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Chapter 1

Chapter 1 Introduction

This report presents the results of our audit of the City of
Portland’s procurement card program. The audit was approved by the City Auditor and included in the Audit Services
Division fiscal year 2002 audit schedule. We conducted the
audit in accordance with generally accepted government
auditing standards and limited our review to those areas
specified in the Objectives, Scope and Methodology section
of this report.

Background

In 1996, Portland City Council authorized a 6-month pilot
procurement card program to test the feasibility of using
credit cards to pay for certain City goods and services. Cards
were issued to employees in six City bureaus as part of the
pilot program. At the conclusion of the pilot program in
1997, a consortium of 10 local governments in Oregon, with
the City of Portland as lead agency, entered into an agreement with the Bank of America to provide procurement card
services. As part of the agreement with the bank, an annual
rebate is issued (to the members of the consortium) depending on the total amount purchased by the consortium using
the procurement cards. Portland earned rebates of $15,070
and $15,881 in fiscal years 2000 and 2001 respectively,
based on purchases of $7.4 million and $7.9 million.
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Table 1

Number of procurement cards compared with
number of authorized positions per bureau or office
(on selected offices)
Bureau / Office

Cardholders

Positions

Bureau of Development Services

2

286

Bureau of Emergency Communications

1

133

128

456

Bureau of Housing & Community Develop.

6

22

Bureau of Licenses

3

38

Bureau of Parks & Recreation

202

365

Bureau of Police

133

1,284

46

511

City Attorney’s Office

1

38

City Auditor’s Office

3

65

Commissioner of Public Utilities

1

7

Office of Cable Comm. & Franchise Mgmt.

1

7

Office of Government Relations

2

5

Office of Neighborhood Involvement

8

46

Office of the Mayor

1

15

Office of Sustainable Development

4

23

OMF - Bureau of Financial Management

5

58

OMF - Bureau of General Services

60

187

OMF - Bureau of Human Resources

2

53

OMF - Bureau of Information Technology

5

129

Bureau of Environmental Services

Bureau of Water Works

OMF - Bureau of Purchases

13

27

4

18

Portland Office of Transportation

34

694

Portland Fire & Rescue

37

710

702

5,177

OMF - Risk Management

TOTAL

SOURCE: Bureau of Purchases, individual bureaus and the Audit Services Division
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The objective of the procurement card system is to provide an efficient, cost-effective method of purchasing and
paying for low-dollar, non-capital items by taking the place
of limited purchase orders (LPO), payment authorizations
and petty cash purchases. Historically, for each purchase
made by LPO or payment authorization, the purchaser,
purchaser’s supervisor, bureau accounting, central accounting, the auditor’s office and mail room were involved in the
processing of the payment. However for procurement card
purchases, regardless of the number of purchases made
during the month or billing cycle, only one payment is made
to the bank. The Bureau of Purchases estimates that procurement cards can save up to 40 percent of administrative
costs.
As shown in Table 1, as of September 2002 the procurement card program has grown to 24 bureaus and offices,
with 702 cardholders and annual purchases of approximately
$7.9 million, replacing some purchase order, payment authorization, LPO and petty cash purchases.

Internal controls of
the procurement card
program

The Bureau of Purchases, within the Office of Management
and Finance, oversees the administration of the procurement
card program. The Bureau has prepared a cardholder
manual and also a supervisor’s manual outlining the policies
and procedures for issuing and using cards, including copies
of the Request for Procurement Card form, Card Limit form,
Account Transfer form and the Procurement Card Agreement.
The manuals are on-line and easily accessible to all
employees. In addition, three bureaus that have
decentralized accounting systems have also prepared
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separate manuals to guide employee use of procurement
cards. In general, each of the manuals state that:
■

requests for procurement cards and purchase
limits must be approved by bureau supervisors

■

supervisors are responsible for training employees in the appropriate use of the card, ensuring
compliance with established policies and procedures, reviewing the cardholder’s log, and approving payments.

The manuals also list the types or categories of items
employees are prohibited from buying, and the single and
monthly dollar limits allowed for purchases. Each card can
be programmed to exclude certain prohibited vendor classifications. The transaction will be rejected by the merchant
if the card is used to purchase an item within that classification.
According to the manuals, supervisors determine which
employees are eligible to receive procurement cards and
forward requests for cards to the Bureau of Purchases, or to
bureau card coordinators. The bank provides the cards to
bureaus within a couple of weeks, and the bureau’s coordinator notifies the employee. Before accepting the
procurement card, the employee is required to sign an agreement regarding responsibility for the card, and an
understanding of the conditions, terms and usage of the
card.
Bank of America issues the procurement card in the
name of the employee; however, all purchases are billed to
the City of Portland. Currently, the maximum limit for any
single procurement card transaction by a City employee is
* some exceptions to this limit were permitted for
purchases from annual supply contracts
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$5,000*, with monthly purchase limits at the supervisor’s
discretion. Bureaus may designate lower transaction and
monthly limits based on individual needs when requesting
a card or change the limits after a card has been issued.
In addition to the functions of the requesting bureau and
the Bureau of Purchases, the Office of Management and
Finance’s Accounting Division is responsible for reviewing
the allocation of charges to the City’s budget and ensuring
that payment of the total monthly charges are made to the
bank in a timely manner. The appendix to this report
contains a series of flowcharts of the procurement card process as outlined by the cardholders and supervisors manuals.

Audit objectives,
scope and
methodology

The objective of our audit was to determine whether (1) the
internal controls of the City’s procurement card system are
reasonable and adequate to prevent misuse or abuse of the
credit cards, and (2) procurement card transactions are in
compliance with current applicable City policies and procedures.
To determine if controls are reasonable and adequate,
we compared the City of Portland’s procurement card policies to procurement card programs and operational manuals
of several universities, hospitals, and governmental jurisdictions – including the federal government. We also
compared policies and procedures for employee training,
monitoring and review, receipt of goods and services, proper
and timely accounting and fraudulent and/or improper transactions. We reviewed guidelines from the Bank of America
and also read newspaper and magazine articles regarding
procurement card misuse during the past few years.
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To gain a better understanding of the City’s process, we
interviewed the Bureau of Purchases director, program
manager, and assigned staff, as well as coordinators and
cardholders in bureaus. We reviewed all available procurement card manuals for content, completeness, updates and/
or revisions, including a cost/benefit analysis prepared by
the Bureau of Purchases. We also reviewed the City’s Rules
for Travel, Miscellaneous Expenses and Receipt of Related
Benefits (administrative rules). We developed a series of
flowcharts of the procurement card process based on the
cardholder and supervisor manuals and prepared a risk
analysis of the current internal controls over procurement
card usage.
To determine if procurement card purchases are in compliance with current City policies and procedures, we selected
three centralized bureaus (Police, Fire and Parks) and three
decentralized bureaus (Water, Environmental Services and
Transportation), and reviewed all 4,356 procurement card
transactions made by these bureaus during two billing periods in FY 2001-02. In addition to the sample, we
downloaded and reviewed a database of 12 months of transactions for all City bureaus and offices during the same
period to assess opportunities for more efficient spending
patterns and to identify potential risks. For example, purchases of unauthorized goods or services, or splitting of
purchases to stay within card limits.
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Chapter 2 Audit Results

Our review of 4,356 procurement card transactions during
two months in FY 2001-2002 showed that policies and procedures instituted by the Bureau of Purchases and other
bureaus are generally working as intended but compliance
with procedures is not always achieved. While most
cardholders and supervisors follow established requirements,
we found transactions that lacked adequate supporting documentation and supervisory approval. We also found
transactions that appeared inappropriate or questionable
under the City’s administrative policies and procedures.
While the procurement card manuals contained adequate
control procedures, failure to follow established controls
exposes the City to loss or misuse of City resources. We
believe there are several ways the City can strengthen controls and improve compliance to reduce the risk of
inappropriate or questionable use of the procurement cards.

Instances of
noncompliance
with established
procedures

In the great majority of transactions tested, we found that
cardholders prepared purchase logs and provided supporting receipts. Supervisors and card coordinators reviewed
monthly purchases and approved purchase logs. In most
cases, items purchased by the procurement cards appeared
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reasonable and allowable. However, we found noncompliance with established controls in several areas that could
lead to misuse of City resources if not corrected. The following sections discuss areas of noncompliance.
Inadequate receipts and supporting documentation
Although the manuals outline the requirements for documentation of each purchase or transaction, we found several
instances of inadequate documentation.
Based on our testing we noted:
■

Bank invoices for 17 cardholders were paid
without purchase logs or receipts.

■

131 transactions lacked adequate documentation to support the purchases. For example,
restaurant receipts did not identify the items
purchased; photocopied receipts were provided
rather than originals, and the purpose of the
expense or purchase was not described.

■

15 signatures on credit card receipts differed
from the names of the cardholders.

■

In six instances cardholders did not sign purchase logs as required by procurement card
manuals.

■

In one instance, we noticed the supervisor
signed off on the purchase log prior to the
cardholder receiving the log for reconciliation to
receipts.

As stated in the manuals, proper internal controls require that itemized receipts or invoices contain the name
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and address of the vendor, date of purchase, description and
price for each purchase. The credit card receipt should also
be signed by the cardholder. If the purchase was made by
telephone, proper internal controls require that the credit
card receipt note the purchase was a “telephone order.” For
on-line or faxed orders, a confirmation of order form or faxed
order showing price along with packing slip should be obtained. Proper controls also require that payment be made
against the matching of an original source document to
avoid duplicate payment.
Lack of supervisory review and approval
The manuals, in addition to other requirements, state that
the supervisor should take responsibility for ensuring that
all purchases are appropriate by reviewing supporting documentation for purchases, ensuring compliance with City
policies, and signing the purchase log to approve payment.
However, we found supervisors’ review of purchases to be
inconsistent. For example:
■

46 of the purchase logs we reviewed lacked the
authorizing supervisor’s approval.

■

Five cardholders acted as supervisors and approved their own purchases.

■

In one bureau, one cardholder exceeded the
monthly limit of $50,000 on three occasions,
without the additional procurement card purchases being rejected by the bank. During the
audit we found that the bank had increased this
cardholder’s monthly limit to $125,000 without
a request or notification from the cardholder’s
bureau or the Bureau of Purchases.
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■

At another bureau we were told that any supervisor is permitted to approve any cardholder’s
purchase log.

■

On 8 occasions a signature stamp was used to
sign the purchase log rather than the actual
supervisor’s signature, making it not possible to
verify actual supervisory review and approval.

The manuals do not explicitly require review or signature approval of the individual receipts; therefore, we were
unable to determine if supervisors compared the backup
receipts to the log for agreement, in order to identify if (1)
cardholders exceeded their limits, (2) purchases were split
or (3) purchases were made by persons other than the cardholders.
Inappropriate and/or questionable purchases
Most of the purchases we reviewed appeared to be for valid
and appropriate items that appeared to have a clear business purpose. However, while purchases were in accordance with the procurement card program policies, some
items appeared to violate other City administrative policies.
For example:
■

10

On one occasion a procurement card was used to
pay for vehicle repairs at a private garage.
Upon further review it was determined that the
bureau had title to the vehicle, but the vehicle
had not been purchased by the central Vehicle
Services Division and was not listed in the City
inventory. While use of procurement cards for
purchase of vehicle repairs from private companies is generally permitted, City policies require
all vehicles and equipment to be owned and
maintained by Vehicle Services Division.
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■

Although City policy allows the purchase of
light, nonalcoholic refreshments at employee
recognition receptions for retiring employees, or
at official Citywide functions, we found that on
54 occasions refreshments were purchased by
bureaus for staff meetings and parties that did
not appear to qualify.

■

We also found miscellaneous purchases that do
not appear appropriate in accordance with
existing City policies, such as office drinking
water and plant maintenance.

■

For the 12-month period we reviewed, City
bureaus and office staff spent approximately
$127,500 for food/refreshments in Portland.
Some of the purchases were paid by trust accounts maintained by the Parks Bureau, while
other purchases were identified as retirement/
recognition/other staff meetings and were paid
out of bureau budgets. Some of these purchases
may or may not be in compliance with the
City’s administrative rules.

Untimely submittal of monthly statements
We found that the City pays for procurement card purchases
for which no purchase logs, receipts, invoices or packing
slips have been submitted. When we asked about these
instances, we were told that consistent with our contract
with the bank, the City pays no “finance charge” on the
balance of the account if the full balance is paid by the time
specified on the bank statement. Therefore, in order to avoid
finance charges and late fees, such payments to the bank
Parks Bureau Trust Accounts are used to record revenues and expenses dedicated to
specific sites or programs. They are funded from donations, concession and vending
machine revenues, and fund raisers.
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were made without the required documents. The necessary
documentation for such payments may be obtained at a
later date. Bureaus told us that late reports occurred because
cardholders were on vacation or were ill. We found, however,
that 11 late reports from our September 2001 sample had
not been received by central accounting by June 2002.
Central accounting maintains several months of paid
procurement card files in a temporary situation because of
incomplete data.
Procurement card manuals prepared by the Bureau of
Purchases do not specifically require that Account Review
and Reconciliation be performed within a specific deadline;
therefore, the timeliness of individual cardholder submission of reports is dependent on the bureau coordinators or
individual bureau policies. Although most of the bureau
cardholders submit timely reports, we found that some bureaus regularly submit late reports. During our audit, we
were not able to determine how thoroughly documentation
of “late report” purchases is reviewed by supervisors.

Opportunities to
strengthen
procurement card
internal controls
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The Bureau of Purchases and other bureaus have established
internal control procedures that largely mirror controls
employed by other governments and businesses. As shown
in Table 2, the City’s procedures regarding receipts,
supervisory approval, procurement card agreements, card
limits, and other controls are very similar to practices of
other organizations.
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Table 2

Best practice controls versus City of Portland controls
Best Practice

City of Portland

■

Establish criteria for who is eligible to
obtain a procurement card

■

Broad eligibility criteria

■

Cardholder required to sign
P-Card agreement

■

Same as best practice

■

Cardholder required to log a description
of all items purchased

■

Same as best practice

■ Cardholder should not allow cards to
be used by any other person

■

Same as best practice

■

Same as best practice

■ Purchase logs should be approved by
supervisors

■

Same as best practice

■ Cardholder not allowed to use P-Card
to obtain cash advances or cash refunds

■

Same as best practice

■

Cardholder not allowed to purchase
unauthorized items

■

Same as best practice

■ Cardholders not allowed to “split”
purchases to circumvent purchase limits

■

Same as best practice

Maximum liability limit for charges on
lost/stolen cards

■

No limit until reported

■

Same as best practice

■ Periodic monitoring of purchases from
bank reports

■

Quarterly review done

■ Purchases should be substantiated by
original receipts or an approved memo, if
original receipt is lost or unavailable

■

Same as best practice

When not in use, procurement cards
should be kept in a secure location

■

Same as best practice

Bank invoices paid in a timely manner

■

Same as best practice

■ All card users and supervisors receive
training before the card is received/used

■

Differs among bureaus

Allotted time for monthly reconciliation

■

Differs among bureaus

■

Single/monthly transaction limit

■

■

P-Cards deactivated in a timely manner

■

■

■

SOURCE: Industry research materials and City of Portland manuals.
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Consistent with these established procedures, bureaus
are encouraged to use procurement cards for all allowable,
non-capital items. Procurement card purchases benefit
merchants because they receive prompt payment, and this
process also benefits the City through reduced administrative costs and rebates from the bank. We believe there are
additional opportunities to strengthen controls in three areas that could reduce the City’s exposure to the risks of
inappropriate purchases and/or card misuse:
■

Stronger eligibility criteria for obtaining a
procurement card.

■

Lower single and monthly transaction limits for
cards with small purchase amounts or
infrequent usage.

■

Stronger control, oversight and monitoring over
the use of procurement cards.

Eligibility criteria
To be eligible to receive a City procurement card, an individual must be employed by the City and receive supervisor
approval. Managers and supervisors assign cards based on
purchasing patterns – for example, storekeepers and staff
who frequently use LPOs and petty cash, and employees
needing procurement cards for travel purposes. Because
written eligibility criteria are broad, some bureaus are more
liberal than others in issuing procurement cards to employees. One bureau allowed a temporary employee to have a
card, and other bureaus issue cards to employees who make
purchases only a few times a year and for small dollar
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amounts. While we recognize that some bureaus need cards
for infrequent seasonal purchases and occasional travel,
cards used infrequently for small amounts increase risks of
loss to the City if misplaced, stolen, or used inappropriately.
We also found that most of the bureaus we reviewed did
not issue procurement cards to their bureau card coordinators
in order to maintain a separation of duties of card issuance,
approval, and receipt. Proper internal controls require
separation of duties between the cardholder and the bureau
coordinator, or that an additional layer of review for such a
cardholder’s purchases be established. However, we found
that in two bureaus coordinators have been issued personal
procurement cards. Without surveying all bureaus and
offices, we are unable to tell if these are isolated situations.
We reviewed the methodologies used by other cities,
companies and the federal government in determining who
should be using a procurement card. We found that industry
criteria are more restrictive than the City, including:
1) frequency of anticipated use, 2) number of existing cards
within the department or section, 3) budget status and
constraints, and 4) demonstrated purchasing duties and
responsibility.

Lower transaction limits
Over 50 percent of City procurement cards have single
transaction limits of $5,000, while 31 percent have monthly
limits of $50,000 or more. To determine whether these high
card limits were necessary, we looked at single purchases,
total monthly purchases and the maximum percent of
monthly purchase limits spent by cardholders.
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As shown in Table 3, 94 percent of all single purchases were
$1,000 or less, while Table 4 shows that 70 percent of total
monthly purchases were $1,000 or less.
Table 3

Single procurement card purchases
Purchase Amount

# of Transactions

$1 - $500

Percent

28,915

88%

$500 - $1,000

2,064

6%

$1,001 - $2,500

1,332

4%

$2,501 - $5,000

547

2%

32,858

100%

Total
SOURCE: Bureau of Purchases

Table 4

Total monthly procurement card purchases
Purchase Amount
Less than $1,000

# of monthly totals

Percent

2,653

70%

$1,001 - $5,000

870

23%

$5,001 - $10,000

174

5%

$10,001 - $50,000

98

2%

3

0.1%

3,798

100%

More than $50,000
Total

SOURCE: Bureau of Purchases and decentralized bureaus

In addition, Table 5 shows that:
■
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26 percent of the time, cardholders with a
monthly purchase limit of $5,000 or less never
used more than 10 percent of their monthly
limit; while
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■

75 percent of the time, cardholders with
monthly purchase limits of $50,000 or more
never spent more than 10% of their limit.

Our analysis also shows that during the period tested,
only 2 percent of the time did cardholders approach their
limit of $50,000.

Table 5

Maximum percent of monthly limit spent
Monthly limits
Maximum percent
of monthly limit
10% or less

11% - 25%

26% - 50%

51% - 75%

76% - 100%

over 100%

TOTALS

$5,000 or
less

$5,000 to
$49,999

$50,000 or
more

Total

40

59

123

222

26%

43%

75%

49%

37

31

25

93

24%

23%

15%

21%

40

26

6

72

26%

19%

4%

16%

18

8

4

30

12%

6%

2%

7%

16

12

3

31

10%

9%

2%

7%

3

2

5

2%

1%

1%

154

136

163

453

100%

100%

100%

100%

SOURCE: Bureau of Purchases and decentralized bureaus
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While purchasing policy requires use of a purchase order
for items over $5,000, we found that four employees have
single transaction limits above $5,000. One employee has a
single transaction limit of $10,000, but used the card only
twice in FY 2001-02 for less than $2,000 in total purchases.
These limits were permitted by the Bureau of Purchases.
Reducing single and monthly transaction limits to match
actual purchasing experience and need will reduce City
exposure to loss in the event of stolen or lost cards, or potential misuse by City employees.
Oversight and monitoring
The Bureau of Purchases has primary authority for
administering the City Procurement Card program. The
Procurement Card manual designates the Bureau of
Purchases as the central point for requesting, approving
and issuing cards. In practice, however, several bureaus
request, approve and deactivate procurement cards directly
with the bank, as well as process monthly payments through
their accounting divisions without involvement of the Bureau
of Purchases. This occurs because these bureaus have
decentralized accounting and payable processes, and have
prepared their own procurement card manuals and
procedures that mirror the Bureau of Purchases’ manuals.
Purchases has also allowed other bureaus to contact the
bank directly to obtain cards for employees because the
bank suggested this would be easier to administer. As a
result, the program lacks centralized management and
monitoring.
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The Bureau of Purchases told us that they review transaction on a quarterly basis to determine if cardholders are
making “split purchases” or exceeding their purchase limits.
However, we believe that improved monitoring of the program is possible without need for additional staff. Monitoring
should also include tests for identification of unallowed items
and inaccurate per purchase and monthly limits.
In addition, we believe that the level of review and monitoring of procurement card purchases by bureau card
coordinators and supervisors needs improvement. Our discussions with coordinators in six bureaus indicate that some
have authority to review monthly procurement logs and to
ensure payment documents are complete and in compliance, while others only process paperwork and are not asked
to ensure control procedures are followed. As shown earlier,
some supervisors do not fulfill their control function to ensure employees use cards appropriately and provide
supporting documentation for purchases.
We also believe that supervisors and card coordinators
provide the most essential internal control over the use of
procurement cards. Their roles and responsibilities should
be strengthened and more clearly defined in the Bureau of
Purchases’ and other bureau manuals. The Bureau of Purchases could further strengthen supervisory review by
providing more frequent training than currently provided.
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Chapter 3 Recommendations

In order to improve procurement card internal controls and
reduce the City’s exposure to risks associated with the use or
misuse of procurement cards, we recommend that the Bureau
of Purchases, in cooperation with other City bureaus, take
the following actions:
1.

Evaluate the number of procurement cards assigned
to City employees and revise the transaction limits
on existing cards.
The Bureau of Purchases, in consultation with other
bureaus, should:
■

identify the number of cardholders that
infrequently use cards to determine if there is
sufficient continuing need for retaining the cards.

■

reclaim cards where use is low and need is not
clearly demonstrated.

■

develop new criteria for the Procurement Card
Manual that provides guidance for determining
when procurement cards should be issued to
employees. Criteria should consider employee
duties and responsibilities that require frequent
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purchases and demonstrated need for
procurement card use.
■

2.

bureaus should monitor purchasing patterns of
cardholders and, if appropriate, revise the
transaction limits.

Strengthen procurement card oversight by the
Bureau of Purchases.
The Bureau of Purchases should initiate more frequent
and rigorous review of the procurement card program
to ensure that:

3.

■

controls are working as intended,

■

bureaus are using cards for allowable
purposes, and

■

written policies and procedures covering
the responsibilities of the individual
bureaus and the Bureau of Purchases are
in agreement and up to date.

Improve bureau supervisory reviews.
Supervisors in each bureau should ensure that they
thoroughly review and approve all purchase
documentation submitted by cardholders that report to
them. Lack of compliance with established rules should
result in additional training of supervisors and
cardholders. In addition, bureau card coordinators
should be given a stronger role in the overall review of
bureau purchases to ensure that supervisors and
cardholders are complying with both the City’s
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administrative rules and the policies and procedures of
the procurement card program.
4.

5.

The procurement card manual prepared by the Bureau
of Purchases should be updated to incorporate
several controls currently missing. For example:
■

criteria for issuing cards

■

procedure for documenting phone / fax /
internet purchasing

■

a more comprehensive list of prohibited
items

■

timelines for submission of purchase
source documents by cardholders to
supervisors, card coordinators and accounting so that payments to the bank
are supported by approved documentation

■

authority for coordinators to review
supporting documentation and question
purchases

Revise and publish City policies for miscellaneous
expenditures.
The Office of Management and Finance should review
the current administrative policies and provide clearer
direction to employees in the allowability of
miscellaneous items, including the purchase of food/
refreshments for staff/bureau meetings, bottled
drinking water, commuter parking, plant maintenance,
and other expenses that are not travel related.
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These policies are currently intertwined in the City’s
travel rules but they do not address many of the
miscellaneous expenditure issues we discovered in our
audit. Updating these policies and providing them in
a separate document should provide clearer direction
on what is allowed and not allowed for employee
purchase.
We also recommend that this separate policy document
for miscellaneous expenditures be referenced in the
procurement card manuals so employees and managers
at all levels are aware of these policies.
6.

Require periodic training on procurement card use.
In addition to the Procurement Card Manual prepared
by the Bureau of Purchases, we recommend that
Purchases develop and conduct more frequent training
for all new supervisors, cardholders, and bureau card
coordinators. This training should also be available on
the Bureau of Purchases’ web site. We also recommend
that Purchases post changes to procedures on-line and
provide a self-test feature so that current cardholders
can take a refresher course.
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Procurement Card Activation & Issuing Process
Bureau
Division

Coordinator/Administrator
Bureau of Purchases
Decentralized Bureaus

Bank

P-Card
Coord./Admin.
processes request
and contacts bank

Bank processes
request and
forwards P-Card to
Bureau

Bureau requests
a P-Card

Prepares and
submits request
for P-Card and for
Control Form

Bureau
examins P-Card
for accuracy

P-Card
Coord./Admin.
delivers card to
cardholder

Cardholder signs
P-Card Agreement
and attends training

Copy of P-Card
Agreement is
maintained by
Purchasing

Copy of P-Card
Agreement is
maintained by
bureau
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Purchasing Items with the Procurement Card
Bureau
Division
Bureau needs/
desires to
purchase item/
service
No

Is item permitted
by P-Card
policy?

No

Do not use
P-Card for
Purchase

Item will be
purchased in
person?

Yes
Yes

Will item exceed
Daily transaction
limit?

Yes

Do not use
P-Card for
Purchase

Yes

Do not use
P-Card for
Purchase

No
Will item/
purchase exceed
monthly
transaction limit?
No
Will item be
purchased by
phone/fax?

Yes

Go to phone/fax
instructions

No
Will item be
purchased
through internet?
No
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Yes

Go to internet
purchasing
instructions

Purchase item;
get copy of
signed credit
card receipt with
merchant’s name
& address and
description of
item, quantity,
unit price, grand
total of purchase

Cardholder enters
description of
purchase on
monthly log

File receipt for
A/C Review and
P-Card billing
reconciliation

Appendix

Procurement Card Account Review and Reconciliation
Bank

Bureau of
Purchases

Bank sends
monthly statements
to Bureau of
Purchases

Purchases forwards
statements
to bureau
coordinators

Bank sends
monthly statements
to Decentralized
Bureaus

Bureau
Division

A/C Payable

P-Cardholder
reviews/compares
receipts w/bank
statements

Processes
payment

P-Cardholder
signs documents
and submits to
supervisor

Sends payment
to bank

Supervisor reviews
and approves/
signs monthly
purchase log

Bureau sends
documents to
Accounts Payable
for payment
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Procurement Card Purchase “Returned”
Bureau
Division
Item was
purchased with
P-Card

Vendor/
Merchant
No

Bank

Do not use
P-Card
procedures

Yes

Cardholder
returns item(s) to
vendor/merchant

P-Cardholder
enters credit info.
on purhcase log

Files receipt for
A/C Review and
P-Card billing
reconciliation
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Vendor provides
credit receipt to
P-Cardholder and
notifies bank

Bank credits
P-Cardholder’s
account

Appendix

Lost/Stolen Procurement Card Cancelling Process
Bank

Bureau
Division

Bureau of
Purchases

P-Card is lost or
stolen

Bank is notified
of lost/stolen
P-Card

Cardholder’s
supervisor is
notified of lost/
stolen P-Card

* Bureau of
Purchases is
notified of lost/
stolen card

Bank deactivates
card, processes
new card and
forwards to bureau

Bureau is liable for
unauthorized use
until the bank is
notified

Bur. of Purchases
obtains new card
and informs
cardholder

* Note: Decentralized bureaus do not notify Bureau of Purchases of lost/stolen cards
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Responses to the Audit

THIS REPORT IS INTENDED TO PROMOTE
BEST POSSIBLE MANAGEMENT OF PUBLIC RESOURCES
The first copy of audit reports published by the Audit Services Division is free.
Additional copies are $5 each.
Requests for printed reports should be sent to the following address,
accompanied by a check or money order, if applicable, made out to the City of Portland.
Audit Services Division
City of Portland
1221 S.W. 4th Avenue, Room 310
Portland, Oregon 97204
If you received a free copy and you no longer need it you may return it to the
Audit Services Division. We maintain an inventory of past audit reports
and your cooperation will help us save on printing costs.
Full copies of the report may also be accessed via the Audit Services Division’s web page located at:
http://www.ci.portland.or.us/auditor/pdxaudit.htm
The web page version of the report is the same as the printed version,
and can be downloaded and printed from most laser printers.

