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LOUISIANA SCHOOL FOR THE VISUALLY IMPAIRED 
BOARD OF ELEMENTARY AND 
  SECONDARY EDUCATION 
DEPARTMENT OF EDUCATION 
STATE OF LOUISIANA 
Baton Rouge, Louisiana 
 
As required by Louisiana Revised Statute 24:513, we conducted certain procedures at the 
Louisiana School for the Visually Impaired.  Our procedures included (1) a review of the 
school’s internal controls; (2) tests of financial transactions for the years ending June 30, 2003, 
and June 30, 2002; and (3) tests of adherence to applicable laws, regulations, policies, and 
procedures governing financial activities for the years ending June 30, 2003, and June 30, 
2002.  Our procedures were more limited than would be necessary to give an opinion on 
internal control and on compliance with laws, regulations, policies, and procedures governing 
financial activities. 
 
Specifically, we interviewed management personnel and selected school personnel and 
evaluated selected documents, files, reports, systems, procedures, and policies, as we 
considered necessary. After analyzing the data, we developed recommendations for 
improvement.  We then discussed our findings and recommendations with appropriate 
management personnel before submitting this written report. 
 
The Annual Fiscal Reports of the Louisiana School for the Visually Impaired were not audited or 
reviewed by us, and, accordingly, we do not express an opinion on these reports.  The school’s 
accounts are an integral part of the State of Louisiana’s financial statements, upon which the 
Louisiana Legislative Auditor expresses opinions. 
 
Based on the application of the procedures referred to previously, all significant findings are 
included in this report for management's consideration. 

 
Purchases and Related Disbursements 
  Not Effectively Controlled 
 
The Louisiana School for the Visually Impaired does not have adequate internal control 
over purchasing procedures.  Effective internal control requires that (1) access to data 
files be limited to a business-need-only basis; (2) system access capabilities are 
effectively monitored; (3) purchases and the related disbursements are approved 
properly and supported with proper documentation; and (4) duties are adequately 
segregated so that no one person is in a position to both initiate and conceal errors or 
fraud.  The Office of Statewide Reporting and Accounting Policy (OSRAP) requires that 
agencies initiate all purchases of commodities and all purchases with a contract in the 
Advanced Government Purchasing System (AGPS).  The Executive Order on Small 
Purchases (MJF 98-20) states that, except as otherwise provided, price quotations 
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should be obtained for purchases in excess of $500, but below $10,000.  In addition, 
agency files should document all solicited bidders, summarize bid responses, indicate 
the awarded bid, state the reasons why any low bid was rejected, and contain written 
confirmation of the bid from the successful bidder.  The Louisiana Procurement Code 
(Louisiana Revised Statute 39:1551, et al) requires that price quotations be obtained for 
purchases; that no purchase or procurement shall be artificially divided to avoid the 
competitive bidding process; that proper documentation of emergency purchases be 
maintained; and that contracts be obtained for services. 
 
Our review of purchases and related disbursements disclosed the following: 
 
1. Our review of the Advantage Financial System (AFS) and AGPS security 

revealed the following: 

• All AGPS users have been assigned access capabilities that allow them 
to perform the incompatible functions of entering new vendors, entering 
purchase transactions, receiving purchases, and approving payments.  
The school has not set up electronic approvals in AGPS that would 
prevent employees from approving transactions that they have entered.  
In addition, adequate manual compensating controls have not been 
placed in operation. 

• AFS users are sharing user IDs to circumvent system controls that 
prevent the same person from approving transactions that they have 
initiated. 

• The superintendent has access to AFS but has no legitimate business 
need for the access. 

• The security administrator is not reviewing security reports to ensure that 
only authorized users have access to the systems.  This occurred 
because the security administrator does not have security access 
privileges and has not been adequately trained in system security 
administration. 

2. Our review of 320 purchases and related disbursements disclosed the following: 

• Twenty-four disbursements (8%) had no indication of authorization for 
payment and approval of supporting documents. 
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• One hundred ninety-six disbursements (61%) were paid without a proper 
purchase requisition, purchase order, or receiving report to indicate that 
the purchase was authorized and/or the goods or service were actually 
received or satisfactorily performed. 

• Two hundred fifty-nine disbursements (81%) had documents that were 
not canceled or marked as “paid” to prevent duplicate payments. 

• Two hundred fifty-two transactions (79%) were entered and approved for 
payment in AFS or AGPS by the same employee.  Entering purchases 
and approving related disbursements are incompatible duties. 

• Three hundred seven transactions (96%) were initiated in AFS instead of 
AGPS as required by OSRAP’s policy. 

3. Seven vendors who provided services including plumbing, electrical, heating and 
air-conditioning repairs, carpet cleaning, and general repairs and maintenance 
were paid a combined total of $384,319 from July 1, 2001, to January 31, 2003.  
Our review of 304 transactions with these vendors totaling $174,889 disclosed 
the following: 

• Two hundred fifty-five purchases (83%) totaling $105,133 may have been 
artificially divided below or at $500 to avoid the competitive bidding 
process, which is prohibited by Louisiana Revised Statute (R.S.) 39:1596 
and Executive Order No. MJF 98-20.  Many of the invoices submitted 
were for work performed on the same day but were divided between the 
work performed on different areas of the school or phases of the project.  
In addition, some invoices submitted were consecutively numbered 
although the work performed was on days occurring months apart.  For 
one of the vendors, the dollar amounts on the invoices appear to have 
been written in by the school’s maintenance supervisor. 

• Seventeen purchases (5%) totaling $58,781 were for services billed in 
excess of $500, but appropriate price quotations or documentation for an 
emergency purchase were not present as required by Executive Order 
No. MJF 98-20 and R.S. 39:1598, respectively. 

• The school did not obtain contracts for the services provided by the seven 
vendors as required by R.S. 39:1551, et al.  These vendors conduct 
business with the school on a regular basis and the total expected 
payments during the fiscal year to each vendor warranted a contract.  For 
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the fiscal year ended June 30, 2002, total payments to these seven 
vendors ranged from $7,380 to $69,696.  For the seven months ended 
January 31, 2003, total payments to these seven vendors ranged from 
$3,095 to $43,780.  

These conditions occurred because management did not establish and/or follow internal 
control procedures over its purchasing function.  As a result, errors and/or fraud could 
occur and not be detected and corrected in a timely manner by employees during the 
regular performance of their duties. 
 
The Louisiana School for the Visually Impaired should establish and follow internal 
control procedures to ensure that (1) access to AFS and AGPS is limited to a business-
need-only basis; (2) the security administrator monitor access capabilities assigned to 
users of those systems; (3) purchases and the related disbursements are approved 
properly and supported with proper documentation; (4) employees’ duties are properly 
segregated; and (5) purchases are made in accordance with applicable laws and 
regulations.  Management concurred with the finding and recommendations and outlined 
a plan of corrective action (see Appendix A, pages 1-6). 
 
Control Weaknesses Relating to 
  Payroll and Personnel Transactions 
 
The Louisiana School for the Visually Impaired does not have sufficient internal control 
to ensure that payroll and personnel transactions are valid, authorized, and entered 
correctly in the Integrated Statewide Information System (ISIS/HR), and to effectively 
monitor access assigned to agency users of ISIS/HR.  Good internal control requires 
that (1) duties are adequately segregated; (2) system access should be monitored; 
(3) payroll subsidiary records should be reconciled to the general ledger; (4) system 
employment status is changed timely; and (5) policies and procedures are sufficiently 
documented.  For fiscal year ended June 30, 2002, payroll and related benefit expenses 
totaled $3,814,274 or 71% of total expenses for the school.  For the period July 1, 2002, 
through December 31, 2002, payroll and related benefit expenses totaled $1,745,300 or 
70% of total expenses for the school. 
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Our review of the payroll and personnel procedures disclosed the following deficiencies: 
 

• The Human Resources director and the timekeeper have the incom-
patible duties of establishing new employee master records, inputting 
updates to existing employee master records, processing employee 
separations, and entering new positions, time and attendance data, and 
payroll adjustments into ISIS/HR.  In addition, post-input monitoring is not 
performed by an employee independent of the input process.  Post-input 
monitoring must be performed when system access privileges enable 
employees to perform incompatible functions. 

• The security administrator is not reviewing ISIS/HR security reports to 
monitor assigned system access.  

• The school is not performing a reconciliation of payroll expenditures 
between ISIS/HR and the general ledger system, AFS. 

• Fourteen of the 126 (11%) school’s employees designated as active in 
ISIS/HR are not current employees and have not received a paycheck for 
six weeks to 15 months.  These employees were student workers, 
substitute teachers, and temporary workers who had not formally 
resigned but had communicated to their Division director that they were 
no longer available for service.  This information was not communicated 
to the Human Resources director so that ISIS/HR employment status 
could be changed to inactive. 

• The school does not have written in-house procedures for processing 
personnel and payroll transactions. 

• Thirty-seven of the 126 (29%) school’s employees listed as active in 
ISIS/HR have inconsistent master record data that have not been 
investigated to determine if the data are incorrect.  The school is not 
running required reports to detect master record errors.  Therefore, the 
school is not in compliance with Civil Service General Circular 1460, 
which requested agencies to correct employee master record data no 
later than December 21, 2001. 
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Management has not placed sufficient emphasis on developing and implementing the 
controls necessary over its payroll and personnel functions.  As a result, errors and/or 
fraud could occur and not be detected in a timely manner. 
 
Management should establish internal controls to ensure that (1) duties are adequately 
segregated; (2) system access is monitored by the security administrator; (3) the payroll 
expenditures per ISIS/HR are reconciled to the general ledger system; (4) system 
employment status is changed timely; (5) written policies and procedures over payroll 
and personnel transactions are developed and implemented; and (6) management 
investigates all inconsistent master record data to determine if corrections should be 
made.  Management concurred with the finding and recommendations and outlined a 
plan of corrective action (see Appendix A, pages 7-10). 
 
Insufficient Information Technology Policies 
 
The Louisiana School for the Visually Impaired does not have sufficient information 
technology (IT) policies to properly safeguard its electronic records and equipment.  
Good internal control requires that the school develop, implement, and document IT 
security policies and procedures; use confidential passwords to ensure accountability for 
system activities; and develop and test a written disaster recovery/business continuity 
plan for continued operations of critical data processing services in the event of 
unexpected interruptions of operations or in the event that normal data processing 
facilities are unavailable for an extended period of time. 
 
A review of the school’s IT policies and procedures disclosed the following: 
 

• The school has no formal IT security policies and procedures to address 
the local area network environment and personal computers. 

• There is no password security over business data residing on personal 
computers. 

• The school has not formally implemented and tested a disaster 
recovery/business continuity plan. 

• The school does not maintain backup files at an acceptable offsite 
location.  Backup files are being held within an office on the grounds of 
the school.  Because of the proximity, this is not an appropriate facility to 
store backup files. 
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Failure to develop, implement, and document IT security policies and procedures, 
including the use of password security, increases the risk that data and programs could 
be improperly accessed and modified and that errors and/or fraud could occur and not 
be detected timely.  In addition, failure to develop and test a comprehensive disaster 
recovery/business continuity plan increases the risk that in the event of an unexpected 
interruption in operations, there will be an untimely or excessive delay in processing 
critical data and that critical data may be lost. 
 
The school should (1) develop written IT security policies and procedures; (2) implement 
the use of password security over data files on the personal computers; (3) develop and 
test a comprehensive disaster recovery/business continuity plan that would provide for 
timely resumption of critical school operations following a disaster; and (4) provide for an 
appropriate offsite storage location of its backup files.  Management concurred with the 
finding and recommendations and outlined a plan of corrective action (see Appendix A, 
page 11). 
 
Failure to Submit a Document Retention 
  Schedule to State Archives 
 
The Louisiana School for the Visually Impaired failed to submit a document retention 
schedule to State Archives as required by state law.  R.S. 44:411(A)(1) requires the 
head of every agency to submit to the state archivist record retention schedules 
proposing the length of time each state record series warrants retention for 
administrative, legal, or fiscal purposes after it has been created or received by the 
agency.  
 
Neither the school’s superintendent nor the business manager was aware of the 
requirement to submit the required documentation to State Archives.  Failure to submit 
and receive an approved retention schedule increases the risk of the untimely 
destruction of vital information that could be needed in the future or the school incurring 
excessive storage costs for documents that will never be needed.   
 
The Louisiana School for the Visually Impaired should obtain the necessary information 
to prepare and submit a suitable retention schedule to State Archives as soon as 
possible.  Once the retention schedule is approved, it should be implemented 
immediately.  Management concurred with the finding and recommendation and outlined 
a plan of corrective action (see Appendix A, pages 12-14). 
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The recommendations in this report represent, in our judgment, those most likely to bring about 
beneficial improvements to the operations of the school.  The varying nature of the 
recommendations, their implementation costs, and their potential impact on the operations of 
the school should be considered in reaching decisions on courses of action.  Findings relating to 
the school’s compliance with applicable laws and regulations should be addressed immediately 
by management. 
 
This report is intended solely for the information and use of the school and its management and 
is not 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 document. 
 

Respectfully submitted, 

 
Grover C. Austin, CPA 
First Assistant Legislative Auditor 
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Appendix A 
 

Management’s Corrective Action 
Plans and Responses to the 

Findings and Recommendations 
































