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Dear County Officials & Taxpayers,

The Dutchess County Comptroller’s Office has completed an audit report of  the Dutchess County Procurement Card (P-Card) 
Program for the years 2014-2020.  The Department of  Central Services is responsible for maintaining and providing oversight 
of  the P-Card program which has been in place for the last fifteen years. P-Card purchases average $1.75M each year with 
approximately 108 users.  Utilization of  the P-card provides a flexible and efficient method for purchasing goods.  

Fiscal oversight was found to be strong with adequate measures in place that detect and prevent fraud and/or misuse. Our major 
recommendations focus on enhancing current processes to minimize the now arduous and paper intensive process which causes 
substantial delays in review.  Specifically, we recommend departments should be responsible for uploading documentation into 
the county financial system for a streamlined and timelier review.  In addition, we recommend information be uploaded and 
available by vendor for internal audit and budget review.

Included in our review was the examination of  cardholder access, spending limits, and spending habits.  We recommend Central 
Services assess cardholder limits periodically for excessive limits and adjust down to mitigate risk.

The P-Card financial institution offers a rebate program based upon the net spending each year.  We validated the calculations 
and found no discrepancies.  The last rebate received was for 2020/2021 spending in the amount of  $19,405. We recommend the 
department continue to monitor the incentive rate to ensure it is competitive with other institution’s rates and seek to maximize 
rebates by utilizing the P-Card for additional appropriate purchases.

We thank Director Barclay and the staff  at Central Services for their professionalism and assistance in acquiring the necessary 
information to conduct this audit.  We are confident the County will work to implement new processes to streamline and 
modernize the P-Card submittal and approval process.

Respectfully submitted,

Robin L. Lois
Dutchess County Comptroller



2 | AUDIT REPORT - DUTCHESS COUNTY PROCUREMENT CARD PROGRAM

Table of Contents

Background .........................................................................................................................................................3

Audit Objectives .................................................................................................................................................3

Audit Scope & Methodology ..............................................................................................................................3

Overview of Policies and Procedures ..............................................................................................................3

Overview of Procurement Card Roles, Scope, and Hierarchy .......................................................................4

Separation of Duties  ..........................................................................................................................................4

P-Card Process ...................................................................................................................................................5

Existing Controls

      Merchant Category Codes (MCCs) and Groupings........................................................................................6

      Cardholders and Department Thresholds ......................................................................................................8

      Comparison of Actual Spending and Department Thresholds ..................................................................... 11

COVID Spending Observations .......................................................................................................................12

Fraudulent Charges and Card Misuse ............................................................................................................12

Financial Incentive and Rebate Program .......................................................................................................14

Exhibit I - P-Card User Roles ...........................................................................................................................15

Exhibit II - Department Response ...................................................................................................................16



OFFICE OF THE DUTCHESS COUNTY COMPTROLLER     APRIL 2021   | 3 

Background
The Department of Central Services (Central Services), a division within the Office of Central and Information 
Services, is responsible for maintaining and providing oversight of the Procurement Card Program which has 
been utilized by the County since 2006. 

The Purchasing Card (P-Card) provides a flexible and efficient way of 1) obtaining commercial goods and 
services through over-the-counter purchases, phone orders, mail/catalog orders and internet purchases; and 2) 
making vendor payments. When well controlled, purchasing cards facilitate improved service support and reduce 
transaction-processing costs.

P-Card purchases average $1.75M per year expensed. A total of 108 cardholders were noted in 2020 for 33 
departments/divisions. Most cardholders have unlimited access to purchases within the County’s merchant 
category codes while other individuals are limited to basic purchases, travel, office supplies and furniture, or a 
combination.

In 2014, the last Comptroller’s Office audit release of the Procurement Card Program recommended several 
improvements in internal controls and operating procedures regarding: cardholder spending limits, cardholder 
purchasing practices, periodic review of approvers and periodic training. These same areas were reviewed in 
this audit.

Audit Objectives
To examine the internal controls regarding P-Card assignment and usage as well as compliance with the County’s 
procurement and P-Card policy.

To explore opportunities to make the P-Card process efficient by eliminating paper and streamlining data.

Audit Scope and Methodology 
A review was conducted of the P-Card for the period of January 2014 to December 2020. Our review of the 
P-Card included policies and procedures, internal controls, and usage by County Departments for the period of 
January 2014 to December 2020. 

Information was derived from various County financial records and reports provided by Central Services. In 
addition, staff interviews, best practices and the Procurement Card User Guide were used to develop findings 
and recommendations.

 

Overview of Policies and Procedures
Annually Central Services issues the Procurement Policies and Procedures for purchasing pursuant to 
subsection 1 of Section 103 of General Municipal Law. All County Departments receive the policy from the Director 
of Central Services annually. All P-Card holders and employees having P-Card system access are required to 
attend a PowerPoint training from Central Services prior to receiving the P-card and/or system access. As part of 
the training, Central Services distributes the Procurement Card User Guide to P-Card participants describing 
the process, roles, and responsibilities.
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Overview of Procurement Card Roles, Scope, and Hierarchy
There are various roles for individuals associated with the Procurement Card Program. These levels of hierarchy 
are designed to provide the checks and balances needed to enhance internal control. Departments and 
administrators from the Division of Central Service login to monitor, review, reconcile and approve transactions. 
A detail of roles may be found in Exhibit I.

Separation of Duties 
Central Services provided a report which detailed the names of employees and the various roles, hierarchy, and 
scope they hold in their respective departments. A person can hold multiple roles and levels of hierarchy. Each 
department assesses their needs and requests certain roles and the spending limits to be assigned to their 
designated employees and Cardholders by Central Services. Central Services reviews the requests and follows 
up with the department if they have questions regarding the request. In some departments, their personnel may 
be assigned several roles, with some able to approve their own transactions. This is sometimes the case with 
the smaller departments that do not have many individuals on staff. 

Findings:

•	 At the time of our initial review, we found 27 Cardholders in 21 departments who were able to review and 
approve their own purchases. This does not demonstrate proper controls with appropriate oversight and 
segregation of duties.

•	 The handbook states that there is only one Program Administrator: However, there were six identified 
during the audit. (Central Services indicated there is only one Program Manager and they will correct the 
handbook.) 

•	 One of the six Program Administrators is a P-Card holder able to approve his own transactions which 
does not provide proper internal controls for oversight or duty segregation. 

Recommendations:

•	 Proper controls should be put in place to correct the instances where Cardholders are able to review and 
approve their own transactions to ensure duty separation and appropriate oversight. A process should be 
established to oversee the purchases of smaller departments, where staffing is limited, and a Cardholder 
approves their own transactions. 

•	 The handbook/forms should be updated to reflect the title of Program Manager instead of Program 
Administrator.

•	 A Program Administrator should not be a Cardholder. To ensure proper oversight and duty segregation 
an individual should be a Program Administrator or a Cardholder; not both. 
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P-Card Process
The Procurement Card User Guide includes Instructions for Reconciling P-Card Purchases which dictates 
that county departments submit paper backup to Central Services weekly according to the Procurement Card 
Calendar submission dates. This backup consists of the Transaction Allocation Report, original receipts, packing 
slips, and travel orders. It also includes written pre-approval for graphics, any charges against Capital bonds 
and purchases over $500. At the end of the month, Central Services prints a monthly Transaction Allocation 
Report and attaches the supporting paper documentation which is sent to the Comptroller’s Office for a final 
audit prior to payment. The Comptroller’s office then reconciles, audits and approves for payment. After approval 
and payment, Central Services uploads the Transaction Allocation reports and copies of the original receipts 
submitted by the department into the County financial system where they are attached as the P-Card Vendor’s 
monthly invoice support documentation. 

 

One month of P-Card backup documentation

Findings:

•	 The P-Card process is very paper and time intensive. The ‘paper’ processes flow from the individual 
departments to the Department of Central Services and then to the Comptroller’s Office. 

•	 The review required by Central Services prior to the submittal of the documentation to the Comptroller’s 
Office limits the amount of time for the Comptroller’s review. This results in rushed review and/or 
overtime situations. Central Services’ current procedure is to send the entire month of purchases for 
each department to the Comptroller’s Office after month’s end as they are audited by Central Services.

•	 The final upload of backup documentation to the county financial system is often delayed by 1-3 months 
after the bill is paid. The normal process on any payment in the financial system requires backup 
documentation attached prior to approval.

•	 Detailed transaction information is not categorized by vendor within the Financial Management System. 
This process does not allow inquiry of individual invoices, which minimizes the transparency of transactions 
and creates a cumbersome audit trail.

Recommendations:

•	 A new process should be explored to digitize the entire P-Card process to streamline and eliminate the 
printing, copying and physical paper storage.

o Departments could be responsible for the importing of their payments into the County’s Financial 
Management system (Currently Central Services is responsible for importing all the transactions 
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for every department using a single Mapper File). These entries could then be reviewed by Central 
Services for accuracy and completion before being routed to the Comptroller’s Office for audit and 
payment.

o A decentralized system would reduce the need for all documents to be printed and inter-officed 
between the County’s various departments for review.

o This system would also allow for less input time and more review time by Central Services creating 
less instance for overtime situations.

•	 The approval process should be updated to allow for weekly review of the transactions by the Comptroller’s 
Office in coordination with Central Services. This would eliminate the large influx of backup documentation 
to be reviewed near the due date and allow for thorough review by the Comptroller’s Office.

o A similar process could be modeled after the current payroll coordination in use by the Comptroller’s 
Office and Finance utilizing Microsoft Teams.

•	 Scanned backup documentation should be uploaded in the County Financial System immediately, so 
information is available for the digital approval which is the method for all other vendor payments.

•	 Central Services should work with OCIS to explore the possibility of getting detailed account transactions 
downloaded directly from the bank to provide the individual vendor transaction detail for review, 
transparency, and data collection from the County’s Financial System.

Existing Controls
Merchant Category Codes (MCCs) and Groupings

There are various broad classifications of Merchant Category Codes for goods and services. At the time of our 
review, there were a total of 925 MCC Codes available on P-Card. Central Services established MCC groupings 
of specific codes to be used for purchases by the County employees with their Procurement Cards based upon 
the needs of the department. These MCC grouping codes are as follows: 

950 – Basic Purchases: includes 262 allowable MCC Categories

951 – Travel Only: includes 629 allowable MCC Categories

952 – Unrestricted: includes 899 allowable MCC Categories

953 – Office Supplies/Furniture: includes 8 allowable MCC Categories

Cash Advance: includes 5 MCC Categories which are currently not in use
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The following chart shows the main categories of MCC Codes and the total number of related codes associated 
with each of the groupings available for County use:

MCC Codes Used in Each Group

Merchant Category Codes (MCC)
Total Available 
MCC codes for 
each category

950 
Basic

951 
Travel

952 
Unrestricted

953 
Office

Cash 
64513

Airlines 215 0 215 215 0 0
Agricultural Services 3 3 0 3 0 0
Business Services 54 52 3 52 1 0
Car Rental 57 2 54 57 0 0
Cash Advance* 5 0 0 0 0 5
Clothing Stores 12 10 0 12 0 0
Contracted Services 11 11 0 11 1 0
Financial Services 16 13 1 11 0 0
Fuel & Service Stations 4 2 2 3 0 0
Government Services 8 6 0 7 0 0
High Risk Industries** 9 0 0 0 0 0
Hotels, Lodging, Etc. 343 5 337 343 0 0
Miscellaneous Stores 70 60 1 69 2 0
Professional Services & Membership 
Organizations 33 32 3 32 0 0
Restaurants, Dining, Etc. 3 3 3 3 0 0
Retail Outlet Services 57 50 2 56 4 0
Transportation Services 13 7 6 13 0 0
Travel Agencies 4 0 2 4 0 0
Utility Services 8 6 0 8 0 0
Total 925 262 629 899 8 5

*Cash Advance - codes are not currently being used
**High Risk Industries - codes are associated with gambling and are always excluded

Observations:

The chart indicates MCC codes for “High Risk Industries”. These codes are associated with gambling and are 
excluded or blocked. Certain MCC Codes may include products that are prohibited from county purchasing but 
cannot be blocked because they contain food. For example, under the “Restaurants, Dining, Etc.” category there 
are codes for “Restaurants, Bars/Taverns/Lounges/Discos and Fast-Food Restaurants.” While the purchase of 
alcoholic beverage is strictly prohibited under the Dutchess County Procurement Policies and Procedures and 
the Dutchess County Travel and Expense Policy, the MCC code for Restaurants/ Bars/Taverns/Lounges/Discos 
cannot be blocked. Some restaurants may have bars, and if blocked the charges for food and other beverages 
would also be prevented from being charged. Central Services monitors all P-Card transactions to guard against 
such misuse.
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Assigned Categories

At the time of our initial audit, Central Services provided a report identifying the specific MCC groupings assigned 
to the County Cardholders. A summary of the number of employees having access to the specific MCC categories 
follows:

950 – Basic Purchases: 16 employees

951 – Travel: 4 employees

952 – Unrestricted: 76 employees (typically in departments that have only one or two cards)

950 – Basic Purchases & 951 – Travel Only: 6 employees

950 – Basic Purchases & 953 Office Supplies/Furniture: 6 employees

Cardholders and Department Thresholds
Cardholders are assigned monthly spending limits or thresholds based upon the purchasing needs of each 
individual department. A suggested spending limit amount is included on the Procurement Card application 
submitted for an employee by an Approving Official of the Department. The application, including the monthly 
and single purchase limits are reviewed by Central Services. The department would be contacted with any 
questions and/or to discuss limits if Central Services thought the amount was not appropriate. Generally, this 
would be the typical time the limits are reviewed, unless updates are later requested by a department. For any 
temporary or permanent changes, the departments would submit the proper forms with their request to Central 
Services. It would again be reviewed and approved by Central Services before they are implemented.
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Central Services provided reports for 2017, 2018, 2019 and 2020 of the Cardholders and their monthly limits for 
our review. A random sampling of the cardholder information was obtained from the reports which were run for 
August of each year. This information is summarized on the chart below. 

2017 - 2020 P-Card Holders and Limit Comparison

2017 2018 2019 2020

Department # of Card 
Holders

Monthly 
Limit 

# of Card 
Holders

Monthly 
Limit 

# of Card 
Holders

Monthly 
Limit 

# of Card 
Holders

Monthly 
Limit 

BOARD OF ELECTIONS 2 $16,000 2 $16,000 2 $16,000 2 $16,000

CENTRAL SERVICES 3 $60,001 3 $60,001 4 $21,400 4 $65,001

PRINT SHOP 1 $10,000 1 $10,000 1 $10,000 1 $10,000

COMPTROLLER 3 $2,250 1 $2,000 1 $2,000 1 $2,000

COUNTY ATTORNEY 1 $600 1 $600 1 $600 1 $600

COUNTY CLERK 3 $21,000 3 $21,000 3 $21,000 3 $21,000

COUNTY EXECUTIVE 2 $11,000 2 $11,000 2 $11,000 3 $20,001

DISTRICT ATTORNEY 8 $61,800 8 $61,800 7 $51,800 8 $76,800

DPW/ADMINISTRATION 1 $10,000 1 $10,000 1 $10,000 1 $10,000

DPW/AIRPORT 2 $7,000 2 $7,000 2 $7,000 2 $7,000

DPW/AUTO CENTER 1 $5,000 1 $5,000 1 $5,000 1 $5,000

DPW/BUILDINGS 3 $11,500 3 $11,500 3 $11,500 5 $17,000

DPW/HIGHWAY/ENGINEERING 4 $18,500 4 $20,500 4 $20,500 4 $28,000

DPW/PARKS 2 $3,000 3 $5,500 3 $5,500 2 $4,000

EMERGENCY RESPONSE 10 $65,000 9 $60,000 8 $55,000 9 $140,000

ENTERPRISE TRANSPORTATION/ PUBLIC TRANSIT 0 $0 0 $0 1 $1,500 1 $5,000

FINANCE 3 $5,000 3 $7,500 3 $7,500 3 $7,500

HEALTH INCLUDING VETERANS SERVICES 2 $104,000 2 $104,000 2 $104,000 3 $184,000

HR/PERSONNEL INCLUDING RISK MANAGEMENT 1 $5,700 2 $6,000 2 $7,200 2 $7,200

JAIL 2 $37,000 2 $37,000 3 $42,000 2 $37,000

LEGISLATURE 2 $7,000 2 $7,000 2 $7,000 2 $7,000

MENTAL HEALTH* 12 $91,000 12 $91,000 9 $83,001 9 $84,000

OCIS 6 $39,500 5 $37,500 5 $95,000 5 $138,000

OFFICE FOR THE AGING 8 $10,520 8 $16,420 9 $16,790 9 $29,335

PLANNING AND DEVELOPMENT 1 $6,000 1 $6,000 1 $6,000 1 $6,000

PROBATION 10 $37,000 10 $35,000 10 $35,000 10 $35,000

PUBLIC DEFENDER 2 $9,500 2 $9,500 1 $7,500 1 $7,500

REAL PROPERTY TAX 1 $1,000 2 $4,000 2 $4,000 1 $3,000

SHERIFF 4 $50,000 5 $55,000 6 $60,000 5 $55,000

SOCIAL SERVICES INCLUDING YOUTH SERVICES 4 $72,500 4 $72,500 5 $122,500 5 $122,500

SOLID WASTE MANAGEMENT 0 $0 1 $5,000 1 $5,000 1 $5,000

STOP DWI 1 $2,000 1 $2,000 0 $0 0 $0

TRAFFIC SAFETY 1 $1,000 1 $1,000 1 $1,000 1 $1,000

Totals 106 $781,371 107 $798,321 106 $853,291 108 $1,156,437

*The 2017 & 2018 Mental Health total amount includes Acting Division Administrator who was listed separately on the reports for those years
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The next chart indicates the number of Cardholders has remained relatively the same over the years, with only 
a modest increase in the total monthly spending limits for 2017, 2018 and 2019. The most significant change 
was observed in the limits from 2019 to 2020. This $303,146 increase appears directly related to the change in 
department needs due to the COVID-19 pandemic. The chart below indicates the changes to the spending limits 
for certain departments. The increases occurred approximately in mid-March and were to remain in effect for 
any resurgence of COVID-19. 

2020 P-Card Holders and Limit Comparison Pre & Post COVID-19

2020 Pre-COVID Limits  
effective 3/4/20  Limits effective 8/21/20 Changes

Department # of Card 
Holders Monthly Limit # of Card 

Holders Monthly Limit # of Card 
Holders  Monthly Limit

BOARD OF ELECTIONS 2 $16,000 2 $16,000 0 $0

CENTRAL SERVICES 4 $20,001 4 $65,001 0 $45,000

PRINT SHOP 1 $10,000 1 $10,000 0 $0

COMPTROLLER 1 $2,000 1 $2,000 0 $0

COUNTY ATTORNEY 1 $600 1 $600 0 $0

COUNTY CLERK 3 $21,000 3 $21,000 0 $0

COUNTY EXECUTIVE 3 $20,001 3 $20,001 0 $0

DISTRICT ATTORNEY 8 $61,800 8 $76,800 0 $15,000

DPW/ADMINISTRATION 1 $10,000 1 $10,000 0 $0

DPW/AIRPORT 2 $7,000 2 $7,000 0 $0

DPW/AUTO CENTER 1 $5,000 1 $5,000 0 $0

DPW BUILDINGS 4 $14,000 5 $17,000 1 $3,000

DPW HIGHWAY/ENGINEERING 4 $20,500 4 $28,000 0 $7,500

DPW PARKS 2 $4,000 2 $4,000 0 $0

EMERGENCY RESPONSE 9 $65,000 9 $140,000 0 $75,000

ENTERPRISE TRANSPORTATION/ PUBLIC TRANSIT 1 $1,500 1 $5,000 0 $3,500

FINANCE 3 $7,500 3 $7,500 0 $0

HEALTH INCLUDING VETERANS SERVICES 3 $184,000 3 $184,000 0 $0

HR/PERSONNEL INCLUDING RISK MANAGEMENT 2 $7,200 2 $7,200 0 $0

JAIL 2 $37,000 2 $37,000 0 $0

LEGISLATURE 2 $7,000 2 $7,000 0 $0

MENTAL HYGIENE 9 $84,000 9 $84,000 0 $0

OCIS 5 $103,000 5 $138,000 0 $35,000

OFFICE FOR THE AGING 9 $16,615 9 $29,335 0 $12,720

PLANNING AND DEVELOPMENT 1 $6,000 1 $6,000 0 $0

PROBATION 10 $35,000 10 $35,000 0 $0

PUBLIC DEFENDER 1 $7,500 1 $7,500 0 $0

REAL PROPERTY TAX 1 $3,000 1 $3,000 0 $0

SHERIFF 6 $60,000 5 $55,000 -1 -$5,000

SOCIAL SERVICES INCLUDING YOUTH SERVICES 5 $122,500 5 $122,500 0 $0

SOLID WASTE MANAGEMENT 1 $5,000 1 $5,000 0 $0

TRAFFIC SAFETY 1 $1,000 1 $1,000 0 $0

Totals 108 $964,717 108 $1,156,437 0 $191,720
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Comparison of Actual Spending and Department Thresholds
Department P-Card expenses for 2017, 2018, 2019 and 2020 were reviewed to examine the correlation to each 
department’s spending limits. The chart below shows the annual department limits compared to their total annual 
expenses. 

COMPARISON OF ANNUAL P-CARD LIMITS TO ACTUAL SPENDING FOR 2017-2019

2017 2018 2019 2020

DEPARTMENTS: Annual 
Limit

Annual 
Expenses

Annual 
Limit

Annual 
Expenses

Annual 
Limit

Annual 
Expenses Annual Limit Annual 

Expenses

BOARD OF ELECTIONS $192,000 $13,592 $192,000 $16,651 $192,000 $32,199 $192,000 $36,548 

CENTRAL SERVICES $720,012 $480,626 $720,012 $396,544 $256,800 $45,727 $780,012 $72,030 

PRINT SHOP* $120,000  $0 $120,000  $0 $120,000 $0 $120,000 $0

COMPTROLLER $27,000 $1,504 $24,000 $3,386 $24,000 $4,425 $24,000 $2,167 

COUNTY ATTORNEY $7,200 $3,393 $7,200 $2,055 $7,200 $4,393 $7,200 $2,562 

COUNTY CLERK $252,000 $22,436 $252,000 $33,057 $252,000 $23,050 $252,000 $19,132 

COUNTY EXECUTIVE $132,000 $5,505 $132,000 $4,452 $132,000 $6,554 $240,012 $2,904 

DISTRICT ATTORNEY $741,600 $104,388 $741,600 $59,376 $621,600 $94,003 $921,600 $85,567 

DPW/AUTO $60,000 $2,691 $60,000 $2,358 $60,000 $4,583 $60,000 $1,909 

DPW/AIRPORT $84,000 $9,005 $84,000 $5,664 $84,000 $11,894 $84,000 $13,504 

DPW/PARKS $36,000 $12,805 $66,000 $16,136 $66,000 $16,314 $48,000 $21,818 

DPW/ADMIN/BLDGS/HWY/ENGINEERING/ALL DIVISIONS $480,000 $36,312 $504,000 $37,725 $504,000 $31,660 $660,000 $36,435 

EMERGENCY RESPONSE $780,000 $52,091 $720,000 $46,158 $660,000 $47,430 $1,680,000 $59,453 

ENTERPRISE TRANSPORTATION/PUBLIC TRANSIT** $0 $9,447 $0 $15,309 $18,000 $9,914 $50,000 $12,255 

FINANCE $60,000 $10,984 $90,000 $13,650 $90,000 $8,585 $90,000 $7,373 

HEALTH INCLUDING VETERANS SERVICES $1,248,000 $204,136 $1,248,000 $234,266 $1,248,000 $265,126 $2,208,000 $264,700 

HR/PERSONNEL INCLUDING RISK MANAGEMENT $68,400 $9,079 $72,000 $16,163 $86,400 $17,102 $86,400 $10,420 

JAIL $444,000 $94,211 $444,000 $104,754 $504,000 $92,994 $444,000 $118,990 

LEGISLATURE $84,000 $9,855 $84,000 $12,102 $84,000 $11,619 $84,000 $8,468 

MENTAL HEALTH $1,092,000 $92,964 $1,092,000 $45,911 $996,012 $61,987 $1,008,000 $27,961 

OCIS $474,000 $59,348 $450,000 $64,364 $1,140,000 $572,207 $1,656,000 $624,477 

 AGING $126,240 $28,419 $197,040 $29,471 $201,480 $35,995 $352,020 $41,354 

PLANNING $72,000 $14,172 $72,000 $12,944 $72,000 $9,287 $72,000 $17,019 

PROBATION $444,000 $51,692 $420,000 $62,533 $420,000 $58,810 $420,000 $36,754 

PUBLIC DEFENDER $114,000 $7,052 $114,000 $11,334 $90,000 $13,005 $90,000 $19,881 

REAL PROPERTY TAX $12,000 $1,315 $48,000 $1,941 $48,000 $1,265 $36,000 $433 

SHERIFF $600,000 $120,459 $660,000 $139,294 $720,000 $135,483 $660,000 $158,696 

SOCIAL SERVICES INCLUDING YOUTH SERVICES $870,000 $89,416 $870,000 $130,575 $1,470,000 $411,706 $1,470,000 $290,300 

SOLID WASTE MANAGEMENT $0 $0 $60,000 $1,545 $60,000 $4,414 $60,000 $2,160 

STOP DWI/TRAFFIC SAFETY $36,000 $5,247 $36,000 $9,786 $12,000 $1,455 $12,000 $398 

ANNUAL P-CARD TOTALS $9,376,452 $1,552,143 $9,579,852 $1,529,503 $10,239,492 $2,033,188 $13,891,244 $1,995,667 

Note: The end of August was the random time selected for the Card Holder and limit information reported above. 

 Charges to a department’s GL lines are sometimes made by other departments (ex., phone services, EzPass, or departments with no cardholder)

*Print Shop expenses & back-up documentation are included with Central Service’s transaction allocation report. 

**Enterprise Transportation -2017 & part of 2018 no Card Holders - purchasing was done by other departments because no County employee was @ Public Transit. 
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Finding:
The chart indicates each department’s annual expenses are significantly less than their annual limits. In some 
instances, a department’s annual expenses were even less than their monthly spending limit. It was found in 
2017 there were seven, in 2018 ten and in 2019 seven out of the 33 departments on the above chart which 
demonstrated this trend. It appears the monthly limits have not been actively reviewed to lessen the department’s 
thresholds.

Recommendation:
To mitigate risk of excessive exposure of funds to be expended, a periodic review (semi-annually) of the cardholder 
limits should be conducted and evidenced. The departments spending patterns should be reviewed against the 
limits to review, assess, justify, and adjust as warranted.

COVID Spending Observations
Several departments were examined for the months of March, April, and May of 2020 to understand the specific 
reasons for the increase and changes in expenditures due to the pandemic. Review of the documentation and 
allocation reports submitted by these departments for these months indicated part of the increases were due to 
the purchase of safety supplies such as: cleaning and disinfecting products, hand sanitizers, disinfecting wipes, 
gloves, face masks, face shields, thermometers and their disposable covers, countertop shields and COVID 
testing kits. In addition, several departments purchased computer related products such as laptops to facilitate 
employees’ ability to work from home. In addition, due to the pandemic, there has been a need to provide 
housing, food and sometimes medication for people quarantining. The total paid on the March, April, and May 
P-Cards by the Department of Behavioral & Community Health (DBCH) for housing was $33,425, food $6,922.89 
and $1,115.11 for medication.
 

Fraudulent Charges and Card Misuse
Central Services and the vendor monitor all P-Card transactions daily for any unusual purchases or suspicious 
activity. Both entities work together to investigate the potentially fraudulent charge(s). Should a questionable 
transaction be identified by the vendor, Central Services and the Cardholder are notified. The usage of the card 
is suspended while the charges are investigated. Central Services contacts the Cardholder to see if the card is 
still in their possession, as well as to discuss the situation and their recent transactions. If it is determined that 
the charge(s) are fraudulent and the card has in fact been compromised, Central Services contacts the vendor 
to close the account and issue fraudulent credits as warranted. 
The Comptroller’s Office maintains a tracking system of certain notable P-Card problems that require correction 
or follow-up. Below is a chart which summarizes anomalies found over the 2014-2020 period.
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Summary 2014-2020 P-Card Anomalies

P-Card 
Year

Fraudulent 
charges or 

charges in dispute

 Product related 
problems (wrong 

product, back 
ordered or product 

returned or not 
recvd, etc.)

Fees related 
problems (ex. 

taxes, late charges, 
s&h, stocking fees)

Wrong amount 
paid or charged 

in error

Problem related 
to GL or with 

back-up
Other* Total for 

Years

2014 0 8 16 13 32 8 77

2015 0 7 26 8 71 3 115

2016 2 13 29 9 33 18 104

2017 13 23 31 17 16 13 113

2018 1 29 20 9 3 5 67

2019 11 31 27 24 0 1 94

**2020 0 16 13 10 1 4 44

Totals 27 127 162 90 156 52 614
** Note: at the time of our audit January - June 2020 P-Cards transactions were reviewed.

*Other Specific Anomalies Noted:

•	 Six occurrences of departments not encumbering funds and paying expenses from current year’s funds.

•	 Nine instances were noted where the departments did not have permission for special purchases from the Budget 
Office or the Comptroller’s Office. Permission was obtained after Central Services’ review.

•	 Twelve infractions and/or violations of the County and Procurement Card policy were noted.

•	 Three emergency situations resulted in the P-Card used for the charges rather than a purchase order.

•	 Five instances occurred where the P-Card was used in error and later reimbursed.

•	 Two service fees for transactions in dispute were questioned and either credited or reapplied.

•	 Five transactions were questioned with regards to the pricing or unusual circumstance of the purchases.

•	 Ten occurrences were noted in which purchases were made without a current or required contract in place.

Observations:

•	 A review of 2014-2020 found approximately twenty-seven instances of fraudulent charges made using 
County P-Cards by stolen card information. This activity is within a reasonable and normal range 
considering the number of cardholders. Fraudulent charges identified were reversed.

•	 587 other anomalies were found over the seven-year period reviewed, although not material given the 
volume of transactions and the overall time period. 

•	 Central Services carefully reviews all P-Card transactions made by County departments to ensure they 
are valid, properly coded and in accordance with the County’s Purchasing Policy. Any infractions or card 
misuse has direct consequences. A warning e-mail is sent to the Cardholder and a note reporting the 
incident is added to the department’s Transaction Allocation Report. If the infraction is extreme, or there 
have been multiple offenses, the card usage is suspended, and the offender must undergo a training 
refresher class on the correct use of the P-Card.

Finding:

•	 Refresher training is only given if there has been a severe misuse of the card. At the time of our review, 
Central Services reported this is very rare and no instance of misuse in 2020 was recorded.
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Recommendations:

•	 Central Services along with the Comptroller’s Office should continue close monitoring of all charges on 
P-Cards for infractions or fraudulent activity. Reviewers should be trained on what to look for and taught 
the red flags of misuse or fraud.

•	 Central Services should continue to monitor and track the improper usage or abuse of the P-Card by 
departments and review parameters for when retraining should be implemented. 

•	 To ensure proper controls are maintained, we recommend refresher trainings should be offered periodically 
for all users to take a proactive approach in preventing future problems.

Financial Incentive and Rebate Program
The original contract1 with the P-Card vendor included a financial incentive based upon the net spending of the 
purchasing cards and the number of cards for each contract year. The incentive payouts would be calculated 
using the percentages found on the chart within the contract in relation to the number of average file turn days 
and the annual net spending amounts.

In a discussion with Central Services, it was explained the County did not meet the threshold to receive the 
incentive credit in previous years. In 2018, Central Services and the Dutchess County Department of Finance 
worked with the vendor to implement a new program which afforded the County rebates. There is a $1,000,000 
threshold with the calculation based upon the dollar amount spread over the number of Cardholders. As it was 
explained, with this rebate policy it is more beneficial to have a lower number of Cardholders. The program runs 
from March to February of the next year and refunds are received approximately two months later. To date three 
rebates have been received. The County received a rebate for fiscal year 2018/19 in the amount of $13,458.51 
and a rebate in the amount of $21,026.17 for the 2019/20 fiscal year. At the time of this audit publication, the 
2020/21 fiscal year amount of $19,404.70 had been received.

Observations

•	 There were no discrepancies noted in the calculation of the rebates.

•	 Opportunities for expanded use of the P-Card with low-risk vendors and recurring charges may streamline 
payments and increase rebates. 

Finding

•	 The County has many cardholders. There are opportunities to reduce this number.

Recommendations

•	 Lowering of the number of cardholders could reduce risk and enhance the rebates.
•	 Central Services should annually review that the financial institution is providing competitive rebates and 

incentives.
•	 Central Services should regularly review opportunities for recurring charges with the Comptroller’s Office 

for efficiencies in payment and rebate incentives.

1 The contract states: “Pricing assumptions with respect to Net Spend, number of Accounts to be requested, average purchase 
Transaction amount, and Average File Turn…Net Spend means the aggregate number of individual purchases posted to the 
Accounts…Average File turn means the number of days between the Transaction posting date and the payment posting date of the 
full amount due, averaged over the Contract Year.”
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Exhibit I - P-Card User Roles

The Cardholder is an employee that has been issued a P-Card which is used for the responsible purchases 
of goods and/or services necessary for their department. These purchases must follow the Dutchess County 
Procurement Policies and Procedures and the Dutchess County Travel and Expense Policy. 

The role of Reconciler is to review and/or modify transactions in the P-Card system. The reconciler tasks include 
entering the general ledger (GL) expense line to be charged, confirming all purchases and charges are valid, 
accurate and reconciled with the proper documentation. The receipts and corresponding paperwork are given 
to the department’s Procurement Card Coordinator for review of the transaction(s). Once reviewed all original 
paperwork and the P-Card report are sent to Central Services weekly in accordance with the procurement 
submission calendar found on the County’s Intranet. Often these duties are also carried out by the Cardholder if 
they have the role and hierarchy.

The Transaction Approver is authorized to review and approve a department’s transactions. Additional 
responsibilities include monitoring their department’s transactions as valid, properly coded, funded and in 
accordance with the County’s purchasing policy. The Transaction Approver also ensures all purchases comply 
with any instructions from the Program Manager and have the appropriate email(s) of approval from the Budget 
Office, Dutchess County Office of Central and Information Services (OCIS), Communication’s Office and/or the 
Comptroller’s Office when warranted for special purchases.

An Approving Official is an individual(s), within their department that is authorized by the Department Heads/
Elected Officials, assigned access to the vendor’s online application/platform for their department’s Procurement 
Card Program.

Each department has a Departmental P-Card Coordinator which is an Approving Official. This is an individual, 
within their department that is authorized by the Department Heads/Elected Officials, assigned the responsibility 
for the administration and control of their department’s P-Card program including approving the issuance of new 
P-Cards within their department as well as making changes to existing accounts.

The main individual who is the single point of contact is known internally as the Procurement Card Program 
Manager and is an employee(s) from the Central Services Division who oversees and manages the entire 
P-Card Program and acts as a liaison to the P-Card vendor and the County Departments. This person(s) is 
responsible for the audit, control and monitoring of all transactions and payments and the P-Card account. In 
addition, they administer, oversee, and maintain all Cardholder information, the training on proper P-Card usage 
and duties of the respective roles, as well as ensuring all transactions and documentation are in order and in 
compliance with the County’s Procurement Policies and Procedures.
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Exhibit II - Department Response
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