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OVERVIEW 

BACKGROUND   

Jefferson Parish accounts for petty cash on an imprest basis.  Departments are advanced cash to pay for 
small business-related purchases which require cash or where a formal requisition or purchase order is 
impractical.  The advance is the responsibility of a custodian and the department director who are both 
required to sign a Custodial Agreement and abide by Funds Handling Policies and Procedures.   

As the need arises, a department employee requests an advance from the custodian or spends his/her 
own money on a business-related item.  The receipt is submitted to the custodian for reimbursement.  
The custodian keeps track of the petty cash balance via a “Petty Cash Log.”  When the petty cash is 
depleted to twenty-five percent (25%) of the approved petty cash limit or at the end of each quarter, 
whichever comes first, the custodian prepares a “Request for Petty Cash Reimbursement” form.  The form 
is remitted to the Department of Accounting who then reviews the receipts and approves payment to 
replenish the Petty Cash Fund.  A check is issued to the custodian and all receipts are expensed to the 
appropriate accounts.  The custodian negotiates the check for cash, places the cash into the secured petty 
cash location, and updates the running cash balance on the Petty Cash Log. (See Attachment A for “Fund 
Handling Policies & Procedures.”) 

Jefferson Parish has a total of fifty-seven (57) petty cash funds held at various locations, totaling 
approximately thirty thousand dollars ($30,000). 

OBJECTIVES   

The objectives of this review were to verify the existence and accuracy of petty cash funds for the 
department selected, evaluate the appropriate use of funds and department need for petty cash, and 
verify adherence to internal control policies and procedures. 

SCOPE 

Current policies and procedures regarding Funds Handling were obtained. (See Attachment A.) The 
custodian for the Department of Sewerage – East Bank Field Office, Thomas Hoyt, was randomly selected 
for audit.  The Custodial Agreement for Mr. Hoyt was obtained from the Department of Accounting and 
indicated an approved petty cash balance of five hundred dollars ($500). (See Attachment B.)  The most 
recent Request for Petty Cash Reimbursement form as was obtained from the Department of Accounting, 
and was dated September 18, 2017. (See Attachments C & D.)  On January 8, 2018, the Department of 
Internal Audit conducted an unannounced audit of Petty Cash Funds for the department referenced 
herein.  The results of which are on the next pages of this report. 
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FINDING #1 

CRITERIA 

According to Section 6.1 of the Funds Handling Policies & Procedures, “the Responsible Custodian…must 
sign the Custodial Agreement.”  (Attachment A) 

 

FINDING 

The Department did not have a current Custodial Agreement on file that was signed by the current 
Director. 

OBSERVATIONS 

Internal Audit obtained the Custodial Agreement on file with the Department of Accounting.  The 
agreement in place for the Department of Sewerage was from a previous policy version dated August 1, 
2014 (see Attachment B).  The most current version of the agreement has a date of December 12, 2016.  
The agreement on file was signed by the previous Director, Ms. Linda Daily, versus the current Director, 
Mr. Brett Todd. 

SUGGESTION 

At all times, the Department should maintain the most current version of the Custodial Agreement signed 
by the current custodian and director.  Custodians should be periodically trained and refreshed on the 
current policy and procedures in place.  

RESPONSE FROM THE DEPARTMENT OF SEWERAGE 

The current version (dated 12/12/16) of the Custodial Agreement has been executed for each of the 
department’s Petty Cash Funds and forwarded to Jeannine Ureta in the Department of Accounting.  Copies 
were also forwarded to the Department of Internal Audit for review. 
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FINDING #2 

CRITERIA 

According to Section 2.2 of the Funds Handling Policies & Procedures, “When the petty cash amount is 
depleted to 25% of the approved petty cash limit or at the end of each quarter, whichever comes first, 
petty cash shall be replenished. The Petty Cash Fund may be replenished more often, if necessary.”  
(Attachment A) 
 

 
 
FINDING 

Petty Cash was not being replenished each quarter or when the petty cash amount was depleted to 
twenty-five percent (25%) or one hundred twenty-five dollars ($125). 

OBSERVATIONS 

Internal Audit obtained a Petty Cash disbursement history from the AS/400 Financial Management System 
for Mr. Hoyt.  Disbursements to Mr. Hoyt began on December 10, 2015.  There were four (4) 
disbursements in 2016 approximating the time schedule and threshold amount as per policies and 
procedures in place.  However, there were only two (2) disbursements in 2017, one of which exceeded 
the twenty-five percent (25%) threshold. (See Attachment E.)  Regular replenishment aids in ensuring 
petty cash funds are reconciled and maintained appropriately. 

Disbursement activity did not suggest a need to reduce the approved limit from five hundred dollars 
($500). 

SUGGESTION 

The Department should replenish petty cash in accordance with the policies and procedures in place.   

RESPONSE FROM THE DEPARTMENT OF SEWERAGE 

Executive Superintendent, Venice Cooper, will provide additional training for Mr. Hoyt on the Funds 
Handling Policy & Procedures to ensure that he understands the process. 
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FINDING #3 

CRITERIA 

According to Section 2.2., paragraph 2, of the Funds Handling Policies & Procedures, the Responsible 
Custodian is to “Complete a Request for Petty Cash Reimbursement Form (Exhibit A), in which the 
Responsible Custodian summarizes the disbursements by Account Number (Fund-Dept-Sub Dept-
Account-Project), any overage or underage, and the remaining cash on hand.”  (Attachment A) 
 

 
 
FINDING 

There was an overage in the Petty Cash fund which was not identified on the last Request for Petty Cash 
Reimbursement form dated September 18, 2017.  (See Attachments C & D.) 

OBSERVATIONS 

Internal Audit performed a reconciliation of the Petty Cash on hand as of January 8, 2018.  The Custodian, 
Mr. Hoyt, aided in the reconciliation process.  There was a total of five hundred thirty-seven dollars and 
sixty-eight cents ($537.68) on hand.  The approved limit is five hundred dollars ($500) meaning there was 
an overage of thirty-seven dollars and sixty-eight cents ($37.68).  (See Attachment F for expanded 
reconciliation.) 

 

 

 Mr. Hoyt commented that the petty cash fund had an overage at the point in time in which he assumed 
responsibility.  The overage was not reported to the Department of Accounting either by Mr. Hoyt or by 
the prior custodian.  Further, the Request for Petty Cash Reimbursement form dated September 18, 2017, 
which was reviewed during this audit, was misstated since it indicated a total petty cash balance of five 
hundred dollars ($500).  
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SUGGESTION 

The Petty Cash fund should be maintained at its approved limit.  Any overage or underage should be 
reported to the Department of Accounting for proper handling. 

RESPONSE FROM THE DEPARTMENT OF SEWERAGE 

The Department of Sewerage has contacted Jeannine Ureta, Accountant III, for the Department of 
Accounting who has given instruction to send the $37.68 overage amount to Accounting for deposit. 

 
FINDING #4 

CRITERIA 

According to Sections 2.4 and 3.5 of the Funds Handling Policies & Procedures, the Responsible Custodian 
is to utilize the Petty Cash Log to maintain a running cash balance. (Attachment A) 
 

 
 

 
 
FINDING 

The Responsible Custodian was not utilizing the Petty Cash Log or any other form of documentation to 
maintain a running cash balance for the petty cash fund. 

OBSERVATIONS 

Internal audit found the cash box to be maintained in an organized fashion.  Bills and coinage were 
separated by domination, that is, the twenties, tens, quarters, dimes, etc. were in separate compartments 
of the box.  The box was secured by a combination lock and further secured within a locked safe.  However, 
there was nothing to indicate a running balance as required by the policies and procedures. 

SUGGESTION 

The Responsible Custodian should utilize the Petty Cash Log as required by the current policies and 
procedures in place. 

RESPONSE FROM THE DEPARTMENT OF SEWERAGE 

Mr. Hoyt is now utilizing the Petty Cash Log to maintain a running cash balance for the fund. 
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SUMMARY  

In summary, Internal Audit found the petty cash fund to be adequately secured within a locked safe, with 
cash maintained in an organized fashion.  Receipts for disbursements were maintained within the cash 
box and Petty Cash Vouchers were utilized in accordance with current policies and procedures in place.  
Amounts disbursed appeared to be for business-related purposes.  Petty Cash activity suggested that the 
five hundred dollars ($500) approved limit is appropriate at this time. 

Opportunities for improvement were noted as follows: 

1. The Department did not have a current Custodial Agreement on file that was signed by the current 
Director. 

2. Petty Cash was not being replenished each quarter or when the petty cash amount was depleted 
to twenty-five percent (25%) or one hundred twenty-five dollars ($125). 

3. There was an overage in the Petty Cash fund of thirty-seven dollars and sixty-eight cents ($37.68) 
which needs to be reported and remitted to the Department of Accounting, and 

4. The Responsible Custodian was not utilizing the Petty Cash Log or any other form of 
documentation to maintain a running cash balance for the petty cash fund. 

Internal Audit would like to thank the petty cash custodian, Mr. Thomas Hoyt, and department director, 
Mr. Brett Todd, for their full cooperation during this review process. 

 

REPORT WRAP UP 

Internal Audit obtained responses from the Department of Sewerage 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 

 

The Jefferson Parish Administration appreciates the work and diligence of the Internal Audit Department 
and the prompt corrective actions taken by the Sewerage Department.  After a thorough review of the 
audit report’s findings, the Administration concurs with all recommendations made and corrective actions 
taken. 

 

*Response received via email on January 30, 2018,  
from Natalie Newton, Jefferson Parish Deputy Chief Operating Officer.  
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ATTACHMENT A 

FUNDS HANDLING POLICIES & PROCEDURES 
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ATTACHMENT B 

CUSTODIAL AGREEMENT – T. HOYT 
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ATTACHMENT C 

REQUEST FOR PETTY CASH REIMBURSEMENT
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ATTACHMENT D 

CALCULATED 09/18/17 REIMBURSEMENT AMOUNT 
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ATTACHMENT E 

PETTY CASH REIMBURSEMENT REQUEST HISTORY 
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ATTACHMENT F 

THOMAS HOYT: PETTY CASH RECONCILIATION AS OF JANUARY 8, 2018 

 

 


