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Transmittal Letter 
 
 
August 13, 2010 
 
 
The Honorable Jerry E. Abramson 
Mayor of Louisville Metro 
Louisville Metro Hall 
Louisville, KY 40202 
 
 
Subject:  Audit of the Department of Corrections Cash Management Systems 
 
 
Introduction 
 

An audit of the Louisville Metro Department of Corrections cash management 
systems was performed.  The primary focus of the review was the operational and fiscal 
administration of inmate account activity and manual revenue processes.  This included 
how the activity is processed, recorded, and monitored.  The objective was to obtain 
assurance that the risks are adequately mitigated through the internal control structure.   

 
The audit was conducted in accordance with Government Auditing Standards 

issued by the Comptroller General of the United States and with the International 
Standards for the Professional Practice of Internal Auditing issued by the Institute of 
Internal Auditors. 
 
 As a part of the review, the internal control structure was evaluated.  The 
objective of internal control is to provide reasonable, but not absolute, assurance 
regarding the achievement of objectives in the following categories: 
• Achievement of business objectives and goals 
• Effectiveness and efficiency of operations 
• Reliability of financial reporting 
• Compliance with applicable laws and regulations 
• Safeguarding of assets 
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There are inherent limitations in any system of internal control.  Errors may result from 
misunderstanding of instructions, mistakes of judgment, carelessness, or other personnel 
factors.  Some controls may be circumvented by collusion.  Similarly, management may 
circumvent control procedures by administrative oversight. 
 
 
Scope 
 
 The procedures for administering the Corrections inmate account and manual 
revenue processing areas were reviewed through interviews with key personnel.  The 
focus of the review was the operational and fiscal administration of the activity.  This 
included assessing whether activity was processed, recorded, and monitored accurately 
and appropriately.  Specific areas reviewed included the following. 
 
1) Inmate Account.  All activity posting to or from an inmate’s account. 

• Booking fees 
• Commissary charges 
• Damage fees 
• Deposits to the account 
• Home incarceration fees 
• Medical copayments 
• Room and board fees 

 
2) Manual Revenue Processes.  Revenue activity processed through manual processes. 

• Court monitoring fees  
• Fingerprint fees 
• Miscellaneous revenue (copy fees) 

 
The review covered activity processed during fiscal year 2010 (July 2009 – June 2010).  
The details of the scope and methodology of the review are addressed in the Observations 
and Recommendations section of this report.  The audit would not identify all issues 
because it was based on a selective review of data.   
 
 
Opinion 
 

It is our opinion that the internal control structure for the Corrections inmate 
account is inadequate, and the structure for manual revenue areas needs improvement.  
The internal control ratings are on page 5 of this report.  The ratings quantify our opinion 
regarding the internal controls, and identify areas requiring corrective action.  
Opportunities to strengthen the internal control structure were noted.  Examples include 
the following. 
 
• Inmate Account.  Several issues were noted with the administration of Correction’s 

inmate account. 
 The Inmate Management System (IMS) does not provide the functionality needed 

for Corrections to properly record actual fee collection amounts (e.g., booking, 
damage, and medical fees).  As a result, there is a discrepancy between the inmate 
bank account balance and IMS.  This was noted in a prior review.   
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 Monthly IMS report totals may continuously change if adjustments / refunds are 
processed on an inmate’s account.  This in turn affects Correction’s monthly 
reports, which are used to make or receive payments. 

 Multiple inmate accounts may exist if a person is booked more than once.  IMS 
does not have the functionality to link the accounts together.  Manual efforts to 
overcome this issue are difficult to perform due to the volume of activity being 
routinely processed on a daily basis.  This increases the risk that outstanding 
balances may go uncollected.  This was noted in a prior review.   

 Monitoring and reconciliation efforts are either not performed or are not 
comprehensive with regards to inmate account activity (e.g., reconciliation of 
IMS to the bank account and Metro’s financial system, aged inmate funds, 
Western Union deposits, commissary purchases).  This was noted in a prior 
review.   

 
• Manual Revenue Processes.  There were issues noted with the manual revenue 

processes used to administer fees associated with court monitoring and fingerprinting 
services.  Issues included diminished accountability over funds, reconciliation of 
some revenues, segregation of duties, and deposit timeliness. 

 
The implementation of the recommendations in this report will help improve the internal 
control structure and effectiveness of the administration of Correction’s cash 
management systems activity. 
 
 
Corrective Action Plan 
 
 Representatives from the Department of Corrections have reviewed the results 
and provided corrective action plans, which are included in this report.  The plans 
demonstrate Corrections commitment to addressing the issues noted.  The plans include 
obtaining a new inmate management system, electronic payment processing, and updated 
policies and procedures.  Several of the corrective actions have already been 
implemented.  It is important to note that the prior audit issues were reported to different 
leadership of the Department of Corrections.  The current leadership has demonstrated a 
strong commitment to addressing the issues.   
 

In addition, Corrections has requested that the Office of Internal Audit review and 
critique the Department’s progress quarterly until a final solution is implemented.  We 
have agreed to provide this service and will continue to work with Corrections to ensure 
the actions taken are effective to address the issues noted.   
 
 
Sincerely, 
 

 
 
 

Michael S. Norman, CIA, CFE, CGAP 
Chief Audit Executive 
 
cc: Louisville Metro Council Government Accountability and Oversight Committee 

al Auditors 
 Director of Corrections 
 Louisville Metro Extern



 

Metro Corrections – Cash Management Systems  Page 5 of 25 
August 2010 

Internal Control Rating 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  Legend  
    
Criteria Satisfactory Needs Improvement Inadequate 
Issues Not likely to impact 

operations. 
Impact on operations likely 
contained.   

Impact on operations likely 
widespread or 
compounding.  

    
Controls Effective. Opportunity exists to 

improve effectiveness. 
Do not exist or are not 
reliable. 

    
Policy 
Compliance 

Non-compliance issues are 
minor. 

Non-compliance issues may 
be systemic.  

Non-compliance issues are 
pervasive, significant, or 
have severe consequences.  

    
Image No, or low, level of risk. Potential for damage. Severe risk of damage. 
    
Corrective 
Action 

May be necessary. Prompt. Immediate. 

Criticality Si
gn

ifi
ca

nc
e 

 
Inmate Account 

 
Manual Revenue 

Processes 
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 The monthly Booking Fee report should be modified to include date parameters.  This 
will help provide assurance that all activity is being captured as intended and that 
reports are run congruently from month to month.   

 
 

LMDC Corrective Action Plan 
 
 
Fee Collections 
 
Louisville Metro Department of Corrections (LMDC) continues to work with Metro 

hile individual inmate account balances are updated as inmates enter the jail, aggregate 
cilitate allocating fees to the proper revenue account remains 

ff continue to work together to produce a 

 plan is to expand electronic payment technology to 

Finance, Information and Technology, County Attorney’s office and our electronic 
deposit vendor to improve inmate fee management and bring the financial operations of 
the inmate account into compliance with cash management policies.  Several steps have 
been taken in the short term to improve account reconciliation and revenue allocation.  
The long term solution is to obtain a Jail Management System (JMS) with the accounting 
features necessary to manage inmate accounts and fee transactions.  The RFP for the JMS 
is currently in solicitation with responses due 8/18/10. 
 
W
fee reporting to fa
roblematic.  LMDC, OMB, and Metro IT stap

report of aggregate fee totals from IMS and review the system for deficiencies and 
initiate corrective measures.  LMDC plans to correct these issues with the 

plementation of a new inmate management system early 2011. im
 
LMDC cannot reimburse the general fund account accurately until the above discussed 
reports are complete and/or a new jail management system is implemented.  There are 
currently no issues recording and posting HIP/CAP payments or rent collections.  
 
The Department implemented an electronic cash deposit system managed by an outside 
provider – Grayhawk.  While unrelated to fee collection, this system reduces a significant 
amount of the department’s manual cash collection and improves efficiency and tracking 

f cash management.  The short termo
HIP, Court Monitoring and inmate Bond, CCC room and board this fiscal year. 
 
 

onthly ReportsM  
 
IMS monthly HIP and rent fee reports (CCC Monthly Report) have been modified to 
reflect the adjusting entries made to prior periods.  The deposit amount now takes into 
account these adjustments (see Appendix #1 and #2).   
 
Few manual report adjustment entries should be needed as voided transactions are now 
listed on the monthly report. 
 
 
Multiple Inmate Accounts 
 
Property staff reconciles each inmate’s historical account and new account upon arrest.  
Corrections has been “considering all historical accounts prior to an inmate’s release” as 

commended by the auditor since Jre
resolved until a new jail m

anuary.  However, the systemic problems will not be 
anagement system is implemented over the next 12-18 months.   
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Booking Fees Report 
 
The booking fee report will be formatted similar to the other transaction reports and will 
list: 1) an aggregate total booking fee collected for each month, 2) the date and time the 
report is completed, 3) the timeframe the report covers, and any adjustments to IMS such 

s the auditor is aware, there are major issues with being able to report accurate fee 
will improve the report and incorporate prior 

te fee collection totals will not be accurate until a new Jail 

as voids. 
 
A
collections.  While the above listed changes 
djustments, aggregaa

Management System (JMS) is implemented over the next 12-18 months.  The RFP for a 
new JMS is currently in process. 
 
 
Quarterly Reviews 
 
LMDC has requested, and the Office of Internal Audit has agreed, to review and critique 
the Department’s progress quarterly until a final solution is implemented.   
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1B – Monitoring and Reconciliation 

 Inmate Account Reconciliation.  There is not a comprehensive reconciliation of the 

bank statements to the information in IMS.  In addition, 
Corrections does not perform any type of reconciliation of the inmate account bank 
account.  This increases the risk that inappropriate transactions could go undetected. 

 monthly bank statements indicated four deposit amounts submitted 

 Aged Inmate Funds.  Outstanding inmate checks are not monitored or reconciled.  
te funds (i.e. what should be 
 has passed).  Currently, the 

funds for outstanding checks, no matter the date of the check, remain in the inmate 
bank account.  This was noted in a prior review. 

 
 
• Western Union Deposits.  Some issues were noted with the processing of Western 

Union deposit transactions.   
 Deposits made to an inmate’s account through Western Union are not reconciled 

to ensure system entry.  This was noted in a prior review. 
 Corrections is not able to process some Western Union deposits.  These are 

deposits made through Western Union where Corrections is unable to identify the 
inmate the deposit is being made for, or when an inmate has been released.   
- It should be noted that Corrections is working on a plan to return the 

unclaimed deposits to Western Union.   
 
 
• Commissary Invoices.  Commissary invoices are not reconciled or verified to the 

IMS system to ensure the payment request is appropriate based on purchases logged 
in the system.  This was noted in a prior review. 

 Commissary invoices were reviewed for the month of February 2010 and 
compared to commissary purchases logged in IMS.  The invoices totaled 
approximately $1,900 less than the IMS total.  This could be attributable to the 
IMS adjustment / reporting issues previously noted (Observation #1A). 

 
 
Recommendations

 
 Issues were noted with the monitoring and reconciliation of Correction’s inmate 
account activity.  Examples include the following. 
 
 
•

inmate bank account.  Though the Office of Management and Budget performs a 
monthly reconciliation of the account, it is cursory in nature.  The account balance is 
reconciled from month to month to Metro’s financial system (LeAP), but specific 
transactions are not monitored for appropriateness.  OMB staff does not reconcile the 
information contained on the 

 A review of
by Corrections were adjusted (reduced) by the bank.  In all four cases, neither 
Corrections nor OMB had documentation to explain the adjustment, nor was there 
any evidence that adjustments were made in IMS accordingly.  

 
 
•

Corrections does not have a policy regarding aged inma
done with the funds after a designated amount of time

 
 
 Appropriate Corrections personnel should take corrective actions to address the 
monitoring and reconciliation issues noted.  Specifics include the following. 
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 A major component of any reporting system is proper monitoring and reconciliation.  

Cor
onciliation should be documented, and 

explanations and corrective actions should be noted where exceptions occur.  
Documentation should also include who performed the reconciliation and when it was 

 Commissary invoices should be reviewed more closely for appropriateness.  IMS 

rections should routinely monitor and reconcile inmate account bank activity to 
ensure appropriateness of transactions.  The rec

performed.  This will help ensure the accuracy of inmate account activity and provide 
accountability for the verification and monitoring efforts. 

 
 Corrections should seek legal guidance regarding aged inmate funds.  Based on the 

guidance received, Corrections should create a policy regarding the funds.  The policy 
should address the tracking of outstanding checks, and the actions to be taken after a 
designated period of time (e.g., after 90 days, funds will be forfeited). 

 
 All inmate deposit transactions should be reconciled for appropriateness.  This 

includes transactions not involving a direct exchange of funds (i.e., Western Union 
deposits).  Corrections should determine the feasibility of modifying the daily 
reconciling reports to include all deposit activity, no matter the payment method. 

 

activity reports should be run to verify invoice amounts.  Though it is not realistic that 
each transaction be verified, a sample selection of transactions, as well as report 
totals, should be reviewed for appropriateness. 

 
 

MDC Corrective Action PlanL  
 
 
Inmate Account Reconciliation 
 
LMDC, IT and OMB staff are working together to create a report from IMS that the 
LMDC Business Manager can use to reconcile inmate fund bank statements with 

rrect 

LM r occurring in the future by 1) having 
 second employee count and review the Property Sergeant’s deposit each day, 2) create 
ports from IMS that will allow a more in-depth bank reconciliation by the LMDC 

documentation from IMS.  Currently the Office of Budget and Management performs a 
general reconciliation of LMDC inmate bank account statements. 
 
Deposits reduced by the bank are likely the result of transposition of numbers, inco
addition by the employee preparing the deposit ticket, or a data entry error by the bank.   

DC will reduce the likelihood of this type of erro
a
re
Business Manager and 3) monthly bank statement reconciliation by the LMDC business 
office.  
 
 
Aged Inmate Funds 
 
LMDC revised standard operating procedures (see Appendix #3 and #4) to address aged 

mate funds and has discussed the handling of these funds with OMB staff.  Ain  schedule 
ill be set up where the LMDC Business Manager will provide a list of outstanding 

rty Sergeant who will cancel the checks and restore the funds to the 
ccount and bank account.  LMDC began working with OMB and the 

w
checks to the Prope
ppropriate inmate aa

Jefferson County Attorney’s office in May to determine its obligation and the process for 
returning money to former inmates and escheatment requirements.   
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Western Union Deposits 

estern Union) and Western 
nion will void the transaction. Within minutes, a printout will be received from Western 

pon continued expansion of the inmate electronic deposit system (Grayhawk), the 

 
Standard Operating Procedure “9-02 Register 701 Public Lobby” has been revised to 
address unidentified Western Union Deposits. When an inmate has been released from 
LMDC custody and a Western Union is received for that particular inmate or property 
staff is unable to identify an inmate the deposit is being made for, property staff will 
notify Western Union and advise the deposit is unable to be completed. Property staff 
provides the MTCN (a transaction number generated by W
U
Union noting the transaction was voided and will be attached to the original Western 
Union deposit print out. Both will be included in the shift paperwork. Western Union will 
notify the purchaser the deposit was unable to be completed and refunds their money.  
 
U
department anticipates a reduction and eventual elimination of Western Union Deposits.  
 
 
Commissary Invoices 
 
Commissary Reports are in development and will correspond to Invoices. Completion of 
reports has been delayed by technical and human error.  These reports will reflect 
accurate debit and credits to inmate accounts and discrepancies will be reconciled and 
verified through the Business Manager’s office before payment to the vendor. 
 
 
Quarterly Reviews 
 
LMDC has requested, and the Office of Internal Audit has agreed, to review and critique 

erly until a final solution is implemented.   the Department’s progress quart
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1C – General Administration 

ly 

 For all of the four daily inmate account activity deposits reviewed, the deposit slip 
was not dated by the preparer.  This weakens the audit trail for tracking funds and 

lt to reconcile deposit activity to the bank statement. 

ersonnel is 
not documented, thus diminishing accountability for the funds.  This was noted in a 
prior review.   

 There was one case where the information noted on the Cash Drawer Balancing 
he Property Register Review 
itten adjustment was made to 

the total on the Cash Drawer Balancing Report, resulting in agreement with the 
total on the Property Register Review Report.  However there was no 
documentation or explanation to indicate why an adjustment was necessary. 

 There was one case where the Cash Drawer Balancing Report was not included 
with the shift’s Property Register Review Report. 

 
 
• CCC Reporting.  The Inventory Control Specialist does not run the CCC rent reports 

congruently from one period to the next to ensure completeness of all deposit activity.  
This could allow a gap in time where activity might go undetected, thus causing a 
reimbursement or payment to be incorrect.  This was noted in a prior review.   

 
 
• Release Receipts.  Corrections does not provide receipts to inmates upon their 

release unless it is requested.  A receipt would document all of an inmate’s charges 
while incarcerated and support the remaining account balance.  Without providing 
this receipt to inmates, transparency is decreased. 

 
 
• Policies and Procedures.  Though the Property Division has documented policies 

and procedures and Post Orders to guide them in the administration of inmate account 

 
 Issues were noted with the general administration of Correction’s inmate account 
activity.  Examples include the following. 
 
 
• Deposit Timeliness.  Deposits of inmate account activity were not always made 

timely in accordance with the Office of Management and Budget’s cash management 
policy.  Policy states that deposits should be made at least weekly or when they reach 
$1,000, whichever occurs first.   

 There were several cases noted where the daily inmate account activity deposits, 
weekly Community Corrections Center (CCC) rent deposits, and the month
work aid pay reimbursement check were not deposited timely in accordance with 
OMB policy.  Days late ranged from 1-6 days.  This was noted in a prior review.   

makes it difficu
 
 
• Funds Accountability.  The inmate funds collected by CCC staff are forwarded to 

Property Room staff for deposit at the bank.  A Corrections Transportation Officer 
transports the funds.  However, the transfer of funds between Corrections p

 
 
• Daily Activity.  There were a couple of issues noted regarding the support 

documentation for inmate account daily activity.   

Report did not agree with the information noted on t
Report.  This was noted in a prior review.  A handwr
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activity, they were undergoing several procedural changes at the time of the review.  
Policies and procedures manuals will need to be updated accordingly.   

ecommendations

 
 
R  

ely in accordance with OMB policy (i.e., at least 

 Custody should be documented any time funds are transferred from one individual to 
another (e.g., pick-ups and deliveries of funds from CCC to the Property Room).  It 

led explanations should be noted to help support why an adjustment 
was necessary, and the adjustment should be initialed by the person making the 
adjustment to provide accountability. 

luded with the Property Register 

 ending account balance should 
be given to every inmate upon release.  This will help ensure that account activity is 
being properly communicated to the inmate, thus providing increased transparency.  

 
 Appropriate Corrections personnel should take corrective actions to address the 
issues noted.  Specifics include the following. 
 

 Deposits should be processed tim
weekly or when funds reach $1,000, whichever occurs first).  Backup staff should be 
trained to cover in the absence of key personnel responsible for making deposits.  
Timely deposits help ensure that funds are properly safeguarded and optimize 
investment income. 

 
 All deposit documentation should be completed accurately and completely.  This will 

help increase accountability over the funds and provide a sufficient audit trail. 
 

provides accountability and attestation to the amount of funds involved in a transfer. 
 

 Care should be taken by Corrections personnel to document all adjustments made to 
activity reports (e.g., Cash Drawer Balancing Report, Property Register Review 
Report).  Detai

 
 A Cash Drawer Balancing Report should be inc

Review Report for each day’s shift.  This will help ensure that all of the activity that 
was processed on each register is properly noted on the Property Register Review 
Report.   

 
 Inmate account activity reports, to include CCC rent reports, should be run 

congruently from one period to the next to ensure completeness of all activity.  
Activity reports should be monitored to ensure there are no gaps in time. 

 
 An IMS receipt documenting an inmate’s activity and

 
 Written policies and procedures should be updated and distributed to staff as they are 

implemented.  This will ensure that staff members are aware of the changes in 
policies and procedures as they occur. 

 
 
LMDC Corrective Action Plan 
 
 
Deposit Timeliness 
 
The Department notes the auditor commented deposit tickets were not dated for both the 
inmate account activity deposits and CMC deposits.  Staff will be instructed to ensure all 
deposits are dated appropriately.   LMDC will increase the number of deposits made and 
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cross-train staff to make deposits.  The Court Monitoring Center’s (CMC) fees will be 
deposited as cash on hand reaches $1,000.  Fees collected in the Records Division (i.e. 

ngerprint and copy fees) will be collected and deposited weekly to avoid exceeding the 
1,000 threshold.   

fi
$
 
 
Funds Accountability 
 
The Department currently utilizes a log book to record funds being transferred from 

he Specialist preparing the deposit for CCC will transfer the deposit to the 

ke the 
eposit to the Property Sergeant who will count the funds upon receipt.  Both the 

 
roperty Sergeant’s deposits will be counted by a business office staff member and both 

CMC to the Business Manager and from the Records Division to the Business Manager.  
The use of a cash custody form will be implemented in all areas handing cash except 
CMC as they already have the logbook in place.  The form will be kept with the deposit 
information for the funds being transferred. 
 
T
Transportation Officer who will count and verify the deposit and both will sign the cash 
custody form signifying the transfer of funds.  The transporting officer will ta
d
transporting officer and Property Sergeant will sign the CCC cash custody form 
signifying the transfer of funds.  The Property Sergeant will count the Business 
Manager’s deposits and each will sign the business office cash custody form.  The
P
will initial the deposit ticket and property room deposit log signifying agreement.   
 
 
Daily Activity 
 
Property staff will be instructed to provide an explanation for any adjustments noted on 

s property register review. 

reports and initial all adjustments. 
 
Property staff will be instructed to ensure the cash drawer balancing report is included 
with the shift’
 
 
CCC Reporting 
 
The CCC Inventory Control Specialist has been advised to run reports as recommended 

elease Receipts

to ensure there are no gaps between reports. 
 
 
R  

pendix #5).  A report of account transactions is 
nly provided upon request.  IMS is not able to provide an account summary thus a report 
ould list each inmate transaction that occurred during incarceration leading to a time 

 would affect inmate release efficiency and cause great 
elays. 

gement System (JMS) is expected to provide an account summary 
port at release. 

 
The Department began providing receipts of property and ending account balances to 
inmates upon release in April 2010 (see Ap
o
w
consuming printing process that
d
 
The new Jail Mana
re
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Policies and Procedures 
 
As procedural changes occur policies are updated accordingly.  Currently several policies 
related to areas addressed in the audit are in draft form and ready for OMB review and 
pproval. 

uarterly Reviews

a
 
 
Q  
 
LMDC has requested, and the Office of Internal Audit has agreed, to review and critique 
the Department’s progress quarterly until a final solution is implemented.   
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#2)  Manual Revenue Processes 
 
 
Scope 
 

Metro Correction’s procedures for administering manual revenue collections were 
reviewed through interviews with key personnel.  The primary focus was the operational 
and fiscal administration of the activity.  This included assessing whether activity was 
processed, recorded, and monitored accurately and appropriately.  
 

The review of manual revenue collections included activity for court monitoring 
and fingerprinting services.  Tests of sample data were performed on activity from 
February through April 2010.  A sample of five court monitoring registration fees was 
judgmentally selected for review from February through April 2010.  Fingerprinting 
activity for the month of February 2010 was also selected for review.  Documentation 
reviewed included Correction’s internal records on fees collected, deposit support 
documentation, bank statements, and Metro financial system postings.  The review 
focused on the accuracy and timeliness of the transactions.  The review would not reveal 
all weaknesses because it was based on a selective review of data. 
 
 
Observations 
 
 Issues were noted with the administration of Metro Correction’s manual revenue 
processes.  As a result, the effectiveness of the internal control structure is impaired and 
needs improvement.  Specifics include the following. 
 
 
• Funds Accountability.  There were procedural issues noted that diminish 

accountability over funds. 
 Funds collected for court monitoring and fingerprint fees are not being reconciled 

in the presence of two individuals (staff accountable for the activity processing 
and the corresponding supervisor).  There is no documentation to indicate 
agreement with the amount of funds turned in or agreement with reconciling 
totals.   

 Deposits prepared by Business Office staff are placed in a sealed bag and turned 
over to the Property Room for pickup by armored car services / delivery to the 
bank.  However, there is no documentation to support the transfer of funds 
between individuals.   

 
 
• Housing Authority Monthly Payment.  The Louisville Metro Housing Authority 

(an entity external to Louisville Metro Government) pays Corrections monthly for 
fingerprint services provided to its applicants.  A check is mailed to Corrections, 
along with a listing of applicant names that the payment is being made for.  There 
were issues noted with this activity. 

 Corrections does not reconcile the monthly payments submitted from the Housing 
Authority.  The Housing Authority listings are not verified to Correction’s 
internal records of fingerprint services provided to ensure the payments are 
appropriate. 
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 The Housing Authority does not appear to submit monthly payments to 
Corrections on a consistent basis.  For the month reviewed, fingerprint services 
were paid by the Housing Authority through two different payments, in 
combination with services provided from several other months. 

 management policies 
and procedures.   

onitoring fees are deposited once a week, though funds typically exceed 
ouple of days.  Of the five deposits reviewed, four 

and copies of arrest records are 
deposited on a monthly basis.  For the month reviewed, fingerprint fees were not 

Although the old receipt books are numbered, 
the books are not inventoried or used in any particular order.  The lack of 

ile deposit activity to the bank statement. 

- Documentation dated February 18, 2010 consisted of fingerprint services from 
October 2009 through mid-February 2010. 

- Documentation dated April 13, 2010 consisted of fingerprint services from 
December 2009 through mid-April 2010.   

- There were also cases where the listing had inaccurate fingerprint dates noted. 
 
 
• Segregation of Duties.  There was a lack of segregation of duties in the processing of 

fingerprint activity.  One person is responsible for the collection of fees and balancing 
funds at the end of the day to register totals.   

 
 
• Deposit Timeliness.  Deposits for manual revenue processes were not made timely in 

accordance with the Office of Management and Budget’s cash

 Court m
the $1,000 threshold within a c
were not deposited timely.  Delays ranged from 7 to 9 business days from the time 
a fee was paid until it was deposited in the bank. 

 The fees collected for fingerprint services 

deposited until 7 business days after the month end. 
 
 
• Desktop Policies and Procedures.  There are no desktop policies and procedures to 

guide Corrections personnel in the collection of court monitoring and fingerprinting 
fees.  This increases the risk of non-compliance with intended policy and can lead to 
inconsistencies and inefficiencies with activity processing. 

 
 
• Manual Receipts.  Corrections should be commended for the purchase and 

implementation of new sequential receipt books for use in documenting court 
monitoring payments.  However, Corrections still uses old receipt books for the 
collection of envelope and copy fees.  

accountability over the receipts creates a risk that funds could be misappropriated. 
 
 
• Deposit Slip Completion.  For one deposit reviewed (court monitoring fees), the 

deposit slip was not dated by the preparer.  This weakens the audit trail for tracking 
funds and makes it difficult to reconc

 
 
Recommendations 
 
 Appropriate Corrections personnel should take corrective action to address the 
issues noted.  Specific recommendations include the following. 
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 Care should be taken by Corrections personnel to ensure funds are properly accounted 

for at all times.  This requires that documentation be maintained whenever there is a 
transfer of funds between employees.  Funds should be counted, and there should be 

upervisors, and cases where funds 

 

documentation should be verified to Correction’s internal records to ensure the 

g Authority on a monthly basis to help 
ensure all activity is being properly accounted for and to improve payment timeliness.  

l allow for more efficient monitoring and reconciliation activities.   

 be conducted in the presence of 

sure all funds are deposited 
timely in accordance with the Office of Management and Budget’s cash management 

tions for court monitoring 
and fingerprinting.  The policies should include sufficient detail for each job duty 

re 
area and signed-out as new receipt books are needed.  This will help provide better 

er the 
funds for tracking and reconciliation purposes. 

documented amounts and signatures to indicate agreement from both parties involved 
in the exchange of funds.  This includes instances where employees cover for break / 
lunch periods, reconciliations between staff and s
are transferred between personnel for deposit purposes. 

 Appropriate Corrections personnel should reconcile the monthly payment received 
from the Housing Authority for fingerprint services.  The payment support 

payment appears appropriate.  Any discrepancies should be researched and 
explanations documented.   

 
 Corrections should consider billing the Housin

Ideally, the Housing Authority should be submitting a payment to Corrections for 
fingerprint services on a consistent monthly basis.  The payment should coincide with 
a definitive time frame (i.e., one payment for each month’s services, not multiple 
months).  This wil

 
 One person should not be responsible for collecting and reconciling their own funds.  

Someone independent of the fingerprint collection process (e.g., supervisor) should 
reconcile funds collected.  The reconciliation should
the processing clerk, and the clerk should not be able to access their daily register 
totals prior to the reconciliation.  

 
 Care should be taken by Corrections personnel to en

policies.  Corrections may need to evaluate their current fund collection processes to 
ensure they allow for compliance with the Office of Management and Budget policy. 

 
 Corrections should develop policies and procedures to guide personnel in the 

processing of all revenue collection areas, to include collec

performed and copies of forms used.  This information should be distributed to all 
applicable personnel and may be used as a training manual for new staff.  Training of 
key personnel will help ensure consistent adherence to the requirements. 
 

 If Corrections continues to use their remaining stock of manual receipt books, then an 
inventory of all remaining books should be performed and documented by an 
individual independent of the processing area.  The books should be held in a secu

accountability over the receipt books and funds collected.   
 

 Documentation submitted with deposits should be thoroughly completed, to include 
the date the deposit is being prepared.  This helps provide a proper audit trail ov
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LMDC Corrective Action Plan 
 
 
Funds Accountability 
 
Fees collected in the records area for deposit will be reconciled daily in the presence of 
two individuals (the Data Systems Operator and Shift Supervisor).  The Clerk and 
Business Manager will sign a cash custody form signifying the transfer of cash to the 

usiness Office when the cash is collected by the Business Manager.  The form will be 

upervisor counts the funds before recording on his daily 
report.  The CMC Supervisor will request the two employees sign off on the report to 

 
the form of the funds prepared by CCC.   

B
stored with the Business Manager’s deposit information for these funds.  
 
Court Monitoring funds are counted by three separate employees before being transferred 
to the Business Office.  Two of the employees will count out the funds together daily 
beginning in July.  The CMC S

create a record of each count.  Previously only the CMC Supervisor was initialing the 
report.  The Business Manager counts the funds transferred to her by the CMC 
Supervisor and signs the CMC logbook signifying this exchange.   
 
The CCC Transportation Officer will sign a cash custody form upon receipt of CCC 
deposits and bring the form to the property room so that the Property Sergeant can sign

 signifying their acceptance 
 
(See Appendix #7 and #8)  
 
 
Housing Authority Monthly Payment 
 

The Business Manager will prepare an invoice that lists each applicant’s name and send 

The Business Manager currently reviews the log of fingerprinted applicants upon receipt 
of the list and payment from the Housing Authority to ensure no applicants have been left 
off of the housing authority list.   
 

to the Housing Authority at the end of the month. LMDC will begin billing the Housing 
Authority for fingerprint fees monthly in August.  
 
 
Segregation of Duties 
 
The Data Systems Operator and shift supervisor will reconcile the cash drawer together at 
the end of each day.   
 
 
Deposit Timeliness 
 
Deposit timeliness has been addressed in other areas of this audit response. 
 
 
Desktop Policies and Procedures 
 
LMDC will review current guidelines, update where appropriate.  All staff has access to 

ss to SOPs. 
 
 

policies.  Supervisors will ensure employees have ready acce
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Manual Receipts 
 
Generic receipts have been or are being replaced in all areas (see Appendix #6).  Books 

 to areas by the Business Manager and inventoried by area 
pervisors.  Eventually completed books will be returned to the Business Manager 

are being signed out
su
and/or archived. 
 
 
Deposit Slip Completion 
 
Deposit slips not being dated has been addressed in other areas of this audit response. 
 
 
Quarterly Reviews 
 
LMDC has requested, and the Office of Internal Audit has agreed, to review and critique 
the Department’s progress quarterly until a final solution is implemented.   
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Appendix 
 
 

Table of Contents 
 
 
The following were provided by Louisville Metro Department of Corrections as part of 

e corrective action plan.   

#1:  Transaction Report (Rent Transactions) 

#2:  Transaction Report (HIP / CAP Payments) 
 

tstanding Checks Procedures 
 

#5:  Inmate Personal Property Receipt  
 

 
#7:  Booking Fees and Records Information Fees 
 
#8:  Court Monitoring Center Daily Cash Report 
 

These begin on the following page.   

th
 

 

#3:  IMS Ou

#4:  Inmate Accounts Transaction Procedures 
 

#6:  Receipt Book 







 

Appendix #2:  Transaction Report (HIP / CAP Payments) 
 

  

 











 

Appendix #4:  Procedures for completing transactions on Inmate Accounts 
 

  

 







































 

Appendix #5:  Inmate Personal Property Receipt 
 

  

 





 

Appendix #6:  Receipt Book 
 

  

 







 

Appendix #7:  Booking Fees and Records Information Fees 
 

  

 











 

 

Appendix #8:  Court Monitoring Center Daily Cash Report 
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