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OVERVIEW 

BACKGROUND  
 

Jefferson Parish accounts for petty cash on an imprest basis.  Departments use advanced cash to pay for 

small business-related purchases that require cash or where a formal requisition or purchase order is 

impractical.  The advance is the responsibility of a custodian and the department director, who must sign 

a Custodial Agreement and abide by Funds Handling Policies and Procedures.   

As needed, a department employee requests an advance from the custodian or spends their money on a 

business-related item.  The receipt is submitted to the custodian for reimbursement.  The custodian keeps 

track of the petty cash balance via a “Petty Cash Log.”  When the petty cash is depleted to 25% of the 

approved petty cash limit or at the end of each quarter, whichever comes first, the custodian prepares a 

“Request for Petty Cash Reimbursement” form.  The form is remitted to the Department of Accounting, 

which reviews the receipts and approves payment to replenish the Petty Cash Fund.  A check is issued to 

the custodian, and all receipts are expensed to the appropriate accounts.  The custodian negotiates the 

check for cash, places the cash into the secure petty cash location, and updates the running cash balance 

on the Petty Cash Log.  

The above background was taken from the previous audit report related to Petty cash (See Attachment 
A).  This audit is a follow-up to the previous one conducted.  The background verbiage still applies as of 
the time of this follow-up report.   The chart below shows that total petty cash balances have decreased 
in the last five (5) years. 
 

 
 
Additionally, the number of petty cash funds maintained throughout the parish has decreased from sixty-
two (62) as of 2018 to thirty-seven (37) as of 2022. (See Attachment C.) 
 
The previous audit report on petty cash was released on April 17, 2019.  Since then, the Department of 
Accounting has updated its Funds Handling Policies & Procedures effective January 24, 2020.  (See 
Attachment B.) 
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OBJECTIVES 

The objectives of this engagement were to follow up on the Findings and Recommendations documented 

via Internal Audit Report 2019-004: Jefferson Parish Petty Cash, conduct surprise petty cash counts on 

judgementally selected petty cash funds intact as of the time of this report, and analyze and comment on 

the Funds Handling Policies & Procedures effective January 24, 2020. 

A summary of recommendations made via Internal Audit Report 2019-004 is as follows: 

1) A process should be developed and implemented to ensure that all Custodial Agreements are the 

current version of the agreement and include the current Responsible Director/person.  

Additionally, periodic communications should be sent to the Custodians and Responsible 

Directors, reminding them of the policies and procedures in place and their responsibility for the 

fund. 

2) A process should be developed and implemented to review replenishments to ensure they are 

being made in accordance with current Funds Handling Policies & Procedures.  Further, all 

approved Petty Cash funds should be reviewed to determine the true need for the fund and if the 

approved total fund amount is appropriate.  Internal Audit suggests the closure of all funds that 

are stale or have low activity and the closure of the two Animal Shelter Cash Drawers. 

3) During the course of the audit, Internal Audit recommended the immediate closure of two Petty 

Cash Funds whose surprise counts resulted in a shortage.  The resulting action was taken to close 

such accounts. Internal Audit further recommends that each of the two scenarios be reviewed 

and a determination made as to the need for any corrective action.  Likewise, the Administration 

should evaluate the need to notify the District Attorney, Louisiana Legislative Auditor, and the 

Jefferson Parish Sheriff’s Office. A process should be developed and implemented to periodically 

perform surprise counts of select Petty Cash Funds. 

SCOPE 

The scope of this engagement included a 5-year history of petty cash balances (2018-2022), petty cash 

funds in place as of the timing of this report, and current Funds Handling Policies & Procedures. 

PROCEDURES 

Internal Audit utilized the following basic procedures in analyzing the data. 
a) Obtained and reviewed all current policies and procedures in place as pertains to petty cash. 
b) Retrieved current and historical financial data from the AS/400 Financial Management System.  
c) Analyzed financial data to develop expectations of petty cash funds maintained throughout the 

parish. 
d) Obtained from the Department of Accounting, the petty cash listing of funds held for the fiscal 

year ends December 31, 2021, and 2022. 
e) Reviewed Custodial agreements in place for select Responsible Custodians. 
f) Conducted surprise petty cash fund counts on select departmental custodians. 
g) Performed other procedures deemed necessary to satisfy the objectives of this engagement. 
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CUSTODIAL AGREEMENTS 

CRITERIA 

According to Section 6.1 of the Funds Handling Policies & Procedures, the Responsible Custodian must be 
a Jefferson Parish employee or otherwise approved by the Accounting Department and must sign the 
Custodial Agreement. 
 
FINDINGS 

1) Inactive employees were included on the year-end December 31, 2021, petty cash reconciliation. 

2) The December 31, 2022, petty cash reconciliation was provided on July 6, 2023. 

OBSERVATIONS         

The Funds Handling Policies & Procedures require each petty cash fund to have a Responsible Custodian 

who must sign a Custodial Agreement.  The custodian is responsible for the integrity of the fund.  

Additionally, per Section 6.2 of the policy, “Departments are responsible for ensuring up-to-date Custodial 

Agreements are on file with the Accounting Department.” 

The previous audit on this topic (See Attachment A) found that fifteen point five percent (15.5 %) of the 

agreements in place were not the current version or did not specify the current director responsible for 

funds.   

As of December 31, 2022, the Parish had thirty-seven (37) Petty cash Funds and one (1) cash drawer.  

Internal Audit judgementally selected sixteen (16) funds to either review or conduct a surprise petty cash 

count.  (See the “Surprise Petty Cash Counts” section of this report.)  During this part of the review, 

Internal Audit requested the Custodial Agreements from four (4) of the six (6) departments selected for 

surprise petty cash counts.  Each of the four (4) departments indicated that on May 11, 2023, the 

Department of Accounting requested an update of the Petty Cash Custodians and Custodial Agreements 

for 2023. (see below) This date was after the date (May 4, 2023) Internal Audit requested information 

related to this audit from the Director of Accounting.   
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Internal Audit did not make any further requests from the other ten (10) selected funds since the 

Department of Accounting requested updated information from the departments.  See Attachment G for 

an example of the Custodial Agreement, updated by the Department of Human Resource Management 

and remitted to the Department of Accounting, signed and dated May 11, 2023.   

Next, Internal Audit reviewed the Petty Cash Reconciliation as of December 31, 20211, to determine if any 

of the Custodians or Directors listed were still active employees or were employees of the department for 

which they were listed as its custodian.  Ten (10) Custodians and eight (8) Directors2 were randomly 

selected and cross-checked against employee records.  The results are as follows: 

Department Custodian Director Comment 

Community Development Christina Benfield Nichole Fontenot No exceptions noted. 

Drainage Davelynn James <not selected> No exceptions noted. 

Engineering <not selected> Angela DeSoto No exceptions noted. 

Environmental Krista L Mueller <not selected> Last day 10/22/21 

Fire – EB (EBCF) <not selected> Chief Tibbetts No exceptions noted. 

Fire Training Center Annette Guillot <not selected> No exceptions noted. 

Human Resouce Mgmt <not selected> Nicole C Thompson No exceptions noted. 

Jeff CAP Cappri Lebeaux <not selected> No exceptions noted. 

Legislative Delegation Mary Connick <not selected> No exceptions noted. 

Library <not selected> Marylyn P Haddican No exceptions noted. 

General Services – East Christy Comeaux Anthony Francis Director retired 4/2/21 

General Services – West Maryanne Adorno Anthony Francis Director retired 4/2/21 

Sewerage Field Office -West Ryan Boudreaux <not selected> No exceptions noted. 

Sewerage – West <not selected> Mike P Lockwood No exceptions noted. 

Workforce Connection Fang Zhou Alice White Director retired 3/31/21 

 

Based on the eighteen (18) employees reviewed, fifteen (15) were still active employees or were 

employees of the department for which they were listed as its custodian.  The accuracy rate is eighty-

three percent (83%). 

One should note that this analysis was based on the 2021 reconciliation.  (See the footnote on this page.)  

Internal Audit created a December 31, 2022, reconciliation based on the 2021 reconciliation and petty 

cash general ledger activity in 2022. 

RECOMMENDATIONS 
1) Internal Audit recommends that the Department of Accounting send periodic emails regularly to 

Responsible Custodians and Directors to remind them of their responsibility to ensure up-to-date 

Custodial Agreements are on file with the department.   

 

2) Internal Audit recommends that the Petty Cash reconciliation be prepared timely each fiscal year, 

with the updated information collected. 

 

                                                           
1 The December 31, 2022 Petty Cash Reconciliation was not available during the fieldwork portion of this audit; however, it was 
provided by the Department of Accounting on July 6, 2023.   
2 This number is based on unduplicated names listed. 
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REPLENISHMENT OF PETTY CASH FUNDS 

CRITERIA 

According to Section 2.2 of the Funds Handling Policies & Procedures, when the petty cash amount is 

depleted to 25% of the approved petty cash limit or at the end of each quarter, whichever comes first, 

petty cash shall be replenished.  The Petty Cash Fund may be replenished more often if necessary.  At the 

end of each fiscal year, the Request for Petty Cash Reimbursement Form must be submitted to the 

Accounting Department by January 10th of the following year or the closest following day that the Parish 

offices are open for business.  This is required for all petty cash funds regardless of whether or not a 

reimbursement is needed.   

FINDINGS 

3) Nineteen (19) of the thirty-seven (37), or fifty-one percent (51%), of Petty Cash funds were not 

replenished quarterly as required.  Twenty-two (22) of the thirty-seven (37), or fifty-nine percent 

(59%), of Petty Cash funds were not replenished at the end of each fiscal year as required. 

4) Petty cash spending activity does not support the total authorized amount for some of the petty cash 

funds. 

OBSERVATIONS         

Frequency of Petty Cash Replenishments  Finding #2 of the prior Internal Audit report (IA2019-004) stated 

that “Thirty-four (34) of the fifty-two (52), or sixty-five percent (65%), of Petty Cash funds, were not 

replenished as required.”  This was based on data analyzed from January 1, 2018, to December 2018 and 

included petty cash funds only.  (Sixty-two total funds were analyzed in the prior period, with ten being 

cash drawers or change funds.) 

As of December 31, 2022, thirty-seven (37) of the Parish’s cash funds are used for petty cash, plus one 

maintained as a cash drawer.  According to Section 2.2 of the Funds Handling Policies & Procedures, when 

the petty cash amount is depleted to 25% of the approved petty cash limit or at the end of each quarter, 

whichever comes first, petty cash shall be replenished.  The Petty Cash Fund may be replenished more 

often if necessary.   

Internal Audit obtained replenishment data for each cash drawer to analyze the frequency of 

replenishment requests.  Like the prior audit, each fund was characterized as follows based on the 

replenishment frequency from January 1, 2022, to December 31, 2022:  Stale, Low, Regular, or High. 

 
Characterization 

Number of Months 
Replenished 

Number of 
Funds 

Total 
Balances 

Stale 0 3 $1,150 

Low 1-3 16 $5,900 

Regular 4-9 15 $9,450 

High 10-12+ 3 $2,750 

 TOTAL 37 $19,250 
Note that frequency was analyzed based on the number of months in which replenishments were requested in the twelve-month 

period.  Any fund replenished during four or more months was considered to meet the replenishment requirement per the policy.  

Such funds may not have been replenished precisely at the end of each quarter; however, the Responsible Custodian was 

considered to have embraced the spirit of the policy. 

51% 37% 
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Compared to the prior audit, the 

percentage of funds not replenished 

as required by the Funds Handling 

Policies and Procedures reduced 

from sixty-five percent (65%) to 

fifty-one percent (51%).  This 

represents thirty-seven percent 

(37%) of total balances, or seven 

thousand fifty dollars ($7,050).  

While the percentage has 

decreased since the prior audit, this 

data suggests that half of the petty 

cash funds are not used regularly.  (See Attachment D.)  (See Surprise Counts for suggested balance 

reductions and closures.) 

 

Required End of Fiscal Year Replenishments  According to Section 2.2 of the Funds Handling Policies & 

Procedures,  at the end of each fiscal year, the Request for Petty Cash Reimbursement Form must be 

submitted to the Accounting Department by January 10th of the following year or the closest following 

day that the Parish offices are open for business.  This is required for all petty cash funds, regardless of 

whether or not reimbursement is needed.  

Internal Audit analyzed replenishment dates and 

noted when the first replenishment was made in 

the fiscal year 2023.  The policy the Department of 

Accounting sets forth requires year-end 

replenishments to be made by January 10th of the 

following year.  For audit purposes, 

replenishments made by January 31st were 

considered to embrace the spirit of the policy.  Of 

the thirty-seven (37) petty cash funds, fifteen (15), 

or forty-one percent (41%), had year-end 

replenishment requests by January 31st.  (See 

Attachment E.)   

 

Appropriate Balances  Internal Audit also examined the total authorized amount for each petty cash fund 

versus the highest and lowest dollar amount of replenishment requests. This data helps to determine if 

spending activity supports the authorized amount of the fund. For example, Drainage has a $2,000 

authorized petty cash fund.  They made twelve (12) replenishment requests during the fiscal year 2022.  

The highest monthly request was $671.47, and the lowest was $42.94.  This suggests that a lower total 

authorized fund may be more appropriate.  (See Attachment F for data related to all petty cash funds.)  

Internal Audit also included specific comments regarding authorized funds within the next section of this 

report (Surprise Petty Cash Counts). 
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RECOMMENDATIONS 
 
3) Internal Audit recommends that the Department of Accounting review each petty cash account's 

activity and determine the authorized funds' reasonableness.  The Department should contact the 

Responsible Director to discuss increasing, decreasing, or eliminating available petty cash balances.  

This is specified in Section 2.5 of the Funds Handling Policies and Procedures.   

 

4) Internal Audit recommends that the Department of Accounting send periodic emails to the 

Responsible Custodians and Directors to remind them of the requirement to replenish funds when 

the petty cash amount is depleted to 25% of the approved petty cash limit or at the end of each 

quarter, whichever comes first. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Business units should evaluate their business needs  

and limit the petty cash account to the lowest amount that will meet those needs.  
–Harvard University, Financial Policy Office, Petty Cash 
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SURPRISE PETTY CASH COUNTS 

CRITERIA 

According to paragraph 4 of the Custodial Agreement contained within the Funds Handling Policies & 
Procedures, the fund is subject to audit, with or without notice, by a representative of the Accounting 
Department or by the Parish’s authorized internal or external auditors.  The Responsible Custodian must 
be present for the audit, and the Responsible Custodian must produce cash and/or paid receipts equal to 
the petty cash total [listed above]. 
 
FINDING 

5) Total funds exceeded the authorized amount for four (4) petty cash funds selected for a surprise 

count. 

6) Surprise petty cash counts were not conducted by the Department of Accounting.  

7) All Library petty cash funds were not reflected on the listing provided by the Department of 

Accounting. 

OBSERVATIONS         

Internal Audit selected sixteen (16) petty cash funds and performed a surprise count or further analyzed 

the fund.  For the surprise counts, each Responsible Custodian was not aware that a count was going to 

be conducted, as is the nature of a surprise count.  A summary of the counts and funds selected for further 

analysis is as follows: 

 

 
DEPARTMENT 

EXPECTED 
AMOUNT 

ACTUAL 
AMOUNT3 

DATE OF COUNT 
OR ANALYSIS 

Building Permits     500.00    500.00 Counted - 06/01/2023 

Drainage 2,000.00 N/A Analyzed - 06/05/2023 

Emergency Mgmt 1,000.00 N/A Analyzed - 06/05/2023 

Fire (East Bank Consolidated) 1,000.00 N/A Analyzed – 06/05/2023 

Human Resources 300.00 300.00 Counted - 06/01/2023 

Jefferson Community Action Program  750.00 750.14 Counted - 06/01/2023 

Juvenile Detention 250.00 N/A Analyzed - 06/05/2023 

Legislative Delegation  50.00 N/A Analyzed - 06/06/2023 

Library (Cash Drawer) 50.00 N/A Analyzed - 06/06/2023 

Playground (West) 1,500.00 N/A Analyzed - 06/05/2023 

Public Work: Line Rehab (East) 200.00 N/A Analyzed - 06/05/2023 

Sewerage (East) 500.00 N/A Analyzed - 06/05/2023 

Sewerage Water Treatment (East) 300.00 N/A Analyzed - 06/05/2023 

Water Plant (East)   1,000.00    1,007.57 Counted - 06/01/2023 

Workforce Connection 
(American Job Center) 

 
300.00 

 
301.41 

 
Counted - 06/07/2023 

Workforce Development Board 100.00 128.97 Counted - 06/07/2023 

  

                                                           
3 Actual Amounts shown as “N/A” signifies that the funds were not counted by Internal Audit. 



 

10 
 

Building Permits 

A surprise count was conducted on June 1, 2023, at approximately 10:00 a.m.  Robin Lanusse, Responsible 

Custodian, was present for the count and confirmed that the following represented the amount in the 

Petty Cash Fund at the time of the count:  

Description Amount 

Cash $500.00 
Receipts 0.00 
Vouchers 0.00 

Total Intact (Actual) $500.00 
Total Expected 500.00 

Difference $    0.00 

 

Internal Audit reviewed a Custodial Agreement signed on May 12, 2023. (See the “Custodial Agreements” 

section of this report.) Ms. Lanusse indicated that, to the best of her knowledge, there had been no 

surprise petty cash counts performed historically.   

Per a review of petty cash disbursements, $58.92 was restored to the fund via two vouchers in the fiscal 

year 2022.  No disbursements were made through May 31 of the current fiscal year (2023).  Given the 

frequency and small size of disbursements,  Internal Audit recommends that the $500.00 total fund be 

evaluated for reduction or elimination. 

 

Drainage 

This petty cash fund has an approved total of $2,000.00.  During the fiscal year 2022, the department 

replenished the fund twelve times, with the highest request of $671.47.  (See Attachment F.)  The last 

replenishment as of the writing of this report was on May 2, 2023, for $441.76.  Internal Audit reviewed 

the August 23, 2022, replenishment check for $555.32 and noted expenditures as shown below: 

 

Given the size of each replenishment relative to the approved total, Internal Audit recommends that the 

$2,000.00 total fund be evaluated for reduction. (See Recommendation #3.) 
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Emergency Management 

This petty cash fund has an approved total of $1,000.00.  During the fiscal year 2022, the department 

replenished the fund four times, with the highest request of $442.75.  (See Attachment F.)  The last 

replenishment as of the writing of this report was on May 11, 2023, for $423.56.  Internal Audit reviewed 

the August 4, 2022, replenishment check for $201.63 and noted expenditures as shown below: 

 

Internal Audit also noted and reviewed the March 30, 2023 replenishment check for $730.69 since it 

was closer to the approved fund total of $1,000.  Expenditures noted are as follows: 

 

The nature of expenditures and approved total appear reasonable for this department. 

 

Fire (East Band Consolidated Fire) 

This petty cash fund has an approved total of $1,000.00.  During the fiscal year 2022, the department 

replenished the fund three times, with the highest request of $337.03.  (See Attachment F.)  The last 

replenishment as of the writing of this report was on January 24, 2023, for $418.44.  Internal Audit 

reviewed the August 9, 2022, replenishment check for $155.36 and noted expenditures as shown below: 

 

Given the frequency of replenishment requests, Internal Audit recommends that the $1,000.00 total fund 

be evaluated for reduction. (See Recommendation #3.)  
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Human Rescource Managment 

A surprise count was conducted on June 1, 2023, at approximately 9:00 a.m.  Susan Cunningham, 

Responsible Custodian, was present for the count and confirmed that the following represented the 

amount in the Petty Cash Fund at the time of the count:  

Description Amount 

Cash $291.49 
Receipts 8.51 
Vouchers 0.00 

Total Intact (Actual) $300.00 
Total Expected 300.00 

Difference $    0.00 

 

Internal Audit reviewed a Custodial Agreement signed on May 11, 2023. (See the “Custodial Agreements” 

section of this report.)  Ms. Cunningham indicated that, to the best of her knowledge, there had not been 

any surprise petty cash counts performed historically.   

Per a review of petty cash disbursements, the department regularly uses the petty cash fund for training 

and small office supplies.    The fund’s total is $300.00, which was increased from $200.00 on November 

7, 2022.  The December 31, 2021, reconciliation prepared by the Department of Accounting and 

subsequent general ledger activity indicates that the approved balance is $200.00.  Internal Audit 

recommends reviewing and correcting general ledger activity to reflect the $300.00 authorized total. 

Jefferson Community Action Program (JeffCAP) 

A surprise count was conducted on June 1, 2023, at approximately 9:30 a.m.  Cappri Lebeaux, Responsible 

Custodian, was present for the count and confirmed that the following represented the amount in the 

Petty Cash Fund at the time of the count:  

Description Amount 

Cash $324.01 
Receipts 426.13 
Vouchers 0.00 

Total Intact (Actual) $750.14 
Total Expected 750.00 

Balance Over $    0.14 

 

Internal Audit reviewed a Custodial Agreement signed on May 21, 2023 (See the “Custodial Agreements” 

section of this report.) Ms. Lebeaux indicated that, to the best of her knowledge, there had been no 

surprise petty cash counts performed historically.   

Per review of petty cash disbursements, Petty Cash Vouchers were in use; however, a Petty Cash Log was 

not.  The Petty Cash Fund was last replenished on August 25, 2022 (approximately nine months 

ago).  Section 2.2 of the current Funds Handling Policies & Procedures required petty cash to be 

replenished at least quarterly. Ms. Lebeaux was unsure as to how to request a replenishment.  Internal 

Audit directed Ms. Lebeaux to the policies located on the Jefferson Parish website.  Additionally, she was 

advised to contact the Department of Accounting for instruction.   
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The vouchers that must still be submitted to replenish the petty cash fund dated back to September 9, 

2022, and extended through May 17, 2023.  The highest voucher was $119.13, and the lowest was 

$5.00.  Since vouchers within the last nine months were small and the department did not need to 

replenish the fund for that duration, Internal Audit recommends that the $750.00 total fund be evaluated 

for reduction or elimination. 

Juvenile Detention 

This petty cash fund has an approved total of $250.00.  During the fiscal year 2022, the department once 

replenished the fund, requesting $242.95.  (See Attachment F.)  The last replenishment as of the writing 

of this report was on March 7, 2023, for $206.95.  Internal Audit reviewed the August 25, 2022, 

replenishment check for $242.95 and noted expenditures as shown below: 

 

Given the frequency and size of the replenishment requests, Internal Audit recommends evaluating them 

for reduction or elimination.  (See Recommendation #3). 

Legislative Delegation 

The approved Petty Cash fund of $50.00 was last replenished on June 5, 2017.  The fund is maintained by 

Mary Colleen, who offices in Baton Rouge.  Since this fund was earmarked for closure during the last audit, 

Internal Audit contacted Ms. Peggy Barton, Responsible Director, via email.  Ms. Barton indicated that the 

funds would be reconciled and sent to the Department of Accounting to close.  Internal Audit did not 

apply any further audit procedures.    

Library – Petty Cash and Cash Drawer 

The Library system has two different approved petty cash funds per the reconciliation the Department of 

Accounting provided.  One is a petty cash fund for $1,000.00, and the other is a cash drawer for $50.00.  

Internal Audit contacted Antoinette Scott, Library Business Manager, who confirmed that the Library has 

the $1,000.00 petty cash fund, plus a $180.00 cash drawer maintained at East Bank Regional Library 

(EBRL).   

Ms. Scott also indicated that they have several cash drawers at each library branch location that are 

separate from the cash drawer mentioned above.  The library system has fifteen locations aside from 

EBRL.  According to Ms. Scott, each branch has a cash drawer, and the Regional libraries (East and West) 

likely have one in each department (circulation, reference, children’s).  As of the timing of this report, she 

is in the process of creating a list of the cash drawers by location. 

Internal Audit recommends that the Department of Accounting work with the Library to determine the 

number, amount, and location of cash drawers, appropriately account for them, and ensure that Custodial 

Agreements are appropriately in effect. 
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Playground (West) 

This petty cash fund has an approved total of $1,500.00.  During the fiscal year 2022, the department 

replenished the fund six times, with the highest request of $678.53.  (See Attachment F.)  The last 

replenishment as of the writing of this report was on March 23, 2023, for $351.42.  Internal Audit reviewed 

the August 23, 2022, replenishment check for $555.32 and noted expenditures such as doorstops, nuts, 

bolts, anchors, surge protectors, and electrical supplies. 

Given the size of each replenishment relative to the approved total and the nature of the expenditures, 

Internal Audit recommends that the $1,500.00 total fund be evaluated for reduction.  (See 

Recommendation #3.)  

Public Works: Line Rehabilitation (East) 

This petty cash fund has an approved total of $200.00.  During the fiscal year 2022, the department 

replenished the fund, requesting $157.04.  (See Attachment F.)  The last replenishment as of the writing 

of this report was on March 11, 2023, for $69.48.  Given the frequency and size of the replenishment 

requests, Internal Audit recommends evaluating them for reduction or elimination.  (See 

Recommendation #3). 

Sewerage (East) 

This petty cash fund has an approved total of $500.00.  During the fiscal year 2022, the department 

replenished the fund two times, with the highest request of $391.54.  (See Attachment F.)  The last 

replenishment as of the writing of this report was on December 2, 2022, for $391.54. Given the frequency 

and size of the replenishment requests, Internal Audit recommends evaluating them for reduction or 

elimination.  (See Recommendation #3). 

Sewerage Wastewater Treatment Plant (East) 

This petty cash fund has an approved total of $300.00.  During the fiscal year 2022, the department 

replenished the fund two times, with the highest request of $129.27.  (See Attachment F.)  The last 

replenishment as of the writing of this report was on December 15, 2022, for $129.27. Given the frequency 

and size of the replenishment requests, Internal Audit recommends evaluating them for reduction or 

elimination.  (See Recommendation #3). 
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Water Treatment Plant (East) 

A surprise count was conducted on June 1, 2023, at approximately 12:15 p.m.  Mervin Graves, Responsible 

Custodian, was present for the count and confirmed that the following represented the amount in the 

Petty Cash Fund at the time of the count:  

Description Amount 

Cash $277.21 
Receipts 3.00 
Vouchers 727.36 

Total Intact (Actual) $1,007.57 
Total Expected 1,000.00 

Balance Over $    7.57 

 

Internal Audit reviewed a Custodial Agreement signed on May 18, 2023.  (See the “Custodial Agreements” 

section of this report.)  Mr. Graves indicated that, to the best of his knowledge, there had not been any 

surprise petty cash counts performed historically.   

The Petty Cash Fund was last replenished on December 21, 2021 (approximately 17 months ago).  Section 

2.2 of the current Funds Handling Policies & Procedures required petty cash to be replenished at least 

quarterly.  Mr. Graves was aware of the policies; however, he was reminded of the section regarding the 

replenishment of the fund regularly. 

The vouchers that must still be submitted to replenish the petty cash fund dated back to November 4, 

2021, and extended through April 11, 2023.  The highest voucher was $66.59, and the lowest was 

$3.66.  According to Mr. Graves, the petty cash fund is used mostly for urgent needs when the timing is 

of the essence to bring systems back online.  Since vouchers within the last seventeen (17) months were 

small, and the department did not need to replenish the fund for that duration, Internal Audit 

recommends that the $1,000.00 total fund be evaluated for reduction. 

 

Workforce Connection (American Job Center) 

The December 31, 2021, information from the Department of Accounting listed Fang Zhou as the 

Responsible Custodian for the Workforce Connection petty cash fund.  However, there have since been 

staff transitions and changes to the organizational structure of Workforce Connection.  The program is 

now called the American Job Center, and the Responsible Custodian changed to Eurydice Bush Harrison.   

On July 22, 2022, Ms. Harrison transferred the petty cash fund to Frances Turner of the Workforce 

Development Board via a Transfer Agreement as required by the Funds Handling Policies and Procedures.  

Internal Audit reviewed such an agreement, which indicated that $301.41 was transferred. Given the 

transitions, Internal Audit was able to perform a count, but there was an advance notice in this case. The 

count was conducted on June 7, 2023, at approximately 11:00 a.m.  Ms. Turner authorized Nedra 

McKinney, Typist Clerk III for the Workforce Development Board, to be present for the count.   
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Ms. McKinney confirmed that the following represented the amount in the Petty Cash Fund at the time 

of the count:  

Description Amount 

Cash $301.41 
Receipts 0.00 
Vouchers 0.00 

Total Intact (Actual) $301.41 
Total Expected 300.00 

Balance Over $    1.41 

 

Ms. McKinney was unaware of a Custodial Agreement in place and indicated that, to the best of her 

knowledge, there had not been any surprise petty cash counts performed historically.  Upon inquiry of 

the Department of Accounting, they needed to be made aware of the changes to the Responsible 

Custodian and transfer of funds from one department to another.  They are working to update their 

records. 

 

Workforce Investment Board (Workforce Development Board) 

A surprise count was attempted on June 1, 2023, at approximately 10:45 a.m.  Frances Turner, the 

Responsible Custodian, was not available.  After contacting Ms. Turner, she indicated that the Workforce 

Development Board (WDB) had not had petty cash in several years and that she often makes small 

purchases with personal funds.  After further investigation, the Workforce Development Board fund was 

in the same lock box as the Workforce Connection funds (see above for more detail). Given this course of 

events, Internal Audit was able to perform a count, but there was an advance notice in this case.  The 

count was conducted on June 7, 2023, at approximately 10:45 a.m.  Ms. Turner authorized Nedra 

McKinney, Typist Clerk III for the Workforce Development Board, to be present for the count.  Ms. 

McKinney confirmed that the following represented the amount in the Petty Cash Fund at the time of the 

count:  

Description Amount 

Cash $    5.08 
Receipts 123.89 
Vouchers 0.00 

Total Intact (Actual) $ 128.97 
Total Expected 100.00 

Balance Over $  28.97 

 

The Petty Cash Fund was last replenished on March 15, 2018 (over five years ago).  Internal Audit reviewed 

five receipts related to this fund.  The receipts dated back to May 15, 2019, and extended through July 12, 

2021.  The highest was $46.86, and the lowest was $8.38.  The fund was over by $28.97. 
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Ms.McKinney was unaware of a Custodial Agreement in place. She indicated that, to her knowledge, there 

had not been any surprise petty cash counts performed historically.  According to Ms. McKinney, the petty 

cash fund is necessary for quarterly committee meetings and community outreach events.  Since this fund 

has not been replenished for over five years and is over by $28.97, Internal Audit recommends that the 

Department of Accounting work with the Workforce Development Board to resolve the overage.  One 

should note that Ms. Turner is the Responsible Custodian for another petty cash fund (American Job 

Center).   

 
RECOMMENDATIONS 
 
5) Internal Audit recommends that the Department of Accounting evaluate funds that are over the 

authorized amount to determine if the collection of excess funds is warranted. 

 

6) Internal Audit recommends that the Department of Accounting periodically exercise its right to audit 

petty cash accounts without notice. 

 

7) Internal Audit recommends that the Department of Accounting work with the Library to determine 

the number, amount, and location of cash drawers, appropriately account for them, and ensure that 

Custodial Agreements are in effect. 
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CURRENT POLICIES AND PROCEDURES 

CRITERIA 

Policies and procedures should be regularly reviewed and revised to consider new parish ordinances, 

regulations, standards, technology, and structural changes. 

FINDING 

8) The Funds Handling Policies & Procedures contain outdated references. 

OBSERVATIONS         

The Department of Accounting has “Funds Handling Policies & Procedures” in place, effective January 24, 

2020.  (See Attachment B.)  The document addresses “the control and disbursement of any and all funds 

collected and maintained by Jefferson Parish personnel.” (Sec.1.1) Internal Audit reviewed the Funds 

Handling Policies & Procedures and noted the following: 

Section Internal Audit Comments 

1.1 Both cash drawers and change funds are addressed in this section.  * Consider removing 
it since the Parish is now cash-free, and the Library fund is slated for closure. 

3.1 Same as above. 

4.0 Same as above. 

 
5.1 

This section states, “Funds, including cash, checks, money orders, etc., are collected by 
various parish departments including but not limited to parks and recreation, animal 
shelter, water, streets, library, and transit.”  * Consider revising this section since some 
referenced departments no longer collect cash. 

7.1 This section references “Department Level Policies.”  Does the Department of 
Accounting approve the policy or monitor which departments have policies in place? 

Custodial 
Agreement 

The agreement requires a list of names and titles with access to the fund.  * Consider 
referencing the Transfer Agreement or providing clarifying language for the need for 
both. 

Custodial 
Agreement 

Bullet #1 references an employee who is now part of the Budget team versus the 
Accounting team.  * Determine if this reference needs to be changed. 

Custodial 
Agreement 

Bullet #5 references change funds and cash drawers. * Determine if these references 
are still necessary. 

Custodial 
Agreement 

Bullet #6 references the Jefferson Parish Administrative Management Policy 602, 
Section 4, Fines and Restitution.  * The correct policy number is 502.  Policy 602 relates 
to Grievances.  Policy 502 relates to Maintaining Standards of Effective Service. 

Policies and procedures establish controls that can deter theft and other losses, ensure that employees 
are consistent in handling transactions, help to cross-train staff, and hold staff accountable for their 
actions.  Regularly reviewing policies and procedures helps ensure they are updated with new laws, 
regulations, parish practices, and technologies. 
 
RECOMMENDATION 
 
8) Internal Audit recommends that the Department of Accounting designate a policy reviewer and that 

Petty Cash policies and procedures are reviewed and updated at least annually.   
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STATUS OF RECOMMENDATIONS FROM PRIOR AUDIT 

 

# Recommendation from 2019-004  Unchanged Revised Resolved 

1 A process should be developed and implemented to 
ensure that all Custodial Agreements are the current 
version of the agreement and include the current 
Responsible Director/person.  Additionally, periodic 
communications should be sent to the Custodians 
and Responsible Directors, reminding them of the 
policies and procedures in place and their 
responsibility for the fund. 
 

   

2 A process should be developed and implemented to 
review replenishments to ensure they are being made 
in accordance with current Funds Handling Policies & 
Procedures.  Further, all approved Petty Cash funds 
should be reviewed to determine the true need for 
the fund and if the approved total fund amount is 
appropriate.  Internal Audit suggests the closure of all 
funds that are stale or have low activity and the 
closure of the two Animal Shelter Cash Drawers. 
 

   

3 During the course of the audit, Internal Audit 
recommended the immediate closure of two Petty 
Cash Funds whose surprise counts resulted in a 
shortage.  The resulting action was taken to close 
such accounts. Internal Audit further recommends 
that each of the two scenarios be reviewed and a 
determination made as to the need for any corrective 
action.  Likewise, the Administration should evaluate 
the need to notify the District Attorney, Louisiana 
Legislative Auditor, and the Jefferson Parish Sheriff’s 
Office. A process should be developed and 
implemented to periodically perform surprise counts 
of select Petty Cash Funds. 
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RECAP OF RECOMMENDATIONS FROM THE FOLLOW-UP AUDIT 

 
# 

 
Pg 

 
Recommendation 

 
Amount 

 
Impact  

 

1 5 Internal Audit recommends that the Department of Accounting 
send periodic emails regularly to Responsible Custodians and 
Directors to remind them of their responsibility to ensure up-
to-date Custodial Agreements are on file with the department. 
   

$19,300 Dollars 
At Risk 

2 5 Internal Audit recommends that the Petty Cash reconciliation 
be prepared timely each fiscal year, with the updated 
information collected. 
 

Included 
above 

Management 
Tool 

 

3 8 Internal Audit recommends that the Department of Accounting 

review each petty cash account's activity and determine the 

authorized funds' reasonableness.  The Department should 

contact the Responsible Director to discuss increasing, 

decreasing, or eliminating available petty cash balances.  This is 

specified in Section 2.5 of the Funds Handling Policies and 

Procedures.   

Included 
above 

 

Management 
Tool 

4 8 Internal Audit recommends that the Department of Accounting 

send periodic emails to the Responsible Custodians and 

Directors to remind them of the requirement to replenish funds 

when the petty cash amount is depleted to 25% of the approved 

petty cash limit or at the end of each quarter, whichever comes 

first. 

Included 
above 

Management 
Tool 

5 17 Internal Audit recommends that the Department of Accounting 

evaluate funds that are over the authorized amount to 

determine if the collection of excess funds is warranted. 

Included 
above 

Management 
Tool 

6 17 Internal Audit recommends that the Department of Accounting 

periodically exercise its right to audit petty cash accounts 

without notice. 

Included 
above 

Management  
Tool 

7 17 Internal Audit recommends that the Department of Accounting 

work with the Library to determine the number, amount, and 

location of cash drawers, appropriately account for them, and 

ensure that Custodial Agreements are in effect. 

Included 
above 

Management 
Tool 

8 18 Internal Audit recommends that the Department of Accounting 

designate a policy reviewer and that Petty Cash policies and 

procedures be reviewed and updated at least annually.   

Included 
above 

Management 
Tool 

  DOLLARS AT RISK 
 

$19,300  
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SUMMARY  

This follow-up audit highlighted the need for the Department of Accounting’s continued focus on petty 

cash funds throughout the parish.  Although of limited financial materiality, petty cash often carries a 

significance that transcends its size.  Regularly auditing the petty cash function can help ensure that the 

cash is used correctly, stored appropriately, and handled by authorized employees.  A well-managed petty 

cash function often goes hand in hand with a strong internal control environment.4 

 

**** 

 

Internal Audit would like to thank the Department of Accounting personnel for their professionalism and 

responsiveness during this process.  Another thank you goes to those who endured surprise petty cash 

counts, along with the various Jefferson Parish Directors and team members who contributed time and 

attention to this engagement.     

 

 

***END REPORT**** 

 

  

                                                           
4 Internal Auditor – Petty Cash Disbursements – Risks associated with the organization’s lockbox funds are anything 
but petty. – The Institute of Internal Auditors, 2019. 
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ATTACHMENT A 

INTERNAL AUDIT 2019-004 JEFFERSON PARISH PETTY CASH 
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The following attachments were excluded for brevity and can be found on the parish website at 
www.jeffparish.net.  Click path: departments>>internal audit>>audit reports.  Report #2019-004. 

 

http://www.jeffparish.net/
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ATTACHMENT B 

FUNDS HANDLING POLICIES AND PROCEDURES (EFF. 01/24/2020) 
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ATTACHMENT C 

PETTY CASH RECONCILIATION AS OF 12/31/20215 

 

                                                           
5 As per the Department of Accounting.  The 12/31/2022 was not available as of the timing of this report.  General Ledger 
balances did not change from 2021 and 2022 as of July 12, 2023. 
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ATTACHMENT D 

FREQUENCY OF REPLENISHMENTS BY FUND 

 

According to Section 2.2 of the Funds Handling Policies & Procedures, when the petty cash amount is 

depleted to 25% of the approved petty cash limit or at the end of each quarter, whichever comes first, 

petty cash shall be replenished.  The Petty Cash Fund may be replenished more often if necessary.   

Internal Audit obtained replenishment data for each cash drawer to analyze the frequency of 

replenishment requests.  Each fund was characterized as follows based on the replenishment frequency 

from January 1, 2022, to December 31, 2022:  Stale, Low, Regularly, or High. 

 

 
Characterization 

Number of 
Replenishments 

Stale (S) 0 

Low (L) 1-3 
Regularly (R) 4-9 

High (H) 10-12+ 

 

 

STALE LOW REG HIGH TOTAL 
3 16 15 3 37 

$1,150 $5,900 $9,450 $2,750 $19,250 
6.0% 30.6% 49.1% 14.3% 100.0% 

 

 

A fund-by-fund characterization is shown on the next page. 
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Each fund was characterized as follows based on the replenishment frequency from January 1, 2022, to 

December 31, 2022:  Stale (S), Low (L), Regularly (R), or High (H). 
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ATTACHMENT E 

JANUARY 2023 REPLENISHMENT DATA 

 

 

 

Internal audit noted the first replenishment made in 2023 to evaluate compliance with the Funds Handling 

Policies & Procedures excerpt displayed above. 

 

Replenished in January 2023? 

Yes No Total 

15 22 37 

41% 59% 100% 

 

A fund-by-fund characterization is shown on the next page. 
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Funds Replenished within the 1st Month of 2023 

Green = Yes; Red = No 
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ATTACHMENT F 

FISCAL YEAR 2022 REPLENISHMENT DATA 
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ATTACHMENT G 

CUSTODIAL AGREEMENT UPDATED MAY 11, 2023 
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ATTACHMENT #1 

AUDITOR INDEPENDENCE STATEMENT 

 

According to Ordinance No. 26063 (September 16, 2020), Sec.2-162.2(a) and (d), the Director of Internal 

Audit "shall engage in internal audit activities and complete engagements in an independent manner, free 

of any organizational or personal impairment.  The Director shall attest in writing that all activity was 

concluded with independence, free from organizational or personal impairment." 

 

 

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

Parish Ordinance No. 26063. 

ATTESTATION: 

Internal Audit Report #2023-004 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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