and other loses. 

We agree that policy and procedures need to be established or modified surrounding the items and 
instances noted in this report.  IA suggestion of engaging a firm to assist with such will be explored.  A 
solution on whether or not this will be an internal undertaking or contracted out will be determined by 
the end of January 2018. 
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Further, the Administration has been reviewing the staffing structure at the Animal Shelter for some time.  
We have considered that perhaps someone in a Clerk position may not have the full knowledge and skill 
set needed where the Animal Shelter appears to be lacking a business manager.  We will discuss with the 
Director the possibility of the creation of such position and move forward with the appropriate steps to 
do so.   

 

ADDITIONAL COMMENTS FROM JP ADMINISTRATION 

The Administration would like to thank all parties involved in this audit for their cooperation, time and 
dedication examining the operations of the Animal Shelter and working toward solutions to improve 
processes and reduce risk. 

The Administration has conducted a separate Administrative Review.  In addition to other policies and 
procedures that need amending, we also noted additional security concerns in addition to those 
expressed in this report.  The Director of Security will be meeting with the Animal Shelter staff in 2018 to 
review security camera needs and point of entry access concerns.   

In addition, while revising the Ordinances discussed in this report it is an ideal time to update fees as well. 
The Animal Shelter should research fees in the greater New Orleans and other similar metro areas 
throughout the US to determine if our fees are competitive.   

Finally, the Administration has discussed the Risk IA Assessment for 2018 and requests that this audit be 
selected for follow up engagement. 

 

* The remainder of this page was intentionally left blank.  Please continue to the next page. * 
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ATTACHMENT A 

JP CODE OF ORDIANCES, SEC. 7-30. – FEES AND CHARGES 

Sec. 7-30. - Fees and charges.  

(a)  Shelter redemption fees and charges for dogs, cats and other types of animals. Redemption fees for 
dogs, cats and other types of animals shall be as follows:  

(1)  Licensed dog or cat, wearing a current tag:  

a.  Boarding fee per day ..... $7.00  

b.  Redemption fee ..... 50.00  

c.  Microchip ..... 25.00  

d.  DA2PL and Bordatella vaccinations (dog) ..... 20.00  

e.  FVRCP and Bordatella vaccinations (cat) ..... 20.00  

(2)  Licensed dog or cat not wearing a tag:  

a.  Boarding fee per day ..... 7.00  

b.  Redemption fee ..... 55.00  

c.  Microchip ..... 25.00  

d.  DA2PL and Bordatella vaccinations (dog) ..... 20.00  

e.  FVRCP and Bordatella vaccinations (cat) ..... 20.00  

(3)  Unlicensed dog or cat:  

a.  Boarding fee per day ..... 7.00  

b.  Redemption fee ..... 60.00  

c.  Microchip ..... 25.00  

d.  DA2PL and Bordatella vaccinations (dog) ..... 20.00  

e.  FVRCP and Bordatella vaccinations (cat) ..... 20.00  

f.  Rabies vaccination and license ..... 15.00  

All redemption fees are in addition to the shelter charges in section 7-30(c) if applicable for 
vaccination and licensing. The per day fee includes any portion of a day.  

(b)  Additional redemption fees for subsequent impoundments:  

(1)  The additional redemption fees for additional impoundments occurring within twenty-four (24) 
months of a previous impoundment, both licensed and unlicensed dogs and cats, shall be as 
follows:  

a.  Second impoundment ..... 100.00  

b.  Third impoundment ..... 200.00  

c.  Fourth and subsequent impoundment ..... 500.00  
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(2)  If redemption is allowed, the additional redemption fees for subsequent impoundments of 
dangerous animals shall be as follows:  

a.  Second impoundment ..... 250.00  

b.  Third impoundment ..... 500.00  

(3)  On the second impoundment of any animal, occurring within a twenty-four-month period of a 
previous impoundment, the animal shall be spayed or neutered. All veterinary costs for the 
spaying or neutering shall be borne by the owner.  

All redemption fees are in addition to the shelter charges in section 7-30(c) if applicable for 
vaccination and licensing. The per-day fee includes any portion of a day.  

(c)  Other shelter charges: Animal shelter charges are as follows:  

(1)    a.  Rabies vaccination fee and license for altered animals ..... $15.00  

b.  Rabies vaccination fee and license for unaltered animals ..... 20.00  

c.  Rabies vaccination fee and license for registered animal rescue group ..... 5.00  

(2)  Booster vaccinations for puppies and kittens adopted from the shelter ..... 20.00  

(3)  Adoption fees:  

a.  Dogs, cats, puppies and kittens ..... 67.00  

Adoption fee includes at least two (2) sets of vaccinations for puppies and kittens, one (1) 
vaccination for adult dogs and cats, as well as deworming, rabies vaccination, tag and 
license, microchip and spay/neuter surgery. The adoption fee does not include a one 
hundred dollar ($100.00) sterilization deposit if the shelter veterinarian determines that 
the animal is unfit at the time to undergo surgery. The deposit will be refunded after the 
shelter veterinarian performs the surgery, or the private veterinarian certifies that he has 
performed the surgery.  

b.  Goats and pigs ..... 25.00  

c.  Equine species, plus direct costs ..... 10.00  

d.  Other small animals ..... 25.00  

To promote animal adoption, any or all of the adoption fees set forth herein may be 
temporarily reduced or waived entirely by Jefferson Parish Council resolution. Increases in 
adoption fees, however, must be approved by the adoption by the Council of an ordinance.  

(4)  Rabies observation ..... 75.00  

a.  Boarding fee per day or any part of a day ..... 10.00  

b.  DA2PL and Bordatella vaccinations (dog) ..... 20.00  

c.  FVRCP and Bordatella vaccinations (cat) ..... 20.00  

d.  Rabies vaccination and license ..... 7.00  

e.  Microchip ..... 25.00  

(5)  Veterinarians shall issue a Jefferson Parish license for each dog or cat vaccinated that resides in 
Jefferson Parish and collect an annual fee as provided in this section. The veterinarian shall 
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collect fifteen dollars ($15.00) for each altered animal and twenty dollars ($20.00) for each 
unaltered animal vaccinated for rabies. In the event that a multiple year vaccination is given, the 
fee shall be fifteen dollars ($15.00) for altered animals or twenty dollars ($20.00) for unaltered 
animals per year of the length of the vaccination. These fees shall be remitted to the animal 
shelter at the end of every month. Veterinarians that perform rabies vaccinations in Jefferson 
Parish shall issue a valid Jefferson Parish license tag.  

(6)    Annual rabies vaccination campaign. Rabies vaccination fee and license for altered and unaltered 
animals in conjunction with the annual rabies vaccination campaign ..... 15.00  

(7)    Microchip for a reclaimed, owner or adopted animal ..... 25.00  

(8)    Microchip for an animal returned to an owner after an attack or bite case investigation or rabies 
observation quarantine ..... 25.00  

(9)  Veterinary medical physicals on animals for forensic purposes, bite case animals and animals 
impounded as evidence in a cruelty investigation pending a court hearing ..... 50.00  

(d)  Permit fees: No permit as provided for in Division 5 of this article shall be issued until the applicable 
fee, as follows, has been paid to the animal shelter department. All permit fees are on an annual 
basis and must be renewed prior to January first of each year. A fee for an initial application for a 
period of less than a full year shall be half of the amount shown, except for transient zoos. Annual 
permit fees shall be as follows:  

(1)  For each per shop ..... $100.00  

(2)  For each dealer ..... 1,000.00  

(3)  For each dealer breeder ..... 1,000.00  

(4)  For each auction ..... 100.00  

(5)  For each kennel:  

0—49 pounds ..... 25.00  

50 pounds and over ..... 50.00  

(6)  For each guard dog:  

0—49 pounds ..... 25.00  

50 pounds and over ..... 50.00  

(7)  For each commercial stable or livery ..... 100.00  

(8)  Registration as stable manager (nontransferable) ..... 100.00  

(9)  Renewal of registration as stable manager ..... 10.00  

(10)  For each grooming shop ..... 100.00  

(Code 1961, § 4-23; Ord. No. 15741, 1, 10-5-83; Ord. No. 16251, § I, 11-14-84; Ord. No. 17369, § IV, 11-
4-87; Ord. No. 18645, § 2, 12-2-92; Ord. No. 19113, § 1, 6-8-94; Ord. No. 20257, § 7, 1-14-98; Ord. No. 
21998, § 2, 9-17-03; Ord. No. 22945, §§ 1—3, 12-13-06; Ord. No. 23438, § 5, 11-19-08; Ord. No. 23710, § 
1, 12-9-09; Ord. No. 23784, § 2, 3-24-10; Ord. No. 23808, § 1, 5-12-10; Ord. No. 23913, § 1, 11-3-10; Ord. 
No. 24037, § 1, 6-15-11; Ord. No. 24247, § 1, 3-28-12)   
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ATTACHMENT B 

ANIMAL SHELTER - POLICIES & PROCEDURES 
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ATTACHMENT C 

ADOPTIONS - SAMPLE RESULTS 
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ATTACHMENT D 

REDEMPTIONS - SAMPLE RESULTS 
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ATTACHMENT E 

RABIES LOG - CONCEPTUAL EXAMPLE 
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ATTACHMENT F 

DIRECTOR DISCRETION MEMO 
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ATTACHMENT G 

2016 PET FEST DOCUMENTATION 

 
Listing of East bank 2016 Pet Fest adoptions as prepared by K. Sullivan.  (Shown above.)  This document 
was compared to the original one sent via email on November 21, 2016; no exceptions were noted. (Email 
header shown below.)  Note: The last name of Escuber Atillo is spelled differently in the AS/400 Financial 
Management System.  (Atillo versus Atilin) 

 
 

Owner:  
Last Name 

Fee  
Charged 

Atillo     $          0 
Herbert                 0 
Accardo 67 
Young 25 
Young 25 
Siersena 25 
Russell 25 
Kennedy 67 
Morris 0 
Bellows 25 
TOTAL        $   259 
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Deposit Slip for East Bank 2016 Pet Fest adoptions as prepared by B. Gaddis. 

 


