
Continuous Assessment – Purchase-Card Transactions 
 
 
Background 
The Purchase Card (P-Card) program enables work locations to make small purchases, 
generally under $1,000, quickly and without a formal purchase order. The purpose is to 
streamline and speed-up small-dollar purchases. The P-Card reduces administrative overhead 
and makes goods available to schools and work locations more quickly. Between 2,000 and 
3,000 transactions a month are accomplished by P-Card. 
 
There are other types of purchasing cards used as well: 

1) Travel Cards (T-Card) are used only for travel (hotels, travel fares, etc.); 
2) Activity Cards (A-Card) are only for specific activities such as food purchases by the 

Food and Nutrition Services Department or the Extended Day Program. 
 
Among the controls in place for the P-Card process are: 

1) Purchases generally must be under $1,000; 
2) Total card purchases for the month are generally restricted; 
3) Only specific types of purchases are allowed; 
4) Only business related purchases allowed, nothing personal; 
5) Generally no food purchases are allowed; and, 
6) A person other than the cardholder reconciles the monthly purchases. 

 
The P-Card program is administered by the Procurement Department. Additional controls are 
exercised by the P-Card administrator by analyzing transaction descriptions, merchant codes, 
and vendor names, among others. 
 
P-Card transactions are processed by a major credit card processor and are initially recorded to 
general ledger account no. 4519. When a transaction is received by the card processor, an e-
mail is sent to the reconciler notifying him/her that there is a transaction that needs his/her 
attention. The reconciler then goes to the processer’s web site, changes the default account 
number to the correct account for the transaction, and adds a descriptive comment for the 
charge. The transaction is later downloaded into the OCPS SAP system. No charges should 
remain in account no. 4519. 
 
Objective 
Our objective was to develop programs that could be used by the Procurement Department in 
its oversight role for continuous assessment of program activity. We used data analytics to 
accomplish this objective and our process is described below. 
 
Overview 
We downloaded the transactions for a month and performed certain analyses. The analyses 
included: 

1) identifying transactions charged to vendor names potentially associated with 
questionable transactions; 

2) extracting transactions that remained in general ledger account no. 4519 (the 
default credit card charge account); 

3) identifying potential split transactions by individual cardholders; and, 
4) extracting any transactions with keywords that might represent questionable 

transactions. 



 
Methodology 
The purchase card transactions data were downloaded into an Excel file. The data were then 
imported into a data analysis tool called IDEA. A script, or program, was written to perform 
certain tasks automatically - from importing the data from the transaction file into IDEA, then 
transferring it to an Excel spreadsheet. As the data were processed, a history of the processing 
steps was recorded and stored as part of the data. 
 
For #1 above, vendor names associated with potential transactions that may be contrary to 
policy were listed in an Excel spreadsheet. This list of vendor names can be easily added to, 
changed, or deleted. This list is brought into IDEA automatically and compared to the vendor 
names in the transaction records. Any matches are accumulated in a results database and 
converted to an Excel spreadsheet. This process creates a record listing potential non-
compliant transactions for further investigation by the P-Card program administration. 
 
For #2 above, we used the record field titled “GL_GL Acct.” All the records with general ledger 
account number “4519” in that field were extracted; these records were then summarized by 
card holder name giving a total dollar amount by card holder charged to the 4519 account with 
the number of records that comprise that total. 
 
For #3 above, the term “split transaction,” is a practice, contrary to policy, where a purchase is 
“split” into two or more separate transactions to avoid exceeding the dollar limit for a single 
transaction. If these purchases were made as a single transaction, it would be denied because it 
exceeded the single transaction threshold, and the purchase would have to be made via the 
regular purchase order process. 
 
This analysis extracts the records for each card holder, and determines those records 
transacted on the same day, to the same vendor, totaling more than $999. These are the 
transactions that could be split transactions. More analysis would be needed to ascertain if that 
were actually the case. 
 
For #4 above, a list of keywords associated with possible policy non-compliance is maintained 
in an Excel spreadsheet. This list can be added to, changed, or deleted as needed. This list is 
automatically imported into IDEA and compared to each word in the “Comments” field of the 
transactions. If there are matches, the transaction record is extracted into a results database 
and converted to an Excel spreadsheet for further analysis. This extraction is only a listing of 
potential policy non-compliance transactions and needs further investigation. 
 
Results 
The results of the above analyses for the month of October 2014 were provided to the 
Procurement Department for further investigation and follow-up. 
 
This P-Card analysis process was developed with ease of use in mind, as well as adaptability 
as changes are needed or encountered. We have provided the data analysis program and tool 
to the Procurement Department so they can perform these tests themselves in the future. 
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