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DANIEL G , KYI~ , P11,D., CPA, CFI 
I,EGISLATIVE AUDI'IO R 

OFFICE OF 

LEG ISLA TIV E A U D ITO R 
STATE OF LOUISIANA 

BATON ROUGE, LOUISIANA 70804-9397 

M ay 3, 2002 

on the Financial Statem ents 

HONO RABLE PATRICIA A. JO HNSO N 
FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
New O rleans, Louisiana 

1600 NOR'I't I TI IIRD STREF'I 
POS'I OFFICE BOX 94397 

TELEPHONE: (225) 339-3800 
FACSIMILE: (225) 339-3870 

W e attem pted to audit the accom panying general purpose financial statem ents of the First 
Municipal District Assessor, Parish of Orleans (Assessor), as of and for the year ended 
Decem ber 31, 2001, as listed in the table of contents. These financial statem ents are the 
responsibility of m anagem ent of the Assessor. 

As explained in Exhibits A and B of this report, the Assessor did not have adequate 
docum entation to support financial transactions reflected in the accom panying general purpose 
financial statem ents and failed to provide us with financial records necessary for us to apply 
sufficient audit procedures to enable us to express an opinion on the fair presentation of the 
accom panying general purpose financial statements. Furtherm ore, the Assessor failed to 
provide us with written representations regarding financial m atters of her office and her office's 
com pliance with various laws and regulations. These written representations from the Assessor 
are required by auditing standards generally accepted in the United States of Am erica. 

As disclosed in note I(E) to the financial statements, the Assessor failed to adopt a budget for 
the fiscal year ending December 31, 2001, as required by Louisiana law. Generally accepted 
accounting principles require that a com parative budget and actual statem ent be included in the 
accom panying general purpose financial statem ents when adoption of a budget is legally 
required. Therefore, failure to present this com parative budget and actual statem ent is a 
departure from generally accepted accounting principles. 

Because of the significance of the m atters discussed in the second paragraph, the scope of our 
work was not sufficient to enable us to express, and we do not express, an opinion on the fair 
presentation of the financial statem ents referred to in the first paragraph or on the 
accom panying supplem ental inform ation schedule. 



LEGISLATIVE AUDITOR 

HO NO RABLE PATRICIA Ao JO HNSO N 
FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
Audit Report, Decem ber 31, 2001 

In accordance with Governm ent Auditing Standards, we have also issued our report dated 
May 3, 2002, on our consideration of the Assessor's internal control over financial reporting and 
on our tests of her com pliance with certain provisions of laws and regulations. That report is an 
integral part of attem pting an audit in accordance with Governm ent Auditing Standards and 
should be read in conjunction with this report in considering the results of our engagement. 

G LM :GCA:d 

[ORLAS02] 

/~ectfully submitted, 
Daniel G . Kyle, CPA, CPE 
Legislative Auditor 



U NAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
ALL FUND TYPES AND ACCO UNT G RO UPS 

Balance Sheet, Decem ber 31,200t 

ASSETS 

Cash and cash equivalents (note 2) 
Due from Orleans Board of Assessors 
Office furnishings and equipment (note 3) 

TOTAL ASSETS 

LIABILITIES AND EQUITY 
Liabilities: 
Accounts payable 
Payroll taxes payable 
Total Liabilities 

Equity: 
Investment in general fixed assets 
Fund balance (deficit) - unreserved - undesignated 
Total Equity 

TOTAL LIABILITIES AND EQUITY 

ACCOUNT 
GOVERNMENTAL GROUP - 

FUND - GENERAL 
GENERAL FIXED 
FUND ASSETS 

$51,182 
4.143 

$55,325 

$135,363 
5,565 

140,928 

(85,603) 
(85,603) 

$55,325 

The accom panying notes are an integral part of this statem ent. 
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$22,776 

$22,776 

NONE 

$22,776 

22,776 

Statem ent A 

TOTAL 
(MEMORANDUM 

ONLY) 

$51,182 
4,143 
22.776 

$78,101 

$135,363 
5,565 

140,928 

22,776 

(85,603) 
(62,827) 

$78,101 



UNAUDITED 

FIRST MUNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
GOVERNMENTAL FUND - G ENERAL FUND 

Statem ent of Revenues, Expenditures, 
and Changes in Fund Balance 
For the Year Ended Decem ber 31, 2001 

REVENUES 
Intergovernm ental revenues- Board of Assessors 
Allotm ent 
Appropriated from City of New Orleans 
Appro priated from Orleans Board of Assessors 
Document transfer fees 
Revenue sharing 
On-behalf payments 
Legal fees 
Interest incom e 
Other inco me 

Total revenues 

EXPENDITURES 
Personal services and related benefits 
O perating serv ices 
Travel and other charges 

Total expenditures 

EXCESS OF EXPENDITURES OVER REVENUES 

FUND BALANCE AT BEGINNING OF YEAR 

FUND BALANCE (Deficit) AT END OF YEAR 

The accom panying notes are an integral part of this statem ent 
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Statem ent B 

$134,943 
50,000 
14,000 
36,177 
10,000 
91,934 
10,000 

956 
1.990 

350.000 

214,656 
246,328 
3,142 

464.126 

(114,126) 

28.523 



NTRO DUCTIO N 

UNAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F:' O RLEANS 

Notes to the Financial Statem ents 
As of and for the Year Ended Decem ber 31,2001 

The First Municipal District Assessor, Parish of Orleans (Assessor), is an independently elected 
official and is one of seven assessors for O rleans Parish. There are seven m unicipal districts 
with an independently elected assessor for each district. All assessor offices are located on the 
4th floor of the O rleans Parish City Hall

, 1300 Perdido Street. Louisiana Revised Statute (R.S.) 
47:1909 states that the governing authority of the city of New O rleans shall provide suitable 
room s in the city hall for the use of the assessor of each m unicipal district and for the use of the 
board of assessors. Therefore, the upkeep and m aintenance costs of the assessors' offices 
are not included in the accom panying financial statem ents. 

The Board of Assessors, Parish of Orleans (board), comprised of the seven Orleans Parish 
assessors, is the adm inistrative body for the O rleans Parish assessors and their seven 
m unicipal districts. R.S. 47:1909 provides that the assessors elected in the Parish of O rleans 
shall constitute a board of assessors for the parish and each assessor shall independently 
exercise his functions in the assessing and listing of the property in and for his respective 
district within the parish. 

The board's prim ary revenue is ad valorem taxes collected by the New O rleans Departm ent of 
Finance - Bureau of Treasury (city tax collector) from the assessment tax rolls of the parish. 
The seven O rleans Parish assessors receive an allotm ent from the board on a pro-rata basis 
for operation of their offices. The rem aining funds of the board are used to pay the assessors' 
salaries and fringe benefits and adm inistrative expenses of the board. 

The Assessor assesses all real and movable property in her municipal district subject to ad 
valorem taxation. The Assessor is authorized to appoint as many deputies as may be 
necessary for the efficient operation of the office  and to provide assistance to the taxpayers in 
her district. The deputies are authorized to perl:orm all functions of the office, but the Assessor 
is officially and peculiarly responsible for the actions of the deputies. The Assessor has four 
em ployees. 

The Assessor com pletes an assessm ent listing by August 1 of the tax year and subm its the lis! 
to the parish governing authority, as prescribed by law. O nce the assessm ent listing is 
approved/certified by the Louisiana Tax Com m ission, the assessm ent roll is subm itted to the 
city tax collector, who is responsible for the collection and distribution of taxes to the various 
taxing bodies. 



UNAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
Notes to the Financial Statements (Continued) 

SUM M ARY O F SIGNIFICANT ACCO UNTING PO LICIES 

A. BASIS O F PRESENTATIO N 

The accom panying general purpose financial statem ents of the Assessor have been 
prepared in conformity with generally accepted accounting principles (GAAP) as applied 
to governmental units. The Governmental Accounting Standards Board (GASB) is the 
accepted standard-setting body for establishing governm ental accounting and financial 
reporting principles. 

B. REPO RTING ENTITY 

The Assessor is a separate governm ental reporting entity. The board determ ined that 
they were a separate governm ental reporting entity and that each assessor of the parish 
of O rleans was a separate governm ental reporting entity. Therefore, for financial 
reporting purposes, the Assessor includes all funds and account groups that are 
controlled by the Assessor as an independently elected parish official. The activities of 
other independently elected parish officials and m unicipal level governm ents are not 
included within the accom panying financial statem ents. 

C. FUND ACCO UNTING 

The Assessor uses a fund (General Fund) and an acco unt group to report on its 
financial position and the results of its operations. Fund accounting is designed to 
dem onstrate legal co m pliance and to aid financial m anagem ent by segregating 
transactions relating to certain governm ent functions or activities. 

A fund is a separate accounting entity with a self-balancing set of accounts. O n the 
other hand, an account group is a financial reporting device designed to provide 
accountability for certain assets and liabilities that are not recorded in the funds because 
they do not directly affect net expendable available financial resources. 

The fund of the Assessor is classified as a governmental fund (General Fund), which 
acco unts for the Assessor's general activities, including the collection and disbursem ent 
of specific or legally restricted m onies and the acquisition of general fixed assets. 

The General Fund, as provided by R.S. 47:1906, is the principal operating fund of the 
Assessor and acco unts for the operation of the Assessor's office. 



U NAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
Notes to the Financial Statements (Continued) 

D. BASIS O F ACCOUNTING 

The accounting and financial reporting treatm ent applied to a fund is determ ined by its 
m easurem ent focus. The General Fund is accounted for using a current financial 
resources m easurem ent focus. W ith this m easurem ent focus, only current assets and 
current liabilities are genera lly included on the balance sheet. The operating statem ent 
of the General Fund presents increases (revenues and other financing sources) and 
decreases (expenditures and other financing uses) in net current assets. 

The General Fund is m aintained on the m odified accrual basis of accounting wherein 
revenues are recognized in the accounting period in which they becom e available and 
m easurable. "Measurable" m eans the am ount of the transaction can be determ ined and 
"available" m eans collectible within the current period or soon enough thereafter to be 
used to pay liabilities of the current period. The Assessor uses the following practices in 
reco rding revenues and expenditures: 

Revenues 

District allotm ents and revenue sharing revenues are recorded in the year they 
are due and payable. Docum ent transfer fees and legal fees reim bursed are 
recorded as revenues when received. Interest inco m e on tim e deposits is 
recorded when the tim e deposits have m atured. 

Expenditures 

Expenditures are recognized in the acco unting period in which the liability is 
incurred. 

E. BUDGET AND BUDGETARY PRACTICES 

Although the Assessor is required by Louisiana law to adopt a budget for the Genera 
Fund, a budget was not adopted for the fiscal year ending December 31,2001. 

F. O N-BEHALF PAYM ENTS FO R 
FRING E BENEFITS AND SALARIIES 

On-behalf payments for fringe benefits and salaries totaled $91,934 for the year. The 
AssessoPs salary of $80,250 was paid directly to the Assessor from the board. In 
addition, the board paid fringe benefits totaling $11,684 (pension plan contributions 
totaling $6,676 and health insurance premiums totaling $5,008) on-behalf of the 
Assessor. On-behalf payments are reported as revenues (on-behalf payments) and 
expenditures (personal services and related benefits) in Statement B. 



UNAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
Notes to the Financial Statements (Continued) 

Certain operating expenditures of the Assessor's office are paid by the city of New 
O rleans and are not included in the accom panying financial statem ents. These 
operating expenditures include office space, utilities, telephones, and janitorial services. 

G . ENCUM BRANCES 

The Assessor does not use encum brance accounting 

H. CASH AND CASH EQ UIVALENTS 

Cash and cash equivalents include amounts in demand deposits and time ce rtificates of 
deposit with original m aturities of 90 days or less. Under state law, the Assessor m ay 
deposit funds in dem and deposits, interest-bearing dem and deposits, or tim e certificates 
of deposit of state banks organized under Louisiana law and national banks having their 
principal offices in Louisiana. 

G ENERAL FIXED ASSETS 

Fixed assets are recorded as expenditures at the tim e purchased, and the related 
assets are capitalized (reported) in the general fixed assets account group. No 
depreciation has been provided on general fixed assets. All fixed assets are valued at 
historical cost. 

J. LEAVE 

The Assessor has the following policy relating to vacation and sick leave 

Em ployees earn 10 days of vacation leave upon com pletion of one year of 
em ploym ent. Upon five years of em ploym ent and up to 15 years of em ploym ent, 
em ployees earn 15 days of vacation leave. Em ployees with m ore than 15 years 
of em ploym ent earn 20 days of w~cation leave. Vacation leave not taken/used at 
the end of the year is not ca rried over to the following year. Therefore, a liability 
for unused vacation leave at Dece m ber 31, 2001, is not recorded in the financial 
statem ents. 

Em ployees earn sick leave at the rate of one-half day for each m onth of 
em ploym ent. Em ployees m ay accum ulate sick leave indefinitely. Unused sick 
leave can be taken only in the event of illness and is not convertible to pay upon 
term ination of em ploym ent or retirem ent. Therefore, a liability for unused sick 
leave at Decem ber 31, 2001, is nat recorded in the financial statem ents. 

Vacation and sick pay expenditures are charged to operations when incurred 



U NAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
Notes to the Financial Statements (Continued) 

K. TOTAL CO LUM N O N STATEM ENT 

The total colum n on Statem ent A is captioned Mem orandum O nly to indicate that it is 
presented only to facilitate financial analysis. Data in this colum n does not present 
financial position in conform ity with generally accepted accounting principles. Neither is 
such data com parable to a consolidation. 

2. CASH AND CASH EQUIVALENTS 

At December 31, 2001, the Assessor has cash, and cash equivalents (book balances) totaling 
$51,182 as follows: 

Dem and deposits 
Tim e deposits 

Total 

$35,317 
15,865 

These deposits are stated at cost, which approxim ates m arket. Under state law, these deposits 
(or the resulting bank balances) must be secured by federal deposit insurance or the pledge of 
securities owned by the fiscal agent bank. The m arket value of the pledged securities plus the 
federa l deposit insurance m ust at all tim es equal the am ount on deposit with the fisca l agent. 
At Dece mber 31, 2001, the Assessor has $53,680 in deposits (collected bank balances). 
These deposits are fully secured from risk by federal deposit insurance (GASB Category 1). 

3. CHANGES IN GENERAL FIXED ASSETS 

A summary of changes in general fixed assets (office furnishings and equipment) follows 

Balance, January 1,2001 
Additions 
Deductions 

Balance. Decem ber 31, 2001 

$22,776 
None 
None 

4. PENSIO N PLAN 

Plan Description. Substantially all em ployees of the Assessor's office are m em bers of the 
Louisiana Assessors' Retirement System (System), a cost-sharing, multiple-employer defined 
benefit pension plan adm inistered by a separate board of trustees. 



UNAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
Notes to the Financial Statements (Continued) 

All full-tim e em ployees that are not drawing retirem ent benefits from any other public retirem ent 
system in Louisiana are required to participate in the System . Em ployees who retire at or after 
age 55 with at least 12 years of credited service or at or after age 50 with at least 30 years of 
credited serv ice are entitled to a retirem ent benefit, payable m onthly for life, equal to 3.00% of 
their final-average salary for each year of credited service prior to July 1, 1999, and 3.33%  for 
each year of credited serv ice earned after that date, not to exceed 100% of their final-average 
salary. Final-average salary is the employee's average salary over the 36 consecutive or joined 
m onths that produce the highest avera ge. Em ployees who term inate with at least 12 years of 
serv ice and do not withdraw their em ployee contributions m ay retire at or after age 55 and 
receive the benefit accrued to their date of term ination. The System also provides death and 
disability benefits. Benefits are established or am ended by state statute. 

The System issues an annual publicly available financial report that includes financial 
statem ents and required supplem entary inform ation for the System . That report m ay be 
obtained by writing to the Louisiana Assessors' Retirem ent System , Post Office Box 14699, 
Baton Rouge, Louisiana 70898, or by calling (225) 928-8886. 

Funding Policy. Plan m em bers are required by state statute to contribute 7.0% of their annual 
covered salary and the assessor is required to contribute at an actuarially determ ined ra te. The 
current rate is 5.75%  of annual covered payroll. Contributions to the System also include one- 
fourth of 1% (1% for Orleans Parish) of the taxes shown to be collectible by the tax rolls of each 
parish, plus revenue sharing funds appropriated by the legislature. The contribution 
requirem ents of plan m em bers and the Assessor are established and m ay be am ended by state 
statute. As provided by R.S. 11:103, the em ployer contributions are determ ined by actuarial 
valuation and are subject to change each year based on the results of the valuation for the prior 
fisca l year. The Assessor's co ntributions (excluding the contributions made by the board on- 
behalf of the Assessor) to the System for the years ending December 31, 2001, 2000, and 
1999, were $5,444, $4,625, and $4,773, respectively, equal to the required contributions for 
each year. 

5. LEASE CO M M ITM ENT 

The Assessor leases an autom obile that is acco unted for as an operating lease. On August 7, 
2001, the Assessor's lease for a 1999 Chry sler LHS term inated, and the Assessor signed a 
new lease for a 2001 Chrysler LHS. The lease is for 36 monthly payments of $475 beginning 
on August 8, 2001, and ending on August 7, 2004. For the year ending Decem ber 31, 2001, 
automobile lease expenditures for the two leases totaled $8,404. 

11 



UNAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
Notes to the Financial Statements (Continued) 

At Decem ber 31, 2001, the future m inim um annual com m itm ents are as follows 

Year EndinQ Decem ber 3 

2002 
2003 
2004 

Tota 

6. ESTIMATES 

Am ount 

$5,70O 
5,700 
3,800 

The preparation of financial statem ents in conform ity with generally accepted accounting 
principles require m anagem ent to m ake estim ates and assum ptions that affect the reported 
am ounts of assets and liabilities and disclosure of contingent assets and liabilities at the date of 
the financial statem ents and the reported am ounts of revenue and expenditures during the 
reporting period. Actual results could differ from those estim ates. 

7. RISK M ANAG EM ENT 

The Assessor is exposed to various risks of loss related to lim ited torts; theft of, dam age to and 
destruction of assets; errors and om issions and natural disasters for which the Assessor is 
covered by com m ercial insurance  of the board. 

8. LITIGATION AND CLAIM S 

The Assessor engages the services of attorneys to defend her assessm ent valuations of 
properties. In addition, during 2001, the Assessor incurred legal fees totaling $13,754 for the 
defense against the W rit of M andam us filed by the Legislative Auditor for the production of 
financial records and the subsequent appeal on the venue issue. The district court granted the 
W rit of Mandam us in favor of the Legislative Auditor. 

The legal fees paid during 2001 were funded in part by a $50,000 appropriation from the New 
Orleans City Council. Legal fees of $197,495, as reported on Schedule 1, are reconciled as 
follows: 

Legal fees paid during 2001 
Add - legal fees payable at Decem ber 31, 2001 

Legal fees as reported on Schedule 1 

12 

$71,827 
125.668 



UNAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSOR 
PARISH O F O RLEANS 
Notes to the Financial Statements (Concluded) 

9. GASB 34 IM PLEM ENTATIO N 

The GASB issued Statem ent Num ber 34, Basic Financial Statem ents-and M anagem ent's 
Discussion and Analysis-for State and Local Governm ents, in June 1999. The date of 
im plem entation is effective in three phases based on a governm ent's total annual revenues in 
the first fiscal year ending after June 15, 1999 (earlier application is encouraged). The 
Assessor is required to im plem ent the provisions for the pronouncem ent for financial 
statem ents for the period beginning after June 15, 2003, because total annual revenues were 
less than $10 million in the year ending December 31, 1999. GASB Statement Number 34 
establishes a new governm ental financial reporting m odel that will feature, am ong other 
significant changes, M anagem enrs Discussion and Analysis, a unique com bination of fund- 
based and governm ent-wide financial statem ents, and required supplem entary inform ation. 
The effects on the Assessor's financial statem ent are not known at this tim e; however, the 
pronouncem ent will be im plem ented for the year ending Decem ber 31, 2004, if not 
im plem ented earlier. 

10. SUBSEQUENT EVENT 

In the election for the First M unicipal District Assessor, Parish of O rleans, held February 2 
2002, Darren M ire was elected. M r. M ire's term as Assessor starts May 6, 2002. 

1:3 



UNAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSOR 
PARISH O F O RLEANS 

SUPPLEM ENTAL INFO RM ATIO N SCHEDULE 
For the Year Ended Decem ber 31, 2001 

The following supplem ental inform ation schedule; presents the Schedule of Expenditures for the 
year ended Decem ber 31, 2001. 

14 



UNAUDITED 

FIRST M UNICIPAL DISTRICT ASSESSO R 
PARISH O F O RLEANS 
G OVERNM ENTAL FUND - G ENERAL FUND 

Schedule of Expenditures 
For the Year Ended Decem ber 31, 2001 

EXPENDITURES 
Personal services and related benefits 
Salaries and wages 
O n-behalf paym ents for Assessor 
Hospitalization insurance 
Retirem ent 
Payroll taxes 

O perating services: 
Legal fees 
Office  supplies 
Assessor's personal expense allowance 
Autom obile lease 
Accounting and data processing 
Autom obile insurance  
Cellular telephone 
Dues and subscriptions 

Travel and other charges - 
m eetings/conference s 

TOTAL EXPENDITURES 

15 

Schedule 1 

$99,277 
9t ,934 
10,772 
5,444 
7,229 

214.656 

197,495 
15,562 
8,025 
8,404 
9,693 
2,261 
1,170 
3.718 

246.328 

3.142 

$464.126 



OTHER REPO RT REQ UIRED BY 

GO VERNM EN T A UDITING STANDARDS 

The following pages contain a report on com pliance with laws and regulations and on internal 
control over financial reporting as required by Governm ent Auditing Standards, issued by the 
Com ptroller General of the United States. This report is based on the attem pted audit of the 
financial statem ents and includes, where appropriate, any reportable conditions and/or m aterial 
weaknesses in internal control or com pliance m atters that would be m aterial to the presented 
financial statem ents. 



DAN IHI. G. KYLE, PI I.I).. CPA, CFI 
LEGISIJATIVE AuI)rl'OR 

OFFICE OF 

L EG ISLA TIV E A U D ITO R  
STATE OF LOUISIANA 

BATON ROUGE, LOUISIANA 70804-9397 

M ay 3, 2002 

_Report on Com pliance and on Internal Control Over Financia 
Reoortina Based on an Audit of the Financial Statem ents 

HO NO RABLE PATRICIA A. JO HNSO N 
FIRST M UNICIPAL DISTRICT ASSESSOR 
PARISH O F O RLEANS 
New Orleans. Louisiana 

1600 NOR'rll TtlIRI) SIREET 
POST OFFICE BOX 94397 

TELFPIIONE: (225) 339-3800 
FACSIMII.E: (225) 339-3870 

W e were authorized to audit the general purpose financial statem ents of the First M unicipal 
District Assessor, Parish of Orleans (Assessor), as of and for the year ended December 31, 
2001, and have issued our report thereon dated M ay 3, 2002. O ur audit was to have been 
conducted in accordance with auditing standards generally accepted in the United States of 
Am erica and the standards applicable to financial audits contained in Governm ent Auditing 
Standards, issued by the Com ptroller General of the United States. However, because of 
inadequacies in the Assessor's accounting records and lack of inform ation provided by the 
Assessor, we were not able to apply the foregoing standards. 

Com pliance 

As part of attem pting to obtain reasonable assurance about whether the Assessor's general 
purpose financial statem ents are free of m aterial m isstatem ent, we perform ed lim ited tests of its 
com pliance with certain provisions of laws and regulations, noncom pliance with which could 
have a direct and m aterial effect on the determ ination of financial statem ent am ounts. Our 
tests were lim ited because of inadequacies in the Assessor's accounting records and lack of 
inform ation provided by the Assessor. However', providing an opinion on com pliance with those 
provisions was not an objective of our audit, and, accordingly, we do not express such an 
opinion. The results of our lim ited tests disclosed instances of noncom pliance that are required 
to be reported under Governm ent Auditing Standards and are described in the accom panying 
schedule of findings in Exhibit B as item s 2000-01, 2000-02, 2000-03, 2000-04, 2000-05, and 
2000-06. 

nternal Control Over Financial Reporting 

In planning and attem pting to perform our audit, we considered the Assessor's internal control 
over financial reporting in order to determ ine our auditing procedures for the purpose of 
attem pting to express an opinion on the general purpose financial statem ents and not to 
provide assurance on internal control over financial reporting. However, because of 
inadequacies in the Assessor's accounting records and lack of inform ation provided by the 
Assessor, we were unable to form an opinion on the Assessor's financial statem ents and 
related notes. In addition to the m atters relating to noncom pliance with certain provisions of 
laws and regulations, we noted certain m atters involving the internal control over financial 
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reporting and its operation that we consider to be reportable conditions. Reportable conditions 
involve m atters com ing to our attention relating to significant deficiencies in the design or 
operation of the internal control over financial reporting that, in our judgment, could adversely 
affect the Assessor's ability to record, process, sum m arize, and report financial data consistent 
with her assertions in the financial statem ents. O ne m atter relates to the size of the Assessor's 
operation and its lim ited staff that precludes an adequate segregation of duties and other 
features of an adequate system of internal control, although to em ploy such controls m ay not 
be cost beneficial. The other m atters that are reportable conditions are described in the 
accom panying schedule of findings in Exhibit B as item s 2000-01, 2000-02, 2000-03, 2000-04, 
2000-05.2000-07, 2000-08, 2000-09, 2000-10, and 2000-11. 

A m aterial weakness is a condition in which the design or operation of one or m ore of the 
internal control com ponents does not reduce to a relatively low level the risk that m isstatem ents 
in am ounts that would be m aterial in relation to the general purpose financial statem ents being 
audited m ay occur and not be detected within a tim ely period by em ployees in the norm al 
course of perform ing their assigned functions. O ur consideration of the internal control over 
financial reporting would not necessarily disclose all m atters in the internal control over financial 
reporting that m ight be m aterial weaknesses and, accordingly, would not necessarily disclose 
all reportable conditions that are also considered to be m aterial weaknesses. However, of the 
reportable conditions described previously, we considered all item s to be m aterial weaknesses. 

This report is intended for the inform ation and use of the Assessor; Board of Assessors, city of 
New O rleans; and Legislative Auditor and is net intended to be, and should not be, used by 
anyone other than these specified parties. Under Louisiana Revised Statute 24:513, this report 
is distributed by the Legislative Auditor as a public docum ent. 

G LM :GCA:d 

[ORLAS02J 

Legislative Auditor 
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Schedule of Findings 
For the Year Ended Decem ber 31,2001 

CO M PLIANCE W ITH LAW S AND REG ULATIO NS 

2001-01 Adequate Financial Records Not M aintained 

Assessor Patricia Johnson has not m aintained adequate financial records. Financial records 
are necessary to (1) provide evidence that the Assessor has fulfilled her stewardship 
responsibilities; (2) properly account for the receipt and disbursement of funds; (3) demonstrate 
the Assessor's compliance with applicable laws and regulations; (4) properly manage and 
safeguard assets; and (5) provide for the preparation of accurate and timely financial 
statements. Louisiana Revised Statute (R.S.) 44:36 requires the Assessor to exercise diligence 
and care in preserving public records. 

Assessor Johnson hired a contract accountant to com pile the cash receipts and cash 
disbursements journals, prepare the general ledger, and reconcile the checking account for the 
year ending Decem ber 31, 2001. This work was com pleted for the start of our audit on April 16, 
2002. Although these records are needed to prepare the annual financial statem ents, they 
were Dot available timely (3~ months after the year-end) and were not prepared monthly to 
enable the Assessor to properly account for the receipts and disbursem ent of funds. 

Specifica lly, the financial records were deficient in that the Assessor did not: 

Prepare monthly cash receipts and cash disbursement journals providing a 
detailed listing of all m oney received/checks written sum m arized by account 
classification. 

Maintain a m onthly general ledger that sum m arizes the ca sh receipts and 
disbursem ents transactions. Preparing a m onthly general ledger and reconciling 
certain account balances in the general ledger to detailed records (i.e., cash) 
provides assurance that all transactions are recorded each m onth. W ithout a 
current general ledger, accurate and tim ely financial statements cannot be 
prepared. 

Prepare m onthly financial statem ents that report the operations of the Assessor 
as com pared to the budgeted am ounts. 

Maintain supporting documentation for all disbursements made. (See findings 
"Internal Control Over Disbursem ents Inadequate" and "W eaknesses in Internal 
Control Over Payroll.") 
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M aintain a detailed list of all ca pital assets that includes the date acquired, 
amount, and location of the asset. (See finding "Fixed Asset Records 
Inadequate.") 

Maintain individual em ployee personnel files, including annual and sick leave 
records. (See finding "W eaknesses in Internal Control Over Payroll.") 

Have a written travel policy that provides specific guidance as to allowable travel 
expenses, such as reim bursem ent rates for m ileage, lodging, and m eals. 

Have written purchasing procedures that ensure purchases are (1) properly 
authorized; (2) made in accordance with laws and regulations; (3) made with 
available funds; and (4) properly budgeted. 

The Assessor should (1) prepare monthly cash receipts and cash disbursements journals; 
(2) maintain a general ledger; (3) prepare monthly financial statements; (4) maintain supporting 
documentation for all disbursements made; (5) maintain a detailed list of all ca pital assets; 
(6) maintain individual employee personnel files; (7)prepare a written travel policy; and 
(8) prepare written purchasing procedures. 

2001-02 Assessor's Personal Expense Allow ance 
Not Included as W ages or Reported to the 
Internal Revenue Service 

The Assessor's personal expense allowance was not reported as wages on her Internal 
Revenue Service (IRS) Form W -2 (W age and Tax Statement), and the required employment 
taxes were not withheld and remitted to the IRS. R.S. 47:1907(B) provides that in addition to 
her salary, the Assessor is granted 10% of her annual com pensation as a personal expense 
allowance. As a general rule, m ost ca sh paym ents and benefits provided to workers are 
considered taxable wages for federal incom e tax purposes unless they specifically are excluded 
from incom e by a provision of the federal tax code. Absent such a specific exclusion, wage 
payments and employer-provided benefits are subject to employment taxes. There is no 
specific exclusion for the personal expense allowance in the federal tax code. 

For calendar year 2001, Assessor Patdcia Johnson was paid $8,025 for her personal expense 
allowance. Assessor Johnson inform ed us that since she has been Assessor, the personal 
expense allowance has never been included on her IRS Form W -2 or IRS Form 1099, and 
em ploym ent taxes were never withheld or paid on the allowance. 
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The Assessor should am end the applicable payroll reporting form s for all applicable years and 
subm it these to the appropriate federal and state taxing authorities. 

2001-03 Personal Use of Vehicle Not 
Reported as Taxable Incom e 

The Assessor did not report her personal use of an Assessor-owned vehicle as wages as 
required by federal tax laws. An employer-provided vehicle is considered a fringe benefit under 
the federal em ploym ent tax laws. Em ployees are generally required to m aintain adequate 
records substantiating their business use of the vehicle. 

The Assessor leases one vehicle (2001 Chrysler LHS) that is used by her for personal use; 
however, she does not m aintain records substantiating the business use of the vehicle. For the 
year ended Decem ber 31, 2001, the Assessor did not determ ine the value of the personal use 
and include it in her wages. 

The Assessor should (1) comply with appropriate employment tax laws and record-keeping 
requirements; and (2) amend the applicable payroll reporting forms for all appropriate years and 
subm it these to the appropriate federal and state taxing authorities. 

2001-04 Debt Incurred W ithout Approw d 

The Assessor incurred long-term debt, in the form of a lease agreem ent, without obtaining 
State Bond Com m ission consent and approval as required by Louisiana law. R.S. 
39:1410.60(A) provides that governments cannot borrow money or incur debt without the 
consent and approval of the State Bond Commission. R.S. 39:1410.60(C)(1) provides that the 
term "debt" does not include a lease of a m ovable that contains a non-appre priation clause and 
which does not contain an anti-substitution or penalty clause. 

O n August 8, 2001, the Assessor entered into a three-year lease agreem ent with Chrysler 
Financial Corporation for a 2001 Chrysler LHS. This lease agreem ent did not include a non- 
appropriation clause and did include a penalty clause. Therefore, State Bond Com m ission 
consent and approval was required. The Assessor did not obtain State Bond Com m ission 
consent and approval to incur the long-term debt for this lease. The total debt incurred by the 
Assessor under the three-year lease was $17,100. 
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The newly elected Assessor should im m ediately take possession of the vehicle and either 
return it or apply to the State Bond Com m ission for approval of the lease agreem ent dated 
August 8, 2001. 

2001-05 Failure to Com ply W ith Local 
Governm ent Budget Act 

The Assessor did not prepare and adopt a budget as required by Louisiana law. R.S. 39:1305 
requires the Assessor to prepare a com prehensive budget presenting a com plete financial plan 
for the general fund. R.S. 39:1309 requires that all action necessary to adopt and otherwise 
finalize and im plem ent the budget shall be com pleted before the end of the prior fiscal year. 

Assessor Johnson did not prepare and adopt a budget for the years 2001 or 2002. In addition 
to violating Louisiana law, this reduces the effectiveness of the Assessor's budgetary controls 
over revenues and expenditures. 

The newly elected Assessor should adopt a budget for the rem ainder of the year beginning 
May 6, 2002, and ending Decem ber 31, 2002. 

2001-06 Failure to Com plete the Louisiana 
Com pliance Q uestionnaire 

The Assessor did not com plete the Louisiana Com pliance Questionnaire as required by 
Louisiana law. R.S. 24:513 requires that the Louisiana Com pliance Questionnaire, an integral 
part of the Louisiana Governm ental Audit Guide, be co m pleted by the Assessor and given to its 
auditor (the Legislative Auditor) at the beginning of the audit. The questionnaire is the 
Assessor's representation of her com pliance with state laws. 

W e m ailed the Louisiana Com pliance Questionnaire to Assessor Johnson on February 21, 
2002, and requested that she com plete and return it to us. W e provided Assessor Johnson 
with the questionnaire again on April 16, 2002, and asked her to complete and return it to us. 
W e again m ade a request on May 1, 2002, that she com plete and return the questionnaire to 
us. The Assessor failed to co m ply with our requests. 

The newly elected Assessor should com plete the Louisiana Compliance Questionnaire at the 
beginning of all future audits and give it to the auditor. 
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INTERNAL CO NTRO L OVER FINANCIAL REPO RTING 

2000-07 Internal Control Over Disbursem ents Inadequate 

Internal control over disbursem ents is inadequate in that appropriate supporting docum entation 
is not m aintained. Good internal control requires that docum entation exist to support 
transactions entered in the financial records of the Assessor. R.S. 44:36 requires that public 
records be preserved and m aintained for a period of at least three years from the date on which 
the public record was m ade. 

Deficiencies in internal control over disbursem ents include the following: 

Adequate docum entation is not m aintained to support all paym ents. Assessor 
Johnson could not provide supporting docum entation for 34 paym ents, totaling 
$88,117, that were paid between January 1, 2001, and December 31, 2001, and 
seven payments, totaling $55,186, that were paid betw een January 1, 2002, and 
April 30, 2002. Because of the lack of supporting docum entation, we co uld not 
determ ine whether these paym ents were for business or personal purposes. A 
sum m ary of these paym ents follows: 

John Rawls, Attorney 
Leroy Hartley, Attorney 
Guste, Barnett & Shushan, Attorneys 
Jacque Touzet, Attorney 
Brett Prendergast, Attorney 
Office  Depot 
Sprint PCS (cell phone) 
Hotels 
Other 

Totals 

EXHIBIT B 

Num ber of 
Payments 

6 
1 
9 
1 
1 
6 
5 
2 
10 

41 

Am ount 

$89,693 
17,585 
13,754 
3,130 
2,500 
8,404 
1,448 
1,397 
5.392 

$143,303 
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The Assessor could not provide us with 12 checks, totaling $6,922, written and 
clearing the bank in April 2001 and O ctober 2001. 

IRS Form s 1099 were not filed for attorneys who provided legal services to the 
Assessor's office. 

The Assessor should (1) ensure that there is adequate documentation to support the 
disbursem ent of public funds and should m aintain this docum entation for the required tim e 
period; (2) maintain canceled checks to support payments made; and (3) file required IRS 
Form s 1099 for individuals who do business with the Assessor. 

2000-08 Fixed Asset Records Inadequate 

Detailed fixed asset reco rds are not m aintained, assets are not tagged, and physica l inventories 
of fixed assets are not co nducted annually. R.S. 24:515(B)(1) requires the Assessor to 
m aintain records of all land, buildings, im provem ents other than buildings, equipm ent, and any 
other general fixed assets, which were purchased or otherwise acquired. The reco rds should 
include inform ation as to the date of purchase of such property or equipm ent, the initial cost, 
the disposition, if any, the purpose of such disposition, and the recipient of the property or 
equipm ent disposed. Good internal control over fixed assets requires that fixed assets be 
tagged for identifica tion purposes and that annual physical inventories of fixed assets be 
co nducted to ensure the accuracy of fixed asset: records. 

Because the Assessor does not have detailed fixed asset records, we were not able to apply 
other auditing procedures to satisfy ourselves as to the existence and cost of the general fixed 
assets totaling $22,776, as reported on Statement A (Balance Sheet). 

The Assessor should (1) define assets that will be inventoried, including the minimum value for 
inclusion on the list of fixed assets; (2) prepare a detailed list of fixed assets [the list should 
include the date of purchase and the initial cost]; (3) conduct a physical inventory at least 
annually and follow up on items not found during the physical inventory; and (4) identify [tag] 
assets that belong to the Assessor and include the tag number on the listing of fixed assets. 
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2000-09 W eaknesses in Internal Control Over Payrol 

The Assessor does not have adequate internal control over the payroll function. Good internal 
control would require that there be form al payroll and personnel policies and procedures and 
that certain em ploym ent inform ation be m aintained. Our review of payroll revealed the 
following deficiencies: 

The Assessor does not have form al payroll/personnel policies and procedures 

The Assessor could not provide employee attendance records (daily sign-in/out 
logs) for January 2, 2001, through August 2, 2001. In addition, the daily sign- 
in/out logs do not evidence the review/approval of the Assessor. 

No docum entation is on file relating to approved salary/wage amounts for 
em ployees. 

Form I-9 - "Em ploym ent Eligibility Verification" is not m aintained for all 
em ployees hired after Novem ber 6, 1986, as required by the U.S. Departm ent of 
Justice Im m igration and Naturalization Service. In addition, other federal and 
state inco me tax withholding tax forms (Federal Form W -4 and Louisiana Form 
L-4) are not maintained on all employees. 

No em ploym ent applica tions are available 

No job descriptions are available 

No records are m aintained to docum ent whether em ployees earn or take 
vaca tion leave or sick leave. 

Although the Assessor has only four em ployees, controls over payroll can be im proved by 
im plem enting the following: 

1 

2 

3 

Prepare sim ple written policies and procedures relating to payroll and personne 

Maintain all attendance records that evidence, at a m inim um , the work hours of 
all em ployees and the review/approval of the Assessor. 

Establish a personnel file on each em ployee that co ntains, at a m inim um , 
(1) documentation of the employee's approved pay rates; (2) a completed Form 
I-9 - U.S. Departm ent of Justice Im m igration and Naturalization Serv ice 
"Em ploym ent Eligibility Verification" for all em ployees hired after Novem ber 6, 
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4 

1986; (3) completed federal and state income tax withholding forms (Forms W -4 
and L-4); (4) an employment application form; and (5) a job description. 

Maintain sim ple records to acco unt for vacation and sick leave earned and taken 
by em ployees. 

2000-10 Policy for Use of Cellular Phones Needed 

Assessor Johnson does not have a form al policy for the use of cellular phones. A form al policy 
would provide guidance for the business use and care of cellular phones. 

The Assessor's office paid charges of $1,170 during 2001 for usage of a cellular phone 
assigned to the Assessor. W e could not determ ine whether these paym ents were for business 
or personal purposes because we were not provided supporting docum entation for these 
paym ents. 

The Assessor should adopt a form al policy for the business use of cellular phones and should 
m aintain adequate docum entation to support the disbursem ent of public funds and com pliance 
w ith the cellular phone policy. 

2000-11 Variances in Assessm ent of Property 

W e were unable to obtain explanations and docum entation of variances in assessm ents. 
Assessors have the responsibility to m aintain docum entation supporting their fair and equitable 
assessm ent of property, 

W e reviewed the assessm ent rolls for one particular residential building located in Assessor 
Johnson's district for the assessm ent period beginning January 1, 2001. W e assum ed that 
individual units within this residential building were similar, as individual units within the building 
had the sam e num ber of square feet. 

Although there were sim ilar units within this building that had the sam e square footage, the 
assessed values varied significantly. The following are som e exam ples of the ranges in 
assessed property values for particular units with the sam e square footage: 
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Three units with the same square footage (2,139) ranged from $400,000 to 
$650,000. 

Two units with the same square footage (2,365) ranged from $550,000 to 
$731,000. 

Seven units with the same square footage (2,687) ranged from $740,000 to 
$900,000. 

Two units with the same square footage (3,884) ranged from $800,000 to 
$1,322,5O0. 

Two units with the same square footage (3,901) ranged from $900,000 to 
$1,365,000. 

W e were able to obtain explanations for differences in assessm ent values for som e of the 
above properties by reviewing certain change orders. However, there was no docum entation to 
support the statem ents m ade on those change orders. 

W e attem pted to obtain from Assessor John.,~on explanations and docum entation supporting 
the differences in assessm ent values on May 3, 2002. However, Assessor Johnson did not 
produce any docum entation and ordered us to leave the building. 
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NTERNAL CO NTRO L AN[) CO M PLIANCE M ATERIAL 
TO THE FINANCIAL STATEM ENTS 

PRIO R YEAR FINDING DISPOSITION 

2000-01 Failure to com ply with Louisiana Resolved by the Legislative Auditor in 
audit and reporting laws attem pting to audit the Decem ber 31,2001 

fiscal year. 

2000-02 Failure to m aintain financial Partially resolved. The Assessor provided 
records and refusal to provide certain records; however, adequate financial 
available records records were not m aintained. See 2001-01 

in Exhibit B. 

2000-03 Assessor's personal expense Not resolved. See 2001-02 in Exhibit B. 
allowance not included as wages 
or reported to the Internal 
Revenue Service 

2000-04 Personal use of vehicle not Not resolved. See 2001-03 in Exhibit B. 
reported as taxable incom e 

2000-05 Debt incurred without approval Not resolved. See 2001-04 in Exhibit B. 

2000-06 Failure to com ply with Local Not resolved. See 2001-05 in Exhibit B. 
Governm ent Budget Act 

2000-07 Failure to co m plete the Louisiana Not resolved. See 2001-06 in Exhibit B. 
Com pliance Q uestionnaire 

2000-08 Internal control over Not resolved. See 2001-07 in Exhibit B. 
disbursem ents inadequate 

2000-09 Fixed asset records inadequate Not resolved. See 2001-08 in Exhibit B. 

2000-10 W eaknesses in internal control Not resolved. See 2001-09 in Exhibit B. 
over payroll 

2000-11 Policy for use of cellular phones Not resolved. See 2001-10 in Exhibit B. 
needed 

2000-12 Variance in assessm ent of Not resolved. See 2001-11 in Exhibit B. 
property 
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A ppendix I 

N ew ly E lected A ssessor's 
C orrective A ction Plans and R esponses to 

the Findings and Recom m endations 

O n Friday, M ay 3, 2002, then Assessor Patricia A . Johnson directed 
representatives of the legislative auditor to leave the prem ises of the First 
M unicipal District Assessor. Further attem pts to contact M s. Johnson have 
failed. Therefore, we have presented the findings to the new ly elected 
Assessor, Darren M ire, for his corrective action plans to correct the 
problem s of the previous adm inistration. Darren M ire took office as 
Assessor on M onday, M ay 6, 2002. 



 

D arren G . M ire 
A ssessor 

Ist M unicipal District, O rleans Parish 

4E01 City ltall - 1300 Pcrdido 
New O rleans, Louisiana 70112 

(504) 565-7052 office ~ (504) 565-7119 fax 

June 3, 2002 

M r. Daniel G . Kyle, PH .D ., CPA , CFE 
Legislative A uditor 
State of Louisiana 
P.O . Box 94397 
Baton Rouge, LA 70804-9397 

Dear M r. Kyle, 

Throughout m y campaign, I spoke of bringing accountability and transparency back to 
the Assessors' office. I have found in taking office that the way to begin this process is 
by constructing a financial m odel of the offi ce, which w ill prove to the public th at they 
can  again have confidence in the way their tax dollars are being spent. 

Please accept the following, as m y offi cial response to the report on the financial and 
com pliance audit m ade by your office of the First M unicipal District A ssessor, Parish of 
Orleans, for the year ended D ecem ber 31, 2001. In addition to m y response, 1 will not 
only include ihe plans I have m ade to correct file problem s left by m y predecessor, 
Patricia A . Johnson, but also the steps I will take to prevent the occurrence of future such 
events. 

If you have any questions or com m ents, feel free to contact m e or m y assislanl, Catherine 
Dannel. Thank you in advance for your attention. 

Sincerely 

A ssessor, 1st M unicipal District 

DGM /cd 

Enclosures 

Assessor Darren G. M ire ~ 1~ Municipal District ~ 4E01 City nail. 1300 Perdido Street ~ New Orleans. bouisiana ~ 70112 ~ (504) 565-7052 



2001-01 Adequate Financial Records Not Maintained 

Assessor M ire has hired a contract acco untant to com pile the cash receipts and cash 
disbursements journals, prepare the general ledger, and reconcile the cash acco unts on a monthly 
basis. 

Additionally: 
A system has been put in place to m aintain supporting documentation for all cash deposits and 
disbursem ents. See item munbers 1.10 and 1.20 contained forthwith. 

A detailed list of all capital assets has been created (assignment of costs still pending some 
modest investigating and resulting estimation for the approximately ninety (90) items). See 
exhibit I. 

Individual employee personnel files are being maintained on all current employees. 

A travel policy has been written, as well as a voucher. See item 2.10 and exhibit 11 

l'urchasing procedures have also been established. See item 7.10 
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Cash Receipts 

Purpose: 
To establish procedures for the recording of cash receipls 

Definitions 
N one 

Provisions: 
A . General 
The eustoflial aJ~d recording functio~ls associated with cash receipls will be reslrieted to provide 
reasonable internal control with regard to the handling of these funds. The responsibility for 
receiving, recording, and depositing all cash receipts should be segregated. 

B. Cash Control/Cashiering 
All incom ing cash receipts and checks received should be timely subm itted and processed for 
deposit. All checks received will be restrictively stam ped "For Deposit Only -" and logged into 
both the Deposit Log and the Deposit and Disbursem ent Register. The necessary data elem enls 
for each check will include the check's date, remitter, description and amount. After each day's 
checks have been logged, a calculator tape will be prepared; the total will represent the cash 
receipts deposit for thai day. 

The checks will sllbsequently be photocopied. The photocopies w ill be attached to the rem illance 
adviees. 

Validated deposit receipts should be matched to the photocopies for the corresponding deposit(s) 
Any variances should be imm ediately resolved. 

C. Accounting 
Tile Aceountanl/Bookkeeper w ill review the check copies and rem ittance advices and the Deposit 
Log for coding and reconciliation. 
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Cash Receipts 

This employee will detemfine the account coding of each receipt and indicate it on the face of the 
supporling document(s). 

The Deposit Log will be used as the basis for erealing file journal entries recording the receipts 

A ll docum entation supporting cash receipts for the m onth will be retained for a m inim um period 
of three years. 

Upon receipt of lhe monthly bank statement, deposit totals should be agreed (reconciled) to the 
Deposit Logs per the bank statem ent. Any diffeJeJlees should be im m ediately resolved. 
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Purpose: 
To establish proeedures for the control and recording of accounts payable invoices and cash 
disbursements. 

l)cfinitiolls 
N one 

Provisions: 
Good intern al controls require that adequate docum entation exist and be m aintained to 
substantiate the recording and subsequent disbm sement of funds related to expenditures. This 
documentation should exist in the form of invoices, receipts, T&E Vouchers, etc. 

Cash Control/Cashiering 
A . Expenditures should be recorded in the period incurred 

B 

C 

D 

Two alphabetized filing system s should be used to separate unpaid invoices fi'om 
paid invoices. 

lnvoiees should be marked "paid" upon disbursemeut to avoid omitting payment 
or duplicating the payment. The voucher portion of the check (or a copy) should 
also be attached. 

All checks disbursed must be logged into both tim Disbursements Log and tim 
Deposit and Disbursement Register. The necessary data elements for each check 
w ill include tile check's date, payee, description and am ount. 

E. Canceled checks should be maintained separately from tim paid invoices 

F IRS Fonns 1099 should be filed yearly for lawyers and contractors who provided 
services to the assessor's offi ce. 
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Travel and Expense Vouchers 

Purpose: 
To establish guidelines and procedures for tile preparation, execution and subm ission of Trave 
and Expense Vouchers. 

Definitions 
N one 

Provisions: 
A . General 

1. Business expenses incurred for tile following item s are to be subm itled on Travel 
and Expenses (T&E) Voucher forms. 

2 

3 

4 

-Business Travel 
-Business M eals and Entertainment 
-Business Gifts 

The Travel and Expense Voucher is not to be used for reim bursem eJIt of other 
expenses, such as trade association membership dues, m eeting fees, continuing 
education expenses, m edical physicals, etc. These expenses should be subm itled 
as a regular invoice or check request, as applicable. 
Both cash and charge expenditures should be included on the T& E. 

Travel and Expense Vouchers are to be 

Com pleted and subm itted to Accounting wiflfin one week of return ing 

b 

from a trip or weekly if for local expenditures only. Reim bursem ent w 
not be m ade for expenses if the T&E Voucher is received after 90 days 
from the date of the exoense 

Subm itted to clear any outstanding cash advance before a new advance is 
obtained. 

e. Com pleted as to employee's nam e and supported by receipts 
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Travel and Expense Vouchers 

B 

d Signed, dated and properly approved by the Assessor (or another 
supervisory designee) 

Travel 
Tile travel section (top section) of the T&E Voucher is to be fully completed for expenses 
incurred for local or out-oflown travel. Information required on the T&E Voucher in support 
of expenses incurred for business travel inchtdes: 

1. G enera 

a. Dales of departure and return , 

b. D ays covered by T& E V oucher 

c. Location(s) visited (localifno out-of-lown lravel), 

d. Brief, to the point explanation of the purpose for the business trave 

c. Totals for each line across, 

f. Totals for right-hand column 

Transportation (excluding taxi cabs, shullles, airport limousines) 
a. Custom er copy of all airline tickets m ust be attached, 

b. Public carrier (airline, train, etc. expenses are to be entered separately for each day 
expense is incurred, 
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c. Air travel is limited to coach, unless the employee is tile Assessor and in air flight 
time exceeds two and one-half hours. Frequent flyer upgrades to first class flighls 
will be accepted only if there are no coach seats available, subject to approval by file 
Assessor (or another supervisory desiguee). Unauthorized premiunas for first class 
flights will not be reim bursed to the em ployee. 

d. Discounted fares are encouraged where prior planniog allows 

e. The Office recognizes the personal demands often placed on its employees and their 
fam ilies when '~ravel on company business is required and for this reason all frequent 
flyer benefits may be retained by the employee as long as this privilege is not abused 
by preferential bookiug at a higher cost to the Office. 

Car Rental 
Custom er copy of car rental m ust be attached 
(NOTE: lflhe Office is self-insured, no additional insurance coverage should be accepted 
oJ~ the car reutal form. 

H otel Room s 
a. Receipts for all lodging expeuses m ust be attached 

b 

e 

M eals 
a. 

Daily room charges including tax m ust be listed separately for each day 

Otherhotelexpenses areto be entered on oiherappropriaieliues ofthe T& E 
Voucher. 

List expenses incurred for you each day for m eals including tips. 

Expenses incurred for m eals w ith business associates are to be listed in the 
Entertainment section. 
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6. Taxi Cab 
Taxicab, shuttle and airport lim ousine fares including tips w ill be entered separately for 
each day expenses were incurred. Receipts docum enting each fare should be attached 
where possible/reasonable and must be attached when individual fares equal or exceed 
$25. 

Telephone 
Long Distance or local business charges will be entered separalely for each day expenses 
are incurred. 

Tips 

Enter miscellaneous tips separately by day, noting purpose for each. (Tips should 
generally be included wilh the appropriate expense, i.e., meals, taxis, etc.) 

M ileage and Parking 
a. M ileage reim bursem ent due will be calculated at the am ount per m ile by the 

Intern al Revenue Service. Show calculation in the M ileage section. 

b. M ileage reimbursement is only available when employee's personal car is used 

Local mileage reimbursement for travel to a location other than work (e.g., a 
local seminar or conference) will be only for lhe additional mileage incurred by 
the em ployee. 

d. Parking expenses are to be listed separately 

10. hlcidentals 
a. Costs of incidentals items (e.g., laundry) incurred in cases of emergency or when 

an employee is required to stay longer than planned are to be entered with 
explauations referenced in the Legends/Other Travel section, 

b Expenses for incidental item s are not to be include day-to-day personal 
expenditures thai would normally be incurred if at home (e.g. newspaper, 
magaziues, toothpaste, etc.) 
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1. ltolel bills and car rental bills which are to be m ailed for subsequent paym eut are to be so 
indicated oll the T&E Voucher ill the D h'ect Bill section. These should be subm itted 
when received on a second T&E Voucher fully completed with references to the original 
T& E Voucher to which it applies. 

12. I f another person, company, or organization is to pay all or part of any charges listed, the 
nam e and the affiliation of the person m aking reimbursem ent to the office for the 
expenses is to be indicated on the T& E Voucher. 

13. For purposes of converting foreign currency to US dollars, the following should be used 
a. The conversion rate that w ill be used by a credit card com pany, or 

b The eouversion rate used for any currency exebanges m ade by the em ployee 
The curreucy exchange receipls should be attached to the T& E, or 

c. The New York foreign exchange rate published in the wall Street Journa 

W hichever is m ost appropriate, in addition, the employee will also be reimbursed for any 
comm issiou paid on currency exchanges. These should be supported by receipts. 

C. M eals and Entertainment 
1. D ue to changes in federal tax laws, m ore stringent reporting and docum entation are 

required for entertainm enl expenses. Entertainm ent expenses nm st be ordiuary and 
necessary expenses of carrying on the Office's business and m ust not be lavish or 
extravagant. These expenses m ust also be directly related to and associated with the 
active conduct of the Office's business. Expenditures are generally not considered 
directly related to when et~tertainm eut occurs where there is little or no possibility of 
engaging in the active conduct of business. Expenditures are considered associated with 
if the entertainm ent directly precedes or tbllows a substantial bona fide business 
discussion. 



Effective Date 
lnm ~edialely 

Supersedes: 
"New 

Author: 
M ary W . Green 

Date Issued: 
M ay 14,2002 

N um ber: 
2.10 

Distribution 
G eneral 

Page: 
6 of 9 

Travel and Expense Vouchers 

For tax purposes, m eals and entertainm ent expenses, including taxes, tips, private room rentals, 
and parking fees related to file m eal or entertainer are generally lim ited to a 50% tax deduction. 
This includes expenses incurred when traveling away from hom e, m eals 

furnished on com pany prem ises, and reimbursed expenses. ]t also includes the cost of 
entertainment activities (e.g., golf) at business conferences unless the entertaimnent 
activity is a vital part of the meeting where business is discussed. (Employees can be 
reim bursed 100%  w ith no tax consequences, but the em ployer can only deduct 50% of 
amount reimbursed.) 

b 

c 

d 

e 

f. 

g. 

Travel to and from tile meal or entertainment. (Unlike parking, travel is not 
considered part of the activity.) 

The value of a m eal or entertainm ent which is fully taxable as com pensation to 
the recipient. 

Taxable employee benefits, such as vacation packages. 

De m inimus fringe benefits, such as holiday turkeys and hams, subsidized 
cafeterias, and tickets which are occasionally given out for entertainm ent events 
such as plays or baseball gam es. 

Food and enlertainm ent at lraditional social or recreational activities, such as an 
office party, picnic, or outing. These events are considered fully deductible 
because they are for the benefit of all employees. 

Expenses for samples or prom otional item s made available to lhe general public 

Charitable sporting events and related expenses (including food and beverage 
costs thai are a part of the ticket package) if the event is organized to benefit a tax 
exem pt organization, all net proceeds of the event are contributed to such 
organization, and volunteers perform substantially all the work. (This includes 
high school or college athletic events because tile referees, coaches, etc. are 

compensated.) 
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2. In addition to tile 50% limitation, there are stricter qualifications for all meal deductions 
To be deductible a meal must meet these requirements: 

a 

b 

c. 

d 

The meal must have a clear business purpose that directly relates to business 

Business m ust be discussed before, during or after the meal. A discussion 
includes business m eetings at a convention or sem inar. This requirem ent does 
not apply to individual personal m eals on business travel away from hom e. 

An employee m ust be present at tile m eal 

There m ust be receipts for all entertainm ent expenses and written details of item s 
a-c m ust appear on the face of the T&E. 

A general business relationship between diners is not enough to justify deductions. 
A good will lunch with a potential customer, unless business is actually discussed, is not 
deductible at all. 

Regarding tile T&E Voucher fom~, personal meals and business (entertainment) meals 
need to be segregated. Costs of personal meals will be i~leluded in the Travel (top) section 
oflhe T& E Voucher while business m eals will be included in the Entertainm ent seelion. 
Personal m eals are defined as those m eal costs incurred while traveling away from hom e 
when the individual pays for personal m eals and no one else's. 

4. Business m eals are defined as those m eals paid for by ao em ployee including oJ~e or m ore 
business associates in addition to the em ployee. For business m eals, each entertainm ent 
meal or event is to be listed separately (e.g., lunch aud dinner on the same day are to be 
sbown separately) 

5. Inform ation required on the T& E Voucher in support of expenses incurred for business 
m eals ill accordance with the tax support requirem ents is: 

a Date 
The date of each charge is required and will agree with the date on receipts 
provided. 
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b 

e 

Persons(s) and Office 

(1) A list of all persons including their title and office must be shown or 
at/ached to tile voucher. 

(2) Broad descriptions such as Office Personnel are not acceptable 

Place 
Enter file nam e and location of the establishm ent at wbieh the business m eal or 
enterlainment occurred. 

Business Purpose 
A brief, lo-lhe-point description or statem ent specifying a clear business purpose 
that directly relates to business with reference to the business discussion 
occurring before, during, or after the m eal. If tllere is insufficient space to write 
tile business purpose on the voucher itself, attach a written statem ent to the 
voucher. 

6. Credit card receipts will be required whenever possible instead of restaurant bill stubs. 
Copies of credit card billing statem ents will only be accepted in lieu of a m isplaced credit 
card receipt. Tbis should be noted on the T&E. 

D. Business Gifts 
1. G ifts given for business purposes are to be entered in the entertainm ent section of tile 

T&E Voucher. Gifts should not exceed $25.00 per recipient per year. 

2. Information required on the T& E Voucher in support of business gifts includes 

-Date 
-Person and company/office affi liation 
-Deseriptiou of gift 
-Business purpose 

IRS regulations stress full substantiation of business entertainm ent expenses including 
club expenses and business gifts. 
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E. M iscellaneous 
A irline tickets and other travel-related charges m ust be billed to the em ployee and not to the 
office for services rendered by travel agents. Em ployees required to travel on behalf of the 
com pany who do not have credit cards m ay obtain a travel advance lo pay for airline tickets. 
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Purchasing 

Purpose: 
To establish guidelines and procedures for the preparation, execution and subm ission of 
Requisition Forms. 

Definitions 
N one 

Provisions 
General 

A . Purchases of goods and services are initiated by properly authorized 
requisitions bearing the approval of the Assessor or his designee. 

B The appropriation to be charged is indicated on the purchase requisition by 
the person m aking the purchasing request. 

C. Un-obligated funds rem aining under the appropriation m ust be verified to be 
sufficient to m eet the expenditure. 

D . Requisiton Form s are to be 

2 

Completed and submitted to the assessor (or his designee) prior 
to the purchase being m ade or com m itted to. 

Completed as to vendor(s) name and address, item catalog 
num ber, item description, quantity break, quantity requisitioned 
item unit cost, and total cost extended. 

Signed, dated and properly approved by the Assessor (or another 
supervisory designee). 
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Budgels 

Purpose: 
To establish guidelines and procedures for budget preparation and adoption as required by 
Louisiana law . 

Definitions 
N one 

Provisions: 
R.S. 39: ] 305 requires the assessor to prepare a comprehensive budget presenting a complete 
financial plan for the general fund. R.S. 39:1309 requires that all action necessary to adopt and 
otherwise finalize and im plem ent the budget shall be com pleted before the end of the prior fisca 

year. 



2001-02 Assessor's Personal [Expense Allowance Not Included as 
W ages or Reported to the Internal Revenue Service 

The assessor's personal expenses allowance will be reported as wages on his IRS Form W -2 and 
the required employm enl taxes w ithheld and rem itted Io the ]RS. See item 4.10. 

*If it can be substantiated that the previous assessor's personal expense allowances were nol 
reported as wages oll either Form s 1099 or W -2 andthe previous assessor provides her address 
and social security number, the applicable payroll reporting forms will be am ended and subm itted 
to the appropriate federal and stale taxing aufl~orities. 
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Personal Expense Allowance 

Purpose: 
To eslablish guidelines and procedures for Assessors or employees who receive personal expense 
allowances. 

Definitions 
N one 

Provisions: 
R.S. 47:1907(B) provides that in addition 1o his salary, the assessor is granted 10% of his annual 
com pensation as a personal expense allowance. 

As lhere is no specific exclusion for the personal expense allowance in lhe federal lax code, either 

a 

b 

laxes should be withheld and remitted to the IRS and amounts reported on IRS Form W - 
2, or 
am ounts should be reported on IRS Form 1099. 



2001-03 Personal Use of Vehicle Not Reported as Taxable Incom e 

A policy has been im plem ented for tile assessor to com ply w ith appropriale em ploym ent lax laws 
and record-keeping requirem ents when this situation is applicable. See item 3.10. 
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O ffi ce-Paid Vehicles and Personal Use Declaration 

Purpose: 
q'o establish guidelines and procedures for employees who are assigned an office-paid vehicle 

Definitions: 
N one 

Provisions 

Pursuant to IllS regulations, the office is required to include in the W -2's of all em ployees 
assigned use of office  autos taxable earnings pezaaining to the personal use of these autos. The 
office has elected not to withhold income tax other titan FICA (Social Security Tax) on lbe value 
of the employee's personal usage. The IRS sets tbe Fair M arket Value and Amm al Value for 
leased autom obiles. The em ployee is required to m aintain detailed records to support business 
and personal use. Each elnployee assigned a com pany automobile m ust subm it a statem ent to the 
offi ce in N ovem ber documenting the business and personal use of the vehicle for tile period 
November (prior year) through October (eurrenl year). The personal usage percentage will be 
used to calculate the amount of taxable income included on tile employee's W -2 for the current 
year. 

N ote: 
State Bond Commission consent and approval is required by Louisiana law. P,.S. 39:1410.60(A) 
provides that govennnents cannot borrow m oney or incur debt without consent and approval of 
the State Bond Commission. R.S. 39:1410.60((?)(1) provides that the term "debt" does not 
include a lease of a m ovable that contains a non.-appropriation clause and which does not contain 
an anti-substitution or penalty clause. 



Declaraiion of Personal Use of Assigned Vehicle 

assigned vehicle for 20 is as follows 

Vehicle One 

do hereby declare that nay personal nse ofthc com pany 

Vehicle Two 

Vehicle M ake and M odel Vehicle M ake and M odel 

N um ber M onths Driven 

Ending M iles 

Beginning M iles 

20 Tolal M iles 

Personal M iles 

Personal M iles %  

Num ber M onths Driven 

Ending M iles 

Beginning M iles 

20 Total M iles 

Personal M iles 

Personal M iles %  

1 further declare lhat I have adequale records Io support the foregoing statem ent. 

Employee Name (Printed) 

Signature 



2001-04 Debt incurred W ithout Approva 

It has com e to Assessor M ire's attention fllrough file Legislative Auditor that lhe 1~ M unicipal 
District Assessor's Office paid for all deposits and autom obile lease paym ents as well as 
autom obile insurance paymenls on tile 2001 Chrysler LHS From August 8, 2001 through M ay 5, 
2002. Upon the taking office on M ay 6, 2002, tile President of the Board of Assessors, Erroll 
W illiam s, inform ed Assessor M ire that the previous assessor should provide him w ith som e form 
of docum entation that the leased 2001 Chrysler LHS had been converted to a personal lease. The 
previous assessor has not provided Assessor M ire with auy documenlation regarding the 2001 
Chrysler LHS nor has the vehicle been returned to the possession ofthelSt District Assessor's 
Office. Also, there hasn't been any reimbursement to lhe Ist District Assessor's Office of any 
prepaid auto insurance prem ium s in relation to lhe 2001 Chrysler LHS leased by lhe previous 
assessor. Until there can be any substantial verification otherwise, Assessor M ire considers this 
asset to be m issing from the office of the Is~ M unicipal District Assessor's Office. 



Failure to Com ply W ith Local Governm ent Budget Act 

Assessor M ire has hired adopted a budget for tile rem ainder of the year beginning M ay 6, 2002 
and eliding Decem ber 31, 2002. 



2001-05 Failure to Com plete the Louisiana Com pliance 

Questionnaire 

Assessor M ire will complete tile Louisiana Compliance Questionnaire at tile beginning of a 
future audits and give it to the auditor. 



2001-06 Internal Control Over Disbursem ent Inadequate 

A ssessor M ire has implem ented procedures for eash disbursem ents and accounts payable tllat 
ensures there is ~dequale documentation to support the disbursem ent of public fimds and should 
m ainlain lhis docum entation for the required lim e period; will m ainlain canceled checks 1o 
support paymen~.s made; and file required 1RS Forms 1099 for individuals who do business with 
lhe assessor. 



2001-07 Fixed Assets Records Inadequate 

The assessor has (1) defined, inventoried and tagged assets inventoried; and (2) prepared a 
detailed list of fixed assets with a dale of purchase and (estimated) initial cost (costs to be 
concladed wilhin the nex! 30 days; see 2001-01, 



2001-08 W eakness in Internal Control Over Payrol 

l'he assessor has prepared sim ple wrilten policies al~d procedures relating to payroll and 
personnel; will maintain all atlendance records (via time sheets or logs) that evidence, at a 
n~ininlum, the work hours of all employees and the review/approval of the assessor; established a 
personnel file on each employee that contains (1) documentation of the employee's approved pay 
rates; (2) a completed Form 1-9; (3) completed l'ederal and stale income tax withholding forms 
(Forms W -4 and L-4); an employment application form; (5) and a job description; and will 
m aintain sim ple records to account for vacation and sick leave earn ed and taken by employees. 



2001-09 Policy for Use of Cellular Phones Needed 

Tile assessor has adopled a form al policy for the business use of cellular phones and w ill m ainlain 
adequale documet~lalion to support the disbursement of public funds and compliauce wid~ lhe 
cellular phone policy. See item 6.10. AI this present lim e, Assessor M ire does not have a eelhdar 
phone paid for by tile Assessor's offi ce. 
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Cellular Phones 

Purpose: 
To establish guidelines and procedures for tile payment (or reimbursement) of cellular phone 
expenditures. 

Definitions 
N one 

Provisions: 

Cellular phones can be either (1) office owned or (2) personally owned 

Office-owned cellular ohones 
The assessor should review the monthly bill breakdown each month upon receipt for personal 
calls and reimburse their office for those calls. The cell phone records will be deemed public and 
m ust be m aintained as support for the expenditures. 

Personallv-owned cellular ohones 
The assessor should review the m onthly bill breakdown each m onth upon receipt for business 
calls. Copies of the intact bill m ust be, w ith business calls hi-lighted or otherwise clearly m arked 
A check request should be subm itted in order to process reimbursement. 



2001-10 Variances in Assessm ent of Property 

Part of Assessor M ire's platfoml during his recent election was to make his office m ore transparent to tile 
public. In doing so, Assessor M ire does not intend to levy assessments without appropriate valuation 
techniques based on collected data. Assessor M ire will reassess all property in the 1st M unicipal District 
during the 2004 reassessm cnt year in a fair and equitable m anner. During the reassessm ent year, Assessor 
M ire w ill be prepared to defend any assessm ents and provide any docum entation on the valuation process. 


