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OVERVIEW 

BACKGROUND1   

Through its Department of Transit, Jefferson Parish provides transportation (bus) services to urbanized 

portions of the parish along with service to New Orleans and the Louis Armstrong New Orleans 

International Airport.  

On average, the Department of Transit earns transit bus fare revenues in excess of $3 million annually.  

The fares are collected primarily in cash and are handled by a third-party vendor, Transdev.  Jefferson 

Parish personnel are not involved in the handling or counting of fares.  Historical reviews of internal 

controls surrounding cash collections, accounting, deposit, and overall safeguarding of the funds did not 

result in any significant deficiencies.  Further, there have not been any known cases of fraud or 

misappropriation of funds regarding the collection of transit fares.   

Jefferson Parish began a Cash-Free Initiative in late 2016 after reports were issued collaboratively by the 

Department of Internal Audit and the Department of Accounting.  The goal of the initiative was for all 

Parish operations and departments to discontinue accepting cash as a form of payment in order to 

minimize risk exposure to theft and misappropriation of funds.  According to the Department Director, 

Ninette Barrios, the Transit system “can implement a cash-less system in Jefferson Parish in a two to three-

year period based on implementation of a proper smart card technology, as well as a lesser-used smart-

phone technology.” 

In the meantime, the Parish Administration has requested the Department of Internal Audit to review the 

current Transit Money Count Room Standard Operating Procedures in effect.   

OBJECTIVE  

The objectives of this Consulting Engagement were to examine policies and procedures in place related 

to the Money Count Room for the Department of Transit, assess the strength of such policies, and provide 

recommendations for any enhancements, as necessary.    

This was a consulting engagement. According to the International Standards for The Professional Practice 

of Internal Auditing issued by the Institute of Internal Auditors, “Consulting services are advisory in nature 

and are generally performed at the specific request of an engagement client. The nature and scope of the 

consulting engagement are subject to agreement with the engagement client. Consulting services 

generally involve two parties: (1) the person or group offering the advice — the internal auditor, and (2) 

the person or group seeking and receiving the advice — the engagement client. When performing 

consulting services, the internal auditor should maintain objectivity and not assume management 

responsibility.” 

Jefferson Parish Administration and the Department of Transit retains full responsibility for the content 

and implementation of the Policies and Procedures.  

 
1 Excerpted from Internal Audit Report 2020-004 Cash-Free Initiative: Update #2. 
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SCOPE / PROCEDURES 

The Director of the Department of Transit presented Money Count Room Policies and Procedures dated 

April 1, 2020, for review and evaluation (Attachment C). Internal Audit made site visits to both the East 

bank and West bank Transit operational centers to observe the removal of cash from busses, money count 

procedures, evaluate the placement of security cameras, and interview key personnel.  To aid in overall 

understanding, Internal Audit created process flow charts of money count procedures for Fixed Route and 

MITS Route collections.   

Also, Internal Audit observed cash being collected via the Genfare cash box during a bus route.  Fiscal 

years 2018 and 2019 AS/400 Financial Management System data was obtained to ascertain the volume of 

cash fares collected by the Department of Transit.  Internal Audit Report 2020-005: Cash-Free Initiative 

Update #2 was used as a reference.  
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OBSERVATIONS 

FIXED ROUTE BUS RIDE 

On Saturday, May 30, 2020, at approximately 2:24 pm, Internal Audit (IA) rode a Transit bus westbound 
from the Clearview Mall to Veterans Boulevard at Mississippi (line referred to as E8).  There were 
approximately twenty-five (25) available stops during the route segment.  The ride’s purpose was to 
observe cash collections on the bus, confirm whether appropriate signage was posted, and otherwise 
experience the cash collection operations on the bus route.  The route was selected at random.  The 
identity of the Internal Auditor and purpose of the ride was not known to the bus driver.  The following 
observations were made during the experience. The bolded items are included in the recommendation 
section of this report.  (See Attachment D for pictures.) 
 

PROS CONS 
The bus driver turned away 3 riders not wearing masks.  

There was a hand sanitizer station available for use. 
The trip was difficult to navigate using 

information online – not all stops were identified. 

The bus driver was helpful and friendly. 
The information board at Lakeside Mall was faded 

and not effective in providing route guidance. 

The bus driver would not directly accept  
cash in hand when offered. 

The bus did not have onboard  
signage indicating bus stops. 

No one, other than IA, offered the bus driver  
cash for the duration of the ride. 

There was no signage on the bus indicating 
 that the bus driver will not ask for  

or accept cash directly. 
Note that the ride was taken during the COVID-19 pandemic when extra  

precautionary measures to protect the health and well-being of riders were in place. 

 

REMOVAL OF CASH FROM TRANSIT BUSSES 

On Tuesday, June 9, 2020, at approximately 6:00 pm, Internal Audit conducted a site visit at the East bank 

transit operations center.  The purpose was to observe the maintenance worker, known as a Hostler, 

removing the cash fares collected via the bus routes that day.  The Department of Transit utilizes a system 

called Genfare, which is a fare management and collection system that includes automated fare collection 

boxes, data collection, and mechanisms for untampered removal of funds collected.  A GFI cash receiver 

device is used in the Genfare system that requires the cashbox to be removed from the fare box and taken 

to the vault’s location.  The receiver allows cash to be transferred to the vault untouched by the Hostler.  

The device also downloads fare collection data by Fixed Route Transit Vehicle.  The Hostler appeared to 

follow the procedures outlined in the SOPs, and appropriate segregation of duties appears to be in place 

between the cash handling of fares collected, and the cash count performed.  Since all the cash collected 

remains in the cash box until directly dropped into the vault, adequate security appears to be in place 

relative to transferring cash from bus to vault.  Additionally, data is downloaded from “point of sale” 

straight to those who reconcile expected fares to actual fares.  See Attachment E for pictures of the 

Genfare system devices. 

Procedures on the West bank are the same as the East bank.  Internal Audit did not observe the transfer 

of cash from the cash box to the vault; however, it did verify that the system set up on the West bank is 

like the East bank.   See “MITS Route Money Count Procedure” on the next page.  
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FIXED ROUTE MONEY COUNT PROCEDURES 

Fixed Route busses return to transit operation centers at the conclusion of routes each day on both the 
East bank and West bank.  Hostlers remove cash from the busses via the Genfare system and drop it, 
untouched, into respective vaults as described on the previous page of this report.  The next business day, 
Money Counters count the amount of cash received and forward signed documentation of the count to 
the office where another person reconciles the expected cash to the actual cash received.  Appropriate 
segregation of duties appears to exist between the cash count and reconciliation to expected amounts.  
Internal Audit observed the Money Count Procedures at the East bank and West bank facilities on May 
10th and 12th, respectively.  There were no notable differences between cash count procedures on the 
East bank and the West bank. 
 
More than one person is required in the money room while the cash count is taking place.  Money 
Counters are required to wear jumpsuits with no pockets and are not permitted to carry personal items 
into the Money Count Room.  Accuracy of the money count amount is supported by an automated bill 
counting machine and coin counting machine, along with personnel counting the funds twice.  Multiple 
security cameras are placed in each of the Money Count Rooms, and rooms appear to be adequately 
secured.  Keys to the vaults are issued to only authorized personnel.  Quarterly reviews are to be 
performed quarterly by Parish personnel.   As of June 12, 2020, a quarterly review had not been conducted 
in 2020. 
 
To follow are suggestions for enhancements to the Fixed Route Money Count Procedures: 
 
Money Count Rooms are also used by other personnel besides the Money Counters.   

1. There are extraneous items on the counting areas, access to desk drawers, and trash cans.  Given 
the volume, the Money Count Room should contain only items as necessary to count the money.  
The room should be free of areas where money can be stowed away and not included in the 
count.   

2. Access to the Money Count rooms where the vaults are located should be restricted to only 
personnel that counts money. 

3. Quarterly reviews should be conducted consistently to ensure proper reconciliation procedures 
are taking place.  Reviews can be done electronically when in-person visits are not practical. 

 

MITS ROUTE MONEY COUNT PROCEDURES 

MITS busses do not operate on the Genfare system; instead, the bus driver collects the fares directly from 
the passengers.  MITS Route busses provide point to point service and manage from a reservation system 
called Trapeze.  They return to the transit operation center on the East bank (not the West bank) at the 
conclusion of routes each day.   The bus driver takes the fares collected along with the reservation list 
(manifest) to the safe.  The next business day, two (2) office personnel print the manifest information 
(Fares Collected Report) from Trapeze.  The Trapeze report shows how much money should have been 
collected; however, the report consistently states the Fare Amount incorrectly and need to be manually 
adjusted (see exhibit on the next page).    
 
Office personnel count the funds by route, document the amount on the “Daily Money Count Sheet,” and 
reconcile the count to the Trapeze report.  A formal, written reconciliation is not performed.  
Discrepancies are resolved, if any, then personnel prepare the deposit slip for Armored Car Pick Up.  Hard 
copies are filed.     



 

6 | P a g e  
 

Internal Audit obtained the reports generated for the June 3, 2020 MITS Route count, and reconciliation, 
which can be seen below.  Note the manual adjustments to the Fare Amount column.   The Trips column 
can naturally be different as sometimes riders cancel shortly before or as the bus arrives to pick them up.  
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Expected Cash Fare  

Amount Collected, as 

manually adjusted. 
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To follow are suggestions for enhancements to the MITS Route Money Count Procedures: 
 

1. Correct Trapeze Reservation System Fares Collected Report so that the Fare Amount Collected 
(what to expect) is accurate. 

2. Formalize the reconciliation process similar to the Fixed Route reconciliation report. 
 

 
 

*** The remainder of the page was intentionally left blank.  Please proceed to the next page. *** 

 

Actual Cash Fare  

Amount Collected,  

as counted 
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STANDARD OPERATING PROCEDURES 

JeT Fixed Route and Para-Transit Money Count Room SOPs dated April 1, 2020, were presented to Internal 
Audit for review and evaluation.  See Attachment C.  Internal Audit reviewed said document and drafted 
process flow charts (see Attachments A and B) to gain an overall understanding.  Internal Audit then 
randomly selected a segment of a route to ride to observe cash collections, conducted site visits and 
Money Count Room observations at both the East bank and West bank transit operations facilities and 
interviewed key personnel.  Internal Audit again reviewed and analyzed the SOPs.  Below are general 
suggestions to enhance the contents of the SOPs.  The following suggestions also address areas contained 
within the SOP’s that are not previously discussed elsewhere in this report. 
 

1. Rearrange SOP’s in a logical order.  This will provide the reader with a clearer understanding of 
the processes and aid in training new employees. 

2. Make the following changes so that someone unfamiliar with the transit system (new employee 
or third-party reviewer) can gain a frame of reference when reviewing the SOPs. 

a. Enhance the verbiage in the “Overview” page. 
b. Include a Definitions/Acronyms page. 
c. Include Process Flow charts. 

3. Use consistent terminology throughout the SOPs, as defined with the Definitions/Acronyms page.  
For example, Hostler versus Maintenance, MITS versus Para-Transit, JPDT versus Transit Director. 

4. Combine and eliminate redundant verbiage contained within the policy. 
5. Omit some specific details for security reasons.  For example, the time of day money is counted, 

the location of vault keys. 
6. Use generic terminology related to the third-party contractors for a more efficient future SOP 

update process should the third-party relationships change. For example, Contractor versus 
Transdev, Consultant versus Solutient, Fiscal Agent versus Capital One, and Armored Car Service 
versus Brinks.   

7. Review the website for accurate information.  For example, the site indicated seven (7) fixed 
routes on the East bank; however, the Manager stated there are five (5). 

8. Continue moving forward with Cash-Free Initiative and consider discontinuing the use of Tokens 
(purchased with cash) as part of the initiative. 

  
Note:  By contract, Transdev guarantees actual fee collections within 2% of what is captured via the 

Genfare reporting system.  That is to say, if there is a variance in the cash count of more than 2% of what 

is expected, then Transdev will make up the difference.  At the time of the review, there was not any 

insurance against general theft of funds.  Upon notifying the Director of Transit, Ninette Barrios, she 

immediately acted. Transdev will now insure against general theft of up to $25,000. 

Internal Audit drafted a version of SOPs based on suggestions contained within the report.  The new 

version was presented to the Department of Transit.  Internal Audit recommended these next steps: 

➢ Review the suggested version of SOP’s for accuracy and make any necessary changes.  The 

ultimate responsibility for the SOP’s implemented resides with management. 

➢ Change the effective date to the actual date of implementation. 

➢ Sign and distribute. 

➢ Train and retrain employees on the Money Count Room Policies and Procedures. 

➢ Review SOPs and make any necessary updates on an annual basis. 
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SUMMARY  

The Department of Transit collects nearly $3,000,000 in cash annually in bus fare revenue.  This amount 

represents approximately 30% of all cash collected in the Parish.  The department does many things well 

and has appropriate systems for receiving, counting, and depositing the cash collected.  However, there 

is room for improvement, as conveyed by the recommendations.   

The Department should continue efforts to embrace the parish wide Cash-Free Initiative, the goal of which 

is for all Parish operations and departments to discontinue accepting cash as a form of payment to 

minimize risk exposure to theft and misappropriation of funds.   

Internal Audit would like to thank the Department of Transit employees, and the transit operations 

contractor, Transdev, for their support and cooperation during this process.   

 

 RECOMMENDATIONS  

1. To support Internal Controls in place, include signage on the busses that the bus driver will not 
ask for or accept cash directly. (Fixed Route) 
 

2. There are extraneous items on the counting areas, access to desk drawers, and trash cans.  Given 
the volume, the Money Count Room should contain only items as necessary to count the money.  
The room should be free of areas where money can be stowed away and not included in the 
count.  (Fixed Routes) 

 
3. Quarterly reviews should be conducted consistently to ensure proper reconciliation procedures 

are taking place.  Reviews can be done electronically when in person visits are not practical. 
 

4. Access to the Money Count rooms where the vaults are located should be restricted to only 
personnel that count money. (Fixed Routes) 

 
5. Correct Trapeze Reservation System Fares Collected Report so that Fare Amount Collected (what 

to expect) is correct. (MITS Routes) 
 

6. Formalize the reconciliation process similar to the Fixed Route reconciliation report. (MITS 
Routes) 

 
7. Revise the Money Count Room SOP’s based on suggestions contained within this report.  

Implement the revised SOP’s.  The ultimate responsibility for the SOP’s remains with the Jefferson 
Parish Administration and the Department of Transit.  
 

8. Continue efforts to move to a Cash-Free environment as called for by the Parish’s Cash-Free 
Initiative.  (See also IA Report 2020-004: Cash-Free Initiative: Update #2; 2018-009: Cash-Free 
Initiative: Update #1; 2017-005: Cash-Free Initiative) 
 

 
****END REPORT**** 



 

11 | P a g e  
 

ATTACHMENT A 

FIXED ROUTE COUNT PROCEDURES FLOW CHART 
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ATTACHMENT B 

MITS ROUTE COUNT PROCEDURES FLOW CHART 
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ATTACHMENT C 

STANDARD OPERATING PROCEDURES REVIEWED BY IA2 

 

 

 
2 This policy is the draft form reviewed by Internal Audit.  It was not placed into effect.  Certain verbiage has been 
redacted for security purposes.  The current version in effect resides with the Department of Transit. 
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ATTACHMENT D 

PICTURES FOR MAY 20, 2020, ROUTE E8 BUS RIDE 

 

 

 

Signage 

outside of 

Lakeview 

Shopping 
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Fare box 

collection inside 

of Fixed Route 

Bus 
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ATTACHMENT E 

PICTURES OF GENFARE DEVICES USED 

 

 

  

GFI probe used to 

transmit data  

from Fare Box to 

database 

GFI receiver used 

to transmit fare 

data to database 
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ATTACHMENT F 

PICTURES FROM CASH COUNT SITE VISITS 

 

 

Money Count Room A 

Drawers are accessible to Money Counters 
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Money Count Room A 

Trash cans underneath money count area 
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Money Count Room B 
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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.” 

 

 

The following is the required attestation meant to comply with both professional standards and Jefferson 

Parish Ordinance No. 25549. 

ATTESTATION: 

Internal Audit Report #2020-005 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 
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