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BACKGROUND 
For a number of years the district has utilized a Purchasing Card (P-card) Program in order to 
improve efficiency in processing low-dollar purchases from vendors that accept the Visa credit 
card. The goals of this program are to complete small dollar purchases more quickly and 
reduce the time spent by the staffs of work locations, Procurement Services, and Accounts 
Payable in processing these purchases.    
 
The current P-card program is a VISA program with Bank of America (BOA). BOA and 
Procurement manage P-card transactions and card activities using a BOA program called 
WORKS. 
 
The Orange County Public Schools (OCPS) P-card Program has been established in 
accordance with School Board Policy DJB and Management Directive (MD) A -13. MD A-13 
emphasizes the role of the work location supervisor in certifying expenditures and approving P-
card purchases. It includes a requirement for escalation of infractions to senior officials for 
action, mandatory training for cardholders, and describes the role of the Procurement 
Department in program administration and oversight. 
 
P-card program procedures are documented in the Purchasing Card Program Procedures 
Manual and Purchasing Card Program User Training. Web-based instruction for the P-card 
program and P-card related forms are available on the Procurement Department’s intranet site. 
Travel Cards (T-card) and Activity Cards (A-card) are also part of the P-card program. T-cards 
are used for travel and A-cards are used by certain school-based funds and donation funds. 
The following table summarizes statistics associated with the district’s P-card program for the 
2015-2016 fiscal year. 
 

Table 1 – P-card FY 2016 

Number of P-cards 538 

Number of P-card holders 482 

Number of Vendors 2,981 

Number of Work Locations 274 

Number of P-card Transactions 27,659 

Dollar Amount of P-card Transactions $4,496,781 
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OBJECTIVES, SCOPE & METHODOLOGY 

OBJECTIVES: 

• To determine whether the P-card program is operating in accordance with MD A - 13 
and the P-card Program Procedures Manual 

• To determine whether the P-card program is being administered efficiently and 
effectively 
 

SCOPE: 

This audit covered operations of the P-card program for the fiscal year ended June 30, 2016. 
Operations of the T-card and A-card are not included in this audit scope.   
 
Our procedures included an examination of the following: 

• Discussions with P-card Administration staff and Accounts Payable staff; 
• Examination of documents maintained in the Procurement Department such as 

Procurement Scorecard, P-card Applications, Visa Agreements, Purchasing Card 
Change forms, and Reconciliation and Certification portal screens in WORKS (BOA’s 
software used to manage purchasing card transactions); 

• Examination of documents from work locations such as, “Record of Charge Card Use” 
forms, receipts/invoices, bank statements, and supporting documents which were 
requested from card holders during the audit; and,  

• Analyses of P-card transactions data for the audit period extracted from the WORKS 
system.   

     

METHODOLOGY: 

Our audit was conducted in accordance with the International Professional Practices 
Framework (IPPF) of the Institute of Internal Auditors and included such procedures as 
deemed necessary to achieve the objectives. Internal Auditing is an independent, objective 
assurance and consulting activity designed to add value and improve an organization’s 
operations. It helps an organization accomplish its objectives by bringing a systematic, 
disciplined approach to evaluate and improve the effectiveness of risk management, 
control, and governance processes. We are required to note any material deficiencies in 
accordance with Florida Statutes and School Board Policy. 

 

FINDINGS AND RECOMMENDATIONS 
We found that most of the P-card purchase transactions we tested were in compliance with P-
card policies and that procedures and P-card Program Administration/Oversight is generally 
adequate. A few P-card transactions or administrative activities were noted as exceptions. 
These exceptions are explained in the following section of this report.    
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Our findings and recommendations are summarized in six process areas, namely: 
• P-card Administration Monitoring process 
• P-card data reliability 
• P-card initial approval process 
• P-card deactivation process 
• P-card transactions 
• P-card reconciliation and certification process. 

 
 

P-card Administration Monitoring Process 
 

1) Formal written procedures for monitoring of possible violations of P-card policies 
were not established.  

Periodically, the P-card Administrator monitors possible violations of P-card policies by P-card 
holders. She prepares a violation tracking sheet for possible suspicious vendors, unallowable 
expenses, expenses that are inappropriate for P-card, split transactions, and daily/monthly 
limits. The tracking sheet notes the month of violation and notification of warning /violation letter. 
This monitoring process and the procedures used to accomplish it are not documented.   
 
Formal written procedures for monitoring P-card program policies should be established. They 
will assist when training new employees and in ensuring consistency in practice. 

 
 

Test of P-card Data Reliability – Problems with P-card Data Spreadsheet 
 

2) Departmental P-card data spreadsheet for FY 2016 was inaccurate due to formula 
errors.   

While analyzing data related to P-card transactions for FY 2016, we noted that the data 
compiled by the P-card Administrator for the P-card program reported inaccurate P-card data.   
The P-card data on the spreadsheet includes monthly and year-to-date totals representing the 
number of:  

• transactions for all P-cards, T-cards, A-cards, and Master Cards (MC), 
• transactions audited (verified) by P-card administration, 
• violations of P-card policies and procedures, 
• P-card suspensions, and 
• end users trained. 

 
We noted an error in the scorecard’s Excel formula that totaled the sum of all months of the 
fiscal year. The amounts for the months of July and August 2015 were not included in the 
yearly totals. 

  



Page 4 of 12  

Table 2 – WORKS and Spreadsheet 
 Number of P-card 

Transactions 
Dollar Value of P-card 

Transactions 
Reported on the P-card data 
spreadsheet  

22,667 $3,649,874 
 

July 2015 –Not included  1,861 $1,210,005 

August 2015 – Not included  2,855 $483,980 

Total- Not included  4,716 $1,693,985 
Totals corrected (including 
July & August)   

27,383 $5,343,859 
 

WORKS report totals  27,659 $4,496,780 
 

Remaining difference 
between WORKS and 
corrected spreadsheet 

276 -$847,079 (negative due to 
overstated $886,929 in July 
in spreadsheet. See next 

finding) 
 

This data is reported to Operations’ Division Management. Management’s monitoring, planning, 
and decision-making processes are more effective and efficient if reporting is accurate.  
 
We recommend that the spreadsheet be checked by someone other than the person who 
prepares it prior to reporting to management. 
   

3) An unusual volume of P-card transactions was reported for July, 2015 in the 
Department Scorecard. 

As part of our audit procedures we independently downloaded P-card transactions data from 
WORKS and compared it to the data maintained by the P-card Administrator. We noted that the 
total dollar value of the July, 2015 transactions in the department scorecard did not agree with 
WORKS. The scorecard reported a significantly higher dollar amount of $1,210,005 for P-card 
transactions in July, 2015 as compared to the average monthly dollar amount of approximately 
$375,000. The P-card Administrator included the unusually high transactions in her scorecard 
without investigating the apparent anomaly. 
 
We learned that this unusually large volume of P-card activity occurred because the district’s 
check in the amount of $886,929 to pay the June bill failed to clear due to a problem with the 
payment confirmation. When the payment confirmation failed, the bank added that amount to 
the July P-card charges along with a returned payment fee of $29. This unusual activity should 
have been detected, investigated, and adjusted when the scorecard was prepared to prevent 
erroneous and misleading reporting of actual P-card transactions for the month.  
   
After corrections for the matters explained in findings 1 and 2 above, there still remained a 
difference of 276 transactions totaling $39,850 ($886,929 – $847,079) between WORKS and 
the scorecard. See Table 2 – WORKS and Scorecard. WORKS had more transactions than the 
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scorecard. The P-card Administration informed us that there were additional transactions posted 
in June, 2016 after she downloaded the transactions data for the scorecard. Her report had 
been run on June 28th instead of July 1st. The P-card Administrator indicated that she usually 
runs the transactions report on the 1st day of the month through 30th or 31st of the preceding 
month. The P-card Administrator stated that some June transactions were included in the July 
report instead of the June report. 
 
 

Test of P-card Initial Approval Process 
 

We tested a randomly-selected sample of 42 P-card holders from a population of 482 P-card 
holders for compliance with five procedures related to the initial approval process of P-cards. 
This provided 210 individual attribute tests (42 x 5 = 210). Of this we noted 30 exceptions to 4 
of those attributes (an exception rate of 14%) which are displayed by attribute in the chart 
below. One attribute had no exceptions. Details of each attribute and the exceptions noted 
follow the chart.     

 
Chart 1 - Findings during the “Test of P-card Initial Approval Process”

 

   
4) P-card training exam was not taken by card holders, or P-card exam passing 

scores or certificate of completion were not documented.   
P-card policies and procedures require employees to be trained and pass an exam prior to 
receiving a P-card. Training and testing assists in awareness of guidelines, rules and 

15, 50%

1, 3%

12, 40%

2, 7%

P-card Approval Non-Compliance - Total 30

No evidence of P-card training exam

P-card Application does not indicate monthly transaction limit

Visa Agreement missing or has a difficiency

Daily transaction limit increase was not authorized
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regulations for proper usage of the P-card. Documentation of exam scores provides evidence of 
the card holders’ completion of this requirement. 
 
Of the 42 tested card holders, 15 card holders' exam scores were not documented or the exam 
was not taken by the card holder. This attribute accounted for half of the 30 total exceptions. 
 

5) Visa Agreements were incomplete, or a lack of documentation of Visa Agreements 
was noted, or Visa Agreements were not submitted. 

Policies and procedures require card holders to sign a Visa Agreement prior to receiving a P-
card. The Visa Agreement explains the guidelines and compliance procedures for proper usage 
of the P-card. Proper documentation of Visa Agreements assists to support proper 
communication of P-card guidelines and compliance with the P-card holders and supervisors. 
 
Of 42 selected P-card Visa Agreements, one was signed by the card holder but not by the 
supervisor and 11 were not complete or were not submitted. P-cards should not be issued 
without a properly executed Visa Agreement. 
 

6) One P-card Application was approved without a stated monthly transaction limit. 
We verified that the monthly expenses for this card did not exceed the default monthly limit 
despite the missing limit on the application. 
 

7) Three daily transaction limits were exceeded without documented authorization. 
The default daily transactions limit is $999. If an authorized purchase is more than $999, card 
holders can request a permanent or temporary increase in daily transaction limit, depending on 
need. No such increase was documented on three transactions in our test 
 
. 

Test of Deactivation Process 
 

8) “Purchasing Change” form for deactivation was submitted but P-card was not 
closed. 

Policies and procedures require deactivation of a P-card in a timely manner after receiving a 
“Purchasing Change” form for deactivation.  
 
Four of the P-cards in our sample were noted as deactivated. The card holder for one of these 
deactivated cards submitted a deactivation form but the card was not closed. Purchases totaling 
$2,595.45 were on this card made after the requested delete date of 6/17/2016. The last activity 
date of this card was 8/19/2016. Subsequent to our inquiry, the P-card Administrator closed the 
card on 9/28/2016.  
 
We recommend that an e-mail notification of deactivation be sent to the bank when the P-card 
Administrator deactivates the P-cards. It assists in formal communication and documentation of 
such notification and is a better business practice.   
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9) The WORKS system reflects an inaccurate work location name when card holder 
work location changes. 

Policies and procedures require the card holder or supervisor to submit a “Purchasing Change” 
form for deactivation of the card if an employee changes work location. Occasionally, card 
holders verbally notify the P-card Administrator of a change of work location and she 
deactivates the card.  
 
We noted that of the four deactivated cards in our sample, one card holder had transferred to 
another work location without submitting the “Purchasing Change” form. In WORKS, the card 
holder's previous work location's expenses are showing under the card holder's current (new) 
work location. Currently, this card is deactivated. A total of $525.76 expenses were incurred for 
the previous school, but in WORKS reports, the expenses are showing under the current 
(incorrect) school. 
 
A similar exception was noted during our detailed transactions test. This card is also currently 
deactivated. A total of $10,111.67 expenses were incurred for the previous school but in 
WORKS reports, the expenses are showing under the current school.  
 
We noted this error in WORKS in all instances of work location changes. WORKS reports the 
incorrect work location for P-card expenses when a card holder changes work locations. An 
incorrect work location in WORKS affects the accuracy of amounts reported in the “Expenses 
Report by Group.” An incorrect WORKS report provides misleading information and can 
inappropriately guide management's decisions. 
 
We recommend that P-card Management address this matter with the Bank of America so that it 
can be corrected as soon as possible. 
 

10) Three P-cards were deactivated without a “Purchasing Change” form or e-mail 
notification. 

Deactivation in these cases was based on informal communication. According to policy a 
“Purchasing Change” form should be completed and submitted by the card holder or supervisor 
when a card holder is terminated or resigned or retired or changed location. It assists in formal 
communication and proper documentation for future audit purposes. 
 
 

Test of P-card Transactions Detail 
 

Out of a total of 27,659 P-card transactions, we selected a sample of 163 representing 0.59% of 
the population. Our sample was extracted judgmentally from WORKS using various analysis 
fields such as, potential unallowable expenses, potential inappropriate expenses for P-cards, 
potential split transactions, and compliance with daily/monthly expenditure limits. Seventy-four 
(74) transactions were noted with one or more exceptions as in the categories noted in the chart 
below. Details of these findings follow.  
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Chart 2- Findings during the “Test of P-card Transactions Detail”  

 
 

11)  P-cards were used for unallowable expenses and inappropriate expenses. 
“Unallowable expenses” are those which cannot be made with district funds whether with the P-
card or not. “Inappropriate expenses” are those which might be allowable through regular 
procurement methods, but are prohibited for P-cards by policy. 
 
We noted 20 transactions for unallowable expenses totaling $4,248. The unallowable expenses 
were for Starbucks coffee, Hallmark Cards for staff, Surveymonkey.com, AmazonPrime 
membership, Regal Cinema gift cards, BJ’s membership, Florist, Honeybaked ham sandwiches 
for student incentives, SeaWorld Dining, and Barnes and Noble membership. 
 
We also noted 11 transactions totaling $3,475.95 that were not appropriate for p-cards pursuant 
to policy. These transactions included Hilton Hotels for travel, a coffee maker for a school event, 
software update, airlines tickets, agent fee for travel and airline seat fees. These expenses may 
be purchased from T-card, A-card or by submitting Purchase Order (PO) or from iBuy, but not 
with a P-card. 
 
The unallowable expenses and inappropriate expenses were approved by work location 
supervisors even though they were not in compliance with P-card policies and procedures. It 
should be noted that the P-card Administrator had identified 11 of these unallowable or 
inappropriate expenses during her monitoring process and sent warning or violation letters to 
card holders. 
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Both card holders and supervisors should consider whether contemplated purchases are 
allowable from district funds and appropriate for the P-card as opposed to other procurement 
methods before using the P-card. P-card training should emphasize this aspect of their 
responsibilities.   
 

12)  Thirty (30) split transactions were noted. 
Policies and procedures set a single transaction limit of $999 unless a higher amount is 
approved, and transactions may not be split into more than one transaction to avoid this 
limitation. If an authorized purchase is more than $999, card holders can request a permanent 
or temporary increase in their daily transaction limit, depending on need. 
 
We noted 30 split transactions totaling $18,310. Fifteen card holders made purchases 
exceeding the $999 limit from the same vendor on same day. 
 

13)  Sixteen (16) of the 163 sample transactions were not documented on the “Record 
of Charge Card Use” form and/or the form was not signed by the supervisor.  

A "Record of Charge Card Use" form should be completed, signed, and approved as 
documentation of policy compliance.   
 

14)  Thirty-one (31) transactions were recorded on an altered “Record of Charge Card 
Use” form.   

The form used was not the one required by the P-card policy. It did not include a funding source 
or the agreement to comply with MD A-13. The original contents of the form should not be 
altered without approval from the P-card Administrator. 
 

15)  There were no receipts/invoices for five P-card transactions totaling $2,002. 
Receipts or invoices and supporting documents of P-card purchases should be submitted as 
required by policy and sound business practices as well as for reconciliation and certification 
purposes. 
 
 

Test of P-card Reconciliation and Certification Process 
 

The reconciliation process is critical to recording P-card purchases in the correct General 
Ledger (GL) account and to paying the bank the correct amount each month. Certification is 
important to the district’s internal control procedure that ensures all transactions are reviewed 
and approved by a supervisor. 
 
Without a monthly certification report, the certifier cannot validate the monthly P-card 
expenses. A lack of reconciliation activities could mean improper usage of the card, a lack of 
documentation, inappropriate expenses for the P-card, or unauthorized expenses which are 
not in compliance with P-card policies and procedures. 
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Chart 3 – Findings during the “Test of Reconciliation and Certification”  

 
 
We tested 2 attributes related to the reconciliation and certification processes for the 163 P-
card transactions we sampled. Thirty-seven (37) exceptions were noted. These transactions 
were not certified and/or not reconciled and/or not verified for adequate funds. Details follow. 
 

16)  Thirteen (13) P-card transactions were not reconciled and adequacy of funds was 
not verified.   

P-card reconciliation should be completed by the card holder or by a reconciler in a timely 
manner. Availability of budget funds in correct GL account is verified through the Budget Status 
Summary Report in Systems, Applications and Products in Data Processing (SAP) when the 
reconciliation is completed and signed off in WORKS by the Reconciler, or it will automatically 
post to 4519 in SAP.  
  
The monthly reconciliation process assists in tracing actual expenses from the Bank Statement 
to the receipts/invoices and to the “Record Charge Card Use” form which was prepared by the 
card holder. The reconciliation process assists to ensure the availability of funds, the correct GL 
account, and that there are no tax charges applied. Reconciliation process also assists in 
preparing a monthly certification report for the certifier.   
 
If transactions are not reconciled in a timely manner, they remain in GL 4519 account until the 
reconciler completes and submits a P-card “Expenditure Reclassification” form to Finance. GL 
4519 is not valid for financial reporting purposes and is considered a 4519 violation.   
     

17) Twenty-four (24) P-card transactions were not certified.  
The certification process is a detect control. A lack of certification activities could mean improper 
usage of the card would not be detected.  
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Certification should be completed in a timely manner. However, as noted in the next finding, the 
system used to monitor compliance with the reconciliation and certification processes was not 
performed during the past fiscal year. 
 

18) Reconcilers and/or Certifiers who are past due were not notified in a timely 
manner nor were their cabinet officials notified of delinquencies. 

The Accounts Payable (AP) Department monitors compliance with the reconciliation and 
certification processes and send reminders to those who have not performed these duties in a 
timely manner. These reminders are supposed to be escalated up the chain of command if they 
are not addressed. When the P-card procedure was put in place, this process was considered 
critical to ensuring that the program was well controlled.  
 
The AP Department stopped performing this function in August, 2015, and accordingly no 
reminders were sent to reconcilers or certifiers. Nor were any long-outstanding issues escalated 
to department and division heads or cabinet officials from that time until we brought it to 
management’s attention during this audit.  
 
 
We wish to thank representatives of the Procurement and Accounts Payable Departments for 
their cooperation and assistance in the conduct of this audit. 
 

Ms. Alpa Vyas, CIA, CRMA, Internal Auditor 
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Appendix A 
 

Top Ten Vendors and Work Locations FY 2016 

 

 

Source:  FY 2016 p-card transactions downloaded from Bank of America WORKS program 

Vendor Vendor
Office Depot #1165 6,170 Office Depot #1165 $658,477.17

Amazon Mktplace Pmts 1,489 Cfx   E-Pass Srv. Ctr. 155,060.64
Amazon.Com 520 Amazon Mktplace Pmts 109,231.98
Fdle Cchinet 405 Cdw Government 57,819.96

The Home Depot 232 349 Amazon.Com 55,717.80
Cdw Government 324 Gem Supply Company Inc 52,372.15
Dex Imaging Inc 313 Dex Imaging Inc 51,032.72

Amazon.Com Amzn.Com/Bill 277 Educational Printi 40,486.69
State Of Fl Dbpr 275 Ww Grainger 37,901.47

Ww Grainger 228 Audio Visual Innovations 35,326.03

Work Location Work Location
Northeast Maintenance Area 706 Transportation & Student Services $221,802.71

South Maintenance 657 O-TEC Mid-Fla Tech 189,990.43
O-TEC Mid-Fla Tech 623 O-TEC Westside Tech 109,646.40

Transportation & Student Services 605 Central Support Services 107,478.23
O-TEC Westside Tech 600 Timber Creek H S 94,322.44

Central Support Services 541 South Maintenance 89,108.84
Timber Creek H S 521 Northeast Maintenance Area 86,335.77

Acceleration Academy 448 Dr. Phillips H S 72,517.16
Food Services 442 West Orange H S 69,435.95

Winter Park SR HI Sch 424 Food Services 64,066.27

Top Ten Work Locations by No. of Transactions Top Ten Work Locations by Dollar

Top Ten Vendors by No. of Transactions Top Ten Vendors by Dollar
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