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The DeKalb County Division of Internal Audit (DIA) has completed a review of the P-Card IR
transactions for Superior Court Administration for the period, January 1, 2016 through District 7
July 31, 2016. The following observations are opportunities to improve the effectiveness Vacant

and efficiency of the overall P-Card Program.

Observations:

1. No Policy/Procedure Formally Identifying P-Card Administrator

During the performance of Superior Court Administration P-Card audit, the P-Card Administrator
was initially identified by word of mouth, as we found no official County form, personnel or
otherwise, to designate the P-Card Administrator. We requested and received from the DeKalb
County Treasurer, an email from the Interim Chief Financial Officer (2074) appointing the Treasury
Services Accounting Technician as Special Programs Coordinator (assigning P-Card
Administrator’s duties and responsibilities). Per personnel records, the Treasury Services
Accounting Technician's official title/position has not changed to date.

Recommendation
Without the aid of an official document, personnel action form or other standardized form, to clarify

the designation of the P-Card Administrator, it is our opinion that incorrect or unreliable information
could be disseminated to staff and other stakeholders regarding the identification of the P-Card
Administrator.

We, therefore, recommend DeKalb County adopt an official form, such as the State of Georgia P-
Card Policy form (SPD-CC001-Sample 1), to formally designate the Purchase Card Administrator
and include the adopted form in the DeKalb County P-Card Policies and Procedures Manual.

Management Response:
Treasury agrees with the recommendation. Action steps include:

e The Interim Assistant Finance Director and the Treasurer met with HR & consultant
company, Archer Company, on January 27, 2017 to discuss the issue

e Per our meeting with Human Resources, a Purchasing Card Administrator Position
Information Questionnaire (PI1Q), written by the Interim Assistant Finance Director and the
Treasurer, was submitted to Human Resources on January 31, 2017 for review and
submission to Archer.

1 hitp://doas.ga.gov/state-purchasing/seven-stages-of-procurement/procurement-operations
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e The Finance Department has since had a position reclassified to a P-Card Administrator.

2. P-Card Policy Ambiguity Regarding Designated Approver/Department Head

No official form exists in the County P-Card Policy that clearly defines the Department Head as the
Designated Approver or vice versa. In addition, we found no formal form to verify the authoritative
relationship of the Designated Approver to the Cardholder as addressed in the County P-Card
Policy January 2015, Section 10- Monthly Reconciliation-Step 4 (page 14).

Recommendation

To avoid ambiguity and presumption regarding the identity of Designated Approver, we recommend
the County add an official form similar to the Federal Government form (GSA 3661-Sample 2)2.
This form would clearly identify the Purchase Card Designated Approver along with an attestation
regarding the Designated Approver's authoritative relationship to the Cardholder (as required in the
County’s P-Card Policy and Procedures, page 14 Section 10 Monthly Reconciliation, Step 4).

Management Response:
Treasury agrees with the above recommendation. A copy of the document with our revisions was
sent to Law Department for their review.

3. County P-Card Training Not Currently Required for Designated Approvers/Department
Heads
No P-Card training records exist for the Superior Court Administration - Designated Approver or
Department Head. Per the P-Card Administrator, the Designated Approvers or Department Heads
are not required to attend P-Card Training. However, the County P-Card Policy and Procedures
(Page 7, Section 6.0 P-Card Training) requires training for all persons with a role in the P-Card
Process. Designated Approvers or Department Heads may not fully understand all P-Card
requirements when training is not provided.

Recommendation

We recommend each person with a role in the P-Card program to attend P-Card training and
require them to sign a form acknowledging their responsibilities as participant of the P-Card
program. In addition, we recommend P-Card training for Department Heads or Designated
Approvers be tailored from an oversight role perspective. The training provides an opportunity to
communicate appropriate P-Card use and to increase program oversight.

Management Response:

Action steps taken:
e Power Point presentation has been updated
e We scheduled time to present the P-Card information at the Chief Operating Officer’s
(COO) Manager Meeting.
o We have advised the Chief Operating Officer our presentation of the Emergency P-
Card training Department Directors & Designated approvers and are scheduled to
accomplish this on May 12, 2017 at the Executive Leadership Meeting.

2 http:/iwww.gsa.gov/portal/forms/download/115150
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Sincerely,

-7 j
™ /’
G tatel s \ Sl )

Cornelia Louis

CC: See Appendix C
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Appendix A — Acknowledgements

We would like to thank the Treasury Services Department management and staff and all other
participating departments for their assistance during this engagement.
Conducted by:

Gloria Evans, CPA

Auditor

Finance Department - Internal Audit Division
Reviewed by:

Cornelia Louis

Deputy Director of Finance :
Finance Department - Internal Audit Division
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Appendix B- Sample Forms

Sample 1-Georgia Form SPD-CC001

Deparmont of Aonivisiative Sereions -
£1ale Purchasng Dtalen (.

DESIGNATION OF CARD PROGRAM ADMINISTRATOR

Card Program [select all that apply) |} Purchasing Card | | TravelCard | | Fuel Card
Agensy T o | T
Agdress
= Eiw Lo e i = S | o
Daes this form rescind any previous form submitted to DOAS State Purchasing Division? "1 Yes ] ne
Name
| Ermail Address SRR R B
Pfione | Fax E
Card Prograrn Title/Responsibilities (sclect onel
Is this person the primary contact for routine business (e.g. audits)? Check one: ] [Jyes [0

This person wili recelve ol notices from Stote Purchasing/Trove! Card Program Monager.

1. Describe your experience in procur corporate card ation, accounting/finance, or related fields,

2. Describe your educationfexperience or special training/certifleation in business administration, faw,
accounting, or related flelds.

3, Describe your State Purchasing Division training completed, specifically for purchasing card or travel card.

4, Doscribe your knowledge of purchasing or travel card policies, procedures, and “best practices”,

5. Describe other purchasing and sthics tralning courses you have cum;;l:zt-éd to date.

Mame of APO Approval Date
approved [ | Yes

Name of Agency Head Approval Date
Approved || Yes

Instructions for submitting form
1. Complete the fields above and select the approval baxes to cert’fy that approval has been obrained tor this
request. i
2. Savethe form as a Word docement {not PDF).
3. The Agsncy Head or Designes should send the “Designation of Card Pragram Administrator” form to the Stote
Purchasing Division wia email 1o srocessing

Ruvises 10.01.93 Taga 1 of 1 SPD-CCCC”

Sample 2-Federal Government Form GSA 3661(page 1)
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(The entire form can be found at http://www.gsa.gov/portal/forms/download/115150.)

PURCHASE CARD APPLICATION AND MAINTENANCE
(See Privacy Acf Statement on reverse) »
SECTION | - TYPE OF ACTION .

B [CennF ananiunT Approving Offical {201 Changae | Reconiler Ghanges
Change Actuund n MENW AT RFT ATFES FOSLFS L000H 8] | ASSOCIATFD CARDS ,___| [ATTRT A
T IMIT SHahOF Cmone SRons I a1} .
HANE 5 I6hGE (NGLLTE PREVIDUS MAVE B2 AC REPLACLS MOSLER &40 OH 4 SINGLE CARE || rrr arr cnnew
| AODHEBE GRANGE |uer it Sope caanue NS S Rchorm W 1, Soa L T TR
A PIRIEL T T e il CANGEL

OTE: NEW CARDROLUERS AND ARPROVING GEFICIALS 1AL | COMLE & REGUIRED TRAINING AND ATTASH CERTIFICATES OF
COMALETION WSARANTED COMTRATTING G ICERS MUST ATTACH A COPY TF THER WARRANT;

SECTION I - CARDHOLDER [U'se payroli naame)

Mare G
LoHaT SIRET DTN MTIA EFQW{ER LOET NAME i
s i
DEFICE ShenE” ARRRESS 1 T s i ISTATE |7 (F COHAR = o Wavioan)
el S—
FUSINESE 12LEFHURE NJ'WIE=< CAII-OLD=R'SE LE ADDRESS

sﬁmﬁ:aw) I aiw certfy thati h.s'«-a mmplntsd thE Fagasys ._harge carc trzin ng or read the Pc«gas,vs charge ..a.d
User Guide and understard how 1o log and reconcils purchase card transachons in Pogasys.

SIENEILEL [
) SECTION 1l - PRIVILEGES AND CODING etk
BhCLE PURCHESE LIWE (%) WMOHTHLY AURCHARFE | BT (2
Pegaeys REGICE ;;’;‘:'; e ORRAMTLTOR gl oaczer PROIEST * BI_DINE “S_MBER
Dcfadlt e . oone | ciass )
Ceding l
M o 2 & " .
Nl N SECTION IV - APPROVING OFFICIAL ~ ° e gt Apprower {1
WARRAL O N TOTE L6 AL AT, T o GTPALO R BN S
£FSCE STREST ADDFRESE FUBNESE TELESHCHE NUWEER
e r.mm_ AP GOGL ¢+ <1l sncen WAML ©  CURLE A1 LR TRG F FIEE L # agbsmie i

| ceertify that | @ not subnrdinate ta the above cardholder and will @nsure that the purchase cat is uasd proparly in
accordance with gl purchsse card polioy and procedures.

SIGRATURL vy —

SECTION V - ACCOQUNTING TRANSACTION RECONCILER {Optional - Most cardiholdors recovicile their own cnirles)
»EE -m?rr_- =] HAME oeFIsE

TJISH ON DLy EQAIL
e OF NEY

5.::9,: Fovall ADRRESS HOPE OF FORN =R HECORDIER

ELEGATID?*I OF PROCUREMENT AUTHORITY FOR MICRO-PURCHASE CARDHOLDERS: You are gelegated (o
aurchase authorized aupplies and senvices with the Government purshase cand not o excepd your single purchasa limit. Al
purchasas mual he mace in ancardanaes with applicable l=ws and regulations includirg . but nat limited fo, tha Federal
Acquisiion Regulation (FAR), 1h2 GSA Acquisition Manual {GSAM), and other GSA policy. This dalegaton shall terminals

upon esp=mEton from the agency, upon agsignment to another G54 organzabon, or upon canceilsfion of the purchasa ang
account.

GEMNERAL SERVICES ADMINISTRATION GSA 3661 (REV. 1/2015)

FREACURFIITION IS NOT UEARLE
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APPENDIX C — DISTRIBUTION LIST

This report has been distributed to the following individuals:
DeKalb County Board of Commissioners

Office of the Chief Executive Officer

Zachary L. Williams, Chief Operating Officer/ Executive Assistant
Benita Ransom, Human Resources Director

Preston Stephens, Interim Assistant Finance Director

Robert Atkins, Treasurer

Yvette Pitts-Ayo, Accounting Technician (Interim P-Card Administrator)
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