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ttachment B 

Management Comments to Draft Report 

Metro Interoffice Memo 
Date April 13, 2022 

To Yvonne Zheng 
Senior Manager Audit 

Debra Avila  411;m4, 
Deputy Chief Vendor/Contract Management 
Officer 

From 

Subject Management Response 
Statutorily Mandated Audit of 
Miscellaneous Expenses October 1, 2021 to 
December 31, 2021 
Report No. 22-AUD-06  

INTRODUCTION 
The Office of the Inspector General (01G) performed an audit of Metro miscellaneous expense 
transactions processed from October 1, 2021 to December 31, 2021. This audit was performed 
pursuant to Public Utilities Code, Section 130051.28(b) which requires the OIG to report quarterly 
to the Board of Directors on the expenditures of the Los Angeles County Metropolitan 
Transportation Authority (Metro) for miscellaneous expenses such as travel, meals, refreshments, 
and membership fees. 

OIG found that the transactions reviewed generally complied with Metro policies, were 
reasonable, and adequately supported by required documents. However, we noted the following 
issues on three of the sampled expenses reviewed: 

• Insufficient internal control on the use of Metro's Purchase Card 
• FY21 expenses recorded in FY22 due to late submission of Purchase Card reconciliation 

package 
• Check payment over S3,000 without the approval of Vendor/Contract Management 

(V/CM) 
• Non-compliance with Corporate and Professional Membership Policy. 

AUDIT CONCLUSION 
The miscellaneous expenses reviewed for the period of October I to December 31, 2021 generally 
complied with Metro policies and procedures. However, it was found that there were insufficient 
internal control on the use of Purchase Card (P-Card) for one department due to the departure of 
the original Cardholder and Approver who left Metro during the Voluntary Separation Incentive 
Program at the same time. Nevertheless, the subject business unit has been reorganized and 
implemented procedures and controls to effectively comply with the P-Card policy. In addition, it 
was found that there was non-compliance with policies on the Check Request due to oversight and 
Corporate and Professional Membership because the employees involved were not aware of the 
policy. 
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Attachment B 

Management Comments to Draft Report 

ViCM Management Response - Report No. 22-AL'D-06 
4/13:22 

P. 2 

The inadequate and untimely review of Metro's Business Units reviewing, approving, and 
submitting their P-Card reconciliation packages continues to be an area we find regularly and in 
violation of Metro policy, resulting in the recording of miscellaneous expenses recorded 
improperly and or in incorrect accounting periods. Accounting's continued practice of sending out 
monthly emails with instructions for P-Card officials to submit the reconciliation package in a 
timely manner improves and supports Metro's P-Card policy. 

The Office of the Inspector General is working with Metro's Information Technology Services 
(ITS) and other Metro Business Units to improve the P-Card approval process and their reporting, 
notification, and reminder systems. ITS has been asked to assist P-Card officials and improve the 
approval process and provide a desktop Icon to the approval database 

RECOMMENDATIONS AND RESPONSES 
1. Cost Center 6951 should review March 2021 P-Card statement again and reconcile the 

charges with vendor's invoices and the originating requests from various units to 
determine if there were any overpayments made by Metro. (The vendor must still have the 
invoices since the Internal Revenue Service requires business organizations to keep their 
records for three years front the date they filed their original return. 

V/CM RESPONSE:  
V/CM agrees and is continuing to work with the service providers to receive copies of the 
vendor's invoices. All itemized information provided from the Vendor has been forwarded 
in an email dated 3/15/2022 for the spreadsheet requested from the OIG Sr. Auditor — this 
information confirmed there were no overpayments, along with the specific dates the past 
due items were paid. The dollar amounts on the statements remained the same due to the 
account unfortunately being past due. As depicted in the spreadsheet provided, these past 
due amounts were later remedied with the incoming staff as this finding was the result of 
previous responsible employee's failure to follow the proper procedures. 

2. V/CM will take reasonable steps to work with clients to select the most efficient and cost-
effective methods for advertising. 

V/CM RESPONSE:  
V/CM agrees. Although advertising is not a competitive process, V/CM will take 
reasonable steps to meet with clients to discuss options for advertising to meet the 
requirements as outlined in Chapter VI, Subsections 3.c.(2)(a) and 3.d.(2)(a) of FTA 
Circular 4220.1E requiring that 1FB's and RFP's to be "publicly" advertised. Where 
applicable, justification or management approval will be obtained for the file. 
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Attachment B 

Management Comments to Draft Report 

V iCM Management Response- Repot No. 22-AUD-06 
4/13/22 

R3 

3. The Approving Official and Business Unit Coordinator should ensure that appropriate 
documentation of P-Card activities is maintained to comply with Metro P-Card policies 
and procedures. 

V/CM RESPONSE:  
V/CM agrees and in September 2021 advised that it has implemented an online log which 
is being maintained and monitored by all levels of staff that are engaged in the P-Card 
approval workflow. The log provides visibility and tracking of P-Card 
transactions/approvals, and establishes a failsafe mechanism for workflow. This visibility 
assists in facilitating a timely and accurate P-Card reconciliation process. 

4. Prepare and keep written detailed steps and procedures on P-Card reconciliation/report 
submission and consider having a back-up person to perform the task to ensure knowledge 
transfer when an employee leaves the agency. 

V/CM RESPONSE:  
V/CM agrees; the department created a draft procedure and is now developing a formal 
version that will detail steps to facilitate tracking, managing, and monitoring P-Card 
transactions from ad requests to order placement and payment. The estimated time for 
completion of the new desk procedure is May 2022. The procedure enables effective P-
Card reconciliation and provides greater visibility for all necessary layers of P-Card 
approval workflow from the card holder to leadership. Additionally, a backup P-Card 
holder will soon be in place once the P-Card training has been completed, thus establishing 
an additional layer of redundancy. The estimated completion of the P-Card training for the 
backup is May 2022. Additionally, the P-Card holder and the approver also use the existing 
P-Card Training Manual created by the Agency P-Card Administrator and the Accounting 
department to assist in the process. 

5. Instruct all Purchase Card program participants to submit and approve the monthly 
statements and reconciliation package in a timely manner. 

V/CM RESPONSE:  
Although this particular function is not part of the responsibility and oversight of the PCard 
Administrator as it falls within the oversight of the Finance department, V/CM agrees with 
the recommendation and includes this information in training materials delivered by the 
PCard Administrator. Additionally, the V/CM PCard intranet site and Quarterly 
Newsletters include reminders to all program participants of the importance to submit 
timely reconciliations. 
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Deupty Chi Experience 

Attachment B 

Management Comments to Draft Report 

OD Metro Interoffice Memo 

Date April 11, 2022 

To Yvonne Zheng, nior Manager, Audit 
Office of Insp=e7L  General 

Subject Audit of Miscell nexus Expenses 
October to Dece 021 (22-AUD-06) 

OVERVIEW 

We have reviewed the results of the subject audit report and concur with the recommendation 
in the report As way of background, Public Relations was extensively using check requests 
for two vendors, during this time, for amounts over $3,000 due to delays of getting these 
vendors on board with new contracts and purchase order numbers. While we had been 
working closely with V/CM on the process and had agreement to attach signed memorandums 
of justification for each check request over $3,000, the omission of having a signed MOJ by 
V/CM, in this particular case, was an oversight on the part of the manager overseeing the 
project 

PROPOSED CORRECTIVE ACTIONS 

The audit recommends that: 

Communications:  

Public Relations: Remind staff to comply with Accounting Procedures and Guidelines for 
Check Requests (ACC-01); secure approval of V/01 for check requests over $3,000 when 
exceptions are applicable. 

Management Response: Agree. Reviewed the process with staff and they understand that 
review and signed approval must be obtained from V/CM in accordance with Accounting 
Procedures and Guidelines for Check Request. 
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Attachment B 

Management Comments to Draft Report 

Metro Interoffice Memo 
Date March 29, 2022 

To Yvonne Zheng, Senior Manager, Audit 
Office of the Inspector General 

From Jonaura Wisdom, Acting Deputy Chief 
Office of Civil Rights, Racial Equity & Inclusion 

Subject Draft Report: Statutorily Mandated Audit of 
Metro Miscellaneous Expenses 

October I, 2021 to December 31, 2021 
(Report No. 22-AUD-06)  

Result of Audit  
Non-Compliance with Corporate & Professional Membership Policy 
In October 2021, the Cardholder of the Office of Civil Rights, Racial Equity & Inclusion 
(OCREI) paid the professional membership of two employees with Association of Workplace 
Investigators for $450. However, the professional membership form was not submitted to the 
Training and Development Department for approval and documentation, as required by the 
Corporate and Professional Membership (FIR 6) policy. 

Section 2.2 of HR 6 states: "The requesting employee must complete and submit to Training 
and Development (T&D) the Corporate and Professional Membership Information form, 
membership application or renewal notice, and method of payment (electronic check request 
or Purchase Card)." 

The Cardholder stated that he was "never informed that the form needed to be submitted before 
payment was made." 

It is important to submit the required form to secure the approval of the member's supervisor 
and T&D. Each fiscal year, T&D maintains a list of employee memberships, and in reviewing 
the number of requests for individual memberships, T&D can assist in obtaining group 
membership discount rates within the professional organization if they are available. Metro 
can also avoid paying for duplicate corporate memberships across multiple departments. 

Recommendation  
Civil Rights, Racial Equity & Inclusion 
Instruct staff to comply with the Corporate and Professional Membership (HR 6) policy; 
prepare, submit, and obtain completed and approved forms prior to payment. 

Management Comments to Recommendation  
On February 17, 2022, the Office of the Inspector General informed OCREI that a professional 
membership form was not submitted to Training and Development (T&D) for approval prior 
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to paying for the AWl memberships. The employee, who processed these payments, has since 
reviewed Section 2.2 of HR 6 Policy that states: "The requesting employee must complete and 
,submit to Training and Development (T&D) the Corporate and Professional Membership 
Information form. menthership application or renewal notice, and method of payment 
(electronic check request or Paryhase Card)," The employee is now aware of the process 
moving forward and has submitted the professional membership forms for AWl Membership 
to T &D for approval, 









Attachment B 

Management Comments to Draft Report 

al Metro Interoffice Memo 
Date April 20, 2022 

To Yvonne Zheng, Senior Manager, Audit Office of 
the Inspector General 

From Bryan M. Sastokas, Deputy Chief Information 
Technology Officer itc)ei".1 Logy a n M. Sastokas Dignairytgnea by Bryan M. Sastekas 

Date: 2022.04.20 16:34:27 COD' 

Subject Corrected Response to Draft Report: Statutorily 
Mandated Audit of Metro Miscellaneous 
Expenses October 1, 2021 to December 31, 2021 
(Report No. 22-AUD-06)  

This memo serves as a correction to ITS management's response to draft report Statutorily 
Mandated Audit of Metro Miscellaneous Expenses October 1, 2021 to December 31, 2021 
(Report No. 22-AUD-06). 

Recommendation #8:  
Information Technology Services consider creating a P-Card System desktop icon to assist 
P-Card officials and improve access to the P-Card approval database. 

Management Response: ITS concurs with the recommendation. 
An icon will be developed for access to the P-card portal. Accounting will send out an email 
to all P-Card users by the end of the week with how to access the portal and how to create 
the icon. 

Expected Completion Date: April 25, 2022 

CC: Patrick Astredo 
Jesse Soto 
Medik Ghazikhanian 
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