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PURPOSE
Pursuant to Public Law 93-198, Section 455, the District of Columbia Auditor conducted a
review of purchase card program expenditures made by the Department of Parks and Recreation

(DPR) during fiscal years 2000 and 2001, through July 18, 2001.

CONCLUSION

During fiscal year 1999, the Office of Contracting and Procurement (OCP), through OCP’s
Purchasing Technologies Group, designed and instituted a District government purchase card
program to enable agencies to make small purchases using a revolving purchase card issued by US
Bank. OCP developed and issued a Manual of Instruction and Standard Procedures (“Manual”),
dated May 2000, governing the use of District government purchase cards. Further, OCP is

responsible for training all agencies and employees regarding the use of purchase cards.

Each agency using purchase cards is assigned an annual limit, and each authorized user is
assigned a cumulative monthly and a single purchase limit. The policy of the Office of Contracting
and Procurement is that purchase cards may be used to acquire goods and services that do not exceed
$2,500. According to OCP, each purchase card is programmed to reject attempted purchases that
exceed the assigned monthly and single purchase limits, or attempts to purchase prohibited goods
and services such as utilities, alcoholic beverages, and travel related services. The Manual of
Instruction and Standard Procedures provides that having and using a purchase card does not free
the cardholder from compliance with procurement laws, rules, policies and procedures. The Manual
specifically notes that use of the card does not mean that competition need not be sought.

The Acquisition Procedures detailed in the Manual specifically state that all rules and
regulations set forth in the Procurement Practices Act(D.C. Code, Section 2-301.01 et seq.) and Title
27 of the District of Columbia Municipal Regulations, entitled Contracts and Procurement, continue

to apply when using purchase cards.

During fiscal year 2000, the Department of Parks and Recreation began using purchase cards,
with an initial agency limit of $100,000 per year. DPR employees were issued purchase cards with
a $10,000 monthly limit and a $2,500 single purchase limit.



The Auditor’s examination of DPR’s purchase card program revealed that:

+  Training conducted by OCP was insufficient. Many DPR cardholders also stated that

they were unaware of the policies and procedures governing card usage.

»  While OCP’s Manual of Instruction and Standard Procedures states that purchase cards
may be used to purchase goods or services off of existing blanket contracts and purchase
agreements, none ofthe purchases reviewed by the Auditor were made from any existing
blanket purchase agreements or contracts. The failure of DPR personnel to utilize these
agreements and, instead, obtain goods and scrvices noncompetitively did not ensure that
the items were purchased at an economical price. Further, many of the items procured
with DPR’s purchase cards could have been purchased in volume, perhaps resulting in
cost savings to DPR. This is particularly clear regarding purchases of cleaning and

maintenance supplies and equipment.

« As previously noted, the purchase card program Manual of Instruction provides that
having and using a card does not free the cardholder from compliance with procurement
laws, rules, policies and procedures. In reviewing purchases made by DPR cardholders,
the Auditor found no evidence that any purchases were made competitively or that any
attempts were made to obtain quotes from more than one vendor. DPR purchase
cardholders did not appear to be concerned about the price of an item, but rather the
“ease” with which items could be purchased without obtaining price quotes from
different vendors or submitting a purchase requisition through the normal procurement
process. Overall, the Auditor found that DPR purchase cardholders failed to adhere to
the Manual of Instruction and Standard Procedures and relevant procurement regulations
set forth in Chapter 18 of 27 DCMR.

» The Manual of Instruction provides that a purchase card may be used only by the
individual whose name appears on the card. The Auditor reviewed 34 purchases made
by DPR personnel during fiscal year 2000 and determined that DPR employecs who were
not authorized users had made purchases with cards of authorized DPR employees.
These employees made purchases totaling $27,358.72 during a five-month period in
fiscal year 2000. In fiscal year 2001, approximately 18 unauthorized DPR employees
purchased $16,983.36 in goods using purchase cards officially assigned to other DPR

employees.



In some instances, required documentation to support purchases could not be located.
In other instances, the documentation was present but the signature of the purported
purchaser could not be deciphered. The inability to identify persons making purchases
with DPR purchase cards increases the likelihood that unauthorized purchases can be

made by unauthorized individuals.

A well-recognized principle of federal appropriations law states that agencies may not
expend appropriated funds to purchase food and beverages because it isnot a “necessary”
expense, except in well-defined situations. Based upon a review of invoices and other
relevant documentation, DPR expended approximately $36,124 on food, beverages and
related items. The Director of DPR stated that DPR has no authority to purchase food,
beverages, and related items from its appropriated funds, except for program related
purchases, e.g., day care and summer camp. Authorized food and beverage expenses are
routinely charged to DPR’s Enterprise Fund or to grant funds which allow such
purchases. The Auditor’s review of DPR expenditures for food, beverages and related
items indicated that the purchases did not fall within the exceptions permitting the use
of appropriated funds for such expenditures. The Auditor also found that the purchases
of food and beverages charged against DPR’s appropriated funds were not transferred to
DPR’s Enterprise Fund or to a grant by its financial officer.

Using a purchase card for travel is prohibited by the procedures governing card use. In
conducting a review of expenditures made by DPR utilizing the purchase card, the
Auditor determined that a DPR purchase card was used to purchase a round trip airline
ticket in the amount of $482. Upon further inquiry, the Auditor was informed by DPR
personnel that the airline ticket was purchased to fly a prospective employee to the
District for an interview. The purchase card should never have been used for airline
tickets.

Finally, the audit team also found additional deficiencies in DPR’s use of purchase cards.
One prohibition governing card usage is that purchases cannot be split to avoid purchase
limits. The Auditor reviewed several transactions in which purchases appeared to have
been split to avoid exceeding single purchase and monthly purchase limits. The Auditor
also found instances wherein DPR employees paid sales tax on purchases made with the
card. D.C. Code 47-2005(1) provides that sales to the District or any instrumentality
thereof are exempt from sales tax. The Auditor found that DPR cardholders paid
approximately $269 in sales tax through July 18, 2001.

-111-



Overall, the Department of Parks and Recreation’s purchase card program requires significant
improvement and enhanced monitoring of employees’ card usage to ensure strict adherence to laws,
regulations, rules, and guidelines governing the use of purchase cards. Notwithstanding the ability
to by-pass competition for small purchases through the use of purchase cards, DPR should put into
place a policy and procedures through which it may be determined whether DPR employees are
obtaining the best price for the District government. Most importantly, DPR must implement
effective internal controls to ensure that only authorized card purchases are made by authorized
cardholders and that any deviation from this requirement should immediately result in the
appropriate corrective or adverse action to the fullest extent permitted by the District’s personnel law

and rules.

MAJOR FINDINGS

1. Inadequate training contributed to noncompliance with rules and procedures governing

purchase card usage.

2. DPR purchase card users failed to utilize existing blanket purchase agreements to
purchase goods and services.

3. DPR purchase card users did not obtain competitive quotes before making purchascs.
4. DPR personnel not authorized as purchase card users made purchases.

5. $23,275.12 in cxpenditurcs were made by individuals who could not be identified due
to inadequate documentation or lack of a decipherable signature.

6. DPR’s failure to adequately identify and project programmatic needs may have
contributed to excessive reliance on purchase cards.

7. DPR violated Principles of Federal Appropriations Law by using appropriated funds to
purchase food and beverages.

8. Some items purchased by DPR were not recorded in DPR’s fixed assets system as
required by OCFO policies.

9. DPR violated prohibitions against the usc of the purchase card for travel expenses.
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The Chief Procurement Officer must institute a comprehensive, mandatory, and
continuing education program for all District government purchase cardholders to ensure
their familiarity with and adherence to all policies and procedures governing purchase

card usage.

The Director of the Department of Parks and Recreation must ensure that all DPR
employees designated to use purchase cards are thoroughly trained and knowledgeable
ofall applicable policies and procedures. Failure to comply with applicable policies and
procedures should result in the suspension of purchase card privileges.

The Director of the Department of Parks and Recreation must ensure, through effective
training, follow-up, and the regular review of purchase cardholder invoices, that only
authorized purchase cardholders are making authorized small purchases using the card
specifically issued to them.

Authorized card users that permit the use of their card by unauthorized users should have
their card privileges suspended and must be held accountable to the fullest extent
permitted under the District’s personnel law and rules. Further, any unauthorized
employee making an expenditure with a purchase card not issued to them should be held
personally liable for the transaction, and held accountable to the fullest extent permitted

under the District’s personnel law and rules.

The Director of the Department of Parks and Recreation must determine the identity of
all persons making the purchases listed in Table III, and if unauthorized, hold these
persons personally responsible for the purchases. Further, if the Director determines that
an authorized cardholder facilitated the use of the card by an unauthorized user, the
Director should suspend that cardholder’s purchase card privileges and hold the
cardholder accountable to the fullest extent permitted under the District’s personnel law
and rules. The Auditor will review compliance with this recommendation within 90 days
of the date of this report.

The Director ofthe Department of Parks and Recreation should immediately conduct and

maintain an inventory of all items currently in DPR’s warehouse and other DPR offices
in order to identify all supplies and equipment available for DPR’s use.
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7.

10.

1.

12.

The Director of the Department of Parks and Recreation should adopt and implement all
necessary controls to ensure that adequate advance planning occurs in order to timely
acquire items for which there is a recurring need. Bulk purchasing procedures should be

used where appropriate.

The Director of the Department of Parks and Recreation must immediately publish
guidelines to ensure that purchase cards are not used for purchases of food, beverages,
and related items that are ultimately charged against DPR’s appropriated funds. Any
cardholder purchasing food, beverages and related items that are not authorized by law
should be held personally liable for such expenditures and the card privileges rescinded.

The Director of the Department of Parks and Recreation should immediately take all
necessary steps to ensure that all information related to qualifying assets acquired with
the purchase card are promptly recorded in DPR’s fixed assets system.

The Director of the Department of Parks and Recreation, in conjunction with the Chief
Procurement Officer, should immediately institute measures to ensure that all purchase
card holders are aware of the goods or services that cannot be purchased with the
purchase card. Persons using a purchase card to purchase an unauthorized item must be

held personally accountable for the expenditure.

The Chief Procurement Officer should ensure that all purchase cards have the requisite
controls that prevent the approval of unauthorized or over-limit purchases, and further
ensure that such controls are functioning effectively. If the controls are found not to be
functioning as intended, then the Chief Procurement Officer must take immediate
corrective actions and provide written documentation of the actions taken to the Director
of the Department of Parks and Recreation.

The Director for the Department of Parks and Recreation must immediately take
corrective action, consistent with the District’s personnel law and rules, against those
cardholders found exceeding the small purchase limitation of $2,500 for a single
purchase, splitting purchases to circumvent the single purchase limit, and paying taxes

on District of Columbia government purchases.
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PURPOSE

Pursuant to Public Law 93-198, Section 455, the District of Columbia Auditor conducted a
review of purchase card program expenditures made by the Department of Parks and Recreation
during fiscal years 2000 and 2001, through July 18, 2001.

OBJECTIVES, SCOPE, AND METHODOLOGY

The objectives of the review were to detcrmine:

1. the process by which the Department of Parks and Recreation (DPR) obtained a
line of credit and authorization to use purchase cards for the procurement of goods

and services,

2. the types of goods and services purchased and the total amount expended using

purchase cards during the review period;
3. the number and identity of DPR staff members authorized to use purchasc cards;

4, whether DPR officials complied with all policies, procedures, and laws governing

the use of purchase cards; and

5. whether internal controls were adequate to ensure use of the cards only by
authorized users for permissible purchases, within authorized dollar amounts.

The scope of the review covered fiscal years 2000 and 2001 through July 18, 2001. In
conducting the examination, the Auditor reviewed D.C. Code, Sections 10-101 through 10-166,
regarding the duties of the Department of Parks and Recreation; policies and procedures of the
Office of Contracting and Procurement (OCP) and the Office of the Chief Financial Officer;
purchase notifications issued by DPR; DPR purchase card statements of account; detailed invoices
from the card issuer; vouchers authorizing payment for purchase card charges; thc Manual of
Instruction and Standard Procedures for the usc of government purchase cards in the District of
Columbia; and the DPR Purchase Card Deployment Plan. The Auditor also interviewed DPR and
OCP personnel knowledgeable about the acquisition and use of the purchase cards.



BACKGROUND

During fiscal year 1999, OCP through the Purchasing Technologies Group, designed and
instituted a District government purchase card program to enable agencies to make small purchases
using a revolving purchase card issued by US Bank. OCP obtained the services of US Bank through
the United States General Services Administration. Contracts to provide commercial purchase card
accounts are awarded by the General Services Administration, at the request of state and federal
government entities, to enable authorized employees to procure goods and services consistent with
applicable laws, regulations, policies and procedures. Each agency is assigned an annual limit, and
each authorized user is assigned a cumulative monthly limit and a single purchase limit. According
to OCP, each card issued is supposed to be programmed to reject attempted purchases that exceed
the assigned monthly and single purchase limits as well as purchases of prohibited goods and
services such as utilities, alcoholic beverages, and travel related services. DPR’s initial agency limit
was $100,000 per year; DPR employees who were issued purchase cards had a $10,000 monthly
limit and a $2,500 single purchase limit.

Purchase cards cannot be used for cash advances, rental or lease of land or buildings, travel
expenses, or the purchase of utilities. DPR was expressly prohibited from using the card for the
purchase of personal items and alcoholic beverages. When a card is issued to an employce, the
Agency Program Coordinator and the Agency Approving Official must establish authorization codes
that are supposedly incorporated by the card issuer into the card account. When authorization is
sought for a purchase made against a government purchase card, the card issuer is to verify the
employee’s single purchase limit, the billing cycle limit, and the type of vendor where the cardholder
is making the purchase before an authorization number is issued to the vendor. For example, if a
cardholder is not authorized to purchase travcl-related services and the vendor requesting
authorization is an airline, the card issuer should decline to authorize the charge.

Purchases made utilizing the purchase card generate a rebate of varying percentages based
upon a formula utilized by the card issuer. The Auditor observed that the rebate percentage
applicable to DPR purchases ranged from 0.04 to 0.185 percent of all purchase card expenditures
made by DPR employees. According to OCP officials, during fiscal year 2001 DPR generated a
paltry $266 in rebates, which should have been forwarded to the Office of the Chief Financial Officer
for deposit into the District’s General Fund.

The policy of OCP is to use purchase cards to acquire goods and services that do not exceed
$2,500. OCP devcloped and issued a Manual of Instruction and Standard Procedures (‘“Manual”),



dated May 2000, governing the use of District government purchase cards. The Manual states that
“nurchase cards may be used to purchase goods or services that cardholders, in their capacity as

s3]

ordering officials, order off of existing blanket contracts and purchase agreements.” [Emphasis

Added] Such purchases are limited to those contracts which allow vendors to accept orders placed
by District agencies other than the agency that awarded the contract. Having and using a purchase
card does not exempt the cardholder from complying with relevant small purchase procedures set
forth in the Procurement Practices Act, as amended, and Title 27 of the District of Columbia
Municipal Regulations (DCMR).

The Manual also specifies procedures to be followed in acquiring goods or services with a

purchase card. Prior to making a purchase, a cardholder must:

»  ensure that funds are approved and available to pay for the items;

»  ensure that the cardholder’s single purchase limit will not be exceeded,

»  ensure that the cardholder’s monthly limit will or has not been exceeded;

»  proceed with a purchase only after determining that:

« the item(s) is not on hand through in-house supply channels;

« the item(s) is not available through other government sources of supply, e.g., GSA;

« other offices within the agency do not also have a need for the same or similar items
for which a consolidated purchase could be made at discounted prices utilizing bulk
purchasing procedures;

» all the items are in vendor stock and available for delivery in one shipment; and

+ the vendor understands and agrees that the purchase will be processed on a tax-free
basis.

»  ensure that the purchase is made at fair and reasonable prices. Quotations should be
obtained from more than one vendor for all purchases. Cardholders should create a record
of quotes obtained, noting which vendors were called for quotes, when the calls were
placed, the vendors’ telephone number, and the name of the person providing the quote.
This information is to be attached to the paperwork generated by the purchase. The

'Blanket purchase agreements are defined in 27 DCMR 1899.1 as a pre-contractual agreement with a vendor that
establishes a charge account for supplies or services which allows an agency to make small purchases without the issuance of a
purchase order for each individual purchase. Payments are made on a monthly basis.
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Manual advises that quotes should be obtained from a variety of vendors for purchases
below $2,500.2

The Manual also requires that documents related to card purchases be retained as proof of
purchase and to verify purchases billed to the agency on the monthly statement the cardholder

receives from the card issuer.

Department of Parks and Recreation Deployment Plan

The Department of Parks and Recreation is charged with providing quality leisure services to
residents of and visitors to the District of Columbia in safe, well-maintained parks and facilities.
DPR operates recreation centers and playgrounds, parks, senior citizen centers, day care facilities,

swimming pools, and other programs.

During the audit period, DPR consisted of the following divisions which reported to the Office
of the Director: Administration; Recreation Services; Support Services, Financial Management,
Community Parks and Recreation, Community Services, and Maintenance and Capital Projects.
During fiscal year 2000, DPR had an appropriated budget of $30.15 million and 589 full-time
employees. DPR’s fiscal year 2001 appropriated budget was $32.9 million and 690 full-time

employees.

The Auditor reviewed a Deployment Plan (“Plan”), dated May 1, 2000, prepared specifically
for DPR by OCP. The Plan includes a rationale for DPR’s participation in the purchase card
program, an agency readiness assessment report, a startup checklist, and a certification of DPR’s
deployment plan. The Plan states that the purchase card will simplify the buying process for DPR
purchases, reduce paperwork and labor costs, and that the number of DPR purchascs of $2,500 or
less, based on historical data, justifies use of the purchase card. The Plan also states that the ultimate
benefit of the card is that it provides a revenue generating opportunity resulting from rebates for
every card transaction. As previously noted, DPR’s purchase card transactions generated a paltry
rebate of only $266 for fiscal year 2001.

The Plan concludes that based on: 1) the DPR agency head’s relations with the Office of the
Chief Financial Officer (OCFO); 2) his budget discipline; 3) DPR’s well-managed financial

227 DCMR 1801.1 currently provides that procurements of $2,500 or less may be made without obtaining quotes if the
contracting officer concludes that the purchase is in the best interest of the District considering price and other factors (including
the administrative cost of the purchase). [Auditor’s emphasis]
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processes; and 4) the “friendly and cooperative nature” between OCP and the OCFO within DPR,
DPR was ready for deployment of the purchase card. DPR was ultimatcly provided a $100,000
annual agency spending limit, and a $10,000 monthly limit for purchase card expenditures. The Plan
listed 10 DPR employees, including the Director and Deputy Director, who had been issued a
purchase card, each with a $2,500 per transaction limit, and a $10,000 monthly limit. During fiscal
year 2001, DPR’s agency purchase limit was raised from $100,000 to $260,000, and a total of 16
employees were authorized to use purchase cards.



FINDINGS

DPR FAILED TO COMPLY WITH OFFICE OF CONTRACTING AND PROCUREMENT
GUIDELINES FOR PURCHASE CARD USE

Inadequate Training Contributed to Noncompliance with Rules and Procedures Governing

Purchase Card Usage

The Office of Contracting and Procurement, through the Purchasing Technology Group (PTG),
was primarily responsible for providing training to DPR employees prior to issuing purchase cards
to DPR. According to the Manual of Instruction and Standard Procedures prepared by the PTG for
DPR, the training was to be thorough and detailed, including coverage of Chapter 18 0of 27 DCMR,
entitled “Small Purchase and Other Simplified Purchasing Procedures.” The Manual states that:
“Training may take the form of classroom instruction from GSA or another appropriate, cost-
effective source, in-house instruction through use of the program interactive CD course of instruction
or printed materials from GSA or card issuing contractors.”

The Auditor conducted interviews of OCP employees responsible for the purchase card
program, as well as eight DPR employees issued purchase cards, including the current Director.
OCP officials stated that a short orientation/training session was established for prospective purchase
card users. OCP indicated that prospective card users were invited to attend a seminar to review the
policies and procedures governing the use of the card. Attendance at the seminar was not mandatory.
Notwithstanding the training conducted by OCP, interviews of DPR personnel regarding card usage
indicated that the training provided was, in their opinion, insufficient. Many of the DPR cardholders
stated they were unaware of certain policies and procedures governing card usage when informed
about them by the audit team. The Auditor believes this lack of training substantially contributed
to the failure of DPR cardholders to comply with various provisions governing purchase card usage,

including, but not limited to:

» the failure of cardholders to determine if the item was available in-house before

purchasing;

»  the failure of cardholders to determine if items purchased were available through other
government sources of supply, or whether DPR had competitively awarded contracts for

the same items; and



»  the failure of cardholders to determine if other offices within DPR had a need for the same
item(s), thereby making a consolidated purchase at a discounted price.

Based upon the information obtained from DPR cardholders, the Auditor determined that the
training received by DPR purchase card users was very limited and lacked specificity. One DPR
cardholder stated that the training took less than one hour when he believed that at least a half-day
oftraining was needed. Further, practically all DPR cardholders interviewed indicated they were not
aware of many of the restrictions and procedures governing the use of the card. As a result, many
DPR cardholders failed to follow and/or adhere to guidelines and requirements as noted in the
Manual of Instruction and Standard Procedures for the use of government purchase cards in the
District of Columbia.

DPR Purchase Card Users Failed to Utilize Existing Blanket Purchase Agreements to Purchase

Goods and Services

The Manual of Instruction for use of purchase cards states that:

Purchase cards may be used to pay for goods and services that cardholders, in
their capacity as ordering officials, order “offof” existing “blanket” contracts and
agreements.[ Emphasis Added]

In reviewing purchases by DPR cardholders, the audit team found that none of the purchases
were made from existing blanket purchase agreements or contracts. Blanket purchase agreements
are negotiated agreements that permit the government to realize savings due to volume purchasing.
The failure of DPR personnel to utilize these agreements rather than obtaining goods and services
noncompetitively resulted in purchases at prices that may not have been advantageous to the District
government. Many of the items procured could have been purchased in volume, perhaps resulting
in cost savings to DPR. This is particularly clear regarding purchases of cleaning and maintenance
supplies and equipment. More importantly, according to OCP, there were approximately 59 blanket
purchase agreements in effect during fiscal year 2000, and 27 in effect during fiscal year 2001. The
audit team saw no evidence that DPR personnel utilized any of these agreements for purchase card

transactions.

DPR Purchase Card Users Did Not Obtain Competitive Quotes Before Making Purchases

The purchase card program Manual of Instruction provides that having and using a card does
not free the cardholder from compliance with procurement laws, rules, policies and procedures. The
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Manual specifically notes that use of the card does not mean that competition need not be sought.
The Acquisition Procedures detailed in the Manual specifically state that all rules and regulations
set forth in the Procurement Practices Act (D.C. Code, Section 2-301.01 et seq.) and Title 27 of the
District of Columbia Municipal Regulations, entitled “Contracts and Procurement,” continue to
apply when using purchase cards. In conducting a review of purchases by DPR cardholders, the
Auditor found no evidence that purchases were made competitively or that any attempts were made
to obtain quotes from more than one vendor, thereby precluding the District from ensuring it

obtained the best possible price.

The Manual requires that, before a purchase is made, a cardholder must ensure that the price is
fair and reasonable, and that quotations should be collected from more than one vendor for all
purchases. In conducting areview of purchases made by DPR employees during fiscal years 2000
and 2001, the Auditor did not find a single instance where information regarding quotes obtained
was attached to the purchasing, billing, or payment documents related to the purchase.

As noted above, the audit team interviewed DPR purchase cardholders who routinely utilized
their cards in making small purchases during fiscal years 2000 and 2001. DPR employees made
cumulative small purchases totaling approximately $315,000 from June 2000 through July 18, 2001.
Only the Director stated that he had his staff to ““call around” to check prices on certain items before
making a purchase. However, the Director could not provide any records identifying vendors called
and prices quoted before making purchases. Other cardholders stated that they did not know of the
requirement to obtain quotes before making a purchase. These cardholders’ statements indicated
inadequate training and insufficient knowledge regarding the rules governing card use, in that this
requirement is specifically stated in the Manual of Instruction and Standard Procedures governing

the use of purchase cards.

In one instance, a DPR regional manager having oversight authority for all recreational centers
in two wards of the District stated that she needed a digital camera for a “special occasion” held
simultaneously in several recreational centers, and that she needed the camera immediately. The
regional manager stated that she went to Circuit City to purchase the camera, believing that Circuit
City had what she needed, and paid approximately $300 for the camera without any comparative
shopping. The regional manager did not check with any other vendors, review any catalogues, or

go “on-line” to compare prices.

The Auditor observed that this type of camerais sold at numerous stores and that obtaining price
quotes may have produced a better price. The Department of Parks and Recreation may have paid
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more for this item due to the manager’s failure to obtain price quotes. Further, there was no
indication that the regional manager checked with other regional managers, the warehouse, or other
DPR offices to determine whether another camera was available for her use, or whether the camera

was on an established GSA schedule for a lesser price.

Similar discussions with other DPR purchase cardholders revealed that they did not appear to
be concerned about the price of an item, but rather the “ease” in purchasing items without taking the
time to obtain price quotes from different vendors or submitting a purchase requisition through the
normal procurement process. Overall, the Auditor found that DPR purchase cardholders failed to
adhere to the Manual of Instruction and Standard Procedures and relevant procurement regulations
set forth in Chapter 18 of 27 DCMR by obtaining price quotes from at least three vendors before
making expenditures with the purchase card.

RECOMMENDATIONS:

1. The Chief Procurement Officer must institute a comprehensive, mandatory, and
continuing education program for all District government purchase cardholders to ensure
their familiarity with and adherence to all policies and procedures governing purchase

card usage.

2. The Director of the Department of Parks and Recreation must ensure that all DPR
employees designated to use purchase cards are thoroughly trained and knowledgeable of
all applicable policies and procedurcs. Failure to comply with applicable policies and
procedures should result in the suspension of purchase card privileges.

DPR PERSONNEL NOT AUTHORIZED AS PURCHASE CARD USERS MADE $44,352 IN
PURCHASES

The Deployment Plan for the DPR purchase card program, dated May 1, 2000, listed 10 DPR
employees as authorized users of DPR’s purchase cards, each with a $2,500 per transaction limit
and a $10,000 monthly limit. Six additional DPR employees were also issued purchase cards later
during fiscal year 2000. Each employee receiving a purchase card was required to exccute a
Purchase Card User Agreement (See Attachment I) acknowledging that they read and understood
the Manual of Instruction and Standard Procedures governing the use of the card, and agreeing to
abide by the terms thereof. Additionally, recipients of purchase cards were delegated small purchase
contracting authority by the District’s Chief Procurement Officer.
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The Manual of Instruction provides that the card may be used only by the individual whose

name appears on the card. [Emphasis Added] The Auditor reviewed 34 purchases made by DPR

personnel during fiscal year 2000 and determined that DPR employees who were not authorized
users and had not been delegated contracting authority used the card of authorized staff to make
purchases. For example, one DPR manager believed that it was “OK” to allow members of his staff
to use the purchase card issued specifically to him to make routine small purchases. None of these
employees were delegated contracting authority, and none had executed the Purchase Card User
Agreement.

Unauthorized employees made purchases totaling $27,358.72 during a five-month period in
fiscal year 2000. In fiscal year 2001, approximately 18 unauthorized DPR employees purchased
$16,983.36 in goods using purchase cards officially assigned to other DPR employees. Tables I and
II enumerate the transactions of unauthorized purchase card users.
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Table I

FY 2000 DPR Purchase Card Purchases
by Unauthorized Users

Goods/Services Quantity Unit Price Total Voucher Date Purchaser
Pizzas for union empl. 6 $51.50 09/13/00 C. Thompson
Office supplies $416.47 08/31/00 C. Yeldell
Job Ann. $69.00 $69.00 08/31/00 C. Yeldell
Floor Finish 10 §51.80 $51.80 09/13/00 J. Boone
10-qt pails 20 $4.51 $90.20 09/13/00 J. Boone
Flatbed trailer $2,215.00 07/27/00 M. Auguste
Garbage bags 8 cases $36.32 $290.56 08/31/00 M. Auguste
Garbage bags 42 $1,013.46 07/27/00 M. Auguste
Cardscan Exec. $249.98 07/27/00 M. Auguste
Palm V case $24.98 08/31/00 M. Auguste
PA System $1,632.00 08/31/00 M. Auguste
T-shirts 480 $5.00 $2,400.00 09/13/00 M. Auguste
T-shirts 408 $5.00 $2,040.00 08/31/00 M. Auguste
T-shirts 1,836 $5.00 $7,995.00 08/31/00 M. Auguste
T-shirts 480 $5.00 $2,400.00 09/21/00 M. Auguste
ESPN Game Cards 310 $8.00 $2,480.00 07/27/00 M. Auguste
Matte boards $1051 06/29/00 M. Auguste
Binders $41.19 07/27/00 M. Auguste
Office Supplies $53.62 07/27/00 M. Auguste
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Table I (cont.)

Goods/Services Quantity Unit Price Total Voucher Date Purchaser
Battery charger for cell ph $59.99 07/27/00 M. Auguste
Catalog case $22.82 07/27/00 M. Auguste
Office Supplies $653.35 07/27/00 M. Auguste
Internet kit for cell ph $119.99 07/27/00 M. Auguste
Children’s Museum tix 100 $3.00 $300.00 07/27/00 M. Auguste
Name badges 1 box $23.49 $23.49 06/29/00 M. Auguste
Labels 2 boxes $23.99 $47.98 07/27/00 M. Auguste
Toner $175.00 07/27/00 M. Auguste
Batter pk for cell ph $99.99 07/27/00 M. Auguste
Cell phone headset $39.99 07/27/00 M. Auguste
Regrig repair est. $58.16 07/27/00 M. Auguste
Drill bits, adhesive $230.59 09/13/00 M. Bey
Blueprints $17.10 09/28/00 T. Pochter
Orioles tix Unknown $1,205.00 09721700 V. Campbell
ESPN Game Cards 60 $13.00 $780.00 09/21/00 V. Campbell
FY 2000 Total $27,358.72

Source: Department of Parks and Recreation and the Office of the D.C. Auditor
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Table II

DPR FY 2001 Purchase Card Purchases

by Unauthorized Users

Goods/Services Quantity Unit Price Total | Voucher Date | Purchaser
Time Clock $716.98 04/02/01 S. Eisig
Printing paper $56.10 04/17/01 B. Bush
Index paper 2 $44.90 $89.80 04/17/01 B. Bush
Art Work $1,792.00 04/30/01 B. Galloway
Folders/cabinets $516.36 04/07/01 B. Galloway
Target faces $90.00 05/09/01 B. McClea
Trophies $150.00 05/09/01 B. McClea
Replace door $301.66 07/11/01 C. Hill
Movie tickets 450 $5.00 $2.250.00 04/16/01 C. Thompson
Binders 40 $4.89 $195.60 03/21/01 C. Thompson
Top Load Protector 5 $7.75 $38.75 03/21/01 C. Thompson
Office supplies $556.54 03/28/01 C. Thompson
Desk $329.98 03/31/01 C. Thompson
Office supplies $136.33 04/16/01 C. Thompson
Fuser agent 2 $74.03 $148.06 04/17/01 C. Thompson
Office furniture $1,724.96 04/21/01 C. Thompson
Lateral file 2 $424.50 04/30/01 C. Thompson
Day planner $49.15 05/01/01 C. Thompson
Floral arrangement $64.24 05/11/01 Cassaundra
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Table II (Cont.)

Goods/Services Quantity | Unit Price Total | Voucher Date | Purchaser
Supplies $103.50 07/02/01 F. Bames
Fence materials $1,850.00 02/07/01 J. Banks
Window sash lock $116.67 02/14/01 J. Banks
Electrical supplies $309.30 05/08/01 J. Banks
Electrical supplies $504.55 07/06/01 J. Banks
Fogger & control $69.95 02/23/01 J. Williams
Bobeat loader rental $404.18 01/29/01 Joyce
Baseball uniforms $489.50 06/18/01 L. Harrison
Washed gravel $1,300.40 05/08/01 M. Hayes
Sand pools 25 $4.50 $112.50 06/15/01 M. Hayes
Printing $113.26 04/18/01 O. Mebane
Extinguisher refill $111.40 04/23/01 R. Kramer
Banquet tickets $600.00 04/25/01 L. Harrison
Flowers, plants, gloves $951.00 04/19/01 S. Armstrong
Fax cartridge $81.00 06/04/01 T. Bridgett
Folders, diskettes 5 $65.59 04/26/01 T. Bridgett
Shredder $26.99 04/26/01 T. Bridgett
News 8 “DC Pools” video $142.56 06/14/01 T. Lee
FY 2001 Total $16,983.36

Source: Department of Parks and Recreation and the Office of the D.C. Auditor
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Permitting purchase card transactions by employees who lack the requisite contracting
authority or authorization to use purchase cards violates the terms of the purchase card agreement
and the District’s procurement laws and regulations, undermines relevant internal controls, and
provides an opportunity for misuse of District purchase cards. Further, allowing unauthorized
employees to have access to or use of government purchase cards indicates inadequate agency
oversight of the cards.

RECOMMENDATIONS

1. The Director of the Department of Parks and Recreation must ensure, through effective
training, follow-up, and the regular review of purchase cardholder invoices, that only
authorized purchase cardholders are making authorized small purchases using the card
specifically issued to them.

2. Authorized card users that permit the use of their card by unauthorized users should have
their card privileges suspended and must be held accountable to the fullest extent
permitted under the District’s personnel law and rules. Further, any unauthorized
employee making an expenditure with a purchase card not issued to them should be held
personally liable for the transaction, and held accountable to the fullest extent permitted
under the District’s personnel law and rules.

$23.275.12 INEXPENDITURES WERE MADE BY INDIVIDUALS WHO COULD NOT BE
IDENTIFIED DUE TO INADEQUATE DOCUMENTATION OR THE LACK OF A
DECIPHERABLE SIGNATURE

The Manual of Instruction for purchase cards requires that, any time an expenditure is made
with a purchase card, documentation related to the purchase must be retained as proof of purchase.
In conducting this review, the audit team found 48 transactions in which the purchaser could not be
identificd due to a lack of adequate documentation or because the signature of the purchaser could
not be deciphered. These purchases, occurring in both fiscal years 2000 and 2001, totaled
$23,275.72.

In some instances, required documentation evidencing purchase details could not be located.
In other instances, the documentation was present but the signature of the purchaser could not be
deciphered. However, because other documented purchases contained signatures of authorized
cardholders, it was evident from comparing the signatures that the signatures of the unidentified
purchasers were not those of authorized cardholders. This deficiency again illustrates that not all
cardholders were aware of the supporting documentation requirement, or if they were aware, failed
or refused to fully comply with this requirement. Table IIT lists purchases that were made by
unidentifiable persons.
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Good/Service

Banner

Entertainment Equipmt.
Entertainment Equipmt.
Entertainment Equipmt.
Unknown
Entertainment Equipmt.
Entertainment Equipmt.
Unknown

Unknown

Various Child Care Supplies

Unknown

Banner

Medical Bill

Books

Stainless Steel Tables
Admission for Students
Mats

White Index Paper
Unknown

Unknown

Unknown

Unknown

Unknown

Crafts for Senior Program
Registration Fee

Table II1

DPR Purchases by Unidentifiable Persons
During Fiscal Years 2000 and 2001

Cost
$480.00
$620.00

$50.00
$1,680.00
$425.94
$550.00
$1,110.00
§41.25
$373.90
$405.78
$533.00
$450.00
$160.00
$625.00
$484.34
$288.00
$601.50
$89.80
$119.00
$25.00
£97.00
$97.00
$58.00
$428.85
$800.00

Vendor
Armstrong Custom Signs
Bemnie Amusement
Bernie Amusement
Bernie Amusement
Jewel & co/shirt explosion
Bernie Amusement
Bernie Amusement
Six Flags
Unknown
ABC School Supply
Mid Atlantic Waste & Sply
Armstrong Custom Signs
GWU/Med. Faculty Assoc
NAEYC/Resource Catalog
Restaurant Equippers Inc.
Capitol Childrens Museum
Standard Office Supply
Xerox
American Aerobic Assn.
NWF National Wildlife
Newsletter
Newsletter
Newsletter
Total Crafts
NIJ Recreation & Park
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Sale Date

09/19/00
09/20/00
09/20/00
09/20/00
09/22/00
09/27/00
09/27/00
09/30/00
10/20/00
01/25/01
03/12/01
03/26/01
03/29/01
04/05/01
04/13/01
04/16/01
04/17/01
04/17/01

04/23/0
04/24/01
04/24/01
04/27/01
05/01/01
05/04/01
05/04/01



Good/Service

Baseball Uniforms for H.T rec. center
Typewriter Repair

Deluxe Ball Pump & shipping]
Verification Visit for Accreditation
Art Supplies

Sand

Unknown

Unknown

Registration for GPGC conference
Ladder Treat

Ceramic Supplies

Ceramic Supplies

P.O.Box fee

Air Freshener Refill

Lumber

Turface

Renovation

Erosion Controll-Ft. Stevens

Sand - Hardy & Lamond
Electrical Supplies

Electrical Supplies

Electrical Supplies

Electrical Supplies

Total

Source: Department of Parks and Recreation

Cost
$800.00
$385.00
$228.71
$150.00
$480.64
$320.00

$20.00
$192.00
$1,388.00
$189.60
$18.00
$1,024.36
$20.00
$480.00
$705.60
$960.00
$1,350.00
$1,600.00
$1,083.95
$619.26
$42.24
$235.18

£389.82
$23,275.72

Vendor
Marlow Sport
Capital Serv. & Supp.
S&S Arts & Craft
NAEYC/Resource Catalog
Utrecht
Hatchik Sply
Hatchik Sply
Hatchik Sply
Project for Public Spaces
Swimkare
Chesapeake Ceramics
Chesapeake Ceramics
US Postal Service
A.CES
Galliher & Huguely
Turf Center Lawns Inc.
Turf Center Lawns Inc.
Turf Center Lawns Inc
Aggtrans
Ideal Electric
Ideal Electric
Ideal Electric
Ideal Electric
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Sale Date

05/09/01
05/16/01
05/26/01
06/15/01
06/19/01
06/20/01
06/20/01
06/21/01
06/21/01
06/27/01
06/28/01
06/28/01
07/03/01
07/09/01
07/10/01
07/11/01
07/12/01
07/12/01
07/12/01
07/18/01
07/18/01
07/18/01
07/18/01



The Director of the Department of Parks and Recreation must determine the identity of all
persons making the purchases listed in Table III, and if unauthorized, hold these persons personally
responsible for the purchases. Further, if the Director determines that an authorized cardholder
facilitated the use of the card by an unauthorized user, the Director should suspend that cardholder’s
purchase card privileges and hold the cardholder accountable to the fullest extent permitted under
the District’s personnel laws and rules. The Auditor will review compliance with this
recommendation within 90 days of the date of this report.

DPR’S FAILURE TO ADEQUATELY IDENTIFY AND PROJECT PROGRAMMATIC
NEEDS MAY HAVE CONTRIBUTED TO EXCESSIVE RELIANCE ON PURCHASE
CARDS

Authorized Department of Parks and Recreation purchase card users began making small
purchases in June 2000. By September 30, 2000, four months later, these employees had charged
a cumulative total of approximately $100,000 against DPR’s cards. A review of available
documentation by the Auditor revealed that goods and services in excess of $315,000 were obtained
by DPR personnel using purchase cards between June 2000 and July 2001. Most of the expenditures
consisted of repetitive purchases of items for which the need should have been projected by DPR

management.

DPR cardholders range from the Director to division chiefs to regional managers, all having
oversight responsibility for DPR recreation centers. DPR managers should have had direct
knowledge of what goods and services were needed for their programs to operate effectively and
efficiently throughout the fiscal year. However, a review of the items and quantities bought with
purchase cards revealed a consistent lack of advance planning and foresight regarding items needed
for DPR-sponsored activities.

Purchase card records indicated that purchases were made in the categories and amounts set
forth in Table I'V.
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TABLE IV

Categories and Amounts of DPR’s
Purchase Card Transactions

Category Amount

Art and craft supplies $14,089.23
Cleaning supplies $10,615.37
Computers, printers, etc. $8,292.01
Entertainment $9,184.15
Food and beverages $36,124.09
Lawn and garden supplies $1,161.12
Maintenance supplies and equipment $70,628.46
Musical instruments $1,387.15
Miscellaneous office supplies $29,254.24
Miscellaneous $111,636.16
Sports equipment $10,464.13
Toys and games $11,653.25
Travel $482.00
Yard equipment $364.00
TOTAL $315,335.36

Source: Department of Parks and Recreation and Office of the D.C. Auditor

Many of the goods and services purchased with purchase cards were recurring items. For
example, the Auditor reviewed purchases for the following:

» 8 purchases for over 1,000 pairs of gloves;

» 3 purchases for 55 leaf rakes;

» 3 purchases for 36 dust pans;

» 5 purchases for more than 3,000 T-shirts;

» 8 purchases for office furniture;

» 14 purchases for art and craft supplies; and

» 40 purchases for food, beverages and rclated items costing over $20,000.

Based upon the type and quantity of goods and services acquired, the Auditor found that DPR
failed to adequately project its annual requirements for the goods and services bought with purchase
cards, failed to utilize bulk purchasing to obtain a more advantageous price, and apparently did not,
at any time during the review period, determine what items were already on hand and available for
use, thereby eliminating the need to purchasc additional items.



RECOMMENDATIONS

1. The Director of the Department of Parks and Recreation should immediately conduct and
maintain an inventory of all items currently in DPR’s warehouse and other DPR offices
in order to identify all supplies and equipment available for DPR’s use.

2. The Director of the Department of Parks and Recreations should adopt and implement all
necessary controls to ensure that adequate advance planning occurs in order to timely
acquire items for which there is a recurring need. Bulk purchasing procedures should
be used where appropriate.

DPR VIOLATED PRINCIPLES OF FEDERAL APPROPRIATIONS LAW BY USING
APPROPRIATED FUNDS TO PURCHASE $36,124 IN FOOD, BEVERAGES, AND
RELATED ITEMS

The Auditor reviewed expenditures for food, beverages and related items obtained with
purchase cards. A well-recognized principle of federal appropriations law is that agencies may not
expend appropriated funds to purchase food and beverages because it is not a “necessary’” expense.’
Based upon areview of purchase card invoices and other relevant DPR documentation, the Auditor
found that DPR improperly expended approximately $36,000 in appropriated funds for food,
beverages, and related items.

The Office of the Corporation Counsel has issued, on numerous occasions, opinions which
prohibit District government agencies from expending appropriated funds for such purposes absent
express statutory authorization. There are limited exceptions to this rule, and generally include the
following:

» attendance at non-government meetings, conferences, and evening social events where the
registration fee covers both registration and meals;

*The necessary expense rule provides that an agency has reasonable discretion in determining how to carry out the
objects of an appropriation. Three tests must be met to justify an expenditure under the rule: 1) the expenditure must make a
direct contribution to fulfilling either a specific appropriation or an authorized agency function subject to more general
appropriations; 2) the expenditure must not be legally prohibited; and 3) the expcnditure must not fall within the scopc of some
other appropriation or funding scheme.
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» pursuant to the Government Employees Training Act®, an agency may provide meals if
the agency determines that the meals are necessary to achieve the objectives of the training

program; and

» operating appropriations may be used to provide refreshments at award ceremonies under
the Government Employees Incentive Awards Act.’

The Director for DPR stated that DPR has no authority to purchase food, beverages, and
related items from its appropriated funds, except for program related purchases, for example, day
care and summer camp. All other food and beverage expenditures are routinely charged to DPR’s
Enterprise Fund or to grant funds which allow such purchases. The Auditor found that DPR
cardholders’ purchased food, beverages, and related items which were charged against DPR’s
appropriated funds. The Auditor further found that the expenditures were not transferred to DPR’s
Enterprise Fund or a grant by its financial officer.

The Auditor’s review of DPR expenditures for food, beverages and related items indicated
that the purchases did not fall within the exceptions permitting the use of appropriated funds for
such expenditures. For example, one purchase in excess of $50 was designated as “pizzas for union
employees,” which clearly was a prohibited expenditure. Many other food and related expenditures
were made, in part, for participants in various DPR programs, but also included food and beverages
for DPR employees. Further, the current Director used his card to purchase approximately $4,367
in food and beverages for what was described as the “Mayor’s Cup” boxing tournament during fiscal
year 2000. According to the Director, these purchase card transactions, paid for with appropriated
dollars, should have been charged to DPR’s Enterprise Fund.

Further discussions with DPR’s financial officer revealed that the $4,367 expenditure had not
been charged to DPR’s Enterprise Fund. Table V presents purchases of food, beverages, and related
items that were paid with appropriated funds that DPR’s financial officer failed to transfer to DPR’s
Enterprise Fund or an appropriate grant.

45 U.8.C. 4109

35 U.S.C. 4503
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TABLE V

Department of Parks and Recreation
Purchase Card Food and Beverage Expenditures

For Fiscal Years 2000 and 2001

Through July 18, 2001.

Food and Beverage Amount of
Purchases Purchase
Food and other $2,490.00
Fruit, donuts, $60.33
Coffee, tea, cream, $168.00
Bottled Water $118.86
Breakfast for 150 $2,132.50
Meals for 290 boxers $2,500.00
Brunch $132.50
Food, Drinks, $1,735.00
Deli $199.95
Food, Drinks, $34.88
Bowls, forks, gloves $195.11
Food, drinks, $81.99
Food and other $2,436.96
Breakfast for 25 $1,060.63
Pizza for Union $51.50
Beverages $125.58
Utensils/paperware $73.34
Thanksgiving Food $303.40
Refreshments $261.92
Snacks/drinks $1,722.04
Candy Canes $78.00
Hot Cocoa $27.50
Catering $2,000.00
Catering $300.00
Catering $80.00
Food Supplies $215.11
Food $297.75
Snacks/beverages $379.34

Vendor

Hood Institutional
Safeway
United Wholesalers
Giant
Howard University
Howard University
Howard University
Howard University
Safeway Store
Murray’s
United Wholesalers
United Wholesalers
Hood Institutional
Stixx
Pizza Hut
Murray’s
United Wholesalers
Safeway Store

United Wholesalers
United Wholesalers

United Wholesalers
Starbucks, Inc.
Player’s Lounge
Player’s Lounge
Gist Family
Giant Food Store
Negril’s Eatery
Hood Foods

22

Date of

Purchase

06/12/00
07/13/00
07/13/00
08/05/00
07/24/00
07/21/00
07/15/00
07/25/00
08/10/00
08/11/00
07/24/00
07/24/00
09/13/00
08/07/00
07/28/00
08/17/00
11/16/00
11/16/00

11/20/00
11/28/00

12/05/00
12/16/00
12/09/00
12/09/00
12/16/00
12/13/00
12/13/00
12/18/00

Purchaser

J. Perrin
D. Jackson
S. Ratliff
S. Rathiff
D. Jackson
D. Jackson
D. Jackson
D. Jackson
L. Jones

L. Jones

L. Jones
A.B. Morgan
J. Perrin

A. Dockery
C. Thompson
L. Jones
L. Jones
L. Jones

S. Ratliff
A.B. Morgan

D. Jackson
. Jackson
. Jackson
. Jackson
. Jackson
. Jackson

. Jackson

jwilvilwilwilwile R

. Jackson



Food and

Beverage
Purchases

- Water

Food
Snacks/beverages
Assorted foods
Lunch for 45
Family Day
Plastic Ware,
Catered meals
Catered Meals
Catered Meals
Sodas & Apples
Sodas

Pizzas

Catered meals
Dinners

Water and Coffee
Snacks and Drinks
Fruit Basket
Hotdogs and Rolls
Hotdogs

Candy, drinks,
Rolls and

Food Items
Sodas and chips
Sodas, Chips, Ice
Food Items

Food Items
Banquet tickets
Sodas

Sodas, Chips

Amount
of

Purchase

$28.50
$145.00
$2,201.14
$83.51
$290.25
$2,499.00
$57.18
$2,000.00
$400.00
$2,300.00
$212.03
$39.97
$79.00
$800.00
$80.00
$364.97
$218.37
$35.98
$429.65
$77.79
$330.02
$24.25
$153.50
$56.14
$53.24
$2,414.18
$95.36
$600.00
$18.78
$64.40

TABLE V (Cont.)

Vendor

Cloister’s
Gist Family Caterers
United Wholesalers
Safeway Stores
Jeepers
Gist Family Caterers
Murray’s
Player’s Lounge
Player’s Lounge
Gist Family Catering
Hoods Institutional
Giant Foods
Pizza Hut
Player’s Lounge
Henry’s Soul Cafe
Deer Park
United Wholesalers
Safeway
United Wholesalers
Murray’s
United Wholesalers
United Wholesalers
United Wholesalers
United Wholesalers
United Wholesalers
Hoods Institutional
Murray’s
French’s Restaurant
United Wholesalers
United Wholesalers
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Date of

Purchase

01/09/01
01/19/01
02/09/01
03/05/01
07/31/00
03/09/01
03/09/01
01/04/01
01/04/01
01/09/01
01/25/01
01/29/01
01/29/01
02/07/01
03/14/01
03/15/01
03/22/01
04/12/01
04/13/01
04/18/01
04/18/01
04/18/01
04/20/01
04/20/01
04/24/01
04/24/01
04/25/01
04/25/01
04/26/01
05/01/01

Purchaser

N Albert

L. Jones
A.B. Morgan
J. Perrin

J. Perin

B. Galloway
M. Walker
D. Jackson
D. Jackson
D. Jackson
D. Jackson
D. Jackson
D. Jackson
D. Jackson
A. Dockery
N. Albert

L. Jones
A.B. Morgan
A.B. Morgan
A. Dockery
A. Dockery
A. Dockery
A. Dockery
A.B. Morgan
L. Jones

N. Rodgers
A. Dockery
L. Harrison
L. Jones

L. Jones



Food and

Beverage
Purchases

« Unknown
Sheet Cake
Catered Lunch
Catered Lunch
Donuts
Cakes
Cakes and
Pizzas
Hotdogs and rolls
Total

Amount
of

Purchase

$45.00
$24.99
$220.89
$11.94
$17.36
$16.96
$33.07
$138.00
$135.48
$36,124.0

TABLE V (Cont.)

Vendor

Metropolitan Ice
Giant Foods
Fresh Fields
Fresh Fields

Shoppers Food Whs
Giant Foods
Safeway
Domino’s Pizza
United Wholesalers

Source Department of Parks and Recreation and the Office of the D C. Auditor

RECOMMENDATION

Date of Purchaser
Purchase

05/17/01  J. Perrin
05/24/01 D. Jackson
06/06/01 D. Jackson
06/07/01 D. Jackson
06/09/01  S. Ratliff
06/18/01 D. Jackson
06/18/01 D. Jackson
06/25/01 M. Walker
07/18/01 A.B. Morgan

The Director for the Department of Parks and Recreations must immediately publish
guidelines to ensure that purchase cards are not used for purchases of food, beverages, and

related items that are ultimately charged against DPR’s appropriated funds.

Any

cardholder purchasing food, beverages, and related items that are not authorized by law

should be held personally liable for such expenditures and the card privileges rescinded.

SOME ITEMS PURCHASED BY DPR WERE NOT RECORDED IN DPR’S

FIXED ASSETS SYSTEM AS REQUIRED BY OCFO POLICIES

Rules governing the use of the purchase card require that all items purchased with the card that

are classified as fixed assets, sensitive items, or are subject to mysterious disappearance must be
included in the agency’s fixed assets inventory system. Further, Section 1020.301 of the Office of
the Chief Financial Officer’s (OCFO) Financial Policies and Procedures Manual provides that:

Fixed assets must be adequately safeguarded. Physical and accounting control
policies established by the Office of Financial Operations and Systems (OFOS) must
be followed by each agency...
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Section 1020.302(A) requires that all capitalized and non-capitalized fixed assets berecorded
in the Fixed Assets System (FAS). OCFO policies and procedures also require that agencies record
and maintain an internal supplementary listing on the agency FAS, or on the OFOS FAS, of items
valued at between $1,000 and $5,000. While the vast majority of items purchased were valued at
less than $1,000, the Auditor found that at least five items individually valued at over $1,000 were
acquired using a purchase card but were not recorded in DPR’s fixed assets system. These items
were required to be recorded in DPR’s FAS. The Auditor inquired of DPR officials as to whether
DPR included any of the items purchased with a DPR purchase card on the agency’s fixed assets
system. The Auditor was informed that none of the purchases had been added to DPR’s FAS. Table
VI lists the items purchased with the purchase card that were not recorded in DPR’s FAS.

TABLE VI

Purchase Card Purchases Not Included in DPR’s Fixed Assets System
For The Period June 2000 Through July 18, 2001

Purchase card Purchases Unit Costs Date Vendor
Purchased

Roto Tiller and Kit $1,814.89 07/27/00 Gateway Ford

“53" Prgjection TV $2,300.00 08/11/00 Myer-Emco

P.A. System $1,632.00 08/31/00 Wash. Music Center

Camcorder $1,018.95 08/28/00 Circuit City

[luminating Sign $1,825.00 08/31/00 Armstrong Custom Signs

Total $8,590.84

Source: DPR and Office of the D.C. Auditor

The failure to properly record purchases in DPR’s FAS and account for items bought with
purchase cards does not adequately protect valuable government assets and makes them vulnerable

to theft, loss, or misuse.

RECOMMENDATION

The Director of the Department of Parks and Recreation should immediately take all
necessary steps to ensure that all information related to qualifying assets acquired with the
purchase card are promptly recorded in DPR’s fixed assets system.
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DPR VIOLATED PROHIBITIONS AGAINST THE USE OF THE PURCHASE CARD FOR
TRAVEL EXPENSES

The Manual of Instruction and Standard Procedures for the use of government purchase cards
in the District contains several prohibitions regarding the use of the card. The use of a purchase card
for cash advances, rental or lease of land or buildings, travel expenses, or the purchase of utilities
is prohibited. DPR was also expressly prohibited from using the card to purchase personal items and

alcoholic beverages.

Asnoted above, when a card is issued to an employee, the Agency Program Coordinator and
the Agency Approving Official must establish authorization codes that are supposedly incorporated
by the card issuer into the card account. When authorization is sought for a purchase made against
a government purchase card, the card issuer is to verify the employee’s single purchase limit, the
billing cycle limit, and the type of purchase the cardholder is making before an authorization number
is issued to the vendor. Further, Page 6 of the Manual specifically states that:

USING THE CARD FOR TRAVEL IS PROHIBITED. Purchase of airline
tickets and for Travel Voucher Settlement is prohibited via the purchase card.

In conducting a review of expenditures made by DPR utilizing the purchase card, the Auditor
determined that on June 29, 2000, a DPR purchase card was used to purchase a round trip airline
ticket in the amount of $482. Upon further inquiry, the Auditor was informed by DPR personnel
that the airline ticket was purchased to fly a prospective employee to the District for an interview.
The purchase card should not have been used to purchase an airline ticket.

As noted above, use of a government purchase card for travel was clearly prohibited under
the rules governing card use. Further, the government purchase card issuer should have denied the
purchase, given OCP’s representation that the card issuer had established restrictions on the amounts
and types of purchases that could be made utilizing government purchase cards. When questioned
as to how this transaction could have been authorized, OCP officials stated they did not know. The
use of the card for travel expenses once again demonstrates that card users were not sufficiently
aware of the restrictions and rules governing card use, and internal controls to prevent unauthorized
purchases clearly failed in this instance.

RECOMMENDATIONS

1. The Director of the Department of Parks and Recreation, in conjunction with the
Chief Procurement Officer, should immediately institute measures to ensure that all
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purchase card holders are aware of the goods or services that cannot be purchased
with the purchase card. Persons using a purchase card to purchase an unauthorized
item must be held personally accountable for the expenditure.

2. The Chief Procurement Officer should ensure that all purchase cards have the
requisite controls that prevent the approval of unauthorized or over-limit purchases,
and further ensure that such controls are functioning effectively. If the controls are
found not to be functioning as intended, then the Chief Procurement Officer must
take immediate corrective actions and provide written documentation of the actions
taken to the Director of the Department of Parks and Recreation.

OTHER DEFICIENCIES OBSERVED IN DPR’S PURCHASE CARD PROGRAM

The Manual of Instruction and Standard Procedures for the use of government purchase cards
states that “Cardholders are delegated procurement authority under the purchase card program, and
are procurement officials, as defined in Chapter 18 of 27 DCMR. As such, each cardholder is
expected to adhere to the procedures in making purchases utilizing their assigned purchase card.”
The audit team found the following additional deficiencies in DPR’s use of purchase cards.

Splitting Purchases

The Manual provides that purchase cards may be used when the total amount of a single
purchase (which may consist of more than one item) does not exceed the cardholder’s authorized
single purchase limit. Orders and payments may not be split to avoid single purchase limits.

One DPR cardholder purchased food supplies for a DPR-catered affair at a cost of $3,000 on
December 11, 2000. This one-time purchase was $500 over the cardholder’s limit of $2,500 for a
single purchase. The vendor’s invoice for this food purchase revealed that the cardholder charged
$2,400 at the time of purchase with a “balance due” of $600. The vendor did not receive his final
payment of $600 until February 7, 2001, approximately two months after providing the service. The
DPR purchase cardholder appeared to knowingly exceed the small purchase limitation of $2,500.

Another DPR Associate Director used his purchase card, along with a purchase card issued
to a regional manager under his supervision, to purchase a “big-screen” projection television costing
approximately $3,000, by splitting the total expense between the two cards. Further, the previous
DPR Director, along with several other DPR cardholders, purchased “T-Shirts” costing over $16,000
by splitting the total expense between several cardholders, a blatant and obvious violation of
procurement regulations.
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Sales Taxes Paid On District Government Purchases

D.C. Code, Section 47-2005(1), provides that receipts from sales to the District or any
instrumentality thereof are exempt from sales tax. The Auditor found that DPR cardholders paid
approximately $269 in taxes for purchases made from Staples, Wal-Mart, and Lowe’s. Cardholders
who pay taxes on goods and services purchased for the District of Columbia government reflect a
lack of adequate training, or a callous disregard for properly and prudently spending government
funds. It is the Auditor’s position that DPR cardholders who pay taxes on goods and services
purchased for use by the District of Columbia government must be held personally responsible, and
must immediately reimburse the District for taxes paid. Further, their purchase card privileges

should be suspended.

RECOMMENDATION

The Director for the Department of Parks and Recreation must immediately take corrective
action, consistent with the District’s personnel law and rules, against those cardholders found
exceeding the small purchase limitation of $2,500 for a single purchase, splitting purchases
to circumvent the single purchase limit, and paying taxes on District of Columbia government

purchases.

CONCLUSION

During fiscal year 1999, the Office of Contracting and Procurement (OCP), through OCP’s
Purchasing Technologies Group, designed and instituted a District government purchase card
program to enable agencies to make small purchases using a revolving purchase card issued by US
Bank. OCP developed and issued a Manual of Instruction and Standard Procedures (“Manual™),
dated May 2000, governing the use of District government purchase cards. Further, OCP is
responsible for training all agencies and employees regarding the use of purchase cards.

Each agency using purchase cards is assigned an annual limit, and each authorized user is
assigned a cumulative monthly and a single purchase limit. The policy of the Office of Contracting
and Procurement is that purchase cards may be used to acquire goods and services that do not exceed
$2,500. According to OCP, each purchase card is programmed to reject attempted purchases that
exceed the assigned monthly and single purchase limits, or attempts to purchase prohibited goods
and services such as utilities, alcoholic beverages, and travel related services. The Manual of
Instruction and Standard Procedures provides that having and using a purchase card does not free
the cardholder from compliance with procurement laws, rules, policies and procedures. The Manual
specifically notes that use of the card does not mean that competition need not be sought.
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The Acquisition Procedures detailed in the Manual specifically state that all rules and
regulations set forth in the Procurement Practices Act(D.C. Code, Section 2-301.01 et seq.) and Title
27 of the District of Columbia Municipal Regulations, entitled Contracts and Procurement, continue
to apply when using purchase cards.

' During fiscal year 2000, the Department of Parks and Recreation began using purchase cards,
with an initial agency limit of $100,000 per year. DPR employees were issued purchase cards with
a $10,000 monthly limit and a $2,500 single purchase limit.

The Auditor’s examination of DPR’s purchase card program revealed that:

e Training conducted by OCP was insufficient. Many DPR cardholders also stated that
they were unaware of the policies and procedures governing card usage.

e While OCP’s Manual of Instruction and Standard Procedures states that purchase cards
may be used to purchase goods or services off of existing blanket contracts and purchase
agreements, none of the purchases reviewed by the Auditor were made from any existing
blanket purchase agreements or contracts. The failure of DPR personnel to utilize these
agreements and, instead, obtain goods and services noncompetitively did not ensure that
the items were purchased at an economical price. Further, many of the items procured
with DPR’s purchase cards could have been purchased in volume, perhaps resulting in
cost savings to DPR. This is particularly clear regarding purchases of cleaning and
maintenance supplies and equipment.

e As previously noted, the purchase card program Manual of Instruction provides that
having and using a card does not free the cardholder from compliance with procurement
laws, rules, policies and procedures. In reviewing purchases made by DPR cardholders,
the Auditor found no evidence that any purchases were made competitively or that any
attempts were made to obtain quotes from more than one vendor. DPR purchase
cardholders did not appear to be concerned about the price of an item, but rather the
“case” with which items could be purchased without obtaining price quotes from
different vendors or submitting a purchase requisition through the normal procurement
process. Overall, the Auditor found that DPR purchase cardholders failed to adhere to
the Manual of Instruction and Standard Procedures and relevant procurement regulations
set forth in Chapter 18 of 27 DCMR.

e The Manual of Instruction provides that a purchase card may be used only by the
individual whose name appears on the card. The Auditor reviewed 34 purchases made
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by DPR personnel during fiscal year 2000 and determined that DPR employees who were
not authorized users had made purchases with cards of authorized DPR employees.
These employees made purchases totaling $27,358.72 during a five-month period in
fiscal year 2000. In fiscal year 2001, approximately 18 unauthorized DPR employees
purchased $16,983.36 in goods using purchase cards officially assigned to other DPR
employees.

In some instances, required documentation to support purchases could not be located.
In other instances, the documentation was present but the signature of the purported
purchaser could not be deciphered. The inability to identify persons making purchases
with DPR purchase cards increases the likelihood that unauthorized purchases can be
made by unauthorized individuals.

A well-recognized principle of federal appropriations law states that agencies may not
expend appropriated funds to purchase food and beverages because it is not a “necessary”
expense, except in well-defined situations. Based upon a review of invoices and other
relevant documentation, DPR expended approximately $36,124 on food, beverages and
related items. The Director of DPR stated that DPR has no authority to purchase food,
beverages, and related items from its appropriated funds, except for program related
purchases, e.g., day care and summer camp. Authorized food and beverage expenses are
routinely charged to DPR’s Enterprise Fund or to grant funds which allow such
purchases. The Auditor’s review of DPR expenditures for food, beverages and related
items indicated that the purchases did not fall within the exceptions permitting the use
of appropriated funds for such expenditures. The Auditor also found that the purchases
of food and beverages charged against DPR’s appropriated funds were not transferred to
DPR’s Enterprise Fund or 1o a grant by its financial officer.

Using a purchase card for travel is prohibited by the procedures governing card use. In
conducting a review of expenditures made by DPR utilizing the purchase card, the
Auditor determined that a DPR purchase card was used to purchase a round trip airline
ticket in the amount of $482. Upon further inquiry, the Auditor was informed by DPR
personnel that the airline ticket was purchased to fly a prospective employee to the
District for an interview. The purchase card should never have been used for airline
tickets.

Finally, the audit team also found additional deficiencies in DPR’s use of purchase cards.
One prohibition governing card usage is that purchases cannot be split to avoid purchase
limits. The Auditor reviewed several transactions in which purchases appeared to have
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been split to avoid exceeding single purchase and monthly purchase limits. The Auditor
also found instances wherein DPR employees paid sales tax on purchases made with the
card. D.C. Code 47-2005(1) provides that sales to the District or any instrumentality
thereof are exempt from sales tax. The Auditor found that DPR cardholders paid
approximately $269 in sales tax through July 18, 2001.

Overall, the Department of Parks and Recreation’s purchase card program requires significant
improvement and enhanced monitoring of employees’ card usage to ensure strict adherence to laws,
regulations, rules, and guidelines governing the use of purchase cards. Notwithstanding the ability
to by-pass competition for small purchases through the use of purchase cards, DPR should put into
place a policy and procedures through which it may be determined whether DPR employees are
obtaining the best price for the District government. Most importantly, DPR must implement
effective internal controls to ensure that only authorized card purchases are made by authorized
cardholders and that any deviation from this requirement should immediately result in the
appropriate corrective or adverse action to the fullest extent permitted by the District’s personnel law
and rules.

Deborah K. Nichols
District of Columbia Auditor
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Attachment I

GOVYERNMENT OF THE DISTRICT OF COLUMBIA
OFFICE OF CONTRACTING AND PROCUREMENT

OCP CREDIT CARD USER AGREEMENT

I have read and understand the attached Manual of Instruction & Standard Procedures
governing the Office of Contracting and Procurement (OCP) credit card program. I
understand that the OCP purchasing card is the property of the Office of Contracting and
Procurement and must be surrendered upon separation from District employment or as
deemed appropriate by the Chief Procurement Officer. I understand that I can be held
financially responsible for any unauthorized purchases. Furthermore, I understand that
violations of the attached policies and procedures can result in revocation of credit card
privileges and/or other disciplinary action, including personal lability.

Cardholder Name:
Agency Name:
Card Number:

Cardholder Signature — Date

— Approving Official Date



AGENCY COMMENTS



AGENCY COMMENTS

On December 21, 2001, the District of Columbia Auditor submitted this report in draft for
review and comment to the Director of the Department of Parks and Recreation and the Chief
Procurement Officer, Office of Contracting and Procurement. The Director of the Department of
Parks and Recreation (DPR) and the Chief Procurement Officer (CPO) submitted comments for the
Auditor’s consideration on January 14, 2002. Where appropriate, changes were made to reflect the
comments submitted by the DPR and the CPO. The comments are appended in their entirety as part
of this final report.



GOVERNMENT OF THE DISTRICT OF COLUMBIA
Office of Contracting and Procurement

Director * * *
I
R

TO: Deborah K. Nichols

District of Columbia Auditor W
FROM: Jacques Abadie 111, CPCM

Chief Procurement Officer

DATE: January 14, 2002

SUBJECT: Response to DC Auditor’s report “Review of Purchase Card Expenditures by the
Department of Parks and Recreation”

We appreciate your review of Purchase Card expenditures by the DC Department of Parks and Recreation
(DPR) and offer the following comments in response to your findings and recommendations noted below.

Finding #1 - DPR FAILED TO COMPLY WITH GUIDELINES FOR PURCHASE CARD USE
ISSUED BY THE OFFICE OF CONTRACTING AND PROCUREMENT

Inadequate Training on Purchase Card Use Contributed to Noncompliance with Rules and
Procedures Governing Card Usage and Procedures

As specifically relates to this finding, we are unclear as to why the report indicates that cardholders were
not familiar with the purchase card policies and procedures governing card use and “many of the
restrictions and procedures governing the use of the card” (p. 7) for the following reasons:

1. OCP held classroom training at DPR (according to OCP’s deployment methodology) and required
mandatory attendance at training as a prerequisite for card issuance; and

2. Inthe DPR training, OCP issued both general and agency-specific policies to cardholders as a
precursor to issuing cards. At no time during or after DPR training did OCP receive any feedback
from DPR cardholders or other program participants as to their lack of understanding of the
restrictions and procedures governing card use or the insufficiency of subject training. Therefore,
we offer the view that certain DPR cardholders, despite what we consider to be adequate training
in relevant policies and procedures, simply failed to comply with the procedures in which they
were trained.

441 4th Street N.W.; Suite 800 South, Washington, D.C. 20001
(202) 727-0252 Fax: (202) 724-5673



Notwithstanding our exception to this finding, I have directed my staff to strengthen
purchase card program training in DPR by:

1. Encouraging DPR leadership to make attendance at such training compulsory for
all agency participants with the proviso that: (a) cards will not be issued to those
DPR employees not attending and completing such training, and (b) card
privileges may be rescinded for DPR cardholders who do not attend and complete
such mandatory training;

2. Requiring DPR trainees to sign a more comprehensive Affidavit (over and above
the existing User’s Agreement) attesting to their understanding of and compliance
with the requirements of 27 DCMR - Chapters 18 and 21, as well as their receipt
of all applicable materials and policies and procedures governing card use; and

3. Encouraging DPR card users to refrain from splitting small purchase awards as
well as complying with the requirements of 27 DCMR Chapter 18 for executing
small purchases, and specifically non-competitive small purchases using the
purchase card.

DPR Purchase Card Users Failed to Utilize Existing Blanket Purchase Agreements
to Purchase Goods and Services s

In our training of DPR employees, we encouraged DPR cardholders to shop around
before buying and to make card purchases from established Blanket Purchase
Agreements. In addition, we disseminated copies of a listing of vendors that have been
awarded DC Supply Schedules and we encouraged DPR cardholders to make purchases
from vendors on these schedules, which include a variety of Local, Small and
Disadvantaged Business Enterprises.

DPR Personnel with Purchase Cards Did not Obtain Competitive Quotes for
Purchases

We note that in accordance with rules approved by the Council of the District of
Columbia on July 8, 2000, by resolution No. 13-778, pursuant to section 205(a) of the
Procurement Practices Act (D.C. Code §1-1182(5)(a)), and relating to non-competitive
small purchases, “a procurement for an amount of [$2500] or less may be made without
obtaining competitive quotations...”

RECOMMENDATIONS FOR FINDING #1

With the exceptions noted above, we agree with the recommendations of finding #1.



Finding #2 - DPR PERSONNEL NOT AUTHORIZED AS PURCHASE CARD
USERS MADE PURCHASES

Concerning finding #2, we agree with the auditor’s recommendations. However, we note
that in our cardholder training sessions, and throughout our contacts with DPR personnel,
we strongly indicated to card program participants that only individuals whose name
appears on purchase cards were eligible to use subject cards to buy goods and services for
official government purposes.

Finding #3 — SOME PURCHASERS CANNOT BE IDENTIFIED DUE TO
INADEQUATE DOCUMENTATION OR LACK OF IDENTIFIABLE
SIGNATURE

Concerning finding #3, we agree with the auditor’s recommendations. In the DPR
training, we provided a transaction log for cardholders to use to document each purchase
made. The original receipts should be attached to the log and transmitted along with the
cardholder’s monthly statement as a part of the verification and reconciliation process.
This provides checks and balances for payment authorization.

Finding #4 — DPR FAILURE TO ADEQUATELY IDENTIFY AND PROJECT
PROGRAMMATIC NEEDS MAY HAVE CAUSED EXCESSIVE RELIANCE ON
PURCHASE CARDS

Concerning finding #4, we agree with the auditor’s recommendations.

Finding #5 - DPR VIOLATED PRINCIPLES OF FEDERAL APPROPRIATION
LAW BY USING APPROPRIATED FUNDS TO PURCHASE FOOD AND
BEVERAGES FOR ITS PROGRAMS AND STAFF

Concerning finding #5, we agree with the auditor’s recommendations.

Finding #6 — SOME ITEMS PURCHASED BY DPR WERE NOT RECORDED IN
DPR’S FIXED ASSETS INVENTORY AS REQUIRED BY OCFO POLICIES

Concerning finding #6, we agree with the auditor’s recommendations.

Finding #7 — DPR VIOLATED PROHIBITIONS AGAINST THE USE OF THE
PURCHASE CARD FOR TRAVEL EXPENSES

Concerning finding #7, we agree with the auditor’s recommendations. While DPR
cardholders were instructed by OCP that travel services cannot be purchased with the
purchase card, we will coordinate stricter card controls with the District government’s
purchase card provider to minimize or eliminate unauthorized or over-limit purchases in
the future.



Finding #8 - OTHER DEFICIENCIES OBSERVED IN DPR’S PURCHASE CARD
PROGRAM

Concerning finding #8, we agree with the auditor’s recommendations.

Based on our review of the auditor’s report, we believe that the auditor’s
recommendations, if implemented, will greatly strengthen the DPR purchase card
program performance. 1look forward to the cooperation of the DPR leadership and
senior management in coordinating their accomplishment.

We appreciate your report, and if you have any questions, please feel free to call me on
727-0252, or call Gregory B. Dean, Assistant Director for Purchasing Technologies on
724-5218.

cc: Neil Albert, Director, DC Department of Parks and Recreation
Nancy Hapeman, General Counsel
Thomas Brown, Deputy Auditor, Office of the District of Columbia Auditor
James Parks, Assistant Director, OCP/Public Management Cluster
William Clemmons, Agency Chief Contracting Officer
Tracy Usry, Assistant Director, OCP/Human Services Cluster
Jonathan Butler, Assistant Director, OCP/Capital IPT ~ _
Gregory B. Dean, Assistant Director, OCP/Purchasing Technologies
Carletta Lundy, Program Analyst, OCP/Purchasing Technologies



GOVERNMENT OF THE DISTRICT OF COLUMBIA
Department of Parks and Recreation

B 17, i N H h
* * *

January 14, 2002

Ms. Deborah K. Nichols
District of Columbia Auditor
717 14™ Street, NW

Suite 900

Washington, D.C. 20005

Dear Ms. Nichols:

This is in response to your correspondence in reference to the draft report entitled,
“Review of Purchase Card Expenditures by the Department of Parks and Recreation.”

Please find enclosed the Department’s responses to the findings of the report, inclusive of
actions proposed to address and remediate any concems.

Your guidance and the assistance of your staff in this investigation are appreciated.
Thank you assisting the Department of Parks and Recreation in resolving any outstanding
concemns 1n reference to the use of purchase cards.

Sincerely,

MAAA

Neil O. Albert
Director

Enclosure

... creating communities through people, parks and programs.

3149 16" Street. N.W.. Washington, D.C 20010 (202) 673-7665 * Fax (202) 673-2087



Responses to Review of Purchase Card Expenditures

Listed below are our responses to the recommendations that were included in the draft
report for the Review of Purchase Card Expenditures by the Department of Parks and
Recreation. The review covered Fiscal Years 2000 and 2001 through July 18, 2001 and
was conducted by the Office of the District of Columbia Auditor.

Finding #1:

DRP FAILED TO COMPLY WITH GUIDELINES FOR PURCHASE CARD USE

ISSUED BY THE OFFICE OF CONTRACTING AND PROCUREMENT.

Inadequate Training on Purchase Card Use Contributed to Noncompliance
with Rules and Procedures Governing Card Usage and Procedures

DPR Purchase Card Users Failed to Utilize Existing Blanket Purchase
Agreements to Purchase Goods and Services

DPR Personnel with Purchase Cards Did Not Obtain Competitive Quotes for
Purchases

Auditor Recommendation:

1.

The Director of the Office of Contracting and Procurement must institute a
comprehensive, mandatory, and continuing education program for all District
government purchase cardholders to ensure their familiarity with and adherence to
all policies and procedures governing purchase card usage.

The Director of the Department of Parks and Recreation must ensure that all DPR
employees designated to use purchase cards are thoroughly trained and
knowledgeable of all policies and procedures. Failure to comply with applicable
policies and procedures should result in the suspension of purchase card
privileges.

Agency Response:

1.

2.

The Department complied with the majority of guidelines for the use of
purchase cards.

The Department will request additional training through the Office of
Contracting and Procurement to ensure that all purchase cardholders
understand the policies and procedures governing the use of the cards.
Cardholders identified for non-compliance after the training, will be
forwarded to the Director with a recommendation to suspend their card (s)



Finding #2

DPR PERSONNEL NOT AUTHORIZED AS PURCHASE CARD USERS MADE

PURCHASES

Auditor Recommendation:

1.

The Director of the Department of Parks and Recreation must ensure, through
effective training, follow-up, and the regular review of purchase cardholder
invoices, that only authorized purchase cardholders are making authorized small
purchases using the card specifically issued to them.

Authorized card users that permit unauthorized employees to make purchases
using their cards should have their card privileges suspended and must be held
accountable to the fullest extent permitted under the District’s personnel law and
rules. Further, any unauthorized employee making a purchase with a purchase
card not issued to them should be held personally liable for the expenditure, and
held accountable to the fullest extent permitted under the District’s personnel law
and rules.

Agency Response:

1.

The Director will direct the Accounting Office for the Department to review
cardholders invoices monthly to verify that only authorized purchase cardholders
are making authorized small purchases using the card issued to them.
Cardholders in noncompliance are to be referred to the Director for corrective
action.

Purchase cardholders will be notified that under no circumstances are agents other
than themselves, save specified designee(s) allowed to make purchases using their
cards. The Accounting Office will monitor charges and report any violators to the
Director with a recommendation that their card be suspended, restitution made for
the charges and adverse action be pursued against violators.

Finding #3

SOME PURCHASERS CANNOT BE IDENTIFIED DUE TO INADEQUATE

DOCUMENTATION OR LACK OF IDENTIFIABLE SIGNATURE

Auditer Recommendation:

1.

The Director of the Department of Parks and Recreation must determine the
identity of all persons making the purchases listed in Table IV, and if
unauthorized, hold these persons personally responsible for the purchases.
Further, if the Director determines that an authorized cardholder facilitated the use
of their card by an unauthorized user the Director should suspend that



cardholder’s purchase card privileges and hold them accountable to the fullest
extent permitted under the District’s personnel laws and rules. The Auditor will
review compliance with this recommendation within 90 days of the date of this
report.

Agency Response:

1. The Director, through the Accounting Office will hold the assigned cardholder
responsible for all charges against said card. Should charges, upon review, not be
deemed appropriate/authorized, the cardholder will be held accountable.

Finding #4:

DPR FAILURE TO ADEQUATELY IDENTIFY AND PROJECT
PROGRAMMATIC NEEDS MAY HAVE CAUSED EXCESSIVE RELIANCE ON
PURCHASE CARDS

Auditor Recommendation:

I. The Director of the Department of Parks and Recreation should immediately
conduct and maintain an inventory of all items currently in DPR’s warehouse and
other DPR offices in order to identify all supplies and equipment available for
DPR’s use.

2. The Director of the Department of Parks and Recreation should adopt and
implement all necessary controls to ensure that adequate advance planning occurs
to acquire, utilizing bulk purchasing procedures where necessary, items for which
there is a recurring need.

Agency Response:

1. The Department of Parks and Recreation has an inventory of all supplies and
equipment located in the warehouse that is available to all employees of the
Department.

2. In preparation for annual budget submissions, the Director requires all managers

to submit spending plans in support of Non-Personal Services that identifies those
items that would allow us to utilize bulk purchasing procedures. However, given
the nature of DPR’s work and the aged status of equipment/facilities it is
necessary to make immediate purchases in support of the health and safety of
program participants. These expenditures cannot be forecast.



Finding #5

DPR_VIOLATED PRINCIPLES OF FEDERAL APPROPRIATION LAW BY

USING _APPROPRIATED FUNDS TO PURCHASE FOOD AND BEVERAGES

FORITS PROGRAMS AND STAFF

Auditor Recommendation:

1.

The Director for the Department of Parks and Recreation must immediately
publish guidelines, specifically for purchase cardholders, and institute sufficient
controls, to ensure that purchases of food and beverages will not be charged
against DPR’s appropriated funds. Any cardholder purchasing food and
beverages that are not authorized by law should be held personally liable for such
expenditures and their card privileges rescinded.

Agency Response:

1.

It is mandatory that all cardholders sign an agreement that indicate the purchase
of food and/or beverages, particularly alcohol are not allowable purchases using
the charge card. Authorized food purchases as an emergency, should have been
identified by the Accounting Office and transferred to the Enterprise Fund
Account. Unauthorized purchases by cardholders will be reported to the Director
with a recommendation to suspend their card.

Finding #6

SOME_ITEMS PURCHASED BY DPR WERE NOT RECORDED IN DPR’S

FIXED ASSETS INVENTORY AS REQUIRED BY OCFO POLICIES

Auditor Recommendation:

1.

The Director of the Department of Parks and Recreation should immediately take
all necessary steps to ensure that all information related to qualifying assets
acquired with the purchase card are promptly recorded in DPR’s fixed asset
mventory.

Agency Response:

1.

The Accounting Office for the Department will review cardholder statements to
identify all items to be recorded in our fixed asset inventory. A listing will be
forwarded to the Property Office for inclusion in their records and the information
will be entered in the System of Accounting and Reporting (SOAR) to record the
fixed assets. (The Accounting Office has and does receive monthly statements for
review, it is incumbent upon them to review for fixed asset recording and forward
their findings, monthly for inclusion.)



Finding #7

DPR VIOLATED PROHIBITIONS AGAINST THE USE OF THE PURCHASE

CARD FOR TRAVEL EXPENSES

Auditor Recommendation:

1.

The Director of the Department of Parks and Recreation, in conjunction with the
Chief Procurement Officer, should immediately institute measures to ensure that
all purchase cardholders are aware of the goods or services that cannot be
purchased with the purchase card. Persons using a purchase card to purchase an
unauthorized item must be held personally accountable for the expenditure.

The Chief Procurement Officer should ensure that all purchase cards have the
requisite controls that prevent the approval of unauthorized or over-limit
purchases, and further ensure that such controls are functioning as intended, then
the Chief Procurement Officer must take immediate corrective actions and
provide written documentation of the actions taken to the Director of the
Department of Parks and Recreation.

Agency Response:

1.

2.

Additional training will be provided to all cardholders to ensure their awareness
of goods and services that cannot be purchased with the purchase card.
Cardholders will be held personally accountable for the purchase of unauthorized
items and must reimburse the Department for the expenditure.

DPR agrees with the auditor’s recommendation.

Finding #8

OTHER DEFICIENCIES OBSERVED IN DPR’S PURCHASE CARD PROGRAM

Splitting Purchases
Sales Tax Paid On District Government Purchases

Auditor Recommendation:

1.

The Director for the Department of Parks and Recreation must immediately take
corrective action, consistent with the District’s personnel law and rules, against
those cardholders found exceeding the small purchase limitation of $2,500 for a
single purchase, splitting purchase to circumvent the limit, and paying taxes on
District of Columbia government purchase.



Agency Response:

1.

Cardholders identified for exceeding the small purchase limitation of $2,500 for a
single purchase and splitting purchases to circumvent the limit will be forwarded
to the Director with a recommendation to suspend their card. Cardholders will be
provided a Tax Identification Card that includes the District’s tax identification
number. The card will be presented to vendors and no taxes will be charged for
District of Columbia government purchases.



