
MEMORADUM

To:      Council Member Mr. Christopher Schulz Date:  April 28, 2023
Chair - Audit Committee

Council Member Mr. Mark Cognevich 
Vice Chair - Audit Committee 

Council Member Mr. Lloyd Newsom Jr.
Audit Committee Member

From: Randy A. Duke, C.P.A., CIA, CIGA
Chief Internal Auditor

Re:     Employee Expense Reimbursement Internal Audit
   Project No. 2023-02

  Plaquemines Parish Government (PPG)

Enclosed for your review is the Employee Expense Reimbursement Internal Audit report.
This report details the audit objectives, scope, methodology, and provides my
observations, recommendations, and conclusions.

I would like to express my appreciation to the Director of Administration, Ms. Crystal
Taylor, for her help during this internal audit.

cc:     Mr. Keith  Hinkley, President, Plaquemines Parish Government, Ms. Crystal Taylor,
          Director of Administration, Plaquemines Parish Government.
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1 For detail information see Internal Audit Report, Section II Background - Current Procedures.

2 For detail information see Internal Audit Report, Section V Audit Information and Analysis.

EXECUTIVE SUMMARY

This executive summary represents the results of our internal audit work on the Employee
Expense Reimbursements.

Our objectives were as follows:

Objectives
 Are the employee expense reimbursements in compliance with current policies?

 Are the employee expense reimbursement calculations accurate?

 Is there sufficient document support for the employee expense reimbursements?

 Are the employee expense reimbursements properly approved?

 Is the employee expense reimbursement process operating in an efficient and effective
manner? 

 Is there an elevated risk of fraud, waste, and abuse in the employee expense
reimbursement process?

 To make recommendations that add value to the employee expense reimbursement
process. 
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CONCLUSIONS:

During this examination, the auditor noted that the Department of Administration and the
Finance Department have good monitoring policies / controls in place over the Employee
Expense Reimbursement process.1

During the years 2020-2023, the auditor reviewed a randomly selected sample of twenty - five
(25) employee expense reimbursement reports and supporting documents, and noted the
following2.

 The Employee Expense Reimbursements policies are followed.
 The Employee Expense Reimbursement calculations and payments are accurate.
 There is sufficient Employee Expense Reimbursement documentation to support the

reimbursements/payments.

 The Employee Expense Reimbursements are approved.
 The Employee Expense Reimbursement process is operating efficiently.
 The auditor cannot provide absolute assurance that fraud, waste, and abuse will not

occur in the Employee Expense Reimbursement process.

 Based upon my review, the auditor estimates based upon a scale of 1 to 5, 5 being the
highest risk level, that there is a low or a level 2 risk assessment of fraud, waste, and
abuse occurring in the Employee Expense Reimbursement process.

OBSERVATIONS
Based upon the information provided by management, the following audit
observations were noted during this Internal Audit. 

Observation # 1 Employee Reimbursement Compliance Testing

Condition: During the years 2020-2023, the auditor reviewed a random sample of twenty-
five (25) employee expense reimbursements and supporting documents to review for 
compliance with management policies. During the review, the auditor noted the following:

See Attachment V.  No compliance issues noted.

Management Response: No management response required. 
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INTERNAL AUDIT REPORT

I. Audit Initiation

In accordance with the Plaquemines Parish Government Charter Section 7.08: Audit Committee
and the approved Internal Audit Department’s annual audit plan for 2023, I have performed the
following Internal Audit of the Employee Expense Reimbursements.

II. Background - Current Procedures

Director of Administration Employee Expense Reimbursement monitoring
procedures.

Employee expense reports review must have the following:

 All employee expense reimbursements are forwarded to my office for processing.
 When those are received,  the request form must have all backup documentation/receipts 

attached.  

 All calculations are verified.
 The form must be signed by the employee and the department 

supervisor/superintendent/director.  

 Once it is determined all expenses are verified and guidelines are being followed as laid 
out in the Ordinance, I sign the report and forward it to Accounts Payables for processing.

Accounts Payable Employee Expense Reimbursement monitoring procedures.

Employee expense reports for mileage reimbursements must have the following:

 An employee mileage reimbursement form is filled out w/ the beginning and ending /
purpose of travel and miles traveled on the form.                                

 The reimbursement rate per for 2023 is 65.5 cents per mile per the Ordinance No. 13-17
and Resolution No. 13-184. 

 A google maps showing miles traveled is attached. Employee signature, Supervisor
signature, Director of admin signature and the Dept coding is needed.  

Employee expense reports ( not mileage) must have the following:

 An employee expense report and listing of items to be reimbursed for.
 All receipts are required showing payment made for items listed.
 Meals for PPG business travel – no receipts required per attached ordinance.
 Employee signature,  Supervisor signature, Director of admin signature and Department

coding is needed. 

 All employees’ expense reports and employee mileage reports submitted for
reimbursements MUST go to the Director of Administration for review and approval.

 Director of Administration Department forwards reports and supporting documents to 
accounts payable for payment.
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 Accounts Payable will review and ensure all required documents are attached.
 Accounts Payable will be reviewed to ensure all required signatures are acquired.
 Accounts Payable will then issue reimbursement check to the employee.

III. Planning

Audit Planning
 Develop audit objectives, scope, timing, and resource allocations.

 Develop an audit risk assessment (What can go wrong)

 Obtain Employee Expense Reimbursement Policies, Procedures, Contracts, Rules, and
Regulations. 

 Obtain from New World (PPG Computer Mainframe) the General Ledger employee
expense reimbursement transactions for the audit period of 2020-2023.  

 From the General Ledger report obtain a random sample of twenty-five (25) employee
expense reimbursement reports and supporting documents for review.

IV. Objectives, Scope, and Methodology

Objectives
 Are the employee expense reimbursements in compliance with current policies?

 Are the employee expense reimbursements calculations accurate?

 Is there sufficient document support for the employee expense reimbursement?

 Are the employee expense reimbursements properly approved?

 Is the employee expense reimbursement process operating in an efficient and effective
manner? 

 Is there a high a risk of fraud, waste, and abuse in the employee expense reimbursement
process?

 To make recommendations that add value to the employee expense reimbursement
process. 

Scope
 The audit period is the calendar years 2020-2023. The auditor reviewed a randomly

selected sample of twenty - five (25) employee expense reimbursement reports and
supporting documents.  

 The Internal Auditor considered the possibility of fraud, waste, and abuse within the
Employee Expense Reimbursement process.

 In addition, the scope of the internal audit included the consideration of systems, records,
personnel, physical properties, and other information necessary to achieve the internal
audit objectives.
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3 New World is the PPG Computer mainframe system.

Methodology
 From New World3 obtain the General Ledger transaction report for employee

reimbursements for the period 2020-2023. 
 Select a random sample of twenty-five (25) employee reimbursements from the General

Ledger transaction report. 
 Review the randomly selected sample of employee reimbursement expenditures and

supporting documents for compliance with management policies. Attachment V.
 Recalculate the employee reimbursement and mileage expenditures for accuracy.

 Review employee expense reimbursements for approvals.

 Evaluate the risk of fraud, waste, and abuse in the employee expense reimbursement
process.

 Make employee expense reimbursement recommendations that add value.

V. Audit Information and Analysis

During the years 2020-2023, the auditor reviewed a random sample of twenty-five (25)
employee expense reimbursements and supporting documents to review for compliance with
management policies. During the review the auditor noted the following: Attachment V.  No
Compliance issues noted.

VI. Professional Standards

The audit was conducted in accordance with the Institute of Internal Auditor’s Standards for the
Professional Practice of Internal Auditing, (the Red Book).
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ATTACHMENTS
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Attachment I – Current Policies Ordinance NO. 18-122
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Attachment II – Mileage Ordinance NO. 3-17
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Attachment III – Mileage Reimbursement Report
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Attachment IV – Meals & Lodging Resolution NO. 13-184
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Attachment V – Compliance Testing

Prepared by RAD - Internal Auditor 4/27/23

Sel. Invoice Number Invoice Date

Payment 

Number Amount

Compliance With 

Polices - Attachment 

V Auditor Comments

1 2011-MILE 11/04/2020 369586 $359.38 Yes

2 2002-MILE 02/12/2020 363708 453.10 Yes

3 2211-MILE 11/01/2022 382663 381.12 Yes

4 2203-EXP 03/14/2022 377424 371.98 Yes

5 2002-MILE 02/12/2020 363976 468.28 Yes

6 1910-MILE 10/29/2019 363788 336.40 Yes

7 52356264 03/04/2020 636.82 Yes

8 52356264 03/04/2020 636.82 Yes

9

2204-EXP 04/18/2022 378720 350.61

Yes

10 2106-2107-MILE 06/28/2021 373387 321.44 Yes

11 134033 04/21/2021 371653 975.00 Yes

12 136375 10/05/2021 374886 750.00 Yes

13 2112-EXP 12/29/2021 376600 500.00 Yes

14

137721 12/17/2021 376224 750.00

Yes

15

2022KRPLSLTNS

F-K1 03/07/2022 377378 650.00 Yes

16 139679 03/25/2022 377770 1,300.00 Yes

17 140101 04/12/2022 378172 625.00 Yes

18 2212-EXP 12/06/2022 383423 420.00 Yes

19 145059 01/18/2023 383451 750.00 Yes

20 2002-EXP 02/04/2020 363234 635.00 Yes

21 2002-EXP 02/04/2020 363248 690.00 Yes

22

2002-EXP 02/03/2020 363495 761.00

Yes

23 2002-EXP 02/04/2020 363459 665.00 Yes

24 2002-EXP 02/04/2020 363237 665.00 Yes

25 2210-2212-EXP 10/18/2022 382858 531.00 Yes

Totals $14,982.95

La District Attorneys 

Assoc

REGISTRATION - SUPPORT STAFF 

TRAINING CONFERENCE

Napoli Jason LSBA Training

La District Attorneys 

Assoc EMPLOYEE TRAINING

McGaha David L REIMBURSE - CONSTABLE TRAINING

Baumy Jill W

REIMBURSE TRAVEL - JUSTICE OF THE 

PEACE TRAINING

Naquin Davey Jr

REIMBURSE TRAVEL - JUSTICE OF THE 

PEACE TRAINING

Picquet Regina W REIMBURSE - JUSTICE OF THE PEACE 

TRAINING

Barrois Paul REIMBURSE - JUSTICE OF THE PEACE 

TRAINING

White Eugene J

REIMBURSE TRAVEL - JUSTICE OF THE 

PEACE TRAINING

REGISTRATION - C.BALLAY, 

S.TESVICH, D.SWEAR, M.TOUZET

La District Attorneys 

Assoc

REGISTRATION -T.GRIFFIN, 

J.LABRANO, M.TOUZET

La District Attorneys 

Assoc REGISTRATION - C.BALLAY

Napoli Jason REIMBURSE TRAINING

La District Attorneys 

Assoc

REGISTRATION - C.  BALLAY 2/20/22-

2/23/22

Karpel Solutions REGISTRATION - TAMARA DAVIS

La District Attorneys 

Assoc

Hyatt Regency HOTEL STAY - TAMARA DAVIS

Dekovic Viktorija REIMBURSE - KARPEL CONFERENCE

Griffin Temia REIMBURSE - LDAA CONFERENCE 

Lafrance Carlton Sr REIMBURSE MILEAGE

Blink Richard A. Jr. REIMBURSE MILEAGE

Hyatt Regency HOTEL STAY - TAMARA DAVIS

Barthelemy John L Jr

REIMBURSE MILEAGE - POLICE JURY 

ASSOC 

Cognevich Mark T REIMBURSE MILEAGE 

Rousselle Benny

REIMBURSE - POLICE JURY ASSN. 

CONFERENCE

Vendor Description

Cognevich Mark T REIMBURSE MILEAGE
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