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MEMORANDUM

To:      Council Member Mr. Christopher “Chris” Schulz            Date:  May 2, 2024
Chair - Audit Committee Member 

Council Member Mr. Lloyd “Ronnie” Newsom, Jr.
Audit Committee Member

Council Member Mr. Mitch Jurisich, Jr.
Audit Committee Member

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

Re:     Plaquemines Port Harbor & Terminal District (“Port”)
Investigation of the Employee Time and Attendance 

   Project No. 2024-04
  
Attached are the results of the Internal Audit Department’s Investigation of the employee
Time and Attendance  

I would like to express our appreciation for the expert assistance and cooperation received
from Mr. Charles Tillotson, Executive Director, Ms. Melissa Folse, JD, MPE, Deputy Director
and Executive Counsel and Mr. Tommy Serpas, Consultant.

cc:  Mr. Keith Hinkley Plaquemines Parish Government, President, Mr. Charles Tillotson,
Executive  Director, Ms. Melissa Folse, JD, MPE, Deputy Director and Executive Counsel
and Mr. Tommy Serpas, Consultant.
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EXECUTIVE SUMMARY

This executive summary represents the results of our investigation of the employee time and
attendance.

Our objectives were as follows:

Objectives
 Verify that the employee documents, approved timesheet, monthly attendance calendar,

timecard and leave document are matched and checked for accuracy by an independent
employee before paying salaries.

 Verify that all employee payroll documents are available for review before paying salaries.

Conclusions
The Port needs to improve their controls over time and attendance documents, timesheets, monthly
attendance calendar, timecard and leave document.

Findings

Finding # 1:  Employee Time and Attendance

Criteria: The approved timesheet, monthly attendance calendar, timecard and leave document  are
matched and checked for accuracy by an independent employee before paying salaries.

Conditions: The auditor noted that the employee’s timesheet did not match and agree with the
employee’s monthly attendance calendar. The employee’s timecard and leave document were
missing. Attachments I and II.
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Cause: Inadequate control over employee payroll documents.

Effect: Payroll Time and Attendance is inaccurate.

Responsibility for Action: Mr. Charles Tillotson, Port Executive  Director

Recommendations: The employee time and attendance documents, approved timesheet, monthly
attendance calendar, timecard and leave document should be match and checked for accuracy by
an independent employee before paying salaries. All employee payroll documents, time sheet,
monthly attendance calendar, timecard and leave document should be available for review before
paying salaries.

Management Response: See Attachment III. 



6

INTERNAL AUDIT REPORT

I. Audit Initiation

In accordance with the Plaquemines Parish Government Audit Charter and the approved Internal
Audit Department’s annual audit plan for 2024, I have performed the following Investigation of
the Port’s employee time and attendance.

II. Audit Background

The Port pays employee salaries based upon an approved employee timesheet, monthly 
attendance calendar, timecards and leave documents.

III. Audit Planning

 Determine the audit objectives, scope, and methodology.
 Interview the ports management.

 Gather additional documents.

IV. Audit Objectives, Scope, and Methodology

Our objectives were as follows:

Objectives
 Verify that the employee documents, approved timesheet, monthly attendance calendar,

timecard and leave document are matched and checked for accuracy by an independent
employee before paying salaries.

 Verify that all employee payroll documents are available for review before paying
salaries. 



7

Scope
  The audit period was from July 10, 2023 through July 23, 2023.

Methodology
 Interview the Port Executive Director, Deputy Director, and the Port Consultant.

 Discuss and review with the Port Executive Director, Deputy Director, and the Consultant
the employee timesheet and employee monthly attendance calendar. Attachments I and
II.

 Obtain additional documentation if available that could have a bearing on this
investigation. 

Documents Reviewed
 Employee timesheet.

 Employee monthly attendance calendar.

V. Audit Information and Analysis

During the review of the employee’s payroll documents, timesheet and monthly calendar for the
period from July 10, 2023 through July 23, 2023 the auditor noted that the reported payroll expense,
annual leave, and sick leave did not match with the employees’ monthly calendar, resulting in
inaccurate payroll time and attendance records. Attachments I and II.

VI. Internal Audit Professional Standards

The audit was performed 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- Employee Timesheet
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Attachment II - Employee Calendar
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Attachment III – Management Response
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