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City of Baton Rouge Parish of East Baton Rouge
Finance Department Internal Auditing Division
P.O. Box 1471 Baton Rouge, LA 70821
Phone (225) 389-5159 Fax (225) 389-8639
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December 29, 2021

MEMORANDUM
TO:

Darryl Gissel, Audit Committee Chairman
LaMont Cole, Audit Committee Member
Linda Hunt, Audit Committee Member
Ashley Beck, Audit Committee Member

FROM:

Barbara Baughman
Auditing Manager

SUBJECT: DR. LEO S. BUTLER COMMUNITY CENTER AUDIT

Enclosed is our report on the Community Center’s revenue audit. The audit was conducted in
accordance with our annual work program. This report presents all audit issues and
corresponding recommendations.
The Internal Auditing Division will conduct a follow-up review regarding implementation of
corrective action. The results of the follow-up review will be reported to the Audit Committee.
We would like to thank the Community Center’s management and staff for their assistance
during the audit.

Barbara Baughman
Auditing Manager
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CHAPTER ONE - BACKGROUND, OBJECTIVES, SCOPE, &
METHODOLOGY
BACKGROUND
The Dr. Leo S. Butler Community Center (Community Center) serves the residents of South Baton
Rouge. They provide a variety of services such as rent, mortgage and utility assistance, monthly
food distribution, and fitness and computer classes for senior citizens.
Community Center rooms are available to rent for personal events such as parties and meetings.
There are longer term lessees for health and eye clinics. The Community Center is also a utility
payment center for energy and water/sewer bills.
In early 2021, the Community Center changed administrative staff. A new Community Service
Center Manager (Manager) and Assistant to the Community Service Center Manager (Assistant)
were hired in February 2021.

OBJECTIVES
The audit objective was to determine if controls provide reasonable assurance that revenues
were collected, accurately recorded, safeguarded and deposited in compliance with relevant
laws and City-Parish policies.

SCOPE AND METHODOLOGY
The audit period included a review of revenue generating activity from January 1, 2020 through
July 31, 2021.
To accomplish the audit objectives, we performed the following:
 Interviewed Community Center staff to review controls of the revenue process;
 Reconciled leases, receipts, Master Calendar, and the Check Log to deposits;
 Determined the lag time from receipt of revenue to deposit. Also, determined the lag
time between deposit and batch input in the Munis financial system; and
 Reconciled the billing and receipt of rent payments from long term lessees.
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CHAPTER TWO - AUDIT ISSUES
WAIVED RENT
The Community Center did not collect all rental payments for two long-term lessees. The current
Community Service Center Manager thinks the former Manager waived rent of $5,100 due to the
Covid-19 pandemic shut down. The first lessee did not make payments for December 2020 and
January 2021. The second lessee did not make payments for April and May 2020. City-Parish
buildings were closed to the public from March 23, 2020 through May 20, 2020 because of the
State Stay at Home Order.
The Louisiana Attorney General has stated it is not a prohibited donation to waive rental
payments for a limited period of time due to a natural disaster closure. However, the former
Community Service Center Manager lacked the authority to waive rent and/or amend a lease
agreement unilaterally.
Recommendation
The Manager should not waive rent or amend a lease agreement without the required approvals
from Parish Attorney’s Office, Mayor-President and Metropolitan Council.

NOT USING FEE SCHEDULE
In 2020, Community Center staff did not charge fees consistent with their fee schedule in four
out of twelve lease agreements. For two leases, the staff undercharged the lessees by $270. For
the other two leases, staff did not charge the refundable deposits.
According to the Manager, the rental rate is $90 per hour plus a $75 refundable deposit although
it is not in a written fee schedule. 1
Louisiana Constitution Article VII, Section 14(A) Prohibited Uses says “… the funds credit,
property, or things of value of the state or of any political subdivision shall not be loaned,
pledged, or donated to or for any person, association, or corporation…” Additionally, the
Community Center Rental Policy says “Each Community Center shall establish rental rates, in
conformity with the practices of their particular location. . . All activities scheduled after regular
business hours shall be billed at the established regular rental sales.”
Recommendation
The Community Center staff should charge rental fees in accordance with a written fee schedule.

1 The Community Center did not have any 2021 short term rentals as of July 31 st.
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MISSING CHECK
Community Center staff did not deposit a check for $7.50 which was a commission from the utility
payment processing company. The check was entered in the Check Log on 5/19/2021. The
Community Service Center Manager could not locate the check. This is a repeat finding from the
2013 audit.
Recommendations
The Manager should contact the utility payment processing company for a replacement check.
When reviewing deposits, the Manager should compare the deposit to the Check Log and Receipt
Book to ensure that all receipts are deposited.
Additionally, one employee should verify that the Center received the monthly utility commission
check.

LATE PAYMENTS
The Community Center does not charge late fees. In 2020, one lessee made nine late payments.
In 2021, the lessee made two late payments.
The Community Service Center Manager said payments made after the 5 th of the month are
considered late. A $20 late fee can be charged for every late payment but they have not assessed
any late fees yet. The cooperative endeavor agreement with the lessee says “… payment shall be
due in advance on the 1st of each and every month.” However, the agreement does not specify
any penalties for late payment.
Recommendations
The Manager should revise lease agreements to include late fees for untimely rent payments.
The Manager should develop policies and procedures for billing and collecting late fees.

SET UP AND CLEAN TIME NOT CHARGED
The Community Center did not charge for set up and clean up times in its rental agreements. For
six events in 2020, there was a seven hour difference between the total hours that the Center
was open and the total event hours. This would have resulted in $630 additional revenues.
The Community Center Rental Policy says “The rates include the cost of overtime and
compensatory time for staff, cleaning, maintenance, and security. The rate shall also consider
the quality of services and the hours of access.” All of the six events were on a weekend outside
of regular business hours.
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Recommendation
The Community Center should amend its rental rates to recoup expenses associated with opening
the Center on weekends. They may consider a reduced hourly rate during the setup and cleanup
times.

NO LEASE AGREEMENT
The Community Center did not have a lease for one of the long-term leases. The Community
Service Center Manager did not think they had a lease, however, they contacted the lessee who
sent an unsigned copy of a lease agreement. Resolution 54250 adopted by the Metropolitan
Council on May 22, 2019 did authorize the Mayor-President to enter into a lease agreement with
the lessee.
A signed lease agreement outlines the nature of the business relationship and the scope of work.
It helps to avoid potential misunderstandings and disputes.
Recommendation
The Manager should prepare an updated lease agreement and send it to the Parish Attorney’s
Office, Mayor’s Office and lessee for proper approvals.

LAG TIMES
The Community Center generally makes deposits in compliance with City-Parish policy. In 2020,
their lag time from receipt of revenues to bank deposit was less than one business day. In 2021,
the lag time has risen slightly to 1.24 days.
The Center staff has not been as timely with deposit input in the Munis financial system. In 2020,
it took the staff over five business days (on average). On two occasions, it took staff 28 days to
input deposits and on four occasions, it took 17 days. In 2021, staff decreased input time to 1.68
business days.
Recommendations
The Manager should inform staff of all City-Parish deposit and input policies.
The Manager should periodically review bank deposit dates and Munis input dates to ensure
compliance with City-Parish policy.

WEAK INTERNAL CONTROLS
The Community Center lacks strong internal controls to prevent errors such as missing checks
and duplicate input of deposits. Some of weak controls include:
 Improper segregation of duties
 No use of Master Calendar in 2021
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No use of endorsement stamp
No up-to-date written policies and procedures
Revenues not kept in a locked drawer
Incomplete documentation (not all revenues recorded on Check Log; not all fields
completed on leases)
Lack of supervisory review (input errors in Munis not caught)

Recommendations
The Community Center Manager must implement strong controls including the following:


Segregate the duties so that one employee does not control all key aspects of a transaction



Use a Master Calendar to document all events at the Center (This has been implemented).



Obtain and use an endorsement stamp when revenues are received (This has been
implemented).



Prepare written procedures for the revenue billing and collection processes.



Safeguard revenues in a locked drawer or cabinet.



Require all staff to prepare documentation accurately and completely.



Document supervisory review of deposits and Munis transactions by initials or signatures.
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CHAPTER THREE – EXIT CONFERENCE

EXIT CONFERENCE
We held an exit conference on December 6, 2021 with the following persons in attendance:
Courtlandt Jones, Community Service Center Manager
Carol Marcantel, Chief Auditor
Jacque Oubre, Auditor
The contents of the report were fully discussed.
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CHAPTER FOUR – AUDITEE RESPONSE
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