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	Objectives
	
	

	
	Oregon Accounting Manual (OAM) 55.30.00.PO.115 requires an annual review of an agency’s Small Purchase Order Transaction System (SPOTS) card program. In addition to fulfilling this requirement, this audit work will be performed to:

1. Gain a reasonable level of assurance that SPOTS card purchases are in compliance with the agency’s internal policies and guidelines and the OAM are being followed within the program.
2. Help ensure good controls are in place over SPOTS card practices to protect the agency’s assets; 

3. Identify strengths, weaknesses and any areas that need improvement within the SPOTS card program; and

4. Follow up on any previous audit findings or recommendations related to the agency’s SPOTS card program.

	
	

	Scope
	
	

	
	This audit will review SPOTS transactions from July 1, 200X through June 30, 200X.
	
	

	Audit Steps
	
	

	General
	
	

	
	1. Discuss with Management the areas of greatest risk and exposure within the program. 

2. During audit work be aware of potential areas for fraud and report to management as necessary. 

3. During audit work be aware of management accomplishments and report as necessary.
4. Document and perform any additional audit steps as deemed necessary.
	
	

	Planning
	
	

	
	5. Notify the audit customer of the upcoming audit work; conduct and document an entrance conference with management and the SPOTS Card Coordinator.

6. Obtain and Review the following:

a) Applicable Rules, Laws and Regulations, AG Opinions, Agency Policies and Procedures Manual, the Oregon Accounting Manual (OAM) and any other pertinent guidelines.

b) Any prior internal or external audit reports including management responses, as well as permanent files related to the program.

7. Interview personnel as necessary to gain an understanding of the organization, processes and performance measurements. 
8. Obtain, if available, process flow charts, procedure manuals and any other pertinent information documenting the SPOTS card program.  If not available prepare a flow chart or narrative of the process from results of interviews and observations.
9. Document pertinent information as it relates to the SPOTS card program, the control environment, etc. to be used to explain any anomalies.
	
	

	Testing
	
	

	
	10. Review agency policy to ensure that it is in line with the OAM policies and procedures for the use of SPOTS cards.

11. Obtain an electronic copy of all SPOTS card transactions that occurred during the FY under review.  Use Audit Command Language (ACL) or other appropriate sampling software to complete the following:
a) Pull a random sample of all transactions at a 5% error limit;

b) Identify any transactions that were greater than $5,000.00;

c) Identify any transactions that were potentially split to avoid pricing agreements;

d) Identify any transactions that had a disallowed Merchant Commodity Code (MCC);

e) Identify any transactions that had a high risk MCC (for example, jewelry stores);

f) Identify any transactions that occurred on a Saturday or a Sunday and pull a sample at a 5% error limit; and

g) Identify any transactions that occurred on a State Holiday.

12. Obtain and review documentation from the SPOTS coordinator for all transactions selected in step 10 to determine the following:

a) Statements have adequate supporting documentation per Agency Policy and the OAM;  
b) Purchases were appropriate and furthered the business of the state; 

c) If any purchases were deemed 1099 reportable they were identified as so, and that appropriate action was taken to ensure reporting was done for these items;

d) Any items purchased covered under a price agreement were obtained at the appropriate cost;

e) An authorized signature is on all receipts and supporting documentation, and that statements have been approved for payment by management;
f) Any refunds were credited back from US Bank appropriately;

g) No items purchased were placed on backorder and if so the item was not charged to the card until received; and

h) Review unallowable charges to determine if appropriate action was taken to correct the situation.

i) Review transactions to determine if travel purchases were made and if the purchases were allowable.

13. Review duties and responsibilities of staff involved in the SPOTS program to ensure appropriate documentation and adequate separation of duties exists.  

14. Review SPOTS Coordinator job duties as outlined in their position description to ensure they are in line with OAM 55.30.00.PO.109.  Also review any SPOTS Coordinator changes that may have occurred during the audit period.  If the SPOTS Coordinator has been issued a SPOTS card check with the Department of Administrative Services, State Controller’s Division to determine whether a proper exception is on file.
15. Review cardholder training records to determine compliance with internal policies and the OAM.  Documentation available should include evidence of initial training prior to use and refresher trainings on a regular basis.
16. Determine if a rebate was received for last period.  If a rebate was not received determine cause.  Additionally review sampling of payments made to US Bank to ensure that all payments were made within 14 days of receipt of statement.

17. Review fiscal year end payments to ensure that payments were coded to correct fiscal year.  

18. Review Approving Officer on file with SFMS and ensure this individual does not have update access to US Bank’s web-based system.  Additionally ensure that this individual is completing tasks as laid out in OAM 55.30.00.PO.116.

19. Review list of employees authorized to have SPOTS cards and determine if cards are warranted (e.g. used regularly). Cards unused for periods greater than 90 days should have documented reasons establishing need for the card. 
20. Review a sample of SPOTS card applications for proper authorization of Approving Officer. Verify authorized card signatures with documentation reviewed for specific transactions under step 11.
21. Conduct a review of SPOTS cardholder limits and determine that proper documentation is on file for those above threshold levels.
	
	

	Reporting
	
	

	
	22. Report preliminary observations, findings and recommendations to the SPOTS Coordinator, CFO, and other members of management as necessary.  

23. Complete and index working papers to support findings.

24. Prepare a preliminary draft of the report.  Have report and workpapers Quality Control reviewed.

25. Clear any review notes.

26. Obtain consensus on the draft report.

27. Hold an exit conference and provide draft to Management; request a response.

28. Incorporate response into the final report.

29. Distribute final report; present to Internal Audit Committee.

30. Complete quality control worksheet.

31. Complete an Audit Report Summary form and provide to DAS Internal Audit Section.  
32. Update annual audit program with any changes deemed necessary.
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