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Executive Summary

We performed a business process audit of the procurement cards, FOCUS Marketplace
and financial reconciliation areas within the Department of Administration for Human
Services.

Our audit found that proper segregation of duties was in place and the office generally
appeared to be in compliance with internal controls outlined in the county policies. There
was one reportable finding noted during the audit. The departmental Internal Control
Procedures document for procurement cards was outdated and did not incorporate current
processes with regard to use of the county’s FOCUS financial system.

Scope and Objectives

The audit was performed as part of the fiscal year 2013 Annual Audit Plan and was
conducted in accordance with generally accepted auditing standards. Those standards
require that we plan and perform the audit to obtain sufficient, appropriate evidence to
provide a reasonable basis for our findings and conclusions based on our audit objectives.
We believe that the evidence obtained provides a reasonable basis for our findings and
conclusions based on our audit objectives.

The audit population included transactions in procurement cards and non-purchase orders
that occurred during the period of November 7, 2011, through September 30, 2012. For
that period, the department’s purchases were $31,993.48. Our audit objectives were to
determine if the department was in compliance with county policy and had adequate
controls for processing procurement card, marketplace procurement card and non-
purchase order transactions. We also reviewed the department’s compliance with the
county’s requirements for procurement card reconciliations.

Methodology

Audit methodology included a review of the department’s procedures with analysis of
internal controls that were implemented. Our audit approach included an examination of
expenditures, records and statements; interviews of appropriate employees; and a review
of internal manuals and procedures. We evaluated the processes for compliance with
county policies and procedures. Information was extracted from the FOCUS and
PaymentNet systems for sampling and verification to source documentation during the
audit.
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Finding, Recommendation, and Management Response

Internal Control Procedures

The Department of Administration for Human Services (DAHS) had developed internal
control procedures according to Procedural Memorandum (PM) 12-02; however, the stated
procedures were not a true reflection of the actual, current roles and responsibilities
assigned to the individuals managing the division’s procurement card program. For
example, a large portion of the document mentions FAMIS, the county’s past financial
system, while the county is currently using the FOCUS system. Department position titles
and report names need to be revised to reflect the new FOCUS structure and functionality.

Recommendation: We recommend that DAHS update their procedures to accurately
reflect the design of the office’s procurement card program and get them approved by the
Department of Purchasing and Supply Management. The procedures should clearly define
the assignment of all procurement card related responsibilities by position title and refer to
the current system(s) in use, i.e. FOCUS.

Management Response: DAHS will update its Internal Controls Policy (ICP) to reflect
new FOCUS terminology, position titles, and roles and responsibilities associated with the
staff responsible for procurement card reconciliation.

DAHS anticipates completing a subsequent revision of the ICP that will incorporate
guidance contained in PM 12-02, which is currently under revision by the Department of
Purchasing and Supply Management.

This internal controls policy will serve as a model for use across the various human
services departments to ensure consistency across the system. The anticipated
completion date is February 1, 2013.
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