OFFICE OF INSPECTOR GENERAL

CITY OF NEW ORLEANS
ED QUATREVAUX
INSPECTOR GENERAL
November 1, 2011

Mr. Warner Tureaud, President
New Orleans Municipal Yacht Harbor Management Corporation
401 North Roadway St.
New Orleans, LA 70124
Subject: Review of the Municipal Yacht Harbor Management Corporation’s Current Accounting Policy
and Procedures for Best Practices and Recommendations
Dear Mr. Tureaud:
In December 2010, a request was made by the New Orleans Municipal Yacht Harbor Management
Corporation’s (the MYH) Board of Directors to review the Accounting Policy and Procedures Manual
(Corporate Manual ‐ section 24)1 and make recommendations for improvement.
The auditors performed the following procedures to identify areas for improvement to the current
Accounting Policy and Procedures Manual:
1. Reviewed the February 2010 Accounting Policy and Procedures Manual (See attachment);
2. Reviewed the Municipal Yacht Harbor website;
3. Interviewed the accountant/office manager2 to get an understanding of the actual policies
and procedures in place;
4. Identified management concerns regarding the policies and procedures; and
5. Toured the Municipal Yacht Harbor grounds.
The auditors provide the following 45 recommendations to the current policy3:
SECTION ONE: CASH RECEIPTS AND REVENUE REALIZATION SYSTEM
1.1 Background
Recommendation # 1: 1.1.1 Background: The MYH should replace the words “designated employee”
with specific position titles throughout the manual.
1.2 Revenue Sources
Recommendation # 2: 1.2.1 Revenue Sources: The MYH should develop and maintain a monthly
rental roster to include the names, location, lease period, monthly rate, and arrearages for late
payments.
1

The most recent Accounting Policy and Procedures Manual was approved in February of 2010.
These tasks were performed by the same person.
3
Sections of the current policy containing no recommendations are not identified in this letter.
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1.3 Handling Receipts
Recommendation # 3: 1.3.1 Handling Receipts: The MYH should create and maintain a daily cash
report that includes dates and amounts. These reports should be submitted for review to the
President and Board at scheduled monthly meetings to determine the MYH’s cash position.
SECTION TWO: PURCHASE OF GOODS AND SERVICES
2.1 MYHMC Policies
Recommendation # 4: 2.1.2 General: The MYH should include a maximum dollar threshold for
ordering supplies, materials, and equipment by the accountant or designated employee4 without
approval of the President.
Recommendation # 5: 2.1.3 Conflict of Interest: Transactions with immediate family members is in
direct violation with Louisiana Title 42, Chapter 15, Part I, RS: 1112, B (3). This provision should be
removed from the policy.
Recommendation # 6: 2.1.4 Authorized Purchases: The MYH should adopt the purchasing policy
guidelines outlined in the City of New Orleans Policy 24(R)5 or the State of Louisiana’s purchasing
guidelines.
Recommendation # 7: 2.1.6 Overdrawn Accounts: The MYH should clearly indicate position titles of
person(s) responsible for initiating requests for transfers of funds between bank accounts in the
policy. This person should be someone other than the person approving the transfer.
Recommendation # 8: 2.1.7 Purchase Order System: The MYH should provide further segregation of
duties within the purchasing function. This can be accomplished by using a board member to receive
bank statements and reconcile the bank statements. The accountant/office manager’s duties should
be able to be performed by someone else when he/she is absent.
2.2 Vendors
Recommendation # 9: 2.2.1 Selection of Vendors: The MYH should develop a Disadvantaged
Business Program to allow disadvantaged businesses an opportunity to be selected as vendors.
Recommendation # 10: 2.2.2 Vendor Lists: The MYH should create and maintain a list of vendor
changes (additions and deletions). Vendors should be checked against the Federal Excluded Parties
List System (www.epls.gov).
This online listing provides an efficient and convenient way to disseminate information on parties
that are excluded from receiving Federal contracts, certain subcontracts, and certain Federal financial
and nonfinancial assistance and benefits.
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As stated on Recommendation # 1, the position title of the employee should be included when necessary.
This policy is filed in the MYH Corporate Manual Section 25; however, the policy manual (Section 24) makes no reference to the City’s
policies.

5

2

2.3 Ordering
Recommendation # 11: 2.3.1 Requests for Bids or Quotations: The MYH should adopt the City’s
policy no. 24(R)6 or the State of Louisiana’s bid/purchasing policies to ensure compliance with public
bid law. The current policy fails to indicate when, how and by whom bids will be opened.
Recommendation # 12: 2.3.2 Sole Source Purchases: The MYH should specify the documentation
required for sole source purchases. Sole source vendors should be approved by the board.
Recommendation # 13: 2.3.3 Prepaid Orders: The MYH should obtain documentation from the
vendor requiring prepayment prior to issuing a check for prepayment.
Recommendation # 14: 2.3.4 Emergency Orders: The MYH should prepare a list of items considered
an emergency and include this list in the policy.
Recommendation # 15: 2.3.5 Confirmation Orders: The MYH should delete references to
confirmation orders in its policies. 7
Recommendation # 16: 2.3.6 Completing the Purchase Order Form: The MYH should include the
position title granted approval authority for purchase orders versus using the term “designated
employee” (See Recommendation # 1).
Recommendation # 17: 2.3.6 Completing the Purchase Order Form: The MYH is exempt from and
should not pay sales taxes on goods purchased for the governmental entity. Vendors should be
provided with Chapter 2 of the Louisiana Revised Statute 47:301(1) and 47:301(8) (c) to support the
exemption.
Recommendation # 18: 2.3.7 Approvals: The MYH should include a dollar threshold for major
equipment purchases requiring the President’s approval.
2.4 MYHMC Invoices
Recommendation # 19: 2.4.1 Approved Purposes: The MYH should include utilities (electricity, gas,
and water) to the list of approved purchases not requiring a purchase order.
Recommendation # 20: 2.4.2(7) Completing the Accounting Invoice Form: The vendors’ address field
should never be left blank. In instances where a payment needs to be picked up by the vendor, an
authorized signature should be required from the vendor along with the pickup date, time and
appropriate reason for the need to pick up the check.
2.5 Receiving
Recommendation # 21: 2.5.1 General: The MYH should require that the person ordering goods be
independent from the person receiving goods.
6

Ibid.
The MYH acknowledged that this verbiage was copied from the policies and procedures of the French Market, and that it does not use
confirmation orders.

7

3

Recommendation # 22: 2.5.1 General: The MYH should have someone, other than the person
initiating and paying for the purchase, prepare a receiving log by purchase order and date received. A
brief description of the goods received should also be required.
2.6 Cash Disbursements
Recommendation # 23: 2.6.1 General: The MYH should provide a clearer explanation regarding
electronic fund transfers. The position title of the person authorizing, initiating and approving the
transfer should be clearly identified.
Recommendation # 24: 2.6.2(2) Purchase Order Payments: The MYH invoices should be sent directly
to the administrative office and stamped by the office manager with the date of receipt. Any invoices
received from a vendor at another address or location should be returned to sender for correction.
Recommendation # 25: 2.6.2(2) Purchase Order Payments: A signature and verification date should
be inserted on the invoice by the person receiving goods. The verification should include
documentation that goods are actually received and quantities are accurate.
Recommendation # 26: 2.6.3 Accounts Payable: New vendors should be approved by the MYH
President prior to entering into the accounting system.
Recommendation # 27: 2.6.3 Accounts Payable: The same individual should not perform check
writing and invoice approval. Proper segregation of duties requires that two different individuals
perform these two accounting functions. The words “designated employee” should be replaced with
a position title that differs from the check writer.
Recommendation # 28: 2.6.4 Reconciliations: The MYH should reconcile bank accounts to the
general ledger in a timely manner. Someone other than the person entering transactions into the
general ledger, writing checks and making deposits should perform the bank reconciliation. Smaller
entities often use a board member to perform this function.
Recommendation # 29: 2.6.4 Reconciliations: The bank statements should be opened and reconciled
by another employee or board member who is independent of the record keeping function.
Recommendation # 30: 2.6.6 Travel: Travel advances and related expenses should be prepared and
handled in compliance with City of New Orleans Policy 9(R).
Recommendation # 31: 2.6.7 Petty Cash Funds: The MYH should permit a petty cash account for
purchasing unexpected goods and services on an emergency basis. Check cashing, newspaper
subscriptions and other non‐business expenses should not be paid from the petty cash account.
Transactions should be summarized by the in‐house accountant/office manager prior to fund
reimbursement and recording into the general ledger. All approvals of transactions prior to
reimbursement should be executed by the President.
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Recommendation # 32: 2.6.8 Expense Statement: The MYH should adopt the standard expense
report located in CAO Policy Memorandum No. 9 (R) used by the City of New Orleans or some similar
report for inclusion in its policy.
Recommendation # 33: 2.6.8 Expense Statement: The MYH should include the verbiage “business
travel will not be approved unless it is reasonable and allocable8”. Business travel should be
approved by the President prior to being incurred.
SECTION THREE: PAYROLL SYSTEM
3.1 Procedures
Recommendation # 34: 3.1.1 Time Cards: The MYH should require both the employee’s and
supervisor’s signature prior to entry into the Human Resource Time System (HRTS9 system). If the
employee is not available to sign (i.e. sickness, vacation only), not available should be inserted on the
signature line for the employee and the supervisor should sign as evidence of approval.
Recommendation # 35: 3.1.1 Time Cards: The MYH should follow Civil Service policies for
authorization and approval of employee overtime.
Recommendation # 36: 3.1.4 Corrections (Time Cards): The MYH should require that the employees’
supervisor approve changes/corrections to previously entered employees’ time.
Recommendation # 37: 3.1.5 Filing (Time Cards): The MYH should designate a person to serve as the
custodian of both personnel and timekeeping records.
Recommendation # 38: 3.1.11 Payroll Checks (Direct Deposits): The MYH should add additional
verbiage to this section to indicate that the accountant/office manager picks up employees’
“Statement of Earnings and Deductions”.10
Recommendation # 39: 3.1.13 Payroll Reimbursement: The MYH should request the City of New
Orleans to provide an invoice and payroll registers to support the MYH payroll processed by the City.
Recommendation # 40: 3.1.15 Entering Employees Time into the City’s HRTS Time System: The MYH
should designate an individual to be responsible for entering time into the HRTS timekeeping system.
The employee’s supervisor can perform this duty in his/her absence.

8

FARS (Federal Acquisition Regulation System) was “established for the codification and publication of uniform policies and procedures
for acquisition by all executive agencies.” FAR 31.201‐3 ‐‐ Determining Reasonableness 1984 FAR (Effective 1 April 1984) “A cost is
REASONABLE if, in its nature and amount, it does not exceed that which would be incurred by a prudent person in the conduct of
competitive business…” FAR 31.201‐4 ‐‐ Determining Allocability 1984 FAR (Effective 1 April 1984) “A cost is ALLOCABLE if it is
assignable or chargeable to one or more cost objectives on the basis of relative benefits received or other equitable relationship…”
9
HRTS is the timesheet entry system maintained by the City and used by the MYH.
10
The City requires all employees to have direct deposit. In lieu of payroll checks a “Statement of Earnings and Deductions” is
distributed to each employee showing the amount directly deposited into the employee’s bank account.
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