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OVERVIEW

Public Works consists of many departments such as Capital Projects, Drainage, Engineering,
Environmental, Parkways, Sewerage, Streets, and Water. These departments often share common
supplies; thus, they order items in bulk to store at various locations throughout the Parish. The items are
then issued to different departments as needed, including non-Public Works departments such as the
Animal Shelter and Parks & Recreation.

The Department of Engineering has been designated to manage over 12,000 different inventory items for
all Public Works and other departments. The value of which approximated $8.3 million as of November
15, 2020. The Oracle software system is used to track inventory data. The Warehouse Superintendent is
responsible for receiving, issuing and transferring, and accounting for all inventory items located in the
following locations.

Name Address
East Bank Warehouse 4901 Jefferson Highway, Jefferson
West Bank Warehouse (new) | 1500 River Park Blvd, Bridge City
July 23, 2018
Streets Warehouse 5701 Belle Terre Road, Marrero

Internal Audit issued an initial audit of Public Works Inventory in June 2018 (See Attachment A). At that
time, inventory was also stored at the following locations but not tracked by the Department of
Engineering. The table below highlights the status of each of those locations. (See Attachment G for site
maps of all locations.)

Name Address Status
This location was closed. Items
West Bank 6250 Lapalco Boulevard, Marrero were transferred to the new site;
Warehouse (old) some items remain and will either

be moved to the new location or
sent to surplus.

East Bank Pipe 3600 Jefferson Highway, Jefferson No changes. Large pipe inventory
Stockroom remains at this location.
West Bank Plant 4500 Westbank Expressway, Marrero | Bulk storage chlorine and supplies
Stockroom for Water treatment are stored
here and tracked by the Water
Department.
Bridge City Yards 1450/1561 River Park Boulevard, | Equipment and aggregate for
Bridge City Sewerage, Drainage, and Water

are stored here and not
inventoried by Engineering.
Shrewsbury Yard 200 Shrewsbury Road, Jefferson Equipment and supplies used by
Streets are stored here and not
inventoried by Engineering.
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This audit's objectives were to follow up on the Findings and Recommendations documented via Internal
Audit Report 2018-004: Public Works Warehouses — Inventory. The audit report was issued on June 26,
2018, and contained the Recommendations listed below. The full report is included as Attachment A to
this report.

1) Formalize and enhance written policies and procedures.

2) Implement inventory software system to interface with Parish system.

3) Perform “blind counts” on inventory - versus knowing the amount before the count.
4) Set accuracy goals for inventory counts.

5) Explore more sophisticated methods to inventory aggregate (sand, dirt, etc.).

6) Better manage obsolete, stale, or stockpiled inventory items.

7) Account for Public Works inventory in all locations.

8) Evaluate security cameras and increase the physical security of facilities.

Internal Audit’s general objective was to determine what changes have been made relative to these eight
(8) Findings and Recommendations.

The last audit covered the periods ending December 31, 2016, and 2017, and extended through inventory
balances on-hand as of April 13, 2018. This audit includes an analysis of balances as of December 31,
2019, and was extended to November 15, 2020, to examine data as of the writing of this report.

The following substantiates the basis of this audit but is not meant to be an all-inclusive list of information
collected.

v’ Listing of current locations where all inventory is stored.

v' Listing of all individuals, by location, who have authorized access to the inventory storage areas.

v' Current department policies and procedures regarding tracking physical inventory from receipts
of product to product use, including general ledger recordation and adjustments.

v’ Listing of inventory on hand at December 31, 2018, and 2019, and November 15, 2020, including
Location, Stock No., Description, Quantity, Cost, Total Value of Each Item, and Last Activity Date.

v' Written responses describing actions taken and the current status of the prior audit findings are
shown on this report's previous page.

v Reports from the Department of Security regarding consultation provided to the Department of
Engineering surrounding cameras and building access.

Information was collected in person, via telephone conversations and email exchanges. On-site visits
were made to the warehouse locations on November 17, 2020.
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FINDING #1: WRITTEN POLICIES AND PROCEDURES

Formal written policies and procedures (P&P) act as the standards for an organization’s operations. Good
written P&P are visible to and clearly understood by the entire department/entity. P&P should be
established, followed, monitored, and reviewed.

Written policies and procedures have been drafted but not implemented.

The following finding was documented via Internal Audit report 2018-004: Written policies and
procedures are not comprehensive and organized in a logical fashion.

As of the previous report date of June 26, 2018, the written P&P provided by the Warehouse
Superintendent included two pages of procedures that were already in place and two more pages that
were created as a result of the Internal Audit. Additionally, Grainger, an industrial supply and equipment
provider, made a process mapping during the latter part of 2013 and into early 2014, which was affixed
to a wall in a conference room at 4901 Jefferson Highway and appeared not to be in active use.

Standard Operating Procedures (SOP’s) were drafted by the Department (See Attachment B) with an
effective date of May 1, 2019. The SOP’s address the following operating areas:

Date Subject Date Subject

12/01/2018 Receiving of Material 02/22/2019 Product Stocking

10/10/2018 Return Goods 02/27/2019 Floater Meters — Issues and Returns
11/15/2018 Physical Inventory 02/20/2019 Updating a Material Order
02/20/2019 Issuing Materials 02/20/2019 Transfer Stock ltems

02/20/2019 Creating a Requisition 03/20/2019 Surplus Asset and Inventory Processing
11/15/2018 Truck Inventory — Water Dept 03/20/2019 Material Account Transfers Report
11/15/2018 Creating a Material Order

According to the Warehouse Superintendent, Jerry Zeringue, although the effective date of the SOP’s is
May 1, 2019, the Department is still working on implementing them as of the writing of this report. When
asked about barriers to implementation, Mr. Zeringue stated that the “procedures must be approved by
the Director before being implemented.” The previous Director, Mr. Mark Drewes, accepted the position
of Director of Public Works and began that role effective January 8, 2020. Ms. Angela Desoto assumed
the role to become the new Director of Engineering effective June 1, 2020. According to Ms. Desoto and
Mr. Zeringue, approval of the policies and procedures occurred during the last week of November 2020.
Implementation and training is anticipated in January 2021.

Written policies and procedures (P&P) should be implemented as planned. All affected employees should
be trained so that P&P are appropriately followed. Employees should be monitored as to compliance with
the P&P. The P&P should be periodically reviewed and revised, as necessary.
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FINDING #2: SYSTEMS USED TO TRACK INVENTORY

Accurate and reliable recordkeeping is vital and enables parish leaders to have confidence in financial
data and inventory levels used in decision-making.

Two different systems are used to track inventory and maintain Parish financial data. The systems are not
integrated, which creates the need for manual input and increases the likelihood of errors and data
omissions.

The following finding was documented via Internal Audit report 2018-004: Two different systems are used
to track inventory (Oracle) and maintain Parish financial data (AS/400). The systems are not integrated,
which creates the need for manual input and increases the likelihood of errors and omissions of data.

Internal Audit recommended that the Department continue evaluating the need to implement an
inventory software system that will interface with the Parish’s Financial System to increase efficiencies in
processes and increase the accuracy and validity of inventory data.

According to the Warehouse Superintendent, Jerry Zeringue, “there has been no movement on this
finding.” On October 19, 2020, a meeting was held to discuss the Oracle software system used to track
Public Works inventory. According to Mr. Zeringue, an interface between the Oracle and AS/400 system
is a priority. Other items were also discussed, such as barcoding, an inventory interface with the work
order system, and tracking materials in the yards through work orders. Notes from the meeting can be
found in Attachment D to this report.

Internal Audit observed manual processes and comments from
employees about such during warehouse visits. The picture to the right
is of a desk of an employee at the Jefferson Highway warehouse and
helps to illustrate the manual processes needed to track the flow of
inventory. The Department should keep this in mind and try to
automate processes to the extent possible.  Streamlined and
automated processes will also reduce the likelihood of errors.

Finding #2 from Internal Audit report 2018-004 has not been resolved.
Both the finding and the recommendation remain unchanged.

The Department should continue evaluating the need to implement an
inventory software system that will interface with the Parish’s Financial
System to increase efficiencies in processes and increase the accuracy
and validity of inventory data.
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FINDING #3: PHYSICAL INVENTORY — BLIND COUNT

CRITERIA

Accurate and reliable recordkeeping is vital and enables parish leaders to have confidence in financial
data and inventory levels used in decision-making.

FINDING
None.
OBSERVATIONS

The following finding was documented via Internal Audit report 2018-004: Physical inventory conducted
by staff was not “blind.” A “blind” count is a physical inventory taken by personnel who count the number
of items on-hand without knowing the system's quantities. Reasons for the discrepancies noted on the
count sheets were not indicated either on the count sheets or within the Oracle system.

The Department utilizes a listing of inventory items on hand, which is generated from the Oracle System.
The listing contains a description of each inventory item, the stock number, and the unit price. The
documentation provided by the Department illustrates that the quantity on hand has been removed from
the listing. This change in procedures allows the person to count items without bias for how many units
should be on hand and facilitate an accurate accounting of actual inventory. Below is an excerpt of an
inventory listing.
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RECOMMENDATION

None. This Finding #3 from Internal Audit report 2018-004 has been resolved.
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FINDING #4: INVENTORY RECORD ACCURACY RATE

Accurate and reliable recordkeeping is paramount and enables parish leaders to have confidence in
financial data and inventory levels used in decision-making.

A benchmark has not been set to establish a current level of accuracy for physical inventory counts.

The following finding was documented via Internal Audit report 2018-004: The overall inventory record
accuracy rate for sample counts at three different locations were 50%, 83%, and 0%.

During the previous audit conducted, Internal Audit performed sample counts at three locations: 4901
Jefferson Highway, 6250 Lapalco Boulevard, and 5701 Belle Terre Road. Warehouse staff did not know
which items were to be counted prior to the visit, and the counts were “blind,” meaning the quantity per
the Oracle system was unknown at the time of the count. Four different items were evaluated as part of
the count: 1) Quantity on Hand, 2) Unit of Measure, 3) Location of Item, and 4) Description of Item.

If any of the above items was incorrect, then the set of information for an individual item was considered
inaccurate. The accuracy rate was calculated using the following formula:

Number of Accurate Records divided by Total Number of Records equals Accuracy Rate

The overall inventory record accuracy rate for sample counts at the three different locations were 50%,
83%, and 0%. Internal Audit recommended that the Department set goals for those who count inventory
to achieve the 95% accuracy level as suggested by GAO.

According to the Warehouse Superintendent, Jerry Zeringue, “a benchmark has not been set to establish
the current level of accuracy. There is currently no program to practically capture the pre-count on-hand
guantities in order to make this calculation. A request has been submitted to the IT department to
produce a report for this data and should be available for the final inventory count this year (2020). Any
new software is not in the near future. All training has been of an informal nature.”

Until such time that an overall accuracy rate can be calculated, a rate can be calculated on a sample basis
like the calculation made by Internal Audit in the preview report.

The recommendation made by Internal Audit for this area remains unchanged.

The Department should set goals for those who count inventory to achieve the 95% level of accuracy, as
suggested by GAO.
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FINDING #5: MEASUREMENT OF AGGREGATE QUANTITIES

Accurate and reliable recordkeeping is paramount and enables parish leaders to have confidence in
financial data and inventory levels used in decision-making.

When taking physical inventory, aggregate levels are being calculated using a variation of a standard
calculation. This calculation results in the overstatement of physical inventory.

The Department of Public Works uses aggregate for various projects throughout the Parish. The following
recommendation was documented via Internal Audit report 2018-004:

Aggregate that is purchased and delivered to the Parish needs to be verified as to quantity received. The
Department of Public works should determine if purchasing a scale is cost-effective or determine a viable
method of verification. Similarly, aggregate that is issued from and subsequently returned to inventory
needs to be accurately measured as to quantity to maintain accurate inventory levels data.

The Department should explore more sophisticated methods of determining aggregate levels when taking
physical inventory. Stockpile measurements can be taken via lasers then the volume can be calculated.
This calculation could be performed by one of the Parish’s engineers. Additionally, service providers exist
who will take a drone-based aerial shot of the pile and calculate the volume. The following websites
contain examples:

http://www.lasertech.com/Stockpile-Volumes.aspx and https://www.stockpilereports.com

Per conversations with Mr. Zeringue and team members during on-site visits, when delivery of purchased
aggregate occurs, the Department reviews the load ticket to verify that the quantity delivered agrees to
the amount ordered. The load ticket contains the volume of aggregate being delivered as per a certified
scale.

Aggregate removed for use by the various departments is estimated by the size of the truck loaded, then
estimated when any leftover aggregate is returned. However, aggregate is rarely returned since most will
be contaminated with other aggregate and directed to a miscellaneous aggregate pile. See Attachment F
for more details.

As of June 2018, the aggregate was estimated based upon a visual inspection of the pile. According to the
Warehouse Superintendent, Jerry Zeringue, as of this report's timing, the Department is attempting to
have the aggregate piles conform to the configuration as shown on the following page. Length, width,
and height measurements of the pile are taken in feet. The values are then multiplied together to
calculate the Cubic Feet of the pile, which is then converted to Cubic Yards and Tons as necessary.
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Height

i ¥

L ength Ba%——Length A S

Using the formula — Length B in feet X Length A in feet X Height in feet = Cubic Feet.
Cubic Feet divided by 27 = Cubic Yards.

To determine tons multiple by 1.5

Internal Audit found two (2) standard methodologies to calculate the volume of a pile.

1) Spike VM, a website hosted by an individual with over forty (40) years of residential, light
commercial, and institutional construction, uses the measurements as illustrated above, which
include a component known as the “volume of the cone,” along with a second component known
as “the volume of the center prism.” The results of the two calculations are added together to
result in an estimated volume of a pile.

Calculate the Volume of a Pile in Cubic Yards

N\

Estimate the volume of an excavated pile of material in cubic yards.

B

Height
\ &
length Bele Length A >
Length AJ—o
i

I

If you look at the second image, the footprint, length A is not the overall length.
If you subtract that from the total length and add both ends, you end up with a cone that has a diameter that is equal
to length B.

The image above and on the following page was clipped from the Spike VM website at:
https://www.spikevm.com/calculators/excavation/volume-pile-yards.php.
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The calculation is done in two parts.
The volume of the cone is calculated as:

The two results are added together for a cubic foot value and converted to cubic yards by dividing the cubic feet by
27

2) Public N Engineers, a blogger known for engineering knowledge and software, uses an average
of the top and bottom measurements for Length A and Length B. (The Department of
Engineering currently takes bottom measurements but not top measurements.) The averages,
along with the height measurement, are multiplied together to calculate the volume. Below is
an illustration from their website — www.publicnengineers.com Note that the numbers are
expressed in meters.

Heignt 4

- W&O{_bo‘:vc_’,z]? :
56 2R 56 kil m

Volume Eshimate O 4t x100 x4 = 17400 wmd

A YouTube video also exists as of November 23, 2020, at
https://www.youtube.com/watch?v=RBuuYxiohoY

The Department of Engineering took inventory of aggregate at 1500 River Park Blvd on November 6, 2020.
Internal Audit compared the calculated inventory amount with the two suggested calculations and noted
differences in results. The table below summarizes the three (3) estimates.

Description JP Calculation Public N Engineers Spike VM
River Sand 1,413 Cubic Yards 991 Cubic Yards 1,021 Cubic Yards
#610 Base Course 535 Tons 375 Tons 336 Tons
#57 Gray Limestone 1,777 Tons 1,246 Tons 1,059 Tons

Based on the calculations suggested by two different sources, the Jefferson Parish Department of
Engineering (JPOE) values are overstated by forty-eight percent (48%). JPOE appears to be using a
variation of the Spike VM calculation. (See Attachment E for full calculations.) This overstatement was
discussed with Mr. Zeringue, who agreed and indicated that he would revise the formula to be consistent
with Spike VM calculation.
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RECOMMENDATION

When taking physical inventory of aggregate, the Department of Engineering should adopt the full
calculation suggested by Spike VM, using both the volume of the center prism and the cone's volume. An
automated online calculator exists as of this report's writing, which would assist with the calculations.
https://www.spikevm.com/calculators/excavation/volume-pile-yards.php The Department agreed to the
adoption during the course of this follow-up audit.

Other valid estimates could be used as well, such as the one suggested by Public N Engineers.



https://www.spikevm.com/calculators/excavation/volume-pile-yards.php

FINDING #6: OBSOLETE, NOT NEEDED, OR INFREQUENTLY USED ITEMS

CRITERIA

Inventory levels should be maintained at a level that allows the Parish to operate efficiently and effectively
while being good stewards of parish funds.

FINDING

The Jefferson Parish warehouses and stockyards have a significant amount of items that are obsolete, not
needed, or infrequently used.

OBSERVATIONS

The following recommendation was made via Internal Audit report 2018-004: Written policies and
procedures should incorporate inventory management roles and responsibilities regarding inventory
levels, along with management of obsolete, stale, or stockpiled items.

Current inventory levels need to be evaluated, and a determination made as to what items can be
surplused or disposed of safely. Funds may be recouped if these items can be sold at auction.

The value of Inventory on Hand as of April 13, 2018, was $9,189,270. This declined by just over $814,000,
or 9.5% to $8,314,615 as of November 15, 2020. An aging of the inventory for the two periods is shown
below.

Timeframe — Last Time April 13 2018 Nov 15 2020
Inventory Iltem was 2018 Percent 2020 Percent
Issued/Used TOTAL Of Total TOTAL Of Total

Within last 6 months $4,854,540 53% $3,837,363 46%

> 6 months to 1 year 786,955 8% 1,489,229 18%

> 1 year to 2 years 806,153 767,557
> 2 years to 3 years 448,800 361,151
> 3 years to 4 years 240,541 256,547
> 4 years up to 20 years 2,052,281 22% 1,602,768 19%
TOTAL $9,189,270 100% $8,314,615 100%

Nineteen percent (19%) or $1.6 million of the current inventory has not been used in four (4) years or
more. This volume compares to twenty-two percent (22%) as of April 2018. Another seventeen percent
(17%) has not been used in one to four years as of November 2020 and April 2018. The aging of inventory
has remained virtually unchanged. While the value of inventory on hand has decreased, the aging of
current inventory levels as of November 2020 suggests the continued need for inventory to be evaluated
and a determination made as to what items can be surplused or disposed of safely. Accordingly to
Warehouse Superintendent Jerry Zeringue, as they surplus or otherwise dispose of existing older items,
other items age; therefore, this effort will be a continuing process.

For informational purposes, summary listings of inventory items for November 2020 by location can be
found in Attachment C.
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Written policies and procedures that were drafted but not implemented (see Finding #1) include various
policies addressing inventory levels, along with management of obsolete, stale, or stockpiled items.

# Subject Description
107 Creating a Material Order replenish inventory in a timely manner
108 Product Stocking Rotate older items to front
111 Transfer Stock Items move inventory from one warehouse to another to better utilize
112 Surplus Asset surplus obsolete or no longer used

Such policies, particularly 112 — Surplus Asset — appear to address the identification of items for surplus
or obsolescence. Note that Internal Audit did not review or validate the policies and procedures since it
was not an objective or focus of this audit.

RECOMMENDATION

A continued and increased emphasis needs to be placed on evaluating and determining what items can
be surplused or disposed of safely. While holding items can provide quicker response time and decreased
risk of shortages, a balance can be achieved to reduce cash flow need, reduce the risk of more inventory
becoming obsolete, and minimize storage and administrative efforts to account for inventory.

New Public Works Warehouse located
at 1500 River Park Boulevard, Bridge
City. Placed in Service in July 23,
2018.

Inside view of the warehouse.
Internal Audit noted well maintained,
clean, and generally organized staging
of inventory in all warehouses.




FINDING #7: INVENTORY MANAGEMENT CONTROLS

CRITERIA

Formal written policies and procedures (P&P) act as the standards for an organization’s operations. Good
written P&P are visible to and clearly understood by the entire department/entity. P&P should be
established, followed, monitored, and reviewed.

FINDING

The Department of Public Works as a whole has not implemented policies and procedures on a
department-wide basis, thusly does not have sufficient inventory management controls. Not all Public
Works inventory is maintained by the Warehouse Superintendent.

OBSERVATIONS

The following finding was documented via Internal Audit report 2018-004: A Parishwide system needs to
be put in place to properly account for all public works inventory items at all locations.

The Warehouse Superintendent and his team are responsible for ordering Public Works inventory items
and fulfilling requests for items from various departments. When items are requested by Sewerage,
Streets, Drainage, and Water, they are typically transferred to various locations as necessary by the
requesting Department. Those same departments also order their supplies and either use or store them
at one of the sites.

Aggregate is held at 1500 River Park Blvd,
Bridge City, by Sewerage (right). The
Department of Engineering does not
maintain this. According to the Director
of Sewerage, Mike Lockwood, the
aggregate is “for collection system
repairs and the installation of new house
connections as a base for our piping.”
Sewerage does not take inventory of this
aggregate.

Tracking all items at all locations is
contingent upon modifying the current
system (Oracle) or procuring a new
inventory system. According to the
Warehouse Superintendent, Jerry Zeringue, a new system's target date has not been determined.

Finding #7 from Internal Audit report 2018-004 has not been resolved and will be recommended again via
this current report.

RECOMMENDATION

A Parishwide system needs to be put in place to properly account for public works inventory items at all
locations.
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FINDING #8: PHYSICAL SECURITY OF WAREHOUSES

CRITERIA

Safeguarding assets against theft, unauthorized use, acquisition, or disposal is a critical component of
internal controls.

FINDING
None.
OBSERVATIONS

The following finding was documented via Internal Audit report 2018-004: Consult with Director of
Security to determine how to appropriately and consistently secure areas where inventory is stored and
proper locations for security cameras.

The quality of the cameras should be evaluated, along with the appropriate location and surveillance
capabilities of the cameras. The cameras should be strategically placed in accordance with the size and
layout of the building are outside area such that high traffic and unguarded areas are monitored.

Internal Audit received reports for each site location from the Department of Security. The reports had
various dates throughout 2020 and assess security features in areas such as the buildings' physical layout,
points of entry, lighting, alarms systems, monitoring, physical barriers, gates, access points, cameras, etc.
Each report concludes with a section for recommendations by the Department of Security. Internal Audit
encourages the respective Director at each Public Works facility to heed the Department of Security’s
advice and continue to actively work with them to ensure the facilities' safety and security.

RECOMMENDATION

None. This Finding #8 from Internal Audit report 2018-004 has been resolved.
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SUMMARY

The Department of Engineering has good practices in place to track inventory; however, with continued
focus, those practices can be made better. Written policies and procedures have been drafted but need
to be approved and implemented. Other Public Works departments who hold inventory should be
included in the implementation, providing a means to capture all versus most of the inventory levels.

The software used to track inventory does not interface with the financial system, and significant manual
processing is needed to capture details. Physical inventory is appropriately taken using a “blind” count to
prevent biases; however, accuracy benchmarks should be set to provide goals for inventory counters.

Efforts have been made to increase the accuracy of capturing the volume of aggregate on hand. The
methodology contemplated as of this report's timing was tailored to provide reasonable accuracy without
incurring additional cost to the Parish.

A continued and concerted effort needs to occur within all Public Works departments to maintain
inventory levels that allow the Parish to operate efficiently and effectively while being good stewards of
Parish funds. Departments need to identify and dispose of items that are obsolete, not needed, or
infrequently used. Additionally, ordering for overstocked items should be curtailed until such time that
inventory levels come in line with usage.

Given the volume and value of Public Works inventory, it is important for respective Departments to be
proactive in working with the Department of Security to ensure the buildings and assets' safety and
security. It is incumbent upon each Department to reach out to Security as necessary and heed their
advice.

With continued focus, Public Works should be able to decrease manual processing and likelihood of errors,
increase the accuracy of recordkeeping, and reduce inventory volume while still meeting Parish’s citizens'
needs.

Better

Internal Audit would like to thank the Public Works Warehouse Superintendent, Mr. Jerry Zeringue, for
his professionalism and responsiveness during this process, along with the various Jefferson Parish
Directors and team members who contributed time and attention to this follow-up audit.
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STATUS OF RECOMMENDATIONS FROM ORIGINAL AUDIT

Recommendations from 2018-004 (excerpts)

Unchanged

Revised

Resolved

Written P&P should be formalized and organized in a
logical fashion and provides a clear understanding of
what should be done, how it should be done, who should
doit, and when it should be done. P&P should be tailored
to represent the operations of each inventory storage
area/warehouse and should document the entire
process, including tasks necessary before, during, and
after the physical count.

The Parish should continue evaluating the need to
implement an inventory software system that will
interface with the Parish’s Financial System to increase
efficiencies in processes and increase the accuracy and
validity of inventory data.

Inventory should be taken using the “blind” count
technique to ensure the accuracy of the data in the
Oracle system.

The Department should set goals for those who count
inventory to achieve the 95% level of accuracy, as
suggested by GAO. Other goals such as an accurate
physical count of the inventory items versus the accuracy
of the count agreeing to the records can be also be set.

Aggregate that is purchased and delivered to the Parish
needs to be verified as to quantity received.

The Department should explore more sophisticated
methods of determining aggregate levels when taking
physical inventory.

Written policies and procedures should incorporate
inventory management roles and responsibilities
regarding inventory levels, along with management of
obsolete, stale, or stockpiled items.

Current inventory levels need to be evaluated, and a
determination made as to what items can be surplused
or disposed of safely. Funds may be recouped if these
items can be sold at auction.
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Recommendations from 2018-004 (excerpts)

Unchanged

Revised

Resolved

A Parishwide system needs to be put in place to properly
account for all public works inventory items at all
locations.

Consult with the Director of Security to determine how
to appropriately and consistently secure areas where
inventory is stored and proper locations for security
cameras.

****END REPORT****
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ATTACHMENT A

INTERNAL AUDIT REPORT 2018-004: PUBLIC WORKS WAREHOUSES INVENTORY

Internal Audit Report #2018-004
Public Works Warehouses - Inventory
Draft Date: May 16, 2018

Final Date: June 26, 2018

Tara Hazelbaker, CPA

DIRECTORN OF INTERNAL AUDIT | JEFFERSON PARISH
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OVERVIEW

BACKGROUND

Public Works consists of many departments such as Capital Projects, Drainage, Engineering,
Environmental, Floodplain Management, Parkways, Sewerage, Streets, and Water. These departments
oftentimes share common supplies, as such, they order items in bulk to store at various locations
throughout the parish. The itemns are then issued to various departments as needed, including non-Public
Works departments such as the Animal Shelter and Parks & Recreation,

The Department of Engineering has been designated to manage over 11,000 different inventory items for
all Public Works and other departments. The value of which approximated $9.2 million as of the timing
of this report. The Oracle software system s used to track inventory data. The Warehouse
Superintendent is responsible for recelving, issuing and transferring, and accounting for all inventory
items located in the following locations.

East Bank Warehouse 4901 Jefferson Highway, Jefferson
West Bank Warehouse 6250 Lapalco Boulevard, Marrero
Streets Warehouse 5701 Belle Terre Road, Marrero

East Bank Pipe Stockroom 3600 Jefferson Highway, Jefferson
West Bank Plant Stockroom | 4500 Westbank Expressway, Marrero

During this review, It became known that inventory is also stored at other locations not tracked by the
Department of Engineering or any other Public Works department. (See Finding #7.) The following
locations were also included in this review:

Bridge City Yards 1450/1561 River Park Boulevard, Bridge City
Shrewsbury Yard 200 Shrewsbury Road, Jefferson

OBIECTIVES
The following were the objectives of this review:

1. Ensure the accuracy and completeness of Public Works inventory records.
2. Ensure accountability for inventory records,
3. Confirm that inventory ts properly safeguarded.

SCOPE

Current policies and procedures regarding the tracking of physical inventory from receipt of products to
use of products were obtained, along with a listing of all inventory on hand at December 31, 2016, and
2017, including type of inventory, physical quantity, dollar value and associated general ledger account
numbers. Select financial data was obtained from the AS/400 Financial Management System such as
general ledger activity, contract payables listings, and journal entries. The US, General Accounting
Office’s (GAO) Executive Guide titled “Best Practices in Achieving Consistent, Accurate Physical Counts of
Inventory and Related Property” was used as & reference in this review. The review covered the fiscal year
2016 and 2017, alang with current day operations as of the timing of this report. This review includes
only Public Works inventory stored at the above locations, not other inventory heid by other departments,

1|Page
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FINDING #1

CRITERIA

Formal written policies and procedures (PEP) act as the standards for an organization’s operations. Good
written P&P are visible to and clearly understood by the entire department/entity. P&P should be
established, followed, monitored and reviewed.

FINDING
Written policies and procedures are not comprehensive and organized in a logical fashion.
OBSERVATIONS

The current written P&P provided by the Warehouse Superintendent Include two pages of procedures
that were already in place and two more pages that were created as a result of the request for information
regarding this review by the Department of Internal Audit. Additionally, a process mapping was created
by Grainger, an industrial supply, and equipment provider, during the latter part of 2013 and into early
2014 which was affixed to a wall in a conference room at 4901 Jefferson Highway and appeared not to be
In active use. Due to the size of the mapping, only an excerpt is included in this report. (See Attachment
8.)

Each of the inventory storage areas/warehouses contain different items and are counted at different
frequencies (weekly, monthly, quarterly). Some items lend to being physically counted like small tools,
janitorial supplies, nuts and bolts, and other supplies while others llke sand, gravel, and limestone are
estimated by visual inspection,

SUGGESTION

Written P&P should be formalized and organized in a3 fashion that Is logical and provides a clear
understanding of what should be done, how it should be done, wha should do it and when it should be
done. P&P should be tailored to represent the operations of each inventory storage area/warehouse and
should document the entire process, including tasks necessary before, during, and after the physical
count, Such formalized, written P&P will establish controls that can deter theft and other losses, ensure
that employees at each location are consistent in taking inventory counts, help to cross-train staff, and
hold staff accountable for their actions. The P&P should be reviewed and updated regularly.

*** The remainder of the page was intentionally left blank, Please continue to the next page. ***
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“Credit to GAO-02-447G Best Pr in y Caunts. See Attachment A for fuff guide.

Refer to Attachment A, Page 25.17, for an example of a tabie of contents of Policies and Procedures
identified as Best Practices by the GAD.

RESPONSE FROM JP DEPARTMENT OF PUBLIC WORKS
The Warehouse Division will review existing policies and procedures then revise the documents as follows:

1, Ensure that policies are standardized.

2. Ensure that procedures are comprehensive and specific to the tasks of each individual
location.

3. Ensure that the documents are clear and easy to understand.

A Documentation Coordinator will be assigned from within the Engineering Department to develop and
draft a policies and procedure manual for each warehouse location with input from warehouse
supervisors working with their employees. The draft documents will be forwarded to the Warehouse
Superintendent, the Director of Engineering and the Internal Auditor for review and comments, The goal
is to have all policies and procedures in place by December 1, 2018; then all warehouse employees will be
trained to properly follow the policies and procedures by the warehouse supervisors,

Finally, the Documentation Coordinator will perform an annual review of the policies and procedures for
each location, obtaining input from warehouse supervisors working with their employees, then present
proposed revisions to the Warehouse Superintendent for review and approval, Revised documents will
be identified with the appropriate revision number and warehouse employees will be trained to follow
the revised procedures.

*** The remainder of the page was intentionally left blank. Pi¢ase continue to the next page. ***
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FINDING #2

CRITERIA

Accurate and reliable recordkeeping Is vital and enables parish leaders to have confidence in financial
data and inventory levels used in decision-making.

FINDING

Two different systems are used to track inventory and maintain parish financial data. The systems are not
Integrated which creates the need for manual input and increases the likelihood of errors and omissions
of data.

OBSERVATIONS

The Oracle software system has been used since 1999 to track the details of inventory items maintained
by the Department of Public Works. The AS/400 Financial System is used by the Department of Finance
to maintain data for overall financial reporting. When physical inventory counts are taken and differences
are noted, or when inventory is transferred between parish departments, a manual entry needs to be
made into the AS/400 Financial System.

Additionally, the Oracle software provides notification when inventory items need to be ordered;
however, the system does not calculate a lead time or a recommended order amount based on the history
of usage.

According to the Warehouse Superintendent, Jerry Zeringue, the Department of Public Works has been
communicating with the Department of Information Technology about the idea of implementing a new
Iinventory system which will interface with the parish’s AS/400 Financial System.

SUGGESTION

The parish should continue evaluating the need to implement an inventory software system that will
Interface with the parish’s Financial System so as to increase efficiencies in processes and Increase the
accuracy and validity of inventory data.

RESPONSE FROM JP DEPARTMENT OF PUBLIC WORKS

The Warehouse Division will continue to work with Electronic Information Systems (EIS) to find compatible
software that can track Inventory electronically, provide order alerts based upon review time, lead time,
usage, safety stock, and Interface with current AS/400 Financial System. Suggested features of new
software and possible updates for the current Oracle System from an Inventory and warehousing
perspective are belng finalized and will be submitted to EIS. Information Systems has committed to
Warehouse Supervision that we will be included in any discussions or demoastrations of new software to
replace or upgrade the Oracle System. My understanding is that a tentative target date of late 2019 or
early 2020 has been identified by EIS to install a new warehouse software system,

*** The remainder of the page was intentionally left blank. Please continue to the next page. ***
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FINDING #3

CRITERIA

Accurate and rellable recordkeeping Is vital and enables parish leaders to have confidence in financial
data and inventory levels used in decision-making.

FINDING

Physical inventory conducted by staff was not “blind.” A “bling” count is a physical inventory taken by
personnel who count the number of items on-hand without knowing the quantities in the system.

Reasons for the discrepancies noted on the count sheets were not indicated either on the count sheets or
within the Oracle system.

OBSERVATIONS

The Internal Control - Inventory Warehouse and Plants procedures located at Attachment B indicate that
the “parish conducts a physical inventory for each location at the end of each year. Current inventory
records are distributed by Warehouse Inventory Control to employees at each location. These reports
Indicate locatton, quantity on hand, and some cost information for each Inventory section.... If the count
does not agree with the amount on the inventory report, the employee includes the correct number, have
the items recountad independently and conducts a further Investigation If there s still a discrepancy.”

Upon review of a sample of the count sheets used {Attachment C}, the quantity of each inventory item
was confirmed as being included on the sheets. This process lends to the staff member not actually
counting the inventory but instead making an assumption that the number in the warehouse is the same
as that listed on the count sheets.

There were not any notations of the reasons for the discrepancies indicated on the sheet nor was there a
sign-off or indication of the staff member who took the physical inventory. Due to the lack of sign-off,
Internal Audit was not able to assess whether or not there was adequate segregation of duties regarding
the person who counts inventory Is responsible for warehouse management and who is responsible for
making mventory adjustments. If there is lack of segregation of duties between these functions then a
risk exists for the staff to misappropriate and make adjustments in the inventory system so as to hide a
theft.

According to the GAQ Best Practices in Inventory Counts guide, *Blind counts offer the greatest degree of
assurance of accurate and reliable counts.”

*4* The remainder of the page was intentionally left blank, Please continue to the next page, ***
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*Credit to GAO-02-4476G Best Proctices in y Counts. See

SUGGESTION

Inventory should be taken using the “blind” count technique to ensure the accuracy of the data in the
Oracle system. Reasons for discrepancies should be noted on the count sheets and/or in the Oracle
system. Documentation should include whao is taking the actual counts and who is making the adjustment
in the Oracle system,

RESPONSE FROM JP DEPARTMENT OF PUBLIC WORKS

Electronic Information Systems has made the change to the count sheets (removed the on hand quantity)
to ensure a "blind" count and has been implemented (see count sheet below 4" copy). Each counter’s
name o initial is to be noted on the count book and entered on the adjustment screen in the COUNTED
BY field (see screen copy one below). The initials were not clearly noted on some count sheets, but were
entered electronically on the adjustment screen. Supervisors will be advised to thoroughly explain proper
count procedures to all employees prior to a count being performed. The Utility Inventory Supervisor Is
the only employee authorized to make an adjustment using the inventory program. The reason for the
adjustment is to be entered in the COMMENT field {see screen coples balow 2™ and 3™) when recording
the adjustment. These procedures will be reviewed, revised if necessary, and included in the manual
developed by December 1, 2018,

T T The remainder of the page was intentionally left blank, Please continue to the next page. ***
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FINDING #4

CRITERIA

Accurate and refiable recordkeeping is paramount and enables parish leaders to have confidence in
financial data and inventory levels used in decision-making.

FINDING

The overall iInventory record accuracy rate for sample counts at three different locations were 50%, 83%,
and 0%.

OBSERVATIONS

Internal Audit performed sampie counts at three locations: 4901 Jefferson Highway, 6250 Lapalco
Boulevard, and 5701 Belle Terre Road. Warehouse staff did not know which items were to be counted
prior to the visit, and the counts were “blind” meaning the quantity per the Oracle system was unknown
at the time of the count. Four different items were evaluated as part of the count.

1. Quantity On Hand
2. Unit of Measure

3. Location of ltem

4. Description of item

If any of the above items was incorrect then the set of information for an individual item was considered
inaccurate. The accuracy rate was calculated by using the following formula:

Number of Accurate Records divided by Total Number of Records equals Accuracy Rate

ACCURACY RATES BY LOCATION
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According to the GAQ Best Practices in Inventory Counts guide, the inventory records accuracy goal should
be set at 95 percent or higher, Setting high goals for inventory record accuracy rates is one way of
establishing accountability for the physical inventory count. High goals “stretch™ the organization and
personnel to perform inventory counts with increasingly superior precision,
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*Credit to GAD 024476 Best n y Counts. See Attachment A for full gusde.
Results of the samples are shown on the next pages, More details can be found at Attachment D.
Location: East Bank: 4901 Jetferson Highway

Sampie Size Counted by 1A % § Sman

h‘.

Cruantity unit of Location  Description
Oracle Difference  Measure of tem of ftem  Atcurate?
Al 156  NoteA
3014 (1.518) Note A
1,130 6]
10
n
5
2
3
10

2

1))

* 2 The remainder of the page was intentionally keft blank. Please continue 1o the next page. ***
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Location: West Bank: 6250 Lapalco Boubevard
s% $ 10875
$ 2,134,540
Quantity Unit of logation  Dascription
Oradle Difterence  Measurs of tem of item  Accurate?
535 - Yes
569 (35) No
4 - Yes
54 Yes
3 Yes
4 - Yes
14 - Yes
4 Note C No
16 - Yes
25 - Yes
3 - Ye:
2 = Yot
West Bank/Streets: 5701 Belle Terre Road
2% § 39,380
5 132301
Cuantity Unit of logation  Description
Stock # Actual Oracle Odfference  Messure of item of Item A ?
00-014005A 5,700 77 4,973 Naote A No
00-0%66070 1335 1,385 (50} No
00-0580285 . 1 (1) Note 8 No

Note A: Sand and limestone is ordered in tons and recorded in the Oracle system in tons; however, the
products are issued and counted by the yard, The differences noted above are due in part to the
conversion of the units of measure, Additionally, quantity on hand s estimated and not specifically
measured. See Finding #5 for more details,

Note B: These items were not in the stockroom location and had been issued without an Issue ticket
created and the quantity on hand updated.

Note & This stock item Is described as a 15 horse-power shaft and there were four items in the stock
number location, However, there were not four of the same item in that location. They were of various
lengths and diameters. (See Attachment £.)
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SUGGESTION

The department should set goals for those who count inventary to achieve the 95% level of accuracy as
suggested by GAO. Other goals such as an accurate physical count of the inventory items versus the
accuracy of the count agreeing to the records can be also be set,

RESPONSE FROM JP DEPARTMENT OF PUBLIC WORKS

The Warehouse Division will establish our current level of accuracy and use it as a benchmark to set a goal
to achieve and track our progress accordingly. Required quantity calculations for items that cannot be
counted but must be estimated, will be developed and be part of our procedures. Our challenges for a
significant level of accuracy improvement deal with the fact that all issue tickets are handwritten, the
receiving of material in many cases requires additional product knowledge, and there is rarely advanced
notice or lists of material that is to be pulled from stock. Any new software tracking system should include
bar coding which will help with inventory accuracy, in the meantime, we will attempt to identify and
Improve the processes that contribute to inventory discrepancies by recording the reason for incorrect
balances. Developing detailed formalized procedures and training should result in improvement. In many
cases, vendors offer training for handling their products. We will schedule these in-house training sessions
during the year.

FINDING #5

CRITERIA

Accurate and reliable recordkeeping is paramount and enables parish leaders 10 have confidence in
financial data and inventory levels used in decision-making.

FINDING

Sand, gravel, and limestane {aggregate) quantities are not verified when recelved, or measured when
Issued, Aggregate levels are not specifically measured, they are visually estimated when taking physical
inventory,

OBSERVATIONS

The Department of Public Works uses aggregate for various projects throughout the parish. When
aggregate is ordered and dellvered to stockpile sites in the parish, the quantity received is not specifically
measured. That is, the parish does not utilize scales to verify the quantity received; however, a delivery
ticket with the guantity is obtained and the aggregate is visually inspected to verify amounts received.

During the course of projects, the departments are issued aggregate for use. Sometimes all the aggregate
issued is used while sometimes aggregate needs to be returned, Issued and returned aggregate is also
not specifically measured. For example, when aggregate is loaded the amount of aggregate in the bucket
can vary depending on the amount lifted from the pile and the type of lcader used.

When the Inventory of aggregate Is taken, quantity on hand Is based on visual inspection and estimated
35 to the number of cubic yards on hand,
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A report Is generated showing a picture of the aggregate and amount estimated {shown below). Amounts
In the Oracle System are updated.

RIVER SAND ~ ITEM n00-0140000 (Total: 6,285 Cubic Yards)

¥, Location

Aggregate is not stored within retaining walls where levels can be gaged, quantities are not calculated by
taking actual measurements of the dimensions of the stockpiles, or satellite imaging is not used to
calculate the actual mass of the piles. According to an article published by Firmatek, an organization that
specializes in stockplle measurements, there are three mistakes In stockplie Inventory measurement:

1. Having a poorly defined base - survey methods that use a fixed elevation for the base of the
stockpile, or that use a small amount of data around the perimeter of the pile will fall to provide
accurate and/or reproducible results.

2. Having insyfficient data on the top of the stockpile - from the ground, it is impossible to know
what it looks like on top. Irregularities of the shape at the top can lend to an erroneous
calcutation,

3. Including extra material - sometimes material below the base level is included and adds to
Inaccurate calculations,

Not ail aggregate kept in inventory by the parish is tracked, There are six locations where aggregate is
stored. Physical inventory is taken for two of the six locations. See Finding #7 for more details.

SUGGESTION

Aggregate that is purchased and delivered to the parish needs to be verified as to quantity received. The
Department of Public works should determine if purchasing a scale is cost-effective or determine a viable
method of verification. Similarty, aggregate that Is Issued from and subsequently returned to inventory
needs to be accurately measured as to quantity in order to maintain accurate inventory levels data.

The Department should explore more sophisticated methods of determining aggregate levels when taking
physical inventory. Stockpile measurements can be taken via lasers then the volume can be calculated.
This could possibly be performed by one of the parish’s engineers. Additionally, service providers exist
who will take a drone-based aerial shot of the pile and will calculate the volume, The following websites
contain examples:

http://www.lasertech.com/Stockpile-Volumes aspx and bttps.//www.stockpilereports.com
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RESPONSE FROM 1P DEPARTMENT OF PUBLIC WORKS

A meeting will be held within the next six months with all Public Works Directors after an initial
Investigation Is performed to determine current recording procedures at all the sites where stockpile
materials, such as aggregate are delivered, stored and issued. A short-term solution for recording the
Issuance of material and measuring remaining quantities will be established by the end of 2018 by the PW
Warehouse Division.

A long-term solution involving a more sophisticated process verlfying delivered quantities and recording
Issued quantities will be determined along with identifying the funds necessary for recommended physical
site improvements prior to the 2020 Budget submittals in 2019,

Implementation of a long-term solution will be scheduled for 2020,

FINDING #6

CRITERIA

Inventory levels shoufd be maintained at a level that allows the parish to operate efficiently and
effectively while being good stewards of parish funds.

FINDING

The Jefferson Parish warehouses and stockyards have a significant amount of items that are obsolete, not
needed, or infrequently used,

OBSERVATIONS

Per inventory records from the Oracle system, the total inventory on hand as of April 13, 2018, was
$9,189,270. Internal Audit obtained data indicating the last time each inventory item was used. Usage
dates for all locations ranged from January 1, 1999, to April 13, 2018. The oldest items on hand are twenty
(20) years old. A {See Attachment H for details.) Fifty-three percent {53%) of the inventory has been used
within the last six months, while the remaining forty-seven percent {47%) has not been used for more
than six months.

iventory that has not been used Inventory On-Hand as of April 13, 2018

In six months or more may
indicate that the parish s

spending  more  money  than $5,000,000
necessary for inventory that is not 4,800,000
needed. Additionally, items that $4,600,000
are not used oftentimes become $4,400,000 $4.104.710
obsolete and take up valuable $8,200,000
space to store. As an exampée of £4,000,000
obsolete items, paint cans stored Total kventory = $9,129,270

at 4901 Jefferson  Highway W Used within last & months - 53% # Not used for 6 months or more - 47%
appeared to be rusted or
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corroded. Once the paint cans were moved, the handles broke and paint flowed down the side. Other
Items in the warehouse appeared to be damaged or in poor condition based on a visual inspection

PAINT, PURE WHITE SLEEVE TAPPING
Last Used: Dec. 27, 2016 Last Used: Aug. 17, 1999
East Bank Value: 51,394 East Bank Value: $2,171

BOX, METER, CAST IRON
Last Used: Jan. 17, 2017
East Bank Value: $13,778

A There is one item on hand thet 15 35 yeors okt burt it is of insigaificont vakie,
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A further breakdown of inventory usage and an aging by location is shown below.

Timeframe in which inventory items were last used

5 yewrt
%
8 peats 10 4 yeany
"~
3 yrers 3 3 years
™ 7
*3 your tn 2 ywans Wi iast € morens
" EEN
» & morets to 1 year
"~
Aging of inventary item usage by locotion
Timeframe ~ Last Time Percent of
Inventory Item was East West Streets Total
Issued/Used Bank Bank Warehouse TOTAL Inventory

Within last 6 months $3,728,390 | 51,000,187 [ S 125963 | 54,854,580 53%
> 6 months to 1 year 585,046 177,337 24572 786,955 8%
> 1 year to 2 years 614,711 182,856 8,586 806,153 9%
> 2 years to 3 years 335,396 108,407 4,997 248,800 5% <] 1%
> 3 years to 4 years 158,819 77,656 4,065 240,541 3%
> 4 years up to 20 years 1,435,966 592,196 28,119 | 2,052,281 22%
TOTAL $6,858,329 | $2,138,640 | $ 192,301 | $9,189,270 100%

Twenty-two percent {22%) of the total inventory, or 52,052,281, has not been used in four (4) years or
more, with approximately seventy percent {70%) of those items located at the 4901 Jefferson Highway
focation. Another seventeen percent {17%) of total inventory, or $1,495,494, has not been used in one to
four years.

In discussions with the Warehouse Superintendent, there are plans to surplus or otherwise remove some
of the obsolete items and other items that are not needed. However, current data indicates that such
plans need to be accelerated Into action.

While there should be a consideration to stocking items in case of emergency situations, this data suggests
that the pansh has inventory items on hand that are obsolete {at the end of its life cycle and has not been
used), stale (not needed), or otherwise stockpiled {overstack), The parish could reduce the space needed
1o house inventory, reduce the time needed to manage and take physical inventory, and reduce cost
outlay for carrying inventory items. A full listing of inventory items obtained as part of this review is on
hand in Internal Audit.

16|Puge

35|Page



SUGGESTION

Written policies and procedures should incorporate Inventory management roles and responsibilities
regarding inventory levels, along with management of obsolete, stale, or stockpiled items.

Current inventory levels need to be evaluated and a determination made as to what items can be
surplused or disposed of safely. Funds may be recouped If these items can be sold at auction.

RESPONSE FROM JP DEPARTMENT OF PUBLIC WORKS

Inventory Control will be incorporated into the Policies and Procedures. In 2017, the Warehouse Division
scrapped or sent to surplus property over $ 80,000.00 of obsolete inventory and year to date 2018 i
$34,384.22 We will continue to accelerate this process understanding that the majority of inventory
stocked is owned by the individual Public Works Departments and before items can be sent to surplus, a
review by a superintendent from the appropriate Public Works Department must take place, Itis at their
discretion based on need that this material is removed from surplus, Many older items are maintained in
stock based on the potential emergency need in the field at the request of Public Works Departments
regardless of usage history. For example, older pump station motor parts continue to be stocked since
these motors are in service and must be repalred immediately to prevent flooding during a significant rain
event.

In an effort to reduce surplus, new items that are requested will be identified and appropriate Public
Works Departments will be contacted when these materials have not been issued in one (1) year for
disposition,

Stock is to be reviewed constantly and adjusted based on usage, but because of the service nature of the
inventory, there is a tendency to order as much as one {1) year of inventory o account for lead times,
spikes in usage, lack of communication, stock requests, hurricane season, review time, etc.

The current ordering process is being evaluated and efforts to make improvement are being made,

*** The remainder of the page was intentonally left blank. Please continue to the next page. ***
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FINDING #7

CRITERIA

Formal written policies and procedures (P&P) act as the standards for an organization’s operations. Good
written P&P are visible to and clearly understood by the entire department/entity. P&P should be
established, followed, monitored and reviewed.

FINDING

The Department of Public Works as @ whole has not implemented policies and procedures on a
department-wide basis, thusly does not have sufficient inventory management controls, Not all Public
Works inventory is maintained by the Warehouse Superintendent.

OBSERVATIONS

The Warehouse Superintendent and his team are responsible for ordering Public Works inventory items,
and fulfilling requests for items from various departments. When items are requested by Sewerage,
Streets, Drainage, and Water, they are typicaily transferred from 4901 lefferson Highway or 6250 Lapalco
for use as necessary by the requesting department. Those same departments also order their own
supplies and either use or store them at one of the locations listed below.

East Bank Warehouse 4301 Jefferson Highway, Jefferson
West Bank Warehouse 6250 Lapalco Boulevard, Marrero
Streets Warehouse 5701 Belle Terre Road, Marrero

East Bank Pipe Stockroom 3600 Jefferson Highway, Jefferson

West Bank Plant Stockroom | 4500 Westbank Expressway, Marrero

B City Yards 1450/1561 River Park Boulevard, anage City
Shrewsbury Yard 200 Shrewsbury Road, jefferson

Upon inquiry of the respective directors of those departments, inventory records are not maintained,
That is to say, a list of the items and value of such items could not be produced. The Department of
Engineering tracks inventory items valued at approximately $9.2 million while Sewerage, Streets,
Drainage, and Water do not track their inventory of a value that cannot be determined at this time.

Internal Audit utiized Google Maps and clipped a satellite view for each location listed above. Each
location map was then color coded with yellow outlines indicating areas where Inventory is tracked, and
red outlines indicating where inventory Is stored but not tracked. An example Is shown on the next page.
Full-sized maps along with a general description of items located In each area are located at Attachment
F.

*** The remainder of the page was intentionally left blank. Please continue to the next page. ***
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Since the overall value of inventory that is not tracked cannot be determined at this time, Internal Audit
focused on sand, gravel, and limestone (aggregate) as an example. The Warehouse Superintendent was
asked to estimate aggregate stored at locations that he does not maintain as part of the inventory counts.
Thirty-nine percent {39%) of total aggregate or $126,699, was not tracked by the parish inventory
management system as of May 14, 2018, See below for results. “Map Ref &7 refers to the maps located
at Attachment F,

athon / 1ip Map et 8 Tracked  Not Tracked Total
4901 Jetforson Highway, letferson
ferver Sand L} A4 R
Limestone #6140 (red) 0 119,563 119,569
5250 Lapalco Boutevard, Marreco SE==aaiee/]/——=uaaj|
Hiver Sand 2 1112 1112
Limastone 8610 3 13385 11,885
[mestone W37
15791 Belle Terre Road, Marroro
River Sand
{Lmestone W10 [red)
| Bt dirt
3600 Jetferson Highway, Jetferson
Rover Sang

LUimestone W10 (red)

AS00 P Y
1450/1561 River Park Boslevard, Bridge City

River Sand 2
Lnatane 8610 (red) 1 1 99
Limestone ¥57 1 35,830 35,830
Rover Sand 3 s 6%
LUmestone W10 (red) 3 319567 3,97
211 Amoult Rowd, efterson s v s |
Rrver Sand 2 2005 2,085
Limestone #E10 (red) 2 31,736 31,736
TOTALS S 19015 5 12685 S 74
PERCENT OF TOTAL 1% " 100%
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These results may or may not be accurate since aggregate levels are estimated based on visual inspections
of the stockpiles. {See Finding #5 for more details.)

Tracking all Public Works inventory Increases transparency to the public, reduces the opportunity and
likelihood of misappropriation, Increases operational efficiencies, and increases the accuracy of financial
reporting. The Department of Public Works as a whole has not Implemented policies and procedures on
a department-wide basis, thusly does not have sufficient inventory management controls.

SUGGESTION

A Parishwide system needs to be put in place to properly account for all public works inventory Items at
all locations.

RESPONSE FROM IP DEPARTMENT OF PUBLIC WORKS

The development of a Parish-wide system should be incorporated with the development of a new or
modified Inventory system which would also Interface with a work order system deducting materials as
they are used. EIS has projected implementation of a new or upgraded warehouse software inventory
system by a target date of late 2019 or 2020 as stated in Finding # 2.

Prior to this implementation, the Warehouse Division will work with the Individual Public Works
Departments to develop policies and procedures to track all material ordered, stored and managed by the
individual departments,

With regard 10 the individual Public Works Departments’ current inventory management of
supplies/equipment/material as detailed in Attachment “F,” please be advised of the following:

Drainage Department - The department stockpiles concrete pipe {4901 Jefferson Hwy Ref rl, #2, #3; 1450
River Park Bivd Ref # 4) that Is salvaged from In-house work or Is donated from contractors working on
capital projects. We do not store purchased concrete pipe. If we need to purchase concrete pipe for a
project, we purchase the exact length needed and have it delivered to the project site. All the pipe we
have stored Is essentially free and Is used where applicable for our in-house construction. There Is no
transaction process that documents the salvaging of pipe; however the Department maintains a count of
what is physically in our yards, but no log of where it was salvaged from.

Our sand and limestone stockpiles {6520 Lapaico Bivd Rel #3; 1450 River Park Blvd Ref Ut 4} are based off
of a standard order that is made at the beginning of each year. The order is added to whatever remains
from the previous year. Material that is removed from the piles is tracked in our work order system, but
there is no measurement taken of the amount in the stockplie at any given time as we do not have the
exact starting amount,

sewerage Department -

1) 4901 Jefferson Highway, Rheem Bullding (Ref #9): The Sewerage Department stock at this location Is
maostly old salvaged pumps, valves, piping, motors, etc. from old or rebullt pumps, It is kept due to the
nature of cur business dealing with old infrastructure whereby parts may not be available today. If new

parts or materials are needed, they are either checked out of the PW Warehouse or ordered thru Parish
Purchasing Procedures 5o there would be an accurate inventory.
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2) 1450 River Park Road — Sewerage Mechanic/Electric/Machine Shop — (Ref m3): The Sewerage
Department stock at this location is mostly old salvaged pumps, valves, piping, motors, etc. from old or
rebuilt pumps. Itis kept due to the nature of our business, dealing with old infrastructure whereby parts
may not be avallable today. If new parts or materials are needed at this location they are either checked
out of the PW Warehouse or ordered thru Parish Purchasing Procedures so there would be an accurate
inventory. In addition, at this location portable pumps and generators are stored, These are inventoried
thru Fleet Management,

Stregts Department - Streets Department has records of items ordered from the Engineering Warehouse

and outside suppliers for Department use. The Maintenance Division Superintendents work with Streets
Administrative staff to evaluate and re-order the tools, equipment and material needs on an on-going
basls. They re-order when material stockpiles are low and when tools or equipment have reached the
end of thelr useful life.

Water Department - The Department tracks the Inventory of all of the treatment chemicals used on a
daily basis by recording usage on spreadsheets, coples of which can be forwarded to the Internal Auditor
upon request. The daily usage is then transferred monthly to a spreadsheet which can be reviewed to
determine usage rates for purposes of managing treatment chemical inventory.

FINDING #8

CRITERIA

Safeguarding assets against theft, unauthorized use, acquisition, or disposal is a key component of internal
controls,

FINDING
Physical security over inventory needs to be reviewed.,
OBSERVATIONS

When visiting each of the seven locations, the overall areas were located within gated parcels.
Conversations with employees inds d that gates do not always operate properly and are not always
closed in the evenings. Thusly they do not consistently safeguard the area where inventory is stored.

Buildings were generally locked or attended by parish personnel. Some areas had security cameras
throughout while others did not.

SUGGESTION

Consult with Director of Security to determine how to approgriately and consistently secure areas where
inventory is stored, and proper locations for security cameras.

The quality of the cameras should be evaluated, along with appropriate location and surveitlance
capabilities of the cameras. The cameras should be strategically placed in accordance with the size and
layout of the building are outside area such that high traffic and unguarded areas are monitored,
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RESPONSE FROM JP DEPARTMENT OF PUBLIC WORKS

Public Works will consult with the Director of Security and evaluate the necessity of additional surveillance
requirements for areas where material Is stored that is currently not under surveillance.

Currently, the East Bank Warehouse at the Rheem building, 4901 Jefferson Highway has cameras in place
for survelllance both Inside and outside of the warehouse area. The new West Bank Warehouse at 1500
River Park, Bridge City, currently under construction with a scheduled operational date of mid-July 2018,
will have survedllance cameras. A representative of the Security Department approved and participated
in the design of the security system and a purchase order has been issued for the installation,

Once the additional areas for survelllance are identified and the necessary funds required are established
and requested in the 2019 budget, pending the avaitability of funds, implem tion should be completed
in 2020.

SUMMARY

In summary, the review highlighted the need for formalzed and comprehensive written policies and
procedures that include all public works locations throughout the parish. There Is an opportunity to
Increase efficiencies in accounting practices, along with accuracy and accountability in taking physical
inventory counts,

Public Works should improve controls 10 ensure accuracy and completeness of inventory records,
accountability for inventory transactions, and safeguarding of inventory. In addition, the department
should promote and enforce parish-wide inventory management standards and continually improve
processes using an inventory system that is integrated with the parish financial accounting system.

The jefferson Parish warehouses and stock-yards have a significant amount of items that are obsolete,
not needed, or Infrequently used. As a first step, If the inventory items that have not been used in four
or more years were removed then the value of inventory would be reduced by 22% or $2,052,281. Funds
may be recaptured If any of these items can be sold at auction.

The Department of Public Works should review and take appropriate actions as noted in Findings #1
through 8.

Internal audit would like to thank the directors within the Department of Public Works for their assistance
and cooperation during this audit process. A special thank you is extended to Jerry Zeringue and his team
for the time, assistance, and professionalism theoughout the review process.

REPORT WRAP UP

Internal Audit obtained responses from the Department of Public Works which are noted in the "Response
From.." sections of each Finding. Additionally, a response from the Parish Administration and Parish
Attorney’s Office can be found in Attachment 2, immediately following this report.

.OO.END‘...
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ATTACHMENT 1

AUDITOR INDEPENDENCE STATEMENT

According to Ordinance No. 25549 (April 4, 2018), Sec.2-162.2(a) and (d), the Director of Internal Audit
“shall engage in audit activities and complete audits in an independent manner, free of any organizational
or personal impairment. The Director shall attest in writing that all audit activity was concluded with
independence, free from organizational or personal impairment.”

Sec. 2-162.2- Independence and Objectivity; Professional Standards.
(a) The Department function must be independent to retain objectivity, and the Department's
independence allows the Director to make assessments impartially and without bias while avolding
conficts of interest. In furtherance of the operation of an independent and objective Department,
the Department shall use the following standards in the completion of all audits and in the conduct
of all activity:

(1) The Standards and Code of Ethics produced by the Institute of Internal Auditors and

published in the Professional Practices Framework,

(2) The Standards and Principles produced by the Govemment Accountabiity Office and

published in the Government Auditing Standards. and

(3) the professional and ethical standards issued by the American Insttute of Certified Public

Accountants,

(d) The Director shall engage in audit activities and complete audits in an independent manner, free
of any organizational or personal impairment. The Director shall attest in writing that all audit activity
iwas concluded with independence, free from organizational or personal impairment. Any
impairment to independence, organizational or personal, shall be reported in writing to the Councd

and copied %o the Parish President and the Inspector General within seven (7) days of discovering
lgm impaitment, organizational o personal,

The following is the required attestation meant 1o comply with both professional standards and Jefferson
Parish Ordinance No, 25549

ATTESTATION:

Internal Audit Report #2018 004 was conducted with independence and free from organizational or
personal impairment,

Orggratly vgred by Taa
Hantuber
o S DN CnwTanm Hazelieber,
O Hegthsn- @ Tam ou

ooli%
Dine: 2018.06.25 101823 0500

B|Page

“ATTACHMENT A” INCLUDES ONLY THE BODY OF REPORT 2018-004.

PLEASE REFER TO THE JEFFERSON PARISH WEBSITE FOR THE FULL REPORT.

HTTPS://WWW.JEFFPARISH.NET/DEPARTMENTS/INTERNAL-AUDIT/AUDIT-REPORTS

SCROLL TO THE SECTION FOR 2018
CLICK ON 2018-004: PUBLIC WORKS WAREHOUSES- INVENTORY
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ATTACHMENT B

INVENTORY STANDARD OPERATING PROCEDURES
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Public Works Warehouse

Standard Operating Procedure
SUBJECT: S.0.P. Number 101 REW
Receiving of Material Prepared by: Date:
Warehouse Supervisar | 1212018 | ¢

Intreduction: This document deseribes procedures to receive materials thar will be stored in the warehouse or distribured 1o
other Jefferson Parish Departments. The Oracle Warehouse Module is used to receive material into inventory.

Objective: To receive incoming material,
Responsibility: Shipping and Receiving Clerks and Warehouse Supervisors
Section 1@ Heceiving General
Shipperfrecaiver will:
1.1 Unload the shipment and inspect the condition of the shipment 10 ensure;

= All producis are elean on pallets,
*  No demaged cases or packages,
*  BeeSection 3 for on Receipt of damaged poods,

1.2 Check the driver waybillidelivery ticket to ensure the conpany stale our division and location,

L3 Count and identify the goods and compare quantity, name, and item numbers to the information stated on the
shipping documents and company purchase order {0, note and investigate any discrepancies,

1.4 Make the following notations on the delivery ticket if not present :

*  Requisition Mumber

*  Purchiase Order Number

»  ltem Numbers

* Quantity based on Unit of measure

L5 Complate the “Receiving Log™ with the following informution;
(Receiving Log is found in Appendix)
LI
Requisition Nomber
Purchase Order Number
Vendor's Mame
Item Mumber
Quantity
Deseription
Stock
If not for stock see Section 2
Place delivery tick in the receiving box on warehouse counter,

L N A ]

Note: Dhe to the low volume, the West Banks Streats Warchouse keeps a receiving file instead of log,
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Section 2: Recelving Material Not for Stock

2.1 Tdemtify the Department/Individual the shipment is for,

2.2 Contzet the Department/Individual and advise them that a sh pment s ready for pick up,

2.3 Identify the shipment with the Department/Tadividual's name

2.4 Record the shipment in the “Receiving Log"” ensuring that the package ID (tracking #) is recorded.
(Receiving Log is found in Appendix)

2.5 Have the person picking up the shipment sign for the shipment in the stock eoluma of the log,

2.6 Ensure that the deliver ticket is included with the shipment.

2.7 Ensure that the signature is legible.

Section 3: Receipt of Damaged Goods
O receipt of a damaged shipment the sh ipper/receiver will:

3.1 Take a photo of the damaged produet and ensuze the muck driver signs the shipping document as evidence,
3.2 Motify the Warehouse Supervisor,

On being notified of the damaged shipment the Warehouse Supervisor will.

3.3 Label the damaged product with el information: name, item #, quantity, purchase crder and dage,
3.4 Attach picture,

3.5 Place the damaged produet in the “Hold for Disposition Area”

3.6 Contact supplier for a claim or inspection,

3.7 Omee disposition iz determined by the freight company or supplier follew those instructions.

Section 4: Receiving Maierial into Inven tory

4.1 Receiving Clerk or Supervisor will retrizve the vendor packing slip.
4.2 Verify information on the packing slip.
4.3 In the Ovacle Warchouse Module:

Click “Tranzactions

Click “Receive®, your emplayee number should appear on the top line,

Enter date maverial was received in the warchouse from the vendor packing slip.

Enter the reqquisition number from the vendor packing slip,

The items ordered will appear. Receive the amount received on the vendar packing slip,
Ifall material is revetved, receive all may be selocted,

Exit when completed,

. O 5 5 5 B @

4.4 Forward original of packing slip to the Typist Clerk 111

Approved by EFFECTIVE DATE
Superintendent: Date: May 1, 2019
Director; Date:
P Director: Data,
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Public Works Warehouse
Standard Operating Procedure

SUBJECT: S.0.P. Number 102 REY

Return Goods Preparad by: Date:
Warzhouse Superintendant 101018 |0

Introduction: This document deseribes procedures to return materials thar have been determined fo be incorrect when
receiving from the vendor or found in inventory (stock) o be incomrect.

Objective: To receive replecement, credit or other disposition of incorrect material,
Responsibility: Shipping and Receiving Clerks and Warehouse Supervisors
Section 1: Identification of Material
i.l Once identifiad as incorrect items the clerk will
Tag the item as “Hold for Disposition”,
Notify a warehouse supervisor,

Initial, write the date and supervisor's name on the tag,
Attach copy of packing slip, noted the discrepancy.

L2 Place the material in the “Hold for Disposition™ section.
Section 2: Return Goods (If not Recelved),

2.1 Contact the vendor and advise of the incoreect shipment.

2.2 Arange for the material to be picked up.

1.3 Advise the warehouse clerkis) that the material will be picked up.

2.4 Supply the Warehouse Clerk with two (2) copies of the packing slip or shipping memo.
(Shipping Memo Form is found in Appendiz)

2.5 Have the person picking up the shipment sign for the shipment and we retain the original.

Seetion 3: Return Coods {If already Received or found in Stock),

3.1 Contact the vendor request a return of the material,

3.2 If the items are not retumable or are subject to a restocking charge advise the Warchouse Superintendent,
A determination will be made as to keep the material or send it to surplus property.

3.3 If the material is being returned for credit the material must be adjusted out of stock.

3.4 The Warchouse Superistendens will adjust the muaterial,

1.5 Follow the return procedures in Secton 2.

3.6 Since a credit will be due for the material, send docy mentation i the Clerk Typist 11 for follow.up,

3.7 The Warchouse Supervisor should follow-up and confirm 2 credit has been received.

34 It replacement parts are they should be ardered,

Approved by EFFECTIVE DATE
Superintzndent; Date: May 1, 2019
Director: Date:
PW Director: Data:
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Public Works Warohouse
Standard Operating Procedure

SUBJECT: S.0.P. Nurmber 103 REV
Physical Inventory Prepared by: Date:
Utility Inventory M58 |0
Supervisors

Intreduction: This document deseribes procedures to count the inventory on hand at 2l three (3) Pubic Works Warchouses

under the authority of the Engincering Department of JelTerson Parish.,

Dljective: To count all Inventory items & minimum of two {2} times per calendar year on the East Bank (EB1) and West Bank

(WB1) Central Warehouses and a minimum of one {1} time per calendar year at the West bank Streets Warehouse (8T2),
Responsibility: Utility Inventory Supervisors and Utility Clecks
Section 1: General

1.1 Count books are created in the Oracle Werehouse Module,
(Count Book Sample is found in Appendix C)

L2 Yearly (ST2 enly), quarterly, montkly and weekly count books are created ot the discretion of the Utility

Imventory Supervisors.
Section 2; Counting

2.1 Selected Count Books are printed (count sheets) and azsigned to clerk(s) for counting,
2.2 Counted quantities and the date counted are entered on the count sheets.
2.3 Counts are entered and all discrepancies {if found at that tima) ave re-counted,

Section 3: Updating the Count

1.1 Enter the date when counted

3.2 Enter the name of the person who counted the boak (first name or initials are aceepiablel).

3.3 Enter all the counts under item count.

3.4 Click Update (you will see pending 1o adjust)

3.5 Click Print Book and review those off balance items to be rechecked. Make any necessary changes.

Section 4: Count Book Adjustments

4.1 Belect book o adfust,

4.2 Make any corrections to count,

4.3 If any items are recounted, inscrt the date of the recount,

4.4 Click Adjust ALl then QE,

4.5 Pending Yariance Report will print showing an vut of balance of zero,

Section 5: Final Reconciliation,

4.1 Select Options and click Repoyi.

5.1 In Report Geperation in Classification box elick Invepfory

73 Click Report, List appears, select Listing of all stogk items with 4 count variances from selected
Count Bogk)

3.4 Click Run Report, enter count book number and click enter,

5.3 Print Final Reconciliations Report that appeurs. Page |
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Section 6:

Records of Count

6.1 The fallowing docw are to be filed andior bourd for department records
6.1.1 Campleted Count Book sheets from initial count.
6.1.2 Printed, completed Count Book sheets.
6.1.3 Pendding Varianee Report,
t.1.4 Final Reconciliation Report

Approved by: EFFECTIVE DATE
Superintendeni_ Date; May 1, 2012
Director Date
PW Director Date
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Public Works Warehouse

Standard Operating Procedure
SUBJECT: 5.0.P. Number 104 REW
Issuing Materials Prepared by Date:
Warehouse Supervisor | 212019 |0

Introduction: This document describes procedures Lo issue materials stored in the warchouse and discributed to other Jefferson
Parish Departments, The Orsele Warchouse Module is used to process the issuance of material,

Objective: To issuc material from warehouse inventory to Public Works Departments and other Jefferson Parish Departments,
Responsibility: Shipping and Receiving Clerks and Warehouse Supervisors
Section 1: General

1.1 The “Truck Requisition Book™ {Ttem # 95238) is used fo issue all material from warchouse stock.
(Truck Requisition Book Tssue Ticket is found in Appendix)

1.2 The “Truck Credit Book™ (Ttem % 95259) is used for material being returned,
{Truck Credit Book Credit Ticket is found in Appendix)

1.3 Issue and Credit Books:

Each Parish employee requesting or remrning material should have the proper book,

If necessary, books are available at the issue counter for clerks to use,

If a parish employee or authorized contractor requests a book, see your warchouse supervisor
Be sure to list the book item number on the first issue teket in the book

8w

Section 2: Issuing Material

Mote: Some material is located at 3600 Jefferson Hwy (pipe vard) and 6250 Lapalco Bhad. (pipe yard). Clerks
are to meet o accompany those requiring material an these locations before it can be issued.

Certain departments have special instructions for their employees, be aware of this,

Items may or may not be listed on the tcket, if not listed you will have to list them.

Some department may list the items with instructions that they not be changsd or amended.
General Services requires that a requisition accompanies the issve ticket.

When in doubt contact o supervisor.

2.1 Match the description on the issue ticker o the proper item number in the Warchouse Module and verify,
2.2 Secure the necessary materizl handling equipment and procesd to 11 the order,

2.3 Ifan item is pot in stock, cheek other warehouses For stock.

2.4 Verify that all items are listed on the issue ticket,

2.5 Material being returned must be;

= Reusable (If not reusable mark ticket as “TUNK" or “NEW DEFECTIVE" and consult & supervisor
to determine the proper disposition of the item}

¢ Issued previously to that department. Check in the Warehouse Module for previous issue(s)

¢ Identificd as correct item.

Mote: Consult your warehouse supervisor to determine the disposition items that don't meet these criteria,
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2.6 Initial any changes
2.7 Enter all pertinent information ¢n the issus/credit ticket.

Today's date

Truck number

Cost Conter

Employes number

Employee's signature (Received by)

Your signature (storeroom elerk flling order)

Mfaterial issued to. (circle proper department)

If returning item to stock, indicate that on the credit ticket

& & & & & = ®

2.8 Disimibution of tickets.

*  Always retain original (white) to be posted.

*  Pink copy remains in book

*  Yellow copy remains in book or given to requestor (if counter book is used) except:
East and West Bank Sewerage Lift Stations and Lines
Eest Bank and West Bank Water Outside Maintenance
East Bank and West Bank Utility Billing (Troublashooters)
Contractors
Irems on Loan

Section 3: Posting the Issue Ticket
1.1 In the Oracle Werehouwse Module click “Transactions™

3.2 Then click “Issue™, “Retwrn™ or Transfer”, depending on the transaction,
3.3 From the issue ticket, enter all information in the fields provided.

&E_Ifthc msage [IIIE xﬂ]jﬂg number is not found” appears after entering the vehicle number, do
i e a supervisor o that the vehicle number can be entered in

3.4 Onee all information is entered and verified click “Exit”,
3.5 Stamp or write on the issue ticket, indicating it has been posted,
3.6 Place the ticket(s) in outhox.

Approved by EFFECTIVE DATE
Superintzndent: Dale: May 1, 2018
Director; Date:
PW Director: Date:
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Public Works Warehouse
Standard Operating Procedurs

SUBJECT: 2.0.P, Number 105 REV

AS400 - Creating a Requisition Prepared by: Date:
Warehouse Superintendent 220M9 |0

Introduction: This document describes the procedurs to access Jefferson Parish Purchasing Policies and Procedures,

Objective: To properly create requisitions in the AS400 Financial Management System resulting in Purchase Orders for
Public Works Warehouse requirements,

Responsibility: Warchouse Superintendent and Clerk Typist 11
Section 13 General

1.1 Purchasing pelicies and procedures can be accessed on the JelTerson Parish Employee Intranet Portal:
*+  From Department Pages
*  Click “Procurement”
* A csereen will ppear listing various procedures and palicies
*  Click on title you wish to review

Approved by: EFFECTIVE DATE
Superintendent; Date; May 1, 201%
Director: Cate:
PW Director: Date:
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Public Works Warehouse
Standard Operating Procedure

SUBJECT; S.0.P. Mumber 108 REV
Truck Inventory — Water Department Prapared by; Date:
Utility Inventary | 1171518 |0
Supervisors

Introduction: This document describes procedures to count the inventory on hand in Water Department Trucks assigned to the
Outside Maistenznee and Utility Billing Sections.

Objecttve: To count all Inventory items a minimum of one (1) time per calendar year on the East Bank and West Bank of
Jeffersan Parish. Counts may be conducted more frequently if requested by the Department,

Responsibility: Tltility Inventory Supervisors and Utihity Clerks
Section 1: General

1.1 Excel spreadsheets are created for each truck lsting the item numbers, quantities, descriptions, cost each,
extended cost and totals for each truck.
(Sample Spreadsheet is found in Appendix)

1.2 Spreadsheets are updated based on issue tickets (Trems removed from werchouse inventory) and Watar
department work orders (Material used in the field removed from trucks)

1.3 An updated detail report is sent to the Water Department morthly

Section 2: Counting

2.1 The Utility Supervisor will schedule the tucks 1o be count in the last quarter of the calendar year,
2.2 Trucks ere emptied of material and counted listing the count on spreadshects.
2.3 Counted quantities and date counted are entered on the spreadsheets in excel by truck number.

Section 3 Records of Count

3.1 Spreadsheet counts are filed,

3.2 Monthly reports by truck number are sent fo the Water Department

3.3 The yearend inventory totals by truck and section are sent to the Warchouse Superintendent by ermail,
34 The yearcnd roports are also included in the inventory recap book for that year,

Approved by EFFECTIVE DATE
Superintendent, Date May 1, 2019
Director Date
PW Director Date
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Public Works Warehouse
Standard Operating Procedure

SUBJECT: S5.0.P. Number 107 REW
Creating a Materlal Order Prepared by:; Date:
Warehouse 111818 |0
Supervisor |

Section 2:

Intreduction: This document describes procedures necessary to create a material order in all Public Work Warehouses,
vrilizing the Cracle Warchouse Module, .

Objective: To replenish Tublic Works Warehouse inventory in & fimely wanner in order to have material availzble for
diswibution to Jefferson Parish Public Works and other Diepartments,

Responsibility: Warehouse Supervisors and Warehouse Superintendent.

Section 1: General

1.1 Material Orders are generated from Oracle main menu. Select "ORDERS" then “Ovder Flags™
[Bample Material Order is found in Appendix) .

1.2 Ttems that have reached the "Reorder Point™ will be listed on this report.

1.3 The “Order Point” is established using three (3) months of usage using an average per month of the last
twelve (12) months or previous year's usage,

L4 Order quantities should not exceed twelve (2} month's usage including lead time for stock items...

1.3 The “Order Flags” can be zored und printed using various options using the “Sort™ feature,

Selecting Ttems to Order
2.1 Grouping by “Cost center™ determine the following:

= lem numbers to order.
*  (luantities to order.

*  Vemdor or suggested vendor to buy from,

» I order will be Contract, Bid, DEPD, CPC or GAR,

2.2 Verify in Oracle for correct information {deseription, rosteenter, commodity code, account number, te,),
2.3 Inguire in Orecle for usage &t other locations to check for overstock, Tiems may be transferred from other

Lacations if an overstock exists or in some cased ordess may be consolidated if items requires ordering.
2.4 Beview usage of item and determine of “Order Point” is 10 be adjusted,

Section 3: Creating the Order

3.1 From the “Order Flags™ report select “CREATE ORDER™ and 1] appropriate fGelds as follows:

*  Select warehouse location for delivery.
+  Select order department (bused on eosteenter].

¢ Select vendor,

+ Enter nine (%) digit itemn nurober

* Pricefcost will default o last cost in item. If contract item or quote that price must be entered.
+  Enter quantity o order.
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53|Page




3.2 Enter notes: O contracts, some items are priced and sold in diffevent units of measure than are received or

priced in the Oracle system. These details can be indicated in the notes along with the order type and any
other special instructions, .
3.3 Seleet "PLACE ORDER" and print.

3.4 Send w appropriate department for processing,

Approved by EFFECTIVE DATE
Superintendant___ Dats; May 1, 2019
Director Date
PV Director Date
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Public Works Warehouse

Standard Operating Procedure
SUBJECT: S.0.P. Number 108 REV
Product Stocking Prepared by: ate;
Warehouse 22219 |0
Superintendent

Introduction: This docurrent describes procedures to stock shelves and rotate product,

Objective: To properly identify, shelve and rotate product.

Responsibility: Warehouse Supervisors and Warehouse Shipping and Receiving Clerks.
Section 1: General

1.1 Each irem must be identified with our stock number

L2 Older products on the shelf shall be maved close fo the fromt. This process is called “faeing” or “facing
aulf”, '

1.3 Shelf tags indicate where the prodyct goes. Tags are aligned and centered under each product,

Section 2: Stocking Process

2.1 Mosl items have o specifie storage place. Should an item not have an assigned location consult vour
Supervisor,

2.2 A storage location is to have a bin box, sign or shelf tag.

2.3 ltewss are generally in numerical order and should he kept that way whenever possible.

2.4 1f designated area is full to eapacity try to move items sround to aceommodate incoming items, [Fthis is
not passible shelve the items in an overstock arca in this same magner.

2.5 Always move overstock (o original area when space is available,

Section 3: Packaging

3.1 Material that is clearly marked by the manufaeturer or supplier with the quantity need only to be merked
Marked with our stack number,

3.2 Material that is teo small to be marked should be stored in a marked bin,

3.3 When stocking small items that are in lerge bundles, they should be pui awey in smaller packing in
quantities of five, ren or twenty five and usually no more than fifty depending on the jasue quantity snd
labeled with the ftem number,

3.4 [tems that are received and issued by the foot, keepa running 1otal on & tag as items are jszued.

Approved by: EFFECTIVE DATE
Superintendant Date May 1, 2019
Directar Date
PW Diractor Date
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Public Works Warehouse
Standard Operating Procedure

SUBJECT: 8.0.P. Mumber 109 REY

Floater Meters — Issues and Returns Prepared by: Date:
Utility Inventory Supervisar 227118 |0

Introduwction: This document describes procedures related to the issusnce and return of Floater Meters maintained at the
Jefferson Parish Public Works Warshouses and authorized by the Jefferson Parish department of Water for the femporary use by
contractors and other parish buginesses..,

Objective: To control the issuance of Floater Water Meters ard inspect these meters upon their return to determing if addition)
charges are o be asscssed due 0 missing pans or damage.

Responsibility: Shipping and Receiving Clerks, Warchouse Supervisars and the Utility [nventory Section,
Section 13 General

Fioater Meters are stored af the East Bank and West Bank Warchouses only.

Floater Meters are unique to cach bank because the fire hydrant configuration on each bank is ditferent (fire

hydrant connections on the west bank are different than on the east bank),

1.3 Customers requiring & meter must first obtain a pevmit from Code Enforcement,

1.4 Custoirers requiring a meter on the east bank must go to the Department of Water Utility Billing at 1221
Elmwood Park Blvd (Yennot Bldg.).

L3 Customers requiring a meter on the west bank must go to the Department of Water Utilicy Billing st 4300
West Bank Expressway.

L6 After receiving a receipt for the floater meter they can proceed o the appropriate warehouse.

[

L.
L.

Section 2 Issuing a Floater Meter
2.1 Obtain customer's receip: form the Department of Warar from the customer to transfer information fo lssue
Ticket (Truek Requisition Book Issue Ticket is found in Appendix).

Oibtain requested floater meter from the foater siorage area.

Locate floater issue book { Truck Requisition Book Issue Ticket is found in Appendix).
Enter today's date on next issue ticket,

Company name on line that narmally contains nuck number (Must march name on receipt),
Sample Receipt can be found in Appendix.

CQruantity is always one (1),

Description of meter, reading and serial number,

Service location,

Customer mailing address,

Phone number

Employes number it blank.

Customer signs ticket in space provided.

Warehouse clerk signs ricket (n space providad.

Make copy of Department of Water customer receipt and attuched to white copy of issue ticket,

® B O 8 & & R RO R R OB W
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2.2 Distribute copies as follows:

« Yellow copy 1o custormer,
# White copy to Outhox {Inventory Section).
*  Pink copyv remaing in issue book.

Section 3: Floater Meter Returns

3.1 Obtain the receipt from the customer {if the receipt is not available contact the inventory sootion with the
Serial number and they will provide the needed information)>

32 Locate Floater credit {return) book.

3.3 Inspect floater meter being returned for damage or missing pans.

3.4 List missing or damaged parts by part number in body of eredit licket.

3.5 Follow the remainder of ingtructions in Section 2,

3.6 Floater meters that are found to defective in any way will be replaced upon the notification from
Deparument of Water — Utility Billing.

Section 4: Processing Floater Meter Tickets :

4.1 lssue tickets are filed for reference (originalsh. A copy is sent to Utility Billing
4.2 Credit (Returns) tickets are filed for reference (original). A copy is sent to Utility Billing

Approved by: EFFECTIVE DATE
Superintendent: Date; May 1, 2018
Diractor; Date:
PW Director; Date:
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Public Works Warehouse

Standard Oparating Precedure
SUBJECT: 5.0.P. Number 110 REV
Updating A Material Order Prepared by: Date:
Warehouss Supervisor | 2201Mg |0

Introduction: This document describes the procedure for updating o *Material Order” in the Oracle Warshouse Module

Objective: To properly update “Material Orders” previously ereated by entering requisition numbers in the sppropriate field
after an approved Purchase Order is received from the purchasing department,

Responsibility Warchouse Supervisors
Section 1: General

1.1 When a purchase order is received from purchasing it must be sent to the vendor, except for bid purchase
erders which are sent direstly {o the vendor from the purchasing deparment,

L2 It will be necessary requisition number on the purchase order into the requisition field on the material
order,

1.3 This is necessary since the receipts in the Oracle system arc based on the requisition number (glthough the
Material Order number can be used).

1.4 From the Oracle main screen select “ORDERS' then “Matestals™.

Section 2: Updating the Material Order

2.1 Match the purchase orderrequisition to the material order and update as follows:
¢ ltem numbers, descriptions and unit of measure to match.
e CQuentity and price to match purchase order,
= Enter the requisition number in the “Requisition No.” field, prefixing the number with a leter
designating the cost center {department) that is charged (ex: 60-0621273 becomes S60-0621273 for
the Sewerage department).

- Afor Engineering (Administrative) 63810-3067

- Dfor Drainage 22320 ...

- 8 for Sewersge S3000 ..,

= 5T for Streets 22200 ...

- W oflr Water 33010 ..

- This is necessary because the same requisition can go to multiple
vendors,

2.2 Seleer “Requisition™ at the bottom of the screen and then the date on the purchase order and the vendar,
2.3 Select “Purchase” at the bottam of the screen and enter the purchase arder date and vendor. o

2.4 Skip 2.3 if entering contract purchase order since Cracle will not allow that entry.

2.5 Select “Print” and file copy for receiving personne! {optional).

Approved by EFFECTIVE DATE
Superintendent: Date: May 1, 2018
Diractor: Date:
PW Directar; Date:
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Public Works Warehouse
Standard Operating Procedure

SUBJECT: S.0P. Number 111 REW
Transfer Stock Items Prepared by: Date;
Warshouse Supervisor | 22018 |0

Introduction: This document describes procedures to transfer materials (stock items) from ene public works warehouse to
another. The Oreele Warehouse Module is used 1o process these transfers,

Objective: To move lvertory from one public works warehouse location fo another as needed for public works departments or
to better utilize existing inventories,

Responsibility: Shipping and Receiving Clerks and Warchouse Supervisors
Section 1! General

LI A *Truck Requisition Book” (Ttem ¢ 93238) is used 1o rransfer all material from werehouse stock tw another,
{ Truck Requisition Book Issue Tieket for is found in Appendix),

1.2 All transfer should be approved by a warehouse supervisor.

1.3 The item must exist in both lecations in order to be transferred,

1.4 The marerial should be listed from the requesting warehouse with quantity, part number and deseription,

Section 2: Transfer Material

2.1 Match the description on'the issue tickes to the proper item number in the Warchouse Module and verify,
2.2 Becure the necessary material harndling equipment and proceed 1o fill the order,

1.3 Werify that all items are listed on the issue deket.

2.4 Initial any changes.

2.5 Enter all pertinent information on the issue Heler,

Today’s date

Truck number

Note “wransfer” on top iftcket

Employes number

Employes's signature {Received by)

Y our signature {storecoam clerk filling order)
= Meterial issued w, (circle ENGINEERING)

2.6 Distribution of tickets,
*  Always retain original (white) to be posied,
*  Pink copy remaing in book
*  Yellow copy to receiving warchouse.

L N B I )
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Section 3: Pusting the Transfer Ticket

3.1 In the Oracle Warchouse Module click “TRANSACTIONS"

3.2 Then elick "Transfer”, “Return” or Transfer™, depending on the fransaction,

3.3 From the issue ticket, enter all information i the ficlds provided.
3.4 Onee all information is enterad and verified click "“TRANSFER"™,
3.5 Stamyp or write on the {ssue ticket, indicating it has besn posted.
3.6 Place the ticket(s) in outhox.

Approved by: EFFECTIVE DATE
Superintendent: Diate; May 1, 201%
Director: Date:
PW Director; Date:
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Public Works Warehouse
Standard Operating Procedure

SUBJECT: S.0.F. Number 112 REV
Surplus Asset and Inventory Processing Prepared by: Date:
Warehouse Superintendent 320Ms |0

Intreduction: This document deseribes the procedure for processing Jefferson Parish owsed property to the Surplus Property
Division of Tefferson Parish

Objective: To praperly transfer Jefferson Public Works Warehouse owned property, which is obsolste and otherwise no longer
used, to the Surplus Property Division of Jefferson Parish,

Responsibility Warchouse Supervisors and Superintendant
Section 1: General

L. Ttemns that have been in inventory for more the five {3} years without any issues are ehigible 1o be
transferred to surplus property, .o :

1.2 Materials are of twa (2) types: tagged and untagged.

1.3 Tapged items are labeled with a number and bar code titled "PROPERY OF JEFFERSON PARISH"

1.4 All other items are considered untogged.

Section 2: Processing Surplus Material
2.1 Determine the items eligible to be sent ro surplus property:

+  FPaint and other hazardous material cannot be sent.

*  Clonteact Environmental Affaies for disposition of these jtems,

»  ltem that are deteriorated and otherwise unusable may be serapped, Check with the warchouse
superintendent for disposition.

*  Compile a list of suggested items by cost center (department).

*  Conlact the appropriste department superintendent to view list or the items, if necessary

2.2 Onee the list of items is finalized prepare an Equipment Teansfer Voucher listing the items.

*  Create ene (1) Equipment Transfer Voucher for tagped items and & separate voucher for untagged
items, identifying each voucher as such.
(Equipment Transfer Voucher form is found in the Appendix)

*  Fill out the voucher with |} information required, includs the warehouse cost center (63810-3966) in
the header.

+  Besure to include any part numbers and serial numbers in the description.

¢ Enter the quantity in the “QTY™ column.

+  Enter the tag number for tapged items.

+  Enter the condition. Cost is not required.

2.3 Send the completed voucher to the Engineering Depariment's zsset coordinatar for processing (the

items must be entered in the AIMS system before being senf to surplug property) and copy the warehouse
superintendent in order for any inventory to be adjusted out of stock,

Page | of 2

6l|Page




{ & sample SBurplus Voucher with a Transfer with Time Stamp is found in Appondixy
1.5 Contact surplus property for pickup/delivery instructions.
2.0 Upon pickup/delivery have 3 Surplus Pr

2.6 Give the original to surplus property and retein the copy for your records,

2.4 The asset ceordinator will send you s confirming surplus voucher, make an additiona] Copy,

wper Representative print and sign their name to both copies of the
surplus voucher,

Approved by EFFECTIVE DATE
Superintendent: Diate: May 1, 2019
Directar: Date:
PW Director Date;
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Public Works Warehouse

Standard Operating Procedure
SUBJECT: 5.0.P. Number 113 REWV
Material Account Transfers Report Prepared by: Date:
Warehouse Superintendent H20Me |0

Introduction: This document describes the procedure for processing the monthly Material Transfers Report for the Jefferson
Parish Pubic Waorks Warehouse and forwarding said report to the Jefferson Parish Accounting Department.

Objective: To properly document material (inventory) in the Public Works Warchouse assigned fo an established cost center
and issued to another cost center. Once received in the Accounting Department, that department will make the necessary
adjustrents o the affected cost center (General Ledger Account).

Responsibility Warehouse Superintendent

Section 1: General

1.1 The Warehouse Oracle Module “TRANSFER - ISSUE/RETURN BRIEF” used to compile this report.
1,2 The report should be fransmitted to accounting no late than the 15% of every month in an excel spreadshect
format.

1.3 Atthe beginning of each calendar month ensure that all issue ticket have been posted {sharged) for the
previous mont.

Section 2: Obtaining the “TRANSFER - ISSUE/RETURN BRIEF”

2.1 Contaet GIS {Geographic Information Systems) and request the “TRANSFER — ISSUERETURN BRIEF"
iman excel spreadsheet format Tor all worehouses,
2.2 You will receive four (4) reports titled;

“AcctTransferlesueReturnEBL ., "
“AcctTransferlssueReturnST1,,."
“AcctTransferlzsueReturnST2, "
“AcctTransferlzsueReturnWEL, "

" " & @

Section 3: Preparing the Report
3.1 Create & new spreadshect or modify one of the above as follows:
*  Label sheet 1 {one) as “Material Transfers™

o Add sheet 2 (two) as “Warehouse Supplies”
o Dake sure the header information is:

TRANS CHARGE CHARGE
LOC CREDIT COSTCENTER COSTCENTER ACCOUNT | TOTAL

3.2 “Material Transfers” will include all aceounts with the exseption of supply accounts &5 defined in 3.3
3.3 “Warehouse Supplies” are accounts; 4232.7, 7232.8 and 72371
3.4 Review the report and make the following changes:
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All items coded with account numbers 7232.7 (5mall Tools)
7232.8 (S5hop Supplies)
7237.1 (lanitorial Supplies}
All above change to account [expense) -7312.6

Departments are ta be charged for supplies as follows:
Drainage 22320-3270-114-7312.6
Sewerage 53000-3850-114-7312.6

Streets 22200-3000-7312.8  (includes Parkways)

Water 53010-3900-7312.6  (Admin, Water Plants, Outside Maintenance & Grand Isle)
53010-3903-7312.6 {Water Lab)
53010-3907-126-7312.6 (East Bank WUtility Billing)
53010-3907-127-7312.6 {West Bank Utility Billing)

Code Enforcmt. 10010-0110-021-7312.6 (all charges)
Engineering  63810-....-...-7312.6 (all charges

Fleet 63500-3950-7312.6 (all charges)

IRS 63830-3976-7312.6 (all charges)

Library 21790-2453-7312.6 (all charges -formerly charged to 2450-088)

PMZ 10010-0110-358-7312.6 (all )charges

Recreation 21830-2531-......

SCADA £3810-3960-7312.6 (all charges)

Traffic 22200-3005-7312.6 (all charges)
Capital Expenses Credit ltems must have an Account number (expense) in the Charge Cost center code
Maotea: se charges to the Water Departmen

— Credit Cost canter Charge Cost center

Example: 45400-4045-2454-54016.002 53000-3851-7231.4 (not 54016.002)

Capital Expense Charge Items must have a Capital Expense Account number in the Credit Cost center
Note: Deleta (ignore) Capital Expense Transfer Charges to Water Account (ex: 45400-4045-2454-54016.01 to

3.5 Sort both sheets by “Credit Costeenter™
3.6 Unee completed, make sure the report is entitled “Material Transfers — month year”
3.7 Send the report to the aceounting department via emmail.

Approved by: EFFECTIVE DATE
Superintendant: Date: April 1, 2018
Direstor: Date:
W Director: Data:
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B. Shipping Memao

SHIPPING MEMO

FROM: JEFFERSON PARISH PUBLIC WORKS
WAREHOUSE
1500 River Park Bhed.
BRIDGE CITY, LA, 70054

TO: YOUR REFERENCE:

SHIP VIA OUR REFEREMCE:

DATE: _ ——
Qry  ITEM NUMBER [TEM DESCRIPTION COMMENTS

MOTE: RETAIN SIGNE ND ROUTE FFICE- YELLOW (SECOND] |

RECEIVER'S COPY

Received by: Date
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C. Count _Bpok Sheet

00219 . - JEFFERSON PARISH
Page 1 PUBLIC WORKS WAREHOUSE 15 Items
' COUNT BOOK CB19-28201
EASTBANK #1
Count Book Description DateiTime Activated Activated By
EB1 W14- BATTERIES 040219 08:21:02 OMAGEE

SEEDE - SHPa T

Counted Data
Stock Ma. - Description Unit Price Quantity Counted

DO-0588070 6.43 EACH
LAMP, FLUQRESCENT, 3 WATTS, RAYOVAC #F0W.1, GRAINGER BIWCES FOR USE
WITH RAYOVAC #3PAD SPOTLIGHT/LANTERN,

00588020 63.84 EACH
SPOTLIGHT, LED, 12VOLT. 550040 LUMENS MINIMUM, BATTERY OPERATED,
STREAMLIGHT #24500, DORGCY #41-4296, GRAINGER 32IX775.

00-0586100 .03 EAGH
LIGHT, HARD HAT, LED, PLASTIC, PELICAN #2745C, GRAINGER #ATXKT T
B0-0583110 0.B7 EACH

BATTERY, ALKALINE, INDUSTRIAL, NINE VOLTS, EVEREADY ENERGIZER #EM22,
PROCELL #FCTS04EHD, GRAINGER #5LE24

0a-0588120 12.23 EACH
LANTERN, FLOATING, INDUSTRIAL, LED, 180 LUMENS, 40 HOURE MAX RUN TIME,
FOR 51X VOLT SPRING BATTERY, ENERGIZER #5109LS, GRAINGER RAFZHY,

vo-ses fae -
BATTERY, ALKALINE, INDUSTRIAL, BIZEC, 1.5 VOLTS, DURACELL PROCELL
¥PC1400, GRAINGER #5LE2

00-0888140 080 EACH
BATTERY, ALKALINE, INDUSTRIAL, SIZED, 1.5 VOLTSE, DURACELL PROCELL
FPC1300, GRAINGER #5LEX

00-0588150 515 EACH
BATTERY, ALKALINE, INDUSTRIAL, 51X VOLTS, SPRING TERMINALS, DURACELL
EMNIDS, GRAINGER #5LE26

00-0828150 1595 EACH
LANTERN, HAND, HEAVY-DUTY STEEL BODY, KRYPTON BULE, RAYOVAC #301K
OR EQUAL, M3C #Ea0a989)

00-03861 80 T.00 EACH
BATTERY, SIX (6) VOLT, SCREW TERMINALS, ALKALINE, INDUSTRIAL, RAYOVAC
g

0.40 EACH

od-oseszon . .. 570 EACH
WEED GUTTER SERRATED #25
00-0533235 .21 EACH

BATTERY, ALKALINE, INDUSTRIAL, SIZE A&, 1.5 VOLTS,
24 PER PAGH, DURACELL PROCELL #PC1500, GRAINGER #5LE23,

B-0588250 0.24 EAGH

EATTERY, ALKALINE, INDUSTRIAL, SIZE AnA, 1.5 VOLTS, 144 PER CASE,
DURACELL PROCELL #PL2400, GRAINGER #SLE25, MSC #89350318

DO-0535260 B.50 EACH
LEVEL, TORPEDQ, ALUMINUM, STANLEY #42.484
0e-D5aa290 6.27 EACH

FLASHUIGHT, INDUSTRIAL, FOR 2 0 CELL BATTERIES, BRIGHT STAR 2117,
GRAINGER #3.I0H1
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I. Truck Requisition Book Issue Ticket

TRUCK REQUISITION
CEPATLHENL S HIRL Yo
' A 742000
FOLLOWING MATERIAL 20

ORDERED FORM STORERCOCM

FOR TAUCK NUMBER
QUANTITY DESCRIPTION COST ITEM &
AECEIVED BY
EMPLOVEE #
FCREMANS SGMATURE
MATERIAL ISSLED To: STOREROCA! CLERK FILLING ORDER
~ E/B WATER WIE WATER E/B STREET W/B STREET GTHER
E/B SEWERAGE WIB SEWERAGE E/B FARKWAY WIB PARKWAY
/B DRAINAGE WIE DRAIMAGE ENGINEERING "*3CADA
E/B PUME ST WIB PUMPE STA, RECREATION EMVIRONMENTAL
NOTE: + ND ORDER WILL BE HONORED UNLESS SIGNED BY FOREMAN AND
PURPCSE STATED.
FORM -TALCK

68| Page




E. Truck Credit Book Ticket
CREDIT
usmnmew'sr%%ﬂ;'ltllglﬂtg"wum
JEFFERSON PARISH, LA B 8350D
FOLLOWING MATERFAL a0
ORCERED FRCM STOREROOM
FOR TRUCK WUMBER
QUANTITY DESCRIPTION COST FTEM #
RECENVED BY
EMPLOYEE #
FOREMAN S SIGHATURE
MATERIAL IS5UED T STORERCON CLEAK FILLIMG OACER
Ef3 WATER WIE WATER E/E STREET Wis STREET LIBRARY
EfE SEWERAGE Wi/B SEWEAAGE PARKINAYS ARIIMAL SHELTER OTHER
Eg DRAIMAGE WEB DRAINAGE EMGINEERING SCADA
E/B PUME STA. WIE PLIR STA. RECAREATICN ENVIRONMENTAL
MOTE: - MO OROER WILL BE HOMOAED UNLESS SIGMED BY FOREMAN AND
FURPOSEE STATED.
~ FORM TRUCK
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F. Truck Inventory Speadsheet
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G. Material Order
REQUEST MEMO
MATERIAL ORDER for STOCK ITEMS
Processed By tha WAREHOUSE

DELIVER TO: JEFFERSON PARISH
EASTBANK WAREHOUSE
4901 JEFFERSQON HAY
JEFFERSON, La. 70121
Phe (504) T31-4548
Fau: (504) 731-4859

Waterial Qroer No.

MO19-1596626

REQUEST DATE; 0328/1% Page 1 of 1

POSSIELE VENDOR: INDUSTRIAL WELDING SUPPLY 23221
111 BURAS DRIVE

JIKY GIBBS @ GASANDSUPPLY . COM
T0O37

QTY. UNIT DESCRIPTION

FRICE

24 EACH  SH# 00-0198820, Charge Accountd B3810
Contract# 55-00018855 #44506.00016
BIT, DRILL, 7732 IN, PRECISION #10014, LINE

§0.91

10 EACH  SH# (0-0581320, Charge Acci
Contract# 55-00016355 #445.9

WRENCH, PIPE, 12 IN, 2 IN MAX OF
MEETS FED. SPEC. #GGG-W-006510

ITEM 0223

§24.06

10 EACH Si# DO-0E00TS0, Chargs Acco ' o i ’ 58.16

Contract¥# 55-00016955
SOCKET, SHORT, CHRO!

MEETS FED, SPEC. #GGGy
PROTO #J5436, JHWST-1

OEDER NOTES:

RIAL, 12 POINT, 172 IN DRIVE,
SPEC. #3107.1, DOMESTIC,

TOTAL: $344.04

Authorized By:
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—— — |
H. Recedipt for Floater Meter

11:05:36

SERVICE LOCATION: 4937 VETE

BPPLICANT MAME:

L
ol

HARRY A WINTERS
APPLICATION DATE SERVICE REQUESTED 1 LOCKRL PHONE DRIVERS LICH / L& ID CARDE
11/16/18 11/16/2018 504-515-4412 007640211 LA DL |
METER STEE| METER WUMBER | OWN/ZENT|cLass ZIP CoO MATLING ADDREESS (BLAME IF SERVICE LOCATICH) |
3/4 o c PO BOX 640616
METER DEPOSIT IMSTLLLATION FEE 7L FEE HETER DEPOSIT THANSFERRED FHOM THIS ACCCUMT
150.00 30.00
hwhnwmwlﬁmlmmnllﬁrmnmmmh P v 0
lMa-mmbqulm:wmlmwmw& X %

"= the prapanty of the Dopartmont of Wik, 11 is furthar

& proper notoa, Tha waier servioa M B cul of for s o
PR of U Water Departmanl, Dagosis seoune e payment ol
(W EMIBaE o Alkowhana t B i v LR
Hhustrvirnisd withoul Pelise

mﬁww“mmmm;\nd
16 @ vicd wlise of b, and thal witer wics may be

CUSTOMER S0Py J—_—I
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L. Equipment Transfer Voucher JEFFERSON PARISH

EQUIPMENT TRANSFER VOUCHER

The following materalsiequipment has been transferred:

FROM:
TO:
DATE
PARISH TAG
DESCRIPTION Qry NUMBER CONDITION

Cordion: Poar, Falr, Gegd, Excallen|

RECEIVED BY DATE

EB:DR*:ED M EQUIFMENT RECOAD BY

IATE PROPERTY CONTROLLER

S Mol B ey, KO3 Surplepropery BB Blank Lalagyed

Page | of 1
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J. Surplus Voucher

SURPLUS VOUCHER
UNTAGGED ASSET

I certify that the below surplus information Is correct to the best of my knowledge.

ORIGIMATING DEPT NAME: PW ADMIN & WAREHOUSE - Administration

FUNDVDEPT/SUB DEPT#; 63810-3966

HMCGEE 08-17-2018 12:0
Frimt Name - Originating Dept Director or Representative Tranzier Time Siamp
SURPLUS FROPERTY

Print Marme - Surpius Property Representative

fgry| o oo ITEM DESCRIPTION i SERIAL # @ﬂﬁﬁﬂﬁhm
[ shopping cans . FOOR
1 154 quantily - coriage bolt . GOOD
I [ 92 gy - corriage bolt GOOD
1 mallory regisier GO0
20| FUSE CLIP CLAMP UU.UI:I
4 RECEPTACLE COMBINATION GO
5 WALL OOMBINATION [ GOOD
18 | CONDUIT MIPPLE . - } i GOOD -
|Nm].-3 CONDUIT _‘JIF'F;]_E l ) GOOD
k} CONDUIT MIPPLE B - L]
| 1300" ELECTRICAL WIRE - h GO0
I ';'ﬂi'.l_' CABLE COAXTAL - GO

Please call 736-8485 for pickup/delivery instructions.

Form instructions: Keep one complated copy for your records and give original fo Surplus Freperty.
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ATTACHMENT C

SUMMARY OF INVENTORY ITEMS AT NOVEMBER 15, 2020

All Locations

LOCATION (All) -
Year - Sum of ltems Count of ltems
21,351.28 42 *

1999 135,224.23 625
2000 36,300.93 101
2001 36,303.58 65
2002 2983046 44
2003 43,347 .44 72
2004 109,841.78 a3
2005 83,179.26 103
2000 38,300.04 ]
2007 44 43227 a6
2008 62,413,749 a2
20049 44 133.36 105
2010 280,205.89 165
2011 111,598.92 183
202 106,267.66 193
2013 213,312.19 235
2014 139,074.52 250
2015 182,265.91 332
2016 195,095.10 A4
2017 252,608.10 636
2018 35716540 a0
2019 1,031,235.74 1,672
2020 4755,306.15 3,727
Grand Total 8,314,614.60 12,266

* ltems not dated are assumed to be older than 1999
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East Bank, 4901 Jefferson Hwy

LOCATIOM  EB1 .
Year -+ Sum of ltems Count of ltems
4 655.26 17"

1999 121,029.62 568
2000 19,368.81 28
2001 28 089,55 48
2002 20,029.61 34
2003 34 39377 Nl
2004 Oy 785.25 g
2005 76,847.18 78
2006 28, 72326 a3
2007 34,958.00 57
2008 51,185.26 a3
2009 26,6160.67 o3
2010 66,579,338 109
2011 62,144,938 103
2012 73,485,685 100
2013 157, 463.76 131
2014 82.419.72 133
2015 125,782.38 176
2016 150,333.45 245
2017 170,037.70 332
2018 354,887.95 333
2019 794 189.66 1,001
2020 3,226,389.42 3,282
Grand Total 5,807,376.29 7,290

* Iterns not dated are assumed to be older than 1399
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West Bank, 1500 River Park Blvd

LOCATIOM  WE1 T
Year - |Sum of ltems Count of ltems
16,293.40 18 *

1999 14,194.61 a7
2000 16,932.12 LE
2001 8,204.03 17
2002 g .800.85 10
2003 13,953.67 16
2004 11,040.04 28
2005 3,603.87 23
2000 G 637.28 a7
2007 9.430.38 28
2008 11,228.53 24
2009 16,427.69 40
2010 7,368.41 33
2011 49412.81 78
2012 33,221.00 1
2013 30,299,249 113
2014 48 565,95 107
2015 35,3533.60 142
2016 43 476.91 184
2017 77,2887 290
2018 193,846.57 328
2019 229038.08 B33
2020 1,405,927.95 2,249
Grand Total 2,336,635.31 4 634

* Iterns not dated are assumed to be older than 1999
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Streets, 57001 Belle Terre Road

LOCATION  5TZ2 b 4
Year - |Sum of ltems Count of ltems
402.62 7>

2004 1,016.49 2
2005 728.21 2
2007 43.89 1
2009 1,089.00 2
2010 6,258.10 3
2011 4113 2
2012 261.01 2
2013 5,549.14 11
2014 8,088.85 10
2015 1,129.83 14
2016 1,284.74 11
2007 53,282.23 14
2018 8,430.88 27
2019 8,008.00 38
2020 122,988.78 196
Grand Total 170,603.00 342

* Iterns not dated are assumed to be older than 1999
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Details of Items shown with NO date — assumed to be older than 1999

- o
00-0867170 EB1 LAMP, AMBER, FOR ARROW BOARD, #4414-AX
00-0966660 EB1  FLOAT, BULLFLOAT, HANDICAR, 42 IM X 8 IN, GOLBBLATT #16303
00-0966250 EB1 COVER, ROLLER, 9 IM, 1/2 IN NAP
00-0890580 EB1 MOTOR, 1/2 HP, NEMA 56C, 1725 RPM 3PH DAYTON #2N516
00-0878640 EB1 HANGER, FOR 1/2 IN EMT, WITH BOLT & MUT, APPLETOMN #H50WE, LINE 1640
00-0877550 EB1  ELBOW, CONDUIT, RIGID, 1-1/4 IN, 90 DEG
00-085971A EB1 RELAY, OVERLOAD, 63 - B0A, SIEMENS 3UA5500-2U

SEAL, MECHAMICAL, 2,750 IN, SINGLE, TYPE 21, TUNGSTEM V5, TUNGSTEN, REMOWVAEBLE ROTARY FACE AND

00-067476E  EB1 BELLOWS, FOR ALLIS CHALMERS PUMP

00-0669530 EB1 SUCTION PLATE WITH WEAR RING, YEOMAN PUMP PART #AM-106727-001-4, FOR PUMP MODEL #4310-12
00-0580840 EB1  GRIF, WIRE, SIZE 1/2 INCH, 36 INCHES LONG, FLEXIBLE DOUBLE WEAVE MESH , 400 WORKING STRENGTH, # 0.75-1.12
00-0588004 EB1  KEY, VALVE, 6 FOOT LONG, T-HANDLE, TC FIT 2 IN SQUARE NUT, OPEN END SOCKET, TRUMBULL 367-5020.

00-0531550 EB1 HOLDER, DRILL 5/8 & 11/16" D4 & D-53 MUELLER. #365958

00-0471240 EB1  LOCKNUT, BEARIMNG, THREAD SIZE 4.716-12 IN, ©.D. 6,125 IN, W24, 5KF #AN-24
00-0451820 EB1 BEARIMNG, FAFNIR #G1104KRR/COL

000412280 EB1  BOLT 55 HEX HEAD NC 916" X 3 1/2

RESTRAINER, FLANGE, 30 IN, FOR DUCTILE IRON PIPE, DUCTILE IRON [C40-45 HARDENED) SET SCREWS, WITH

00-0384260 EB1  GASKET, DOMESTIC, EBAA E-Z FLAMGE #1030
00-0380380 EB1  MUT, PACK JOINT, 2 IN, COMPLETE ASSEMELY, FORD #NG-K4

00-0966610  ST2  FIRE ANT BAIT POWDER, 1 LE CONTAIMER, 0.05 PERCENT DELTAMETHRIN, ZEP BRAMND, LINE 18314
WREMNCH, COMEINATION, CHROME, 3/8 IN, LONG PATTERM, 12 POINT, PROTO #1212, ARMSTRONG #30-312, LINE

00-0586160  5T2 ITEM 0091

WRENCH, COMBINATION, CHROME, INDUSTRIAL, 1/4 IN, LONG PATTERN, 12 POINT, DOMESTIC, MEETS FED. SPEC.

00-0586130  5T2 #GGG-W-636E AND ANSI SPEC, #B107.6, PROTO #12084A

SCREWDRIVER, #2 PHILLIPS TIF, 4 IN LOMG, MADE IN U.5.A,, ALLOY STEEL ROUND SHAME, MOMN-5LIF HANDLE,

00-0584340  5T2 INDUSTRIAL, CRESCENT #25024,, MSC #53420080, LINE 0466

00-0580650  5T2 BLADE, CHAINSAW, PRUNING 12 1M, 3/8 IN PITCH, .043 GAUGE, 5TIHL POWER PRUNMER #&1PMN/44, LINE 0060
LINE WEED EATER, GATORLIME, .095 DIAMETER, SQUARE SHAPE, APPROXMIATLY 227 FT PER 1 LB DONUT,

00-0430060 5T2 OREGOMN# 21-435 OR EQUAL
00-0012400  ST2  OIL AIRTOOL 1 QUART

00-085%9630 WE1 RELAY, THERMAL OVERLOAD, SIZE 1, 3POLE, NEMA 1, A200 MOUNTING, MD #B, CUTLER-HAMMER #BA13A

00-0859370 WE1 RELAY, DR/DT, 104, 120VAC, 80HZ, 1/6HP, STRUTHERS DUMNN #A3143AX

MOMNITOR, PHASE AND VOLTAGE, 208-240 ADJUSTABLE, 240 VAC, DIVERSIFIED ELECTRONICS #5LA-230-A5A,

00-0854550 'WB1 LITTELFUSE 2014 SERIES
00-0833500 'WEB1 ELEMENT, HEATER, CUTLER HAMMER #H20056

ARM, DOUEBLE, TERRY PKWY, WEST ESPLANDAE, WEST NAPCLEON, PCP36 CA BKH, PHILDELPHIA SERIES, TWO AT 180,

00-0750200 WE1 CA, BLACK
00-0688400 WE1 PLATE, BACK, HYDROMATIC PUMP PART #2005-000-2, FOR MODEL #40MP
00-0675090 WEB1 VOLUTE, GORMAN RUPP PUMP PART #46471-512, FOR MODEL #14C2B, MUST BE O.E.M.

WALVE, RESILIENT SEAT GATE, 10'IN, C515 DUCTILE IROM, MECH. JOINT X FLANGE, MRS, 2 IN OPER. NUT, EPOXY

00-06263%A4 WB1 COATED, STAINLESS BOLTS & NUTS, DOMESTIC, NO ACCESSORIES.

WALVE, CHECK, 4 INCH, 12-7/8 INCH FACE TO FACE, FLANGED, GRAVITY OPERATED, 1BEM, RUBBER DISC FACING,

00-0621434 WE1 EPOXY COATED, STAINLESS STEEL BOLTS/NUTS, DOMESTIC, M & H BRAND OR EQUAL
00-0583200 'WE1 DIE, PIPE, 3/8 IN NPT, FOR RIGID THREADER MODEL #12-R: ALSO 00-R, 111-R,0-R, 30-A
00-0481570 WB1 LAMP, MERCURY VAPOR, 1000 WATT, MOGUL BASE, PHILLIPS #H36GW-1000/DX
00-0426410  WEB1 KEYSTOCK, SQUARE, 3/4 INCH X 36 INCH LONG, #304 STAIMLESS STEEL

00-0426160 'WB1 KEY STOCK, 3/16 IN X 36 IN LONG EACH, SQUARE, GRADE 316 STAINLESS STEEL
00-0306956  'WEB1 WALVE, CHECK, TORCH, WELDING, FUEL, MODEL #CTF, VICTOR #0680-0033
00-0306954 WB1 WALVE, CHECK, TORCH, WELDING, OXYGEN, MODEL #CTO, VICTOR #0680-0032

BEND, 22-1/2 DEGREE, & IM, DUCTILE IRON, MECH JOINT, FUSION EPOXY COATED, NO ACCESSORIES, MUST HAVE
00-0064270  'WB1 AWWA, ASTM, OR ANSI APPROVAL AND WRITTEN PROOF OF 1509001 CERTIFICATION, LINE ITEM 0680
BETA MAGIC-GRANULAR MALODOR SUPPRESSANT, 5 GALLOMN PAIL, BETA TECHNOLOGY BRAND, STATE CONTRACT

00-0001070  WEB1 #4400019200, MDM CATALOG REF. #1110562, FRODUCT CODE 1720-F
00-0001020  WE1 IMSERT, 4 INCH, ODOR CONTROL MEDIA, FOR UNIT 1800 WAGER # -OCI-1300

[P S R P

42

8.54
189.92
1.55
190,00
0.40
3.24
64.00

352.00
2,056.00
55.00
69.45
20711
34.92
2477
0.95

685.00
7.30
6.54

372

5.30

7.68
9.00

11.95

8.80
99.00
16.92

7210
11.45

731.00
363.00
2,417.30

1,250.00

975.00
41.00
3577
23,90
36.10

6.90
6.90

57.33

242,25
200.00

204.96
189.92
111.60
190,00

3.20

648
192.00

352.00
2,056.00
55.00
138.90
207.11
34.92
2497
159.60

685.00
43.80
7843

1144

5.30

3840
108.00

143.40
17.60
99.00
33.84

144.20
2258

7,310.00
736.00
2,417.30

1,250.00

975.00
164.00
214.62
23.50
36.10
6.90
6.90

114.66
1,938.00

800.00
21,351.28
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ATTACHMENT D

NOTES FROM OCT 19, 2020 MEETING WITH JP MIS

Page 1of 4
Ordering

Material Order created (MQ) - From Order Flags file MO is created and printed.

Improvements: Run report by: Vendor
Cost Center
Contract
Part Number
Display: Monthly Usage

Last Calendar Year

Unit of Measure
Description

Cost

Lead Time {avg.)

Requested Date of Delivery

MO (Req.) is created in AS 400, Item # entered and description populates.

Ordering would be based on an order point and line point:
Order Point:  Usage + Review Time + Lead Time
Line Point: v “ v “+ Safety Stock (a % or multiplier of usage by
month)

This can be calculated by the software and established in the OP/LP Field.

MO is entered in to the AS400 System by the Clerk Typist and a requisition {unique Number) is created
(printed) and returned to the originator and the MO updated in the whse module with the requisition
numiber. This req # serves as the item entered in order to receive material.

There are three (3) types of orders entered: 1. Bids (> $1,000.00)
2. Contract
A. State
B. Parish
3. DEPO (Depart Purchase Order < $1,000.00)

When the req has been assigned to a vendor a PO is created and forwarded to the Clerk Typist
and then forwarded again to the originator (the Clerk keeps a copy of the PO for the Open order file).

The originater updates the MO in the warehouse Module

80|Page



Page 2 of 4

Receiving

Material is received in the warehouse, identified as to req and part number(s), checked for accuracy, gty
circled, dated, etc. and the packing slip (dray) forwarded to the warehouse office for processing.

Items are received into the Warehouse Module (by the designated Supervisor) and forwarded to the
Clerk Typist.

Improvements: Receipts are entered directly into AS400.
Received against PO created by Purchasing
Negative (-) receipt capability for corrections

Invoice Processing

The Clerk typist matches the P/S to the purchase order and files until the Invoice is received.

Once the Invoice is received, qty, prices, etc. are verified, the material is received in AS400 against the
purchase order and the invoice forwarded for payment.

Improvements: Invoice is entered and compared to receipt ($ and gty.) and out of balances are
displayed

Related Reports

Flagged Item Report (Replenishment)

Open Order Report  (Material on Order but not received)

Aged Material Report (Items with no usage 1, 2, 3, etc. years with no activity)
Overstock Report (Items with stock levels over the annual usage)

Commodity Code Search (Possible search field when setting up items)

Improvements: Reports can be downloaded into an excel Spreadsheet

Inventory and Truck Inventory:

Improve system to create less entry required and improved reporting and bar coding.
Count sheets currently have on hand quantities listed. This will be changed to “blind” count.

It is now down on spreadsheets and maintained outside of the warehouse system.
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Page 3 of 4
Improvement:

Devise a system that allows these truck inventories to be counted as is the warehouse
Inventory. Trucks would be treated as warehouses and material would be issued from
the truck to the work order. Bar Coding.

Adjustment made outside of the normal inventory cycle counts should be treated as a
separate file with reason codes (D — defective, R — reclassified, 5 — surplus, RT—return
to vendor, etc.) and reports run with totals of each reason code.

Report to show items that have not been counted in that count book series.

Item Master Maintenance (item # Set Up]):

Ten (10) Position item number including dash (-). Ex: 00-0123450

Requires two hundred (200} character position description field (universal for all locations).

Thirteen (13) positions fields for: Commodity Code: #180.00.00005
Contract Number: 55-00013458

Vendor and expiration date listed below

Unit of measure

Warehouse locations: With quantities shown, due in (on order), order point and vendor.

Usage by month and year in each warehouse.

Receipts with vendor quantity and cost.

Orders and detail

Warehouse detail displays: Order Point
Max Stock Level
Due in
Last Cost
Order by: Order Point, request, discontinued or non-stock.
Account Number: Example: 7226.2
Cost Center: 53000-2851-115
Improvements: Calculate lead times based on order entry and receipt date (last three)

Lead time displayed would be and average of the three (3).
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Page 4 of 4

Material Transfer Report: Enter directly into Account G/L when issued.
Current report and process will be eliminated.

Inguiry and Search

Improvements: Search by: First word of description (only those items appear)
Any word or part # (example 5X695) in description
First five (5) numbers of an item number
When item is selected changes can be made (controlled by
Security.

Adjustment

Mo valid adjustment register or report. Mormally would be run monthly.

Improvements: Adjustment report (OTHER THAN FROM INVENTORY COUNT]) run at any time
and yearend.

On excel spreadsheet with:

Item number

Quantity (-) or (+)

Cost and extension

Cost center and account number

Reason code: AD—STOCK ADJUSTMENT
DA — DAMAGED GOODS
IN — result of inventory count
RC —reclassified item
RT — returned to vendor
SC —scrapped
SU —to surplus property
RT — returned to vendor

Etc.

END
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ATTACHMENT E

AGGREGATE VOLUME CALCULATIONS — NOV 6, 2020, INVENTORY

ITEM #00-0140000 —

RIVER SAND
PHOTO TAKEN FROM FRONT
TOTAL QUANTITY: 1,413

CUBIC YARDS
MEASURED -
(53’x 45’ x 16’)
divided by 27
JPDOE PME Spike
MEASURE FEET #
A WIDTH 53
B DEPTH 45
C HEIGHT 16
38,160
CUBIC FEET DIVIDED BY 27 = CUBIC YARDS 1,413 991 1,021
0% |
TIMES 1.5 =TONS 2,120
Cubic Yards

oghh [
N

| Calculate || Reset |

Results:

Cubic Feet 27561.4¢ |
“»  Cubic Yard 1020.79 | yd*
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JPDOE PNE Spike
MEASURE FEET #
A WIDTH 39
B DEPTH 19
C HEIGHT 13
9,633
CUBIC FEET DIVIDED BY 27 = CUBIC YARDS as7
TIMES 1.5 =TOMS 535 375 336
70%

Volume of a Pile/ Cubic Yards
Length A ft
Length B ft
Height fi

| Calculate || Reset |

Results:
Cubic Feet G045.001| fi
Cubic Yard 223,830 | yd?

ITEM #00-014005A —
#610 BASE COURSE

AGGREGATE
PHOTO TAKEN FROM FRONT
TOTAL QUANTITY: 535

TON

MEASURED - (39’x 19’ x 13’)
divided by 27 x 1.5

224
1.5
—— > 336 Tons
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MEASURE FEET
A WIDTH
B DEPTH
C HEIGHT

CUBIC FEET DIVIDED BY 27 = CUBICYARDS

TIMES 1.5 =TONS

82
30

13

31,980

1,134

1,777 1,246 1,059

ITEM #00-0140070 -
#57 GRAY LIMESTONE
PHOTO TAKEN FROM FRONT
TOTAL QUANTITY: 1,777

TON
MEASURED -

(82’ x 30’ x 13’)

divided by 27 x 1.5

70%

Volume of a Pilef Cubic Yards

Length A ft
Length B ft
Height fe

| Calculate || Reset |
Results:
Cubic Feet fi2
Cubic Yard yd*

706
1.5
—» 1,059 Tons
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Public N Engineers (PNE) methodology is set at 70% of JPDOE’s methodology since JPDOE uses only base
calculations, and PNE uses the average pile numbers for the width and depth. The estimate is illustrated
below.
Height 4
3t
A4
ne 56

fg ot Bose =
WA B6 162781\41

\lolume ﬁb\'w\o*e, ® &% x 100 x 4 = |-')‘:°0 m>

MEASURE Meters Average Bottom Top

A WIDTH 100 112 88
B DEPTH 44 56 32
C HEIGHT 4 4 4
17,600 25,088
70%

Auditl  IPDOE

https://www.publicnengineers.com/p/about-us.html

Spike VM calculations were taken from their website at -
https://www.spikevm.com/calculators/excavation/volume-pile-yards.php
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ATTACHMENT F

AGGREGATE QUESTIONS AND ANSWERS

<+ How is aggregate that is purchased and delivered to the Parish verified as to quantity received?

o Each truck is weighted before it leaves the vendor's yard, and that weight is recorded on
the vendor’s delivery ticket. Orders are delivered by multiple trucks with a delivery ticket
for each truck numbered as to the consecutive delivery number 1 through _ depending
on the number of trucks needed to complete the delivery. Yard personnel (Drainage,
Streets) are responsible for keeping track of the number of trucks and material delivered.
Delivery tickets are retained in the warehouse and tallied to determine the amount
received so that they can be matched to the invoice received from the vendor. Even
though 800 tons/yards may be ordered, the amount will not be exact but always under
(vendor will not deliver a partial load. Ex: 790 yards/tons)

@,

< How is aggregate that is issued from and subsequently returned to inventory measured as to
guantity?

o The PW employee visits the warehouse and presents their issue book to the warehouse
personnel, who record the necessary information on the issue ticket (# of yards, stock #,
etc.), proceed to the yard to have the truck loaded. Yard personnel loads the aggregate
into the truck using a front end loader.

o The full bucket being one (1) yard. The capacity of the truck (yards) being loaded may
also be used in determining the amount issued. Returns are very rare since most will be
contaminated with other aggregate and are directed to a pile of miscellaneous
aggregate not accounted for. The amount of the return would be calculated by the
same issue principle, and the employee directed to the warehouse for a credit to be
issued.

Questions were posed by the Department of Internal Audit; Warehouse Superintendent Jerry Zeringue
provided answers on November 20, 2020.
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ATTACHMENT G

PUBLIC WORKS SITE MAPS

4901 Jefferson Hwy

N
slefferson  bEiwy,

Ref # General Description of Items Stored at 4901 Jefferson Hwy Department
1 Pipe Drainage
2 Pipe Drainage
3 Pipe Drainage
4 items as per Inventory listing. Engineering
5 Items as per Inventory listing. Engineering
6 Sand and limestone — per Inventory listing. Engineering
7 items relocated to Ref #4 above. Engineering
8 Blocks Engineering
9 Lift Station Maintenance shops, old pipe, fittings & pumps from rehabs of | Sewerage
Sewerage lift stations.
10 Debris pile from Sewerage & Drainage lines divisions. Used when they
cannot go to Landfill. Drainage
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1450 / 1500 / 1561 River Park Blvd

;, - “~ ‘., . ,,..;‘A , =2
{ Engineering Warehpuse™™

Ref # General Description of Items Stored at River Park Blvd Department
1 Gravel (aggregate) Water
2 Sand (aggregate) Water
3 Pumps, valves, generators, and misc. equipment for repairs to lift
stations. (Mechanical, electrical maintenance bldg.) Sewerage
4 West Bank Yard (aggregate, pipe, etc.) Drainage
5 Engineering Warehouse (6250 Lapalco items) Engineering
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Ref # General Description of Items Stored at Shrewsbury/Arnoult Department

1 Concrete supplies, street signal signs, two narrow boards, three portable | Streets
compressors, drainage supplies, and small barricades.

2 Batture dirt, 610 limestone, river sand, and two trash containers. Streets

3 Floor mats, gray pavers, concrete supplies, three barricade racks, type-3 Streets
barricades, concrete ply boards, family gras materials, and drainage pipes.

4 Note: Parking area for heavy equipment, trucks, backhoe, trailers, two Streets
trash containers for truck #4606 and asphalt tack trailers. Also, area for
waste tires, trash debris dump area, waste oil container, and sand bag
machine.
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3600 Jefferson Hwy

Sand;and
L Equipment —
» Vendor owned

Ref # General Description of Items Stored at 3600 Jefferson Hwy Department
1 Pipe Yard Engineering
2 Plant Stockroom (and workshop space for Water) Water
3 Limestone and Sand Water
4 Bulk Storage treatment chemicals Water
5 Bulk Storage Chlorine Water
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LapalcoiBlvd

Ref # General Description of Items Stored at 6250 Lapalco Department
1 items in building were relocated to 1500 River Park Roads. Itemsin the Engineering
yard are as per Inventory Listing (no change).
2 Sewerage Lines stockpile. Aggregate. Sewerage
3 Stockpile. Aggregate. Drainage
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5701 Belle Terre Rd

Ref # General Description of Items Stored at 5701 Belle Terre Rd Department
1 Tools and equipment Streets
2 Signs, barricades Streets
3 Supplies Streets
4 Items per Inventory Listing Engineering
5 Various equipment/Drainage pipe/Asphalt tack tank/Junk tire container. Streets
6 Items per inventory Listing Engineering
7 Limestone and Batture dirt, per Inventory Listing Engineering
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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.”

Sec. 2-162.2. - Independence and objectivity; professional standards.

(a) The department function must be independent to retain objectivity, and the department's
independence allows the director to make assessments impartially and without bias while avoiding
conflicts of interest. In furtherance of the operation of an independent and objective department, the
department shall use the following standards in the completion of all engagements and in the
conduct of all activity:

{1} The standards and code of ethics produced by the Institute of Internal Auditors and published
in the Professional Practices Framework;

{2) The standards and principles produced by the Government Accountability Office and published
in the Government Auditing Standards; and

{3) The professional and ethical standards issued by the American Institute of Certified Public
Accountants.

(d) The director 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 persenal impairment. Any
impairment to independence, organizational or personal, shall be reported in writing to the council
and copied to the parish president and the inspector general within seven (7) business days of
discovering the impairment, organizational or personal.

The following is the required attestation meant to comply with both professional standards and Jefferson
Parish Ordinance No. 26063.

ATTESTATION:

Internal Audit Report #2020-007 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

JEFFERSON PARISH

OFFICE OF THE PRESIDENT

CYNTHIA LEE SHENG
PARISH PRESIDENT

February 8, 2021

vi g
Tara Hazelbaker, Director

Intemal Audit Department

Joseph S. Yenni Building

1221 Elmwood Park Blvd., Suite 306
Jefferson, LA 70123

RE:  Internal Audit Report #2020-007
Follow Up: Public Works Warchouses — Inventory

Dear Ms. Hazelbaker:

In sccordance with Sec. 2-162.5(b), Jefferson Parish Code of Ordinances, the
Administration provides the following response to Internal Audit Report #2020-007: Follow Up:
Public Works warehouses — [nventory (“Report™), received by the Administration on December
4,2020.

The Report contains eight (8) “Findings™ and “Recommendations”™ each of which is
addressed below,

Finding: 1. Written policics and procedures have been drafted but not implemented.

Recommendation: 1. Written policies and procedures (P&P) should be implemented as planned.
All affected employees should be trained so that P&P are appropriately followed. Employees
should be monitored as to compliance with the P&P. The P&P should be periodically reviewed
and revised, as necessary.

Response:  The Engineering Director approved the Public Works Warchouse Standard
Operating Procedures (“SOP7), effective January 1, 2021 (a copy of which is attached) and
training has been completed. Training records are on file with the East Bank Warehouse Clerk
Typist 111 and are available for review. Controlied copies of the SOP have been delivered to
each warchouse location with a master copy maintained at the East Bank Warchouse (Rheem
Building) by the Warchouse Superintendent. Warchouse Supervisors are responsible for
preparing revisions for review and approval by the Warehouse Superintendent and shall be
distributed to cach warchouse upon approval of the Engineering Director. Warchouse
Supervisors shall be responsible for employee training of any revisions.
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Finding: 2. Two different systems are used to track inventory and maintain Parish financial data,
The systems are not integrated, which creates the need for manual input and increases the
likelihood of errors and data omissions.

Recommendation: 2. The Department should continue evaluating the need to implement an
inventory software system that will interface with the Parish’s Financial System to increase
efficiencies in processes and increase the accuracy and validity of inventory data.

Response: The Warchouse Division has been working with the IT Department, and has met
twice since October 2020, 10 find compatible software that can: (i) track inventory electronically;
(i1) implement bar coding; (iii) provide order alerts based upon review time, lead time, usage and
safety stock; and (iv) interfiace with the current AS/400 Financial System. The December
meeting included a demonstration of AMMS ~ Microwest Software Systems. Initial review
revealed that this software appears to have many of the elements necessary for inventory control
and is currently wtilized by the Drainage Department. This multi-departmental use could
potentinlly lower cost. [T will coordinate with AMMS to further explore the details of the
system and obtain sccess to sample software.

Finding: 3. Physical [nventory -~ Blind Count

Recommendation: 3, None. This Finding #3 from Internal Audit report 2018-004 has been
resolved.

Finding: 4. A benchmark has not been set to establish a level of accuracy for physical inventory
counts.

Recommendation: 4. The Department should set goals for those who count inventory 1o achieve
the 95% level of accuracy, as suggested by GAO.

The Warehouse Division has established a current level of accurscy as reflected in
the table below and will use it as a benchmark to set goals to achieve and track our progress
mecordingly.

2020 Inventory Variance Report
Location  Qty. Activated (On Hand) Total Variance Per cont Accuracy
|__EBI 73,722.00 3,498 95%

WB1 67,539.00 6,738 90%
ST2 2,071.66 626 70%
Total 143,332.66 10,862 92%

Detailed 2020 Inventory Vasiance Reports for each warehouse are available upon request.
Additionally, the following processes are in place that will improve inventory accuracy:
e The benchmarked accuracy contained in the [nventory Variance reports can be used to
track improvement.
« Public Works has implemented the SOP and employees have completed training,
« Inventory is now counted on a quarterly basis.

Other factors which can be implemented in the long term to improve inventory accuracy include:
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» [mplementation of an inventory quality program such as 1SO, Six Sigma, kaizen and
Total Quality Management.

¢ Addition of technology (bar coding).

» [Interface with supply chain partners,

Finding: 5. When taking physical inventory, aggregate levels are being calculated using a
variation of o standard calculation. This calculation results in the overstatement of physical
inventory.

Recommendation: S, When taking physical inventory of aggregate, the Department of
Engincering should adopt the full calculation suggested by Spike VM, using both the volume of
the center prism und the cone’s volume. An automated online calculator exists as of this report’s
writing, which would assist with the calculutions. The Department agreed to the adoption during
the course of this follow-up audit. Other valid estimates could be used as well, such as the one
suggested by Public N Engineers,

Response: On December 1, 2020, Public Works conducted a full inventory of each type of
Parish aggregate using the formula from the Spike VM website, the results of which are available
upon request. Public Works will continue to use this method on a regular basis to track
inventory.

Finding: 6. The Jefferson Parish wirehouses and stockyards have a significant amount of items
that are obsolete, not needed or infrequently used.

Recommendation: 6. A continued and increased emphasis needs to be placed on evaluating and
determining what items can be surplused or disposed of safely. While holding items can provide
quicker response time and decreased risk of shortages, a balance can be achieved to reduce cash
flow need, reduce the risk of more inventory becoming obsolete, und minimize storage and
administrative efforts to account for inventory.

Response: Standard Operating Procedure 112 Swrplus Asset and Inventory Processing details
the process for handling obsolete and surplus items. Vouchers will be submitted throughout the
year and stock items will be reviewed for disposition in the first (1*) and third (3%) quarter of
each calendar year,

Finding: 7. The Department of Public Works as & whole has not implemented policies and

procedures on a department-wide basis, thusly does not have sufficient inventory management
controls. Not all Public Works inventory is maintained by the Warehouse Superintendent,

Recommendation: 7. A Parishwide system needs 1o be put in place to properly sccount for
public works inventory items at all Jocations.

Response:  The development of a Parish wide system should be incorporated with the
development of a new or modified inventory system which would also interface with a work
order system deducting materials as they arc used. 1T is secking to identify an adequate
inventory sysiem to interface with the AS 400, or a new system that combines inventory and AS
400 functions, See Response o Finding #2 above for additional information,

Finding: 8. Physical security of warchouses
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Recommendation 8. None. This Finding #8 from Internal Audit report 2018-004 has ben
resolved.

Thank you for your assistance, and for providing us an opportunity to respond.
If you have any questions, please contact me at your earliest convenience.

Honorable Ricky Templet, Councilman at Large, Div. A
Honorable Scott Walker, Councilman st Large, Div. B
Honorable Marion Edwards, Councilman, Dist, 1
Honorable Deano Bonano, Councilman, Dist. 2
Honorable Byron Lee, Councilman, Dist. 3

Honorable Dominick Impastato, Councilman, Dist. 4
Honorable Jennifer Van Vrancken, Councilwoman, Dist. 5
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