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SUBJECT: 
Acceptance of Fiscal Year 2013-2014 Purchasing Card Audit Reports Prepared by the Auditor­
Controller's Office 

STAFF RECOMMENDATIONS: 

1. Accept Fiscal Year 2013-2014 Purchasing Card Audit Reports prepared by the Auditor-Controller's 
Office. 

DISCUSSION: 

The purchasing card audits, performed by the lnternal Audit Division in the Auditor-Controller's 
Office, determine if County departments are compliant with the County of Stanislaus 
Purchasing Card and Travel Policies. Per the Purchasing Card Policy, all County departments 
and related agencies which utilize the County purchasing card are subject to an audit. Of the 
32 departments and related agencies which use the County purchasing card, 16 departments 
and related agencies were selected for testing for Fiscal Year 2013-2014. 

The purchasing card transactions for the 16 departments and related agencies were reviewed 
1 00% for Department Head transactions and the remaining transactions were tested on a 
sample basis ranging from 22% to 53%, with an average sampling population of 24%. The 
sample population was ehosen through a random selection process along with selections 
based on professional judgment, including an evaluation of past audit results, transaction 
dollar amounts and the appearance of high risk transactions. 

During Fiscal Year 2013-2014, a total of 18,698 purchasing card transactions were processed 
in the amount of $3,600,129 for all departments and related agencies. A total of 10,159 
purchasing card transactions, in the amount of $2,127,520, were incurred for the 16 
departments and related agencies which were audited. ltems selected for testing comprised of 
2,474 purchasing card transactions totaling $702,664, or 24% and 33% respectively. 

Our audit procedures included, but were not limited to the following actions: 

• Determination that the purchasing card transactions were for appropriate County 
business transactions; 

• Verification that supporting documentation exists for the purchases; 

• Examination of the department's monthly reconciliation of the purchasing card 
statement; 
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Acceptance of Fiscal Year 2013-2014 Purchasing Card Audit Reports Prepared by the Auditor­
Controller's Office 

• Review purchasing card authorization for each card; 

• ln departments that have their own policy/policies, determine if the policy/policies are 
more stringent than the County policy/policies and if so, determine compliance with their 
policy/policies; and, 

• ldentification of any items that may be an abuse of County policy such as the purchase 
of personai items. 

Significant Findings 

Findings are determined to be significant based on the number of occurrences for a particular 
finding, the amount associated with the finding and the nature of the finding. A summary of the 
significant findings for the 16 departments and related agencies under audit for the July 1, 
2013 to June 30, 2014 period is listed below: 

• Each year the Department Head is required to review the need and limit of each 
purchasing card in the department. We noted four departments that did not perform this 
annual review. 

• Department Heads are required to assign a designee(s) in writing and maintain a record 
of such for five years. We noted five departments that did not identify a designee in 
writing effective for the period under review. 

• Each month the Department Head is required to review and approve the Company 
Billing Statement. This report lists all of the purchasing card transactions for the period 
and allows the Department Head to review the purchases for appropriateness and 
authenticity. We noted the following related to this approval: 

Y Twenty-two monthly reports were not reviewed and/or certified in a timely 
manner. 

Y Two monthly reports were approved by an employee not assigned as a designee 
by the Department Head. 

• We noted the following related to the monthly reconciliation of the purchasing card 
statements: 

Y Twenty-six monthly purchasing card statement reconciliations were not 
performed timely. 

y Sixteen monthly purchasing card statement reconciliations were not certified. 

• We noted the following related to Travel Authorization Forms: 

Y Forty-two Travel Authorization Forms totaling $38,094 were not approved prior to 
the expenditure of travel related charges. 

y Six Travel Authorization Forms were approved by two personnel who were no 
longer authorized designees. 
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Aeeeptanee of Fiseal Year 2013-2014 Purehasing Card Audit Reports Prepared by the Auditor­
Controller's Offiee 

~ Four Travel Authorization Forms were not eompleted, not eompleted aeeurately 
and/or not approved. 

• We noted five transaetions totaling $60,570 spent for employee trainings that exeeeded 
$5,000 per registration. Although the purehases were valid County business expenses, 
pursuant to the County Purehasing Card Poliey a purehasing eard is for the purehase of 
goods and serviees eosting less than $5,000 per item, including taxes, shipping, ete. 

• We noted four transaetions totaling $3,066 that were not supported by an itemized 
reeeipt or a Misplaeed Reeeipt Form approved by the Department Head. 

• We noted two transaetions totaling $1,753 for gift eards purehased to pay for employee 
and elients' meals during an out-of-County program event. The use of gift eards to 
purehase employee and elient meals appears inappropriate and appears to eireumvent 
the County Travel Poliey. 

• We noted one lodging transaetion in the amount of $676 for a one-night stay that is 
deemed exeessive and resulted in an estimated additional east to the County of $316. 

• We noted 26 transaetions totaling $31,631 for whieh distriet tax was not paid. As a 
result of these transaetions, approximately $146 in sales tax was not reported to the 
California State Board of Equalization in a timely manner. The sales tax has been 
reported sinee the audit field work was eompleted. 

• We noted 10 transaetions totaling $275 for travel agent fees to book airfare for staff 
training and elient eomplianee visits. This serviee appears to be an additional east to the 
County and not the most eost-effeetive option for booking airfare related to staff training 
and client eomplianee visits. 

• We noted three meal transaetions totaling $73 for two employees where meal overages 
were reimbursed through the payroll proeess as a deduetion without adequate written 
authorization. Although verbal authorization was obtained from the employee and 
dedueted amounts were noted on the employee signed and approved timesheets, per 
State of California's Department of lndustrial Relations, an employee's written eonsent 
must be expressly authorized in writing before an employer may deduet money owed 
from an employee's payeheek. 

• We noted one transaetion in the amount of $30 for toll and toll evasian penalty. The toll 
evasian penalty of $25 was not approved and the supporting doeumentation did not 
eontain a clear business purpose. The County has been reimbursed for the penalty 
partion of this eharge. 

We would like to highlight the faet that four of the 16 departments and related agencies 
included in this audit series did not have audit findings reported on the Exeeutive Summary 
Report. 

The signifieant findings primarily eonsisted of departments laeking suffieient proeedures and 
eontrols, in some eases, to monitor the appropriateness of the purehasing eard transaetions. 
Overall, the transaetions seleeted for testing were valid County purehases and, exeept for the 
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Aeeeptanee of Fiseal Year 2013-2014 Purehasing Card Audit Reports Prepared by the Auditor­
Controller's Offiee 

findings noted above, the departments and related ageneies ehosen for testing were in 
eomplianee with the County Purehasing Card and Travel Polieies. 

POLICY ISSUE: 

Per Government Seetion Code 26883, the Board of Supervisors shall have the power to 
require that the County Auditor-Controller shall audit the aeeounts and reeords of any 
department, offiee, board or institute under its eontrol. 

On August 7, 2001, the Board of Supervisors approved Agenda ltem 2001-593 direeting the 
Chief Exeeutive Offiee and the Auditor-Controller to provide an annual report, per County 
department, of the purehasing eard transaetions whieh will inelude findings and 
reeommendations. 

FISCAL IMPACT: 

There is no fiseal impaet related to the aeeeptanee of the Fiseal Year 2013-2014 Purehasing 
Card Audit Reports. 

The eost to the County for serviees provided by the General Ledger Division and lnternal Audit 
Division of the Auditor-Controller's Offiee for the work performed was approximately $69,433 in 
salary related expenses, representing a total of 1 ,417 work hours at approximately $49 an 
hour. Had the performanee of audit work been eontraeted to a publie aeeounting firm, eosts to 
the County would have inereased. Publie aeeounting firms generally eharge between $100 and 
$300 an hour dependent upon professional levels. The benefit of the serviees provided by the 
Auditor-Controller's Offiee to the County elearly outweighs the eosts for these serviees. 

BOARD OF SUPERVISORS' PRIORITY: 

The audit work performed by the Auditor-Controller's Offiee provides aeeountability to the 
Board of Supervisors and the publie and is in alignment with the Board priority of ensuring 
Effieient Delivery of Publie Serviees. 

STAFFING IMPACT: 

There is no staffing impaet assoeiated with aeeeptanee of the Fiseal Year 2013-2014 
Purehasing Card Audit Reports. Existing lnternal Audit staff prepares the annual reports. The 
Auditor-Controller's Offiee will eontinue to perform the audits for the purehasing eard 
transaetions on a two to three year eycle. 

CONTACT PERSON: 

Cara Kiely, CPA Manager 111 (209) 525-6502 

ATTACHMENT(S): 

Exeeutive Summary Reports 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

AGRICULTURAL COMMISSIONER 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use ofthe County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controlier to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Agricultural Commissioner during fiscal year 2013-
2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The Department 
Head transactions consisted of 29 transactions totaling $2,299.83. The test transactions for department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentaliy considered for testing, based on doliar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 472 transactions totaling 
$67,256.29. For our engagement, we selected 100 transactions (approximately 21%) in the amount of 
$23,412.87 (approximately 35%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate person ne!. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Policies and Procedures along with the Travel Policy. 

• We examined the transactions to ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions to the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports to ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

A) Annual Purchasing Card Review 

The Department Head's annual review determining the need and limit of the department's 
purchasing cards was not performed during fiscal year 2013-2014. Pursuant to the County 
Purchasing Card Policy, the Department Head shall annually determine the need and limits for 
department purchasing cards. 

Recommendation 

We recommend the Department review and revise its procedures to ensure the Department Head 
annually reviews the department's list of purchasing cards to determine the need and limit, 
including those limits in excess of $5,000, in accordance with policy. The review shall be signed and 
dated by the Department Head, then maintained with the Purchasing Card records for five years. 

Department Response 

The Annual Purchasing Card Review has been added to the Department's year-end procedures and 
entered as an annual task reminder on the Department Shared Calendar. 
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DEPARTMENT FINDINGS 

There were no significant findings and recommendations for the Department purchasing card 
transactions during fiscal year 2013-2014. 
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STANISLAUS COUNTV 
EXECUTIVE SUMMARY 

ALLIANCE WORKNET 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Alliance WorkNet during fiscal year 2013-2014. Ali, 
or 100%, of the Department Head's transactions were tested for this period. The Department Head 
transactions consisted of 12 transactions totaling $3,000.00. The test transactions for department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 246 transactions totaling 
$91,243.54. For our engagement, we selected 60 transactions (approximately 24%) in the amount of 
$36,743.69 (approximately 40%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 

we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 

authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Policies and Procedures along with the Travel Policy. 

• We examined the transactions to ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions to the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports to ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

There were no significant findings and recommendations for the Department purchasing card 
transactions during fiscal year 2013-2014. 
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STANISLAUS COUNTV 
EXECUTIVE SUMMARY 
AREA AGENCY ON AGING 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Area Agency on Aging during fiscal year 2013-2014. 
Ali, or 100%, of the Department Head's transactions were tested for this period. The Department Head 
transactions consisted of 19 transactions totaling $12,363.92. The test transactions for department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 1,101 transactions totaling 
$129,814.63. For our engagement, we selected 227 transactions (approximately 21%) in the amount of 
$30,631.23 (approximately 24%) from the entire population for testing. 

The engagement was conducted in accordance with the Jnternational Standards for the Professional 
Practice of Jnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Polides and Procedures along with the Travel Policy. 

• We examined the transactions ta ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions ta the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports ta ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

There were no significant findings and recommendations for the Department purchasing card 

transactions during fiscal year 2013-2014. 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

ASSESSOR 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for the Assessor's Department during fiscal year 2013-
2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The Department 
Head transactions consisted of 8 transactions totaling $1,724.06. The test transactions for department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 169 transactions totaling 
$40,857.98. For our engagement, we selected 40 transactions (approximately 24%) in the amount of 
$11,606.89 (approximately 28%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate person ne!. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Policies and Procedures along with the Travel Policy. 

• We examined the transactions ta ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms ta verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports ta ensure administrative staff were 
reviewing and reconciling the monthly transactions ta the purchasing card statements from the 
Bank af America. 

• We reviewed the Purchasing Card Transaction Detail Reports ta ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

There were no significant findings and recommendations for the Department purchasing card 
transactions during fiscal year 2013-2014. 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

AUDITOR-CONTROLLER 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Auditor-Controller during fiscal year 2013-2014. 
Ali, or 100%, of the Department Head's transactions were tested for this period. The Department Head 
transactions consisted of 6 transactions totaling $999.87. The test transactions for department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 131 transactions totaling 
$21,943.18. For our engagement, we selected 30 transactions (approximately 23%) in the amount of 
$5,657.43 (approximately 26%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards jor the Projessional 
Practice af lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 

authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Policies and Procedures along with the Travel Policy. 

• We examined the transactions ta ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department person ne! and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms ta verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate person ne!. 

• We examined the Purchasing Card Reconciliation Reports ta ensure administrative staff were 
reviewing and reconciling the monthly transactions ta the purchasing card statements from the 
Bank af America. 

• We reviewed the Purchasing Card Transaction Detail Reports ta ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

There were no significant findings noted in the Department Head purchasing card transactions during 

fiscal year 2013-2014. 

DEPARTMENT FINDINGS 

A) Lack of Written Approval for ln-County Meals 

We noted three in-county meal transactions (totaling $224.97) associated with two separate county 
business meetings where the Department Head's written approval was not obtained. The 
Department explained approval was obtained via e-mail documentation; however, the 
documentation was not retained for support. 

Recommendation 

We recommend the Department modify its procedures to ensure the Department Head's written 
approval is obtained for in-county meals associated with a County business meeting in accordance 

with the County af Stanislaus Travel Policy. 
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Department Response 

The department agrees with the finding. Written approval was obtained prior to the incurrence of 
the meal expense however the documentation was not retained. Subsequent to the audit, the 
Department created a memo authorizing the use of department safety incentive funds for in-county 
meals associated with quarterly staff meetings. This memo remains in effect until revoked by the 
Department Head or when a change in leadership occurs. 
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STANISLAUS COUNTY 

EXECUTIVE SUMMARY 
BEHAVIORIAL HEALTH AND RECOVERY SERVICES 

PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures, along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County purchasing cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001, which directs the 
Chief Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card 
Program including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process. ln consideration of several consecutive years of performance of purchasing card 
audits along with performance of a risk analysis a determination was made to audit the departments 
and agencies over a two year time period. A total of 16 department and related agencies were selected 
for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Behavioral Health and Recovery Services during 
fiscal year 2013-2014. Ali, or 100%, of the Department Head's transactions were tested for this period. 
The Department Head transactions consisted of 43 transactions totaling $2,477.69. The test transactions 
for Department personnel were selected randomly at approximately 20% of the total transactions. 
Additional transactions were also judgmentally considered for testing, based on dollar amount or 
transaction type. The purchasing card transactions for Department personnel consisted of 2,410 
transactions totaling $368,244.75. For our engagement, we selected 491 transactions (approximately 
20%) in the amount of $99,047.52 (approximately 27%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of Jnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 

authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Policies and Procedures along with the Travel Policy. 

• We examined the transactions ta ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing Department personnel and documenting the Department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms ta verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports ta ensure administrative staff were 
reviewing and reconciling the monthly transactions ta the purchasing card statements from the 
Bank af America. 

• We reviewed the Purchasing Card Transaction Detail Reports ta ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Travel Policy. While the findings discussed below may not, individually or in 
the aggregate, impair compliance with the County Purchasing Card Program, they do present risks that 
can be more effectively controlled. We appreciate the courtesies and cooperation extended ta the 
Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

A) Monthly WORKS Billing Statements 

We noted the Department Head's review and approval af the monthly WORKS Billing Statements 
was untimely for five af 13 periods under review. ln addition, two af 13 periods were approved by 
personnel not assigned as designees ta certify the monthly WORKS Billing Statements. 

Recommendation 

We recommend the Department review and revise their procedures ta ensure the Department 
Head's monthly review and approval af the WORKS Billing Statements are complete, performed in a 
timely manner, and certified by appropriate staff designated ta sign on the Department Head's 
behalf in accordance with the County Purchasing Card Policy. 

Department Response 

The Department Head is prioritizing review af the monthly WORKS Billing Statements ta ensure that 
these documents are reviewed within the month that they are received by the Director. 
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B) Meai/Tip Overages 

We noted 20 meal transactions {totaling $403.60) where meal or tip charges exceeded the County's 
approved limits. Although the overages were reimbursed timely, the purpose of meal limits per the 
County Travel Policy is to purchase within those limit amounts. ln addition, the time spent 
processing overages results in an additional cost to the County. 

Recommendation 

We recommend the Department review and revise their procedures to ensure meal and tip charges 
do not exceed the established meal and tip limits per the County Travel Policy. 

Department Response 

On December 14, 2014 BHRS implemented the Per Diem option within the County Travel Policy. 
Thus, department staff are limited to the incidental maximum found in the Federal GSA Per Diem 
limits. Client meals are still charged to a credit card, but these meals rarely, if ever, exceed approved 
limits. 

DEPARTMENT FINDINGS 

A) Monthly Bank Statement Reconciliation 

We noted monthly reconciliations of purchasing card transactions were not certified for five of 13 
periods under review. ln addition, we noted monthly reconciliations were not performed timely for 
two of 13 periods under review. 

Recommendation 

We recommend the Department review and revise their procedures to ensure the monthly 
purchasing card reconciliations are complete, performed timely, and documented with a signature 
and date in accordance with the County Purchasing Card Policy. 

Department Response 

The Department is in the process of amending its's Purchasing Card Policy and will include 
requirements that purchasing card reconciliations are completed by the 23'd of each month, signed 
and dated in accordance with County Policy. ln addition, the Department intends to modify the 
Department Purchasing Card Policy to include position titles of the Director's designees (Associate 
Director and/or Assistant Director) as having authority to complete the reconciliation process in the 
Director's absence. 

B) Meai/Tip Overages 

We noted 20 meal transactions {totaling $689.07) where meal or tip charges exceeded the County's 
approved limits. Although the total overage was reimbursed, the purpose of meal limits per the 
County Travel Policy is to purchase within those limit amounts. ln addition, the time spent 
processing overages results in an additional cost to the County. 

Recommendation 

We recommend the Department review and revise their procedures to ensure meal and tip charges 
do not exceed the established meal and tip limits per the County Travel Policy. 
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Department Response 

On December 14, 2014 BHRS implemented the Per Diem option within the County Travel Policy. 
Thus, department staff are limited ta the incidental maximum found in the Federal GSA Per Diem 
limits. Client meals are still charged ta a credit card, but these meals rarely, if ever, exceed approved 
limits. 

C) Travel Authorization 

We noted four travel related expenses (totaling $1,235.22) were incurred prior ta completing a 
travel authorization form. A completed travel authorization form is required af all County personnel 
prior ta incurring travel and other related expenses. While the expenses were valid County business 
expenses, the form was not completed prior ta incurring the expense as required by policy. 

Recommendation 

We recommend the Department review and revise their procedures ta ensure travel authorization 
forms are completed prior ta incurring any travel related expenses. The travel authorization forms 
must be supported with written documentation in accordance with County af Stanislaus Travel 
Policy. 

Department Response 

The BHRS Travel Policy has been revised ta specifically direct that Travel Authorization Forms must 
be approved in advance af any travel. On February 1, 2016 the Assistant Director conducted a brief 
training about BHRS travel policies at the Department Leadership meeting. 

D) Exception ta Policy 

We noted two transactions (totaling $1,752.95) for gift cards purchased to pay for employee and 
clients' meals during an out af County program event. The use af gift cards ta purchase employee 
and client meals appears inappropriate and appears to circumvent the County Travel Policy. ln 
addition, exceptions to policy require written approval from the Chief Executive Officer or their 
designee. 

Recommendation 

We recommend the Department review and revise their procedures ta prohibit the use af gift cards 
ta purchase employee and client meals. 

Department Response 

Our Purchase and Use af lncentive/Gift Cards policy and procedure was revised in March 2015 to 
reflect the prohibition af using gift cards ta pay for program food purchases or for outing/fieldtrip 
food purchases. 

E) Occupancy Tax Waiver Exemption Certificate 

We noted four lodging transactions (totaling $754.49) where occupancy tax was paid at a hotel 
within a city that exempts local government employees from occupancy taxes. As a result, $77.46 in 
additional County travel costs were incurred. Pursuant to the County Travel Policy, County 
employees are required ta submit the Hotel Transient Occupancy Tax Waiver Exemption Certificate 
during the hotel registration process when the hotel agrees ta accept it. 
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Recommendation 

We recommend the Department review and revise their procedures to ensure Occupancy Tax 
Waiver Forms are submitted to hotels during the registration process, especially in hotels Iaeated 
within cities that exempt the tax for County employees. Documentation of the hotel refusing to 
accept the form is also recommended. 

Department Response 

As of March 15, 2016 the County no longer requires staff to submit an Occupancy Tax Waiver Form 
to any hotel. We are still requiring our staff to ask if a waiver will be accepted by the hotel. 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

CHILDREN & FAMILIES COMMISSION 

PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Children & Families Commission during fiscal year 
2013-2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The 
Department Head transactions consisted of 18 transactions totaling $715.92. The test transactions for 
department personnel were selected randomly at a minimum threshold of 25 purchasing card 
transactions. Additional transactions were also judgmentally considered for testing, based on dollar 
amount or transaction type. The purchasing card transactions for department personnel consisted of 63 
transactions totaling $5,076.59. For our engagement, we selected 25 transactions (approximately 40%) 
in the amount of $2,222.67 (approximately 44%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Policies and Procedures along with the Travel Policy. 

• We examined the transactions to ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions to the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports to ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

There were no significant findings and recommendations for the Department purchasing card 
transactions during fiscal year 2013-2014. 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

COMMUNITY SERVICES AGENCY 

PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use ofthe County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Community Services Agency during fiscal year 
2013-2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The 
Department Head transactions consisted of 35 transactions totaling $4,646.17. The test transactions for 
department personnel were selected randomly at approximately 20% of the total transactions. 
Additional transactions were also judgmentally considered for testing, based on dollar amount or 
transaction type. The purchasing card transactions for department personnel consisted of 1,945 
transactions totaling $426,864.08. For our engagement, we selected 430 transactions (approximately 
22%) in the amount of $152,497.53 (approximately 36%) from the entire population for testing. 

The engagement was conducted in accordance with the /nternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 

authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 

Page 1 of 5 



• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Policies and Procedures along with the Travel Policy. 

• We examined the transactions to ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions to the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports to ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

There were no significant Department Head findings noted for fiscal year 2013-2014. 

DEPARTMENT FINDINGS 

A) Monthly Purchasing Card Reconciliation 

The monthly reconciliation of purchasing card transactions was untimely for 8 of 13 periods under 
review. ln addition, we noted the monthly reconciliations of 11 statements were not certified. The 
monthly reconciliation is performed to ensure Department charges on a County purchasing card are 
appropriate business expenses and are reviewed and certified in a timely manner, prior to the next 
month's statement. 

Recommendation 

We recommend the Department review and revise its procedures to ensure the monthly purchasing 
card reconciliations are complete, performed timely and certified with a signature and date in 

accordance with the County of Stanislaus Purchasing Card Policy. 
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Department Response 

Management will conduct periodic training to remind employees of the County policies. While 
County policy requires the Department Head to certify in writing that all purchasing card charges are 
valid appropriate County expenses prior to the receipt of the next month's statement this is not 
always possible due to the number of transactions at Community Services Agency. Each transaction 
and supporting documentation is reviewed and reconciled by the purchasing card staff prior to 
being approved and signed off in the purchasing card "Works" system. Only after all the 
transactions, missing receipt forms, credit card statements, trip authorizations, deposits and 
employee reimbursements are processed is the Department Head provided with the Works Billing 
Statement to review and sign. 

B) Travel Authorization 

We noted nine travel related expenses (totaling $1,799.93) for eight separate trips where the travel 
authorization forms were not completed properly. 

• Six travel authorization forms were approved subsequent to incurring the expense. 

• One travel authorization form did not include theeast of airfare. 

• One travel authorization form was not completed and approved. 

• One travel authorization form for out-of-state travel was not approved by the Department 
Head as required by Department policy. 

Recommendation 

We recommend the Department review and revise their procedures to ensure all travel related 
expenses are properly approved on a completed travel authorization form prior to incurring any 
travel related expenses. The travel authorization forms must be supported with written 
documentation in accordance with the County of Stanislaus Travel Policy. 

Department Response 

Management will conduct periodic training to remind employees of the current County policies. The 
Accounting Technicians in the Travel Unit continually use every available opportunity when 
interacting with staff to educate them on the proper procedures for travel authorization forms. 

C) Double Charge 

We noted six transactions (totaling $339.61) where employees charged meals on their purchasing 
card and additionally claimed reimbursement through the payroll system using the meal per diem 
option. Although these charges were subsequently reimbursed by the employees, this type of 
activity creates a higher level of risk for the County. 

Recommendation 

We recommend the Department review and revise their procedures to ensure that meals 
reimbursed through the meal per diem option are not also charged to the employees' purchasing 
cards. ln addition, we recommend continued training of employees on proper use of purchasing 
cards when per diem is utilized for reimbursement of travel expenses. 
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Department Response 

The employees reimbursed the charged meals ta the County prior ta submitting an Employee 
Expense Reimbursement claim for their meal per diem. The Department provided training ta the 
employees that only meals for clients and with clients are approved on a County Purchasing card. 
Community Services Agency is currently revising the Community Services Agency Purchasing Card 
and Travel Policy ta make this more clear ta employees that are traveling for client related County 
business purposes. 

D) Travel Baoking Fees 

We noted 10 transactions (totaling $275.00) for travel agent fees ta book airfare for staff training 
and client compliance visits. This service appears ta be an additional east ta the County and not the 
most cost-effective option for booking airfare related ta staff training and client compliance visits. 

Recommendation 

We recommend the Department review and revise their policy and procedures related ta booking 
travel through a travel agency. Pursuant ta County af Stanislaus Travel Policy, the Department Head 
is responsible for ensuring the most cost-effective and practical travel alternatives are selected. 

Department Response 

The current Community Services Agency Purchasing Card and Travel Policy that went in ta effect 
February 1, 2016, has been updated ta state that Storer Travel usage is limited ta booking 
complicated travel involving transportingminors, older adults or individuals with disabilities. 

E) Tali Evasian Penalty 

We noted one transaction (totaling $30.00) for a tali fee and tali evasian penalty which was not 
approved and no clear business purpose was documented, resulting in an additional east ta the 
County af $25.00 for the penalty incurred. The additional charge af $25.00 for evading the toll fee is 
considered avoidable and the Department should seek reimbursement. 

Recommendation 

We recommend the Department review and revise their procedures ta ensure that travel charges 
clearly reflect the business purpose, adequate supporting documentation is provided, and charges 
are properly approved. On August 8, 2015, the Department drafted a Tolls, Tickets and Fines Policy 
and Procedure. We further recommend the Department request reimbursement for thetali evasian 
penalty charge af $25.00. 

Department Response 

The employee has reimbursed the Department for this violation. The Department Tolls, Tickets, and 
Fines Policy was approved on August 25, 2015 and states that if a CSA employee receives a ticket, 
fine, or tali violation while engaged in County business, the employee is personally responsible for 
the full amount plus penalties. 

F) Sales/Use and District Tax 

We noted district tax for 26 transactions (totaling $31,631.41) was not paid at the time af purchase 
and the Department did not report the transactions on the appropriate tax log ta the Auditor-
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Controller's Office. This resulted in a shortage of $146.18 of district tax which was not forwarded to 
the California State Board of Equalization. 

Recommendation 

We recommend the Department review and revise its procedures to ensure credit card purchases 
for which sales tax or district tax was not paid are logged on the Use Tax or District Tax Log and 
submitted to the Auditor-Controller's Office pursuant to the County Purchasing Card Policy. 
Subsequent to the audit, the Department submitted a Use Tax Log to the Auditor-Controller's Office 
on March 3, 2016. 

Department Response 

Community Services Agency submitted a Use Tax Log to the Auditor-Controller's Office on March 3, 
2016 to resolve this finding. There was confusion during this time period with vendors regarding the 
mailing address and the Board of Equalization's posting of Community Services Agency annexation 
and the new tax status. lnvoices were received with an incorrect tax amount charged; however, the 
Auditor's Office stated that the State would not allow for submission of partial sales tax remittance. 
Although the State Board of Equalization states that it is the vendors responsibility to charge the 
correct tax rate, staff have been working with vendors to have them submit invoices with the 

correct tax rate. 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

DISTRICT ATTORNEY'S OFFICE 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directs the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process. ln consideration of several consecutive years of performance of purchasing card 
audits and performance of a risk analysis a determination was made to audit the departments and 
agencies over a two year time period. A total of 16 department and related agencies were selected for 
audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for District Attorney's Office during fiscal year 2013-
2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The Department 
Head transactions consisted of 7 transactions totaling $796.09. The test transactions for department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 692 transactions totaling 
$188,311.24. For our engagement, we selected 170 transactions (approximately 25%) in the amount of 
$59,903.94 (approximately 32%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice af lnterna/ Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card and 
Travel Policies. 

• We examined the transactions to ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions to the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports to ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card and Travel Policies. While the findings discussed below may not, individually or in the 
aggregate, impair compliance with the County Purchasing Card Program, they do present risks that can 
be more effectively controlled. We appreciate the courtesies and cooperation extended to the Auditor­
Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

There were no significant findings in the Department Head's purchasing card transactions during fiscal 
year 2013-2014. 

DEPARTMENT FINDINGS 

A) Trip Authorization Forms 

We noted the following issues related to the completion of Trip Authorization Forms: 

• Six travel related expenses (totaling $1, 734.03) for six separate trips where the Trip 
Authorization Forms were completed subsequent to incurring the expense. 

• For one travel related expense, the Trip Authorization Form was not re-authorized to reflect 

additional airfare east. 

Recommendation 

We recommend the Department review and revise its procedures to ensure all travel related 
expenses are included and approved on a completed Trip Authorization Form prior to incurring any 
travel related expenses. Any changes in travel arrangements should be revised on the Trip 
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Authorization Form and approved. And Trip Authorization Forms must be supported with written 
documentation in accordance with the County's Travel Policy. 

Department Response 

The Department's procedure is to have travel forms authorized prior to the travel. The account 
clerk who processes the travel authorizations is very conscious of the requirement and reminds staff 
regularly. 

B) Missing ltemized Receipts 

We noted four travel related transactions (totaling $3,065.62) were missing itemized receipts and 
Misplaced Receipt Forms were not completed. ltemized receipts provide substantiation that 
transactions are valid county business expenses and are due immediately upon return from travel. 
ln the instance a receipt is not provided or the receipt does not provide sufficient detail, the 
cardholder must complete and submit a Misplaced Receipt Form for the Department Head's review 
and approval within ten calendar days. Additionally, the reconciliation of all itemized receipts should 
be completed prior to receiving the next month's statement. 

Recommendation 

The Department should review and revise its procedures to ensure all itemized receipts, or when 
applicable approved Misplaced Receipt Forms, are received timely for all purchasing card 
transactions within the monthly reconciliation period. 

Department Response 

The majority of the findings for missing itemized receipts were charges at a hotel that were for the 
Department's Cal WRAP program. As noted on the findings spreadsheet, repeated attempts were 
made by the Fiscal Manager Wendy Duggan to obtain folios for the charges but the hotel was not 
able to provide itemized receipts. 

C) lnadequate Written Authorization 

We noted three meal transactions (totaling $72. 77) for two employees where meal overages were 
reimbursed through the payroll process as a deduction without adequate written authorization. 
Although verbal authorization was obtained and deducted amounts were noted on the employee 
signed timesheets, per State of California's Department of lndustrial Relations, an employee's 
written consent must be expressly authorized in writing before an employer may deduct money 
owed from an employee's paycheck. 

Recommendation 

We recommend the Department review and revise its procedures to ensure that prior written 
authorization that expressly authorizes a payroll deduction is obtained from employees prior to 
deducting meal or tip overages from an employee's paycheck. ln addition, we recommend that the 
Department obtain written documentation signed by the employees verifying that prior verbal 
authorization was given for the previous payroll deductions, and that the authorization is now being 

documented in writing. 
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Department Response 

The payroll deduction for meal overages on an employee's time sheet with verbal authorization has 
been a procedure the Department has used for over 10 years. Now that the procedure has been 
identified as incorrect, the account clerk will begin to use a payroll deduction authorization form 
provided by the County's Auditor-Controller's office. The form will be signed by the employee and 
attached to their time sheet. 

D) Exception to Policy 

We noted four meal transactions (totaling $94.63) for grocery expenditures during travel were 
purchased with the purchasing card. Perthe County's Travel Policy, grocery expenditures are not an 
allowable meal option under the purchase card option for meals while traveling. Employees who 
ehoase to use the purchasing card for meals must adhere to the established individual meallimits or 
per diem rates and guidelines in the County's purchasing card and travel policies. ln addition, an 
exception to policy requires written approval from the Chief Executive Officer or their designee. 

Recommendation 

We recommend the Department review and revise its procedures to ensure all travel expenses are 
appropriate, necessary and reasonable, including determining meal charges are allowable as 
described in the County's Travel Policy. ln addition, exceptions to the Travel Policy must be 
documented in writing with capies furnished to the Chief Executive Office for review and approval 
by the Chief Executive Officer or their designee. 

Department Response 

The grocery expenditures for this card holder did not exceed the meal limits in the County's 
purchasing card and travel policies. The Department could not find any mention of grocery 
purchases for meals in the County's Travel Policy. This was a unique situation for the card holder to 
purchase grocery items for meals. lf the Department's staff will be put in this situation again, the 
account clerk will make sure to have the per diem meal option used for the employee. 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

PLANNING & COMMUNITY DEVELOPMENT 

PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report ofthe Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Planning & Community Development during fiscal 
year 2013-2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The 
Department Head transactions consisted of 2 transactions totaling $214.85. The test transactions for 
department personnel were selected randomly at approximately 20% of the total transactions. 
Additional transactions were also judgmentally considered for testing, based on dollar amount or 
transaction type. The purchasing card transactions for department personnel consisted of 122 
transactions totaling $19,285.21. For our engagement, we selected 27 transactions (approximately 22%) 
in the amount of $5,021.56 (approximately 26%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Polides and Procedures along with the Travel Policy. 

• We examined the transactions ta ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms ta verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions ta the purchasing card statements from the 
Bank af America. 

• We reviewed the Purchasing Card Transaction Detail Reports ta ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

A) Department Head Designee 

The Department Head did not assign designees and document the assignments in writing as 
required by the County af Stanislaus Purchasing Card Policy. Designees ensure the continuity af the 
Department's business matters, in the event af a Department Head's planned or unexpected 
absence. 

Recommendation 

We recommend the Department Head identify and certify a designee in writing and document what 
the designee is authorized to approve in the event af unexpected absence pursuant ta the County af 
Stanislaus Purchasing Card and Travel Policies. 

Department Response 

The purchasing card policy states "The Department Head shall identify their designee in writing and 
maintain a record af such for five (5) years." The department interpreted this as "if the department 
head has a designee, they should record that decision in writing." Effective fiscal year 2014/2015, 
the department has included designee information in their documented annual review and checklist 
and will continue ta do so going forward. Specific duties are not listed as the purchasing card policy 
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approved in January 2015 states "Designees shall have the full authority granted ta and 
responsibilities required af department heads." 

DEPARTMENT FINDINGS 

There were no significant findings noted in the Department purchasing card transactions during fiscal 
year 2013-2014. 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 
SHERIFF'S DEPARTMENT 

PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transaction. ln addition, we assessed the Department's internal controls over the maintenance and 
use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of a risk analysis, a determination was made to audit the 
departments and agencies over a two year time period. A total of 16 departments and related agencies 
were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for the Sheriff's Department during fiscal year 2013-
2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The Department 
Head transactions consisted of 14 transactions totaling $3,180.59. The test transactions for Department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 1,638 transactions totaling 
$574,563.53. For our engagement, we selected 433 transactions (approximately 26%) in the amount of 
$195,281.59 (approximately 34%) from the entire population for testing. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 

• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Policies and Procedures along with the Travel Policy. 

• We examined the transactions to ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 
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We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions to the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports to ensure management was 
reviewing the purchasing card transactions for appropriateness. 

Although the transactions selected for review were valid County business expenses, it appears the 
Department's Purchasing Card procedures were not materially compliant with the County Purchasing 
Card Policy and Procedures, along with the Travel Policy. The findings discussed below, in the aggregate, 
impair compliance with the County Purchasing Card Program and present risks that can be more 
effectively controlled. 

We appreciate the courtesies and cooperation extended to the Auditor-Controller's Offlce during the 
audit process. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

A) Monthly WORKS Billing Statements 

The Department Head's review and approval of the monthly WORKS Billing Statements was 
untimely for 9 of 13 periods under review. The Department Head's untimely monthly review of the 
WORKS Billing Statements has been a recurring exception to the Purchasing Card Policy without 
improvement. The current notification for audit period fiscal year 2013-2014 represents the sixth 
notification to the Department regarding this issue. Prior periods that noted the recurring finding 
include fiscal years 2005-2008, 2008-2009, 2009-2010, 2010-2011, and 2012-2013. The department 
routes the monthly WORKS Billing Statements to appropriate staff for review and approval of the 
purchases. The department process requires additional steps which delays the completion of the 
required review and approval. However, the Department Head is responsible for ensuring all 
Department charges on a County Purchasing Card are appropriate business expenses and are 
certified in a timely manner, prior to the next month's statement. 

Recommendation 

We recommend the Department review and revise their procedures to ensure the Department 
Head's monthly review and approval of the WORKS Billing Statements are complete, performed in a 
timely manner, and certified in accordance with the County Purchasing Card Policy. 
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Department Response 

The Department agrees with this finding and has specifically targeted efforts towards reconciling 
these reports in a timely manner. We expect the findings in this category to deerease significantly in 
the future. 

DEPARTMENT FINDINGS 

A) Monthly Bank Statement Reconciliation 

The monthly reconciliation of the department's purchasing card records was untimely for 8 of 13 
periods under review. The department's untimely reconciliation of the purchasing card records has 
been a recurring exception to the Purchasing Card Policy without modifications to its process. The 
current notification for audit period fiscal year 2013-2014 represents the fifth notification to the 
department regarding this issue. Prior periods that noted the recurring finding include fiscal years 
08-09, 09-10, 10-11 and 12-13. The monthly reconciliation is performed to ensure Department 
charges on a County Purchasing Card are appropriate business expenses and are reviewed and 
certified in a timely manner, prior to the next month's statement. 

Recommendation 

We recommend the Department review and revise their procedures to ensure the monthly 
purchasing card reconciliations are complete, performed timely and documented with a signature 
and date in accordance with the County Purchasing Card Policy. 

Department Response 

The Department agrees with this finding and has specifically targeted efforts towards reconciling 
these reports in a timely manner. We have brought additional staff into the reconciliation and 
review process so that the Department can process the volume of reports in a timely manner 
without falling behind on other duties. 

B) Lack of Separation of Duties- Monthly Reconciliations 

During our testing of the Department's monthly reconciliations of the purchasing card statements, 
we noted 10 instances where the cardholder responsible for reconciling the Department's 
purchasing cards reconciled their own monthly card statements. Although a second review was 
performed, an individual who has been issued a purchasing card should not reconcile their own 
account. 

Recommendation 

We recommend the Department review and revise their procedures to ensure that employees are 
not reconciling their own purchasing card statements. 

Department Response 

The Department agrees that the events described in this finding did occur and in strict terms this 
practice did violate the existing policy however at the time the Sheriff's Department was short 
staffed and as a result the Purchasing Card Clerk was also performing travel booking for trainings. ln 
accordance with the Purchasing Card Policy the Purchasing Card Clerk performed reconciliations on 
all of the cards including her own. ln an effort to provide sufficient oversight an additional clerk 
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reeonciled the Purehasing Card Clerk's statement as did the Business Manager so there were two 
additional eheeks after the employee reeoneiled their own aeeount. 

C) Exeessive Charge 

We noted one lodging transaetion (totaling $676.45) for a one night stay that is deemed exeessive. 
Per a review of hotels within the respeetive area, the additional travel east ineurred by the County is 
estimated at approximately $316.00. The exeessive eharge should have been identified and 
questioned during any of the following events: 

• During booking of hotel aceommodations; 

• During review and approval of travel authorization form; and/or, 

• During employee eheek-in at hotel. 

Reeommendation 

We recommend the Department review and revise their proeedures to ensure that exeessive 
lodging eharges are identified prior to hotel stay and that other eost-effeetive arrangements are 
made. Per County Travel Policy, lodging aeeommodations should be moderate eonsidering loeation 
and availability. 

Department Response 

The Department agrees with this finding but would like to stress that was a one-time break down in 
the system of ehecks and balanees and does not represent a disregard for County Purehasing Poliey. 
This training was originally booked at a lower rate however the training was postponed so that the 
individual eould assist with the RIM fire. lf the training had been eaneeled outright the County 
would have had to lose the amount paid for the training resulting in an expense to the eounty with 
no training reeeived. By reseheduling the training the Department was able to reeeive the desired 
training, the breakdown in the system eame when it was time to resehedule the hotel room for this 
training and the clerk booked the original hotel and the rates for that time of year was eonsiderably 
more expensive than when it had been originally booked. 

D) Purehases Greater than $5,000 per ltem/Serviee 

We noted five transaetions (totaling $60,570.00) spent for employee training. The individual east for 
these transaetions ranged between $7,000.00 and $17,600.00 per registration. Although the 
purehases were valid County business expenses, pursuant to the County Purehasing Card Poliey a 
purehasing eard is for the purehase of goods and serviees eosting less than $5,000 per item, 
including taxes, shipping, ete. 

Reeommendation 

We reeommend the Department review and revise their proeedures to ensure that purehasing eards 
are only used for goods and serviees eosting less than $5,000 per item and follow GSA Purehasing 
Division Polieies and Procedures Manual and Customer Guide, in accordanee with the County 
Purehasing Card Policy. 

Department Response 

The Department agrees with the finding presented here, at the time the purehases were made the 
Department Staff was under the impression that these trainings required a eredit card for payment. 
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After the finding was brought to the Department's attention we reached out to each of the vendors 
and verified that they do accept checks and going forward the Department will process all 
transactions in excess of $5,000 with a check unless prior authorization is received. 

E) Travel Authorization 

We noted the following issues related to travel authorization forms: 

• Forty-nine travel related expenses (totaling $34,021.33) for 27 separate trips were incurred 
prior to completing a travel authorization form. A completed travel authorization form is 
required of all County personnel prior to incurring travel and other related expenses. While 
the expenses were valid County business expenses, the form was not completed prior to 
incurring the expense as required by policy. 

• Eleven transactions (totaling $5,296.77) for six separate trips where travel authorization 
forms were approved by twoperson ne! who were no longer authorized designees. 

Recommendation 

We recommend the Department review and revise procedures to ensure that travel authorization 
forms are completed prior to incurring any travel related expenses and that forms are approved by 
Department Head or assigned designees. The travel authorization forms must be supported with 
written documentation in accordance with County of Stanislaus Travel Policy. 

Department Response 

The Department agrees with the first of the above travel findings and shortly after the time frame 
covered by this audit the Department hired an Admin Clerk who has taken tuli responsibility for 
makingsure training documents receive proper approval before any money is spent. 

The second of the travel findings identified above is the result of a form being updated when a new 
employee was hired. The intention of the change was to put the new employee on the form as an 
authorized signor for the travel approvals and in doing so the other two employees were removed 
as authorized signor's earlier than intended. 

Page 5 of 5 



STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

StanCERA 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Agency's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered the Agency Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Agency's internal controls over the maintenance and use 
of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for StanCERA during fiscal year 2013-2014. There 
were no Agency Executive Director transactions during the period. The test transactions for Agency 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for Agency personnel consisted of 232 transactions totaling 
$49,928.52. For our engagement, we selected 50 transactions (approximately 22%) in the amount of 
$11,222.00 (approximately 22%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 

• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 

Policies and Procedures along with the Travel Policy. 
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• We examined the transactions to ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing agency personnel and documenting the agency's controls over purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions to the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports to ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Agency's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

EXECUTIVE DIRECTOR FINDINGS 

A) Works Billing Statement Review 

The Executive Director did not approve the WORKS Billing Statements timely for 8 of 13 periods 
under review, prior to receipt of the next month statement as required by policy. 

Recommendation 

We recommend the Agency review and revise its procedures to ensure the Executive Director's 
monthly review and approval of the WORKS Billing Statements are complete, performed in a timely 
manner, and certified in accordance with the County of Stanislaus Purchasing Card Policy. 

Agency Response 

StanCERA does not concur with this finding. StanCERA's procedures include making sure. the 
Executive Director's review and approval of the WORKS Billing Statements are complete, timely and 
certified. The Executive Director reviewed and approved the Purchasing Card reconciliations in a 
timely manner upon receiving them. The reconciliations were not completed in a timely manner as 
noted in the finding below 

B) Designee Assignment 

The Executive Director had not assigned a designee in writing effective for the period under review 
as required by the County of Stanislaus Purchasing Card Policy. 
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Recommendation 

We recommend the Executive Director identify and maintain certification of a designee(s) in writing 
pursuant to the County of Stanislaus Purchasing Card and Travel Policies. Subsequent to the audit, 
on February 9, 2015, we received a Designation approved by the Executive Director. 

Agency Response 

StanCERA concurs with this finding. A designee has been authorized and directed to perform the 
tasks of the Executive Director in his absence. 

AGENCY FINDINGS 

A) Reconciliation of Purchasing Card Statements 

The monthly Agency reconciliation of purchasing card transactions was not performed timely for 8 
of the 13 periods under review. 

Recommendation 

We recommend the Agency review and revise its procedures to ensure the monthly purchasing card 
reconciliations are complete, performed timely and certified with a signature and date in 
accordance with the County of Stanislaus Purchasing Card Policy. 

Agency Response 

StanCERA concurs with this finding. StanCERA is in the process of reviewing and revising its 
procedures to ensure timely reconciliation of the Purchasing Card statements. 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

STANISLAUS REGIONAL 9-1-1 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were se Ieeted for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Stanislaus Regional 9-1-1 during fiscal year 2013-
2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The Department 
Head transactions consisted of 5 transactions totaling $1,222.95. The test transactions for department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 365 transactions totaling 
$61,003.40. For our engagement, we selected 77 transactions (approximately 21%) in the amount of 
$15,519.35 (approximately 25%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice af lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 

we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 

authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 

• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 

Policies and Procedures along with the Travel Policy. 
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• We examined the transactions to ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions to the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports to ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

A) Annual Purchasing Card Review 

The Department Head's annual review determining the need and limit of the department's 
purchasing cards was not performed during fiscal year 2013-2014. 

Recommendation 

We recommend the Department review and revise its procedures to ensure the Department Head 
annually reviews the department's list of purchasing cards to determine the need and limit, 
including those limits in excess of $5,000. The review shall be signed and dated by the Department 
Head, then maintained with the purchasing card records for five years in accordance with the 
County of Stanislaus Purchasing Card Policy. 

Department Response 

The department has reviewed its procedures to ensure that Department Head annually reviews the 
department's list of purchasing cards to determine the need and limit. This has already been done 
twice in 14-15 as the Department Head and employees have experienced some turnover. 

DEPARTMENT FINDINGS 

There we no significant findings and recommendations for the Department purchasing card transactions 

during fiscal year 2013-2014. 
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STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

STRATEGIC BUSINESS TECHNOLOGY 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for Strategic Business Technology during fiscal year 
2013-2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The 
Department Head transactions consisted of 24 transactions totaling $7A39.20. The test transactions for 
department personnel were selected randomly at a minimum threshold of 25 purchasing card 
transactions. Additional transactions were also judgmentally considered for testing, based on dollar 
amount or transaction type. The purchasing card transactions for department personnel consisted af 82 
transactions totaling $8J64.66. For our engagement, we selected 25 transactions (approximately 30%) 
in the amount af $3,861.94 (approximately 44%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute af lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used ta assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Polides and Procedures along with the Travel Policy. 

• We examined the transactions ta ensure they camplied with all ather relevant guidelines 
contained in the Caunty Purchasing Card, Travel, and ather related palicies and pracedures. 

We assessed the internal cantrals aver the purchasing card transactians by: 

• lnterviewing department personnel and dacumenting the department's cantrals aver 
purchasing cards. 

• We examined the Purchasing Card Applicatian and Authorizatian Farms ta verify that an 
applicatian farm exists far each emplayee issued a County purchasing card and the farm was 
appraved by an apprapriate persannel. 

• We examined the Purchasing Card Recanciliatian Reparts ta ensure administrative staff were 
reviewing and recanciling the manthly transactians ta the purchasing card statements fram the 
Bank af America. 

• We reviewed the Purchasing Card Transactian Detail Reports ta ensure management was 
reviewing the purchasing card transactions far apprapriateness. 

lt appears the Department's Purchasing Card pracedures were materially compliant with the County 
Purchasing Card Palicy and Pracedures alang with the Travel Palicy. While the findings discussed belaw 
may nat, individually ar in the aggregate, impair compliance with the County Purchasing Card Pragram, 
they do present risks that can be more effectively cantrolled. We appreciate the courtesies and 
coaperatian extended to the Auditar-Contraller's Office during the audit pracess. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

A) Written Department Head Designee Assignments 

The Department Head did nat assign designees and dacument the assignments in writing as 
required by the Caunty af Stanislaus Purchasing Card Palicy. Designees ensure the cantinuity of the 
Department's business matters, in the event of a Department Head's planned ar unexpected 
absence. 

Recammendatian 

We recammend the department madify its pracedures to ensure the Department Head identify and 
certify a designee(s) in writing and dacument what the designee(s) is autharized ta apprave 
pursuant ta the County af Stanislaus Purchasing Card and Travel Palicies. 

Department Response 

The department thaught that the Signature Autharizatian form that autharized Mike Baliel, 
Manager IV, ta make purchases covered all types af purchase, including autharizing purchases using 
a purchasing card. Hawever, during this audit process, the department was advised that the 
Signature Authorizatian farm anly applied to Oracle FMS transactions and nat purchasing card 
transactians. The department has modified the SBT Purchasing Pracedures that includes the 
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Department Head's identification and designation in writing for specific managers to be authorized 
to approve purchasing card purchases in her absence. 

B) Annual Purchasing Card Review 

The Department Head's annual review determining the need and limit of the department's 
purchasing cards was not performed during fiscal year 2013-2014. Pursuant to the County 
Purchasing Card Policy, the Department Head shall annually determine the need and limits for 
department purchasing cards. The review shall be signed and dated by the Department Head, then 
maintained with Purchasing Card records for five years. 

Recommendation 

We recommend the Department review and revise its procedures to ensure the Department Head 
annually reviews the department's list of purchasing cards to determine the need and limit, 
including those limits in excess of $5,000. The review shall be signed and dated by the Department 
Head, then maintained with the purchasing card records for five years in accordance with the 
County of Stanislaus Purchasing Card Policy. 

Department Response 

ln July 2014, SBT had modified the department's practices for the Department Head to review the 
purchasing cards biannually to determine the need and limits af each card. ln Fiscal Year 2014-2015, 
the Department Head reviewed the purchasing card limits on August 29, 2014, and January 20, 
2015. The department has modified the SBT Purchasing Procedures to include this practice. Terri 
Sanders, Manager 111, will ensure this continued practice for the department head to review the 
purchasing card limits biannually, hard copy will be stored in a separate folder in the credit card 
documents drawer, and electronic capies will be stored on the server. 

DEPARTMENT FINDINGS 

There were no significant findings noted in the Department purchasing card transactions during fiscal 
year 2013-2014. 
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STANISLAUS COUNTV 
EXECUTIVE SUMMARY 

TREASURER-TAX COLLECTOR 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for the Treasurer-Tax Collector during fiscal year 2013-
2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The Department 
Head transactions consisted of 1 transactions totaling ($49.50). The test transactions for department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 176 transactions totaling 
$26,403.80. For our engagement, we selected 41 transactions (approximately 23%) in the amount of 
$6,425.72 (approximately 24%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 

authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate Caunty business expenses, casts appeared 
reasanable, and did nat exceed allawable limits contained in the Caunty Purchasing Card 
Palicies and Pracedures alang with the Travel Palicy. 

• We examined the transactians ta ensure they camplied with all ather relevant guidelines 
cantained in the Caunty Purchasing Card, Travel, and ather related palicies and pracedures. 

We assessed the internal cantrals aver the purchasing card transactians by: 

• lnterviewing department persannel and dacumenting the department's cantrals aver 
purchasing cards. 

• We examined the Purchasing Card Applicatian and Autharizatian Farms ta verify that an 
applicatian farm exists far each emplayee issued a Caunty purchasing card and the farm was 
appraved by an apprapriate persannel. 

• We examined the Purchasing Card Recanciliatian Reparts ta ensure administrative staff were 
reviewing and recanciling the manthly transactians ta the purchasing card statements fram the 
Bank af America. 

• We reviewed the Purchasing Card Transactian Detail Reparts ta ensure management was 
reviewing the purchasing card transactians far apprapriateness. 

lt appears the Department's Purchasing Card pracedures were materially campliant with the Caunty 
Purchasing Card Palicy and Pracedures alang with the Travel Palicy. While the findings discussed belaw 
may nat, individually ar in the aggregate, impair campliance with the Caunty Purchasing Card Pragram, 
they da present risks that can be mare effectively contralled. We appreciate the courtesies and 
caaperatian extended ta the Auditar-Cantraller's Office during the audit pracess. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

A) Written Department Head Designee Assignments 

The Department Head did nat assign designees and dacument the assignments in writing as 
required by the Caunty af Stanislaus Purchasing Card Palicy. Designees ensure the cantinuity af the 
Department's business matters, in the event af a Department Head's planned ar unexpected 
absence. 

Recammendatian 

We recammend the Department Head identify and certify a designee(s) in writing and dacument 
what the designee(s) is autharized ta apprave pursuant ta the Caunty af Stanislaus Purchasing Card 
and Travel Palicies. 

Department Respanse 

The Department Head has assigned the designee and dacumented pursuant to Purchasing Card and 

Travel Policies. 
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DEPARTMENT FINDINGS 

A) Lack of Separation of Duties- Monthly Reconciliations 

The department staff responsible for reconciling the Department's purchasing cards also reconciled 
their own card for 5 of 13 periods under review. This has been a recurring issue in four reporting 
periods dating back to fiscal year 2005-2006. Due to the recommendations listed in the fiscal year 
2011-2012 Purchasing Card Audit the department revised procedures as of December 2013. The 
Department assigned the reconciliation duty to another employee who does not have a purchasing 
card which resulted in stronger internal controls. 

Recommendation 

We recommend the department periodically review its procedures to ensure employees are 
not reconciling their own purchasing card statements. We further recommend the Department 
review and revise its procedures to ensure the monthly purchasing card reconciliations are 
complete, performed timely and certified with a signature and date in accordance with the County 
of Stanislaus Purchasing Card Policy. 

Department Response 

The necessary changes were made in December 2013. 

Page 3 of 3 



STANISLAUS COUNTY 
EXECUTIVE SUMMARY 

UC COOPERATIVE EXTENSION 
PURCHASING CARD AUDIT 

The Auditor-Controller's Office has completed an audit of the Stanislaus County Purchasing Card 
Program for fiscal year beginning July 1, 2013 through June 30, 2014. The objective of the audit was to 
determine whether the Department's use of purchasing cards complies with the County Purchasing Card 
Policy and Procedures along with the Travel Policy in effect at the time of the purchases. We also 
considered Department Policy, if applicable and other County policies as they related to the purchasing 
card transactions. ln addition, we assessed the Department's internal controls over the maintenance 
and use of the County Purchasing Cards. 

Stanislaus County implemented the Bank of America Purchasing Card System on October 11, 1996. The 
Board of Supervisors approved agenda item number 2001-593 on August 7, 2001 directing the Chief 
Executive Officer and the Auditor-Controller to provide an annual report of the Purchasing Card Program 
including department-specific findings and recommendations. 

Ali County departments and related agencies utilizing the County purchasing card system are subject to 
the audit process as required by policy. ln consideration of several consecutive years of performance of 
purchasing card audits along with performance of an annual risk analysis, a determination was made to 
audit the departments and agencies over a two year time period. A total of 16 department and related 
agencies were selected for audit covering fiscal year 2013-2014 transactions. 

The audit period covered purchasing card activity for UC Cooperative Extension during fiscal year 2013-
2014. Ali, or 100%, of the Department Head's transactions were tested for this period. The Department 
Head did not incur any transactions during the audit period. The test transactions for department 
personnel were selected randomly at approximately 20% of the total transactions. Additional 
transactions were also judgmentally considered for testing, based on dollar amount or transaction type. 
The purchasing card transactions for department personnel consisted of 92 transactions totaling 
$6,927.00. For our engagement, we selected 25 transactions (approximately 27%) in the amount of 
$2,576.44 (approximately 37%) from the entire population for testing. 

The engagement was conducted in accordance with the lnternational Standards for the Professional 
Practice of lnternal Auditing, published by the Institute of lnternal Auditors. Accordingly, we examined, 
on a test basis, evidence supporting the procedures in place and performed such other procedures as 
we considered necessary. 

The audit methodology used to assess each department selected included the following procedures: 

• We obtained a list of purchasing card transactions for each department directly from the 
authorized software application used by Bank of America. 

• We verified the transactions were approved and dated by appropriate personnel. 
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• We verified the charges were appropriate County business expenses, costs appeared 
reasonable, and did not exceed allowable limits contained in the County Purchasing Card 
Policies and Procedures along with the Travel Policy. 

• We examined the transactions to ensure they complied with all other relevant guidelines 
contained in the County Purchasing Card, Travel, and other related policies and procedures. 

We assessed the internal controls over the purchasing card transactions by: 

• lnterviewing department personnel and documenting the department's controls over 
purchasing cards. 

• We examined the Purchasing Card Application and Authorization Forms to verify that an 
application form exists for each employee issued a County purchasing card and the form was 
approved by an appropriate personnel. 

• We examined the Purchasing Card Reconciliation Reports to ensure administrative staff were 
reviewing and reconciling the monthly transactions to the purchasing card statements from the 
Bank of America. 

• We reviewed the Purchasing Card Transaction Detail Reports to ensure management was 
reviewing the purchasing card transactions for appropriateness. 

lt appears the Department's Purchasing Card procedures were materially compliant with the County 
Purchasing Card Policy and Procedures along with the Travel Policy. While the findings discussed below 
may not, individually or in the aggregate, impair compliance with the County Purchasing Card Program, 
they do present risks that can be more effectively controlled. We appreciate the courtesies and 
cooperation extended to the Auditor-Controller's Office during the audit process. 

FINDINGS AND RECOMMENDATIONS 

DEPARTMENT HEAD FINDINGS 

A) Written Department Head Designee Assignments 

The Department Head had assigned designees, but the designee assignments were not documented 
in writing as required by the County of Stanislaus Purchasing Card Policy. Documentation of 
designees ensures the clear continuity of the Department's business matters, in the event of a 
Department Head's planned or unexpected absence. 

Recommendation 

We recommend the Department Head identify and certify a designee(s) in writing and document 
what the designee(s) is authorized to approve pursuant to the County of Stanislaus Purchasing Card 
and Travel Policies. 

Department Response 

The Department has identified the designee assignments in writing and submitted this form to the 
Auditor-Controller's Office on December 19, 2014. 
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B) Annual Purchasing Card Review 

The Department Head's annual review determining the need and limit af the department's 
purchasing cards was nat perfarmed during fiscal year 2013-2014. Pursuant ta the Caunty 
Purchasing Card Policy, the Department Head shall annually determine the need and limits for 
department purchasing cards. 

Recommendation 

We recommend the Department review and revise its procedures to ensure the Department Head 
annually reviews the department's list of purchasing cards to determine the need and limit, 
including those limits in excess of $5,000, in accordance with policy. The review shall be signed and 
dated by the Department Head, then maintained with the Purchasing Card records for five years. 

Department Response 

The Department Head's annual review was performed and signed by the Department Head on 
December 18, 2014 and it was submitted to the Auditor-Controller's Office on December 19, 2014. 

DEPARTMENT FINDINGS 

There were no significant findings noted in the Department purchasing card transactians during fiscal 
year 2013-2014. 
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General Ledger & Internal Audit Divisions 
Board of Supervisors Presentation 

October 25, 2016 

FY 2013-2014 
Purchasing Card 
Compliance Audit 



 32 departments and related agencies utilize 
purchasing cards. 

 

 16 purchasing card compliance audits were 
completed for period FY 13/14. 

 

 Four out of 16 departments and related agencies 
had no findings or recommendations. 

FY 13/14 Purchasing Card 
Engagements 



$ 3,600,129 

$ 1,481,719,187 
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Purchasing Cards Vendor Payments

FY13/14 County Purchasing 
Activity  

(0.24%) 



$ 2,764,259 
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FY 09/10 FY 10/11 FY 11/12 FY 12/13 FY 13/14

Total Purchasing Card 
Transactions (in Dollars) 
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FY 09/10 FY 10/11 FY 11/12 FY 12/13 FY 13/14

Total Purchasing Card 
Transactions (in Numbers) 



$ 2,127,520 

$ 702,664 
Audited 

Transactions Tested of Audited 
Departments (in Dollars) 

(33%) 



10,159 

2,474 
Audited 

Transactions Tested of Audited 
Departments (in Numbers) 

(24%) 



 Five department assignments of designee(s) not 
properly documented  
 

 Four department annual reviews of cardholder 
needs and limits not performed 
 

 22 monthly billing statements not reviewed timely  

Findings – Department Head 
Responsibilities 



 26 monthly bank statements not reconciled timely 
 

 16 monthly reconciliations not certified  
 

 Five transactions exceeded $5,000 limit per item 

Findings – Employee 
Responsibilities 



 42 Travel Authorization Forms not approved prior 
to travel related charges  
 

 6 Travel Authorization Forms approved by 
personnel not assigned as designees 

Findings – Employee 
Responsibilities 



Overall, except for the findings reported, the 
departments chosen for testing were in compliance 
with the County Purchasing Card and Travel 
Policies. 

Audit Conclusion 



The audit work performed by the Auditor-
Controller’s Office provides accountability to the 
Board of Supervisors and the public and is in 
alignment with the Board priority of ensuring 
Efficient Delivery of Public Services. 
 

Board Priorities 



Staff requests approval of the FY 2013-2014 
purchasing card audit reports.  

Action Item 



Questions? 
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