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Attachment B 

Management Comments to Draft Report 

42)  Metro Interoffice Memo 

Date Jan 6, 2022 

To Yvonne Zheng 
Senior Manager, Audit, OIG 

From Bryan M. Sastokas an M. 1,01"a Iv WA+ 4 
Maar.= 

gellaigCer 

Subject ITS Management Reponse: Statutorily 
Mandated Audit of Miscellaneous Expenses 
July 1, 2021 to September 30, 2021 (Report 
22-AU D-04)  

Chief Information Tech 

ITS management response to the draft report Statutorily Mandated Audit of Miscellaneous 
Expenses July 1, 2021 to September 30, 2021 (Report 22-AUD-04): 

Conclusion. 
To improve the process and increase the timeliness of employees submitting and approving 
P-Cards and Travel/Business expenses and supporting documents 

Recommendation #1  
1. Ensure that correct accounts are used in all transactions. Remind staff to check 

Metro's Chart of Accounts or consult with Accounting Department. 
2. Work with the Travel Office Department to create timely alerts and reminders, 

improving the process and timeliness of employees submitting their Travel and 
Business Expense reports and supporting documentation. 

Management Response: ITS concurs with the recommendation. 
I. ITS will provide a refresher education to ITS staff to review the proper usage of 

Metro Chart of Accounts. In addition, the ITS Budget department will oversee proper 
codes entered before these expense forms are processed. 

2. ITS will work with the Travel Office Department to design alerts and reminders 
within their Travel and Business Expense workflow process. 

CC: Medik Ghazikhanian, Executive Officer, Information Technology 
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Attachment B 

Management Comments to Draft Report 

(1)  Metro Interoffice Memo 

Date January 7, 2022 

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

From Patrice McElroy 
Chief People Officer (Interim) 

Subject Statutorily Mandated Audit of Metro 
Miscellaneous Expenses July 1, 2021 to 
September 30,2021 
(Report No. 22-AUD-04)  

Thank you for the opportunity to respond to the findings and recommendations prior to 
the final release of the Audit Report. It is our understanding that 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 for miscellaneous expenses such as 
travel, meals, refreshments, and memberships. Please see below our responses to the 
Recommendation. 

Recommendation  

1. Ensure that all Travel & Business Expense reports are reviewed for accuracy and 
completeness of documentation, including proper approval from authorized 
officers. 

Response: Staff concurs with the recommendation and will ensure that the 
Travel Program Administrator (TPA) will verify the accuracy of the calculations, 
check for the completeness of the documentation, including the necessary and 
appropriate approval before forwarding the TBE Report to Accounting for 
processing. If applicable, the TPA will also include the approver delegation 
signature form as well. 
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Attachment B 

Management Comments to Draft Report 

CD Metro Interoffice Memo 

Date January 7, 2022 

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

From James de la Loza, Chief Plannnig Officer 
Countywide Planning & Development 

Subject Response to Audit Report No. 22-AUD-04, 
Results of Audit 2(a) 

Audit Report Issue  
In the Draft Report Statutorily Mandated Audit of Metro Miscellaneous Expenses July 1, 
2021 to September 30. 2021 (Report No. 22-AUD-04), the audit results found the 
following issue for Countywide Planning & Development: 

2(a) Late Submission and Approval of Purchase Card Statement and Reconcilitioan 
Package 

The P-Cardholder of Planning and Development submitted their June 2021 Purchase 
Card statement and supporting documents for $1,601.68 to the Accounting Department 
on July 23, 2021. It was electronically approved by the Approving Official on September 
16, 2021 — two months late. 

The P-Cardholder explained that he was late by a few days in submitting the P-Card 
statement and reconciliation package due to oversight. He informed us that reminders 
were already sent to enable him to submit the monthly statements on time. He added 
that the statement was approved late because the Approving Official/Business Unit 
Coordinator had issues with the notification and believed that he had approved the 
statement already. 

Countywide Planning & Development Response  
Countywide Planning & Development's Financial & Management Services (FMS) team 
reminded Cardholders and Approving Officials the importance of submitting monthly 
reconciliation packages and approving them on time. Furthermore, we encouraged 
Cardholders and Approving Officials to utilize Outlook to set reminders as an added measure 
to ensure reconciliation and approval efforts are completed and confirmed in a timely 
manner. 
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Attachment B 

Management Comments to Draft Report 

CD Metro Interoffice Memo 

Date December 30, 2021 

To Karen Gorman 
Inspector General 

From James T. Gallagher  cte 
Chief Operations Officer 

Subject Operations Management Response to the 
Audit of Metro Miscellaneous Expenses 
(Report # 22-AUD-04) 

Operations Management has received and reviewed the Audit of Metro Miscellaneous 
Expenses for transactions processed from July 1, 2021 to September 30, 2021 in the Vehicle 
Engineering & Acquisition (VEA) and Intelligent transportation Systems (ITS) units within 
Operations. The report includes the following recommendation for Operations: 

5. Remind staff to comply with Travel and Business Expense (FIN 14) policy and ensure 
approval from the appropriate officer is obtained. 

Response: Agree; VEA and ITS will be advised of FIN 14 and ensure that Travel Business 
Expense reports are signed by the Chief Operations Officer, not by the Sr. Executive Officers 
of those respective units, as required in the FIN 14 policy. 

CC: Yvonne Zheng, Sr. Mgr., Audit 
Diane Corral•Lopez, EO, Operations Administration 
Shahrzad Amiri, Interim Deputy Chief Operations Officer 
Jess Montes, Sr. EO, Vehicle Engineering & Acquisition 
Steve Gota, EO, Highway Programs 
Nancy Alberto•Saravia, Director, Finance & Administration 
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Attachment B 

Management Comments to Draft Report 

CI Metro Interoffice Memo 

Date January 7, 2022 

0 Yvonne Zheng 
Sr Manager, Audit 

Bryan Pennington ig an Pennington 
.01 202201.101153 30 -One 

Chief Program Mgmt Officer 

Subject Response to OIG Audit No. 22-AUD-04 

This memo is in response to the Office of the Inspector General audit, 22-AUD-04, which found 
the following: 

1. Professional Membership paid prior to Training & Development Department approval. 
2. Late submission and approval of Purchase Card Statement and Reconciliation Package 
3. Travel and Business Expense Report not approved by appropriate Officer 

Program Management agrees with the Office of the Inspector General (OIG) recommendations 
to: 

1. Instruct staff to comply with the Corporate and Professional Membership (HR 6) policy; 
submit the Professional Membership Information form for review and approval by T&D 
before payment is made. 

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

3. Remind staff to comply with Travel and Business Expense (FIN 14) policy and ensure the 
appropriate approval is obtained. 

Program Management's corrective actions are: 
1. An interoffice memo was sent via email on January 7, 2022, reminding all staff that 

Talent Development approval is needed prior to requesting payment or seeking 
reimbursement for a Professional Membership. A copy of the Corporate and 
Professional Membership (HR 6) Policy was induded with the memo. 

2. An interoffice memo was sent via email on January 7, 2022, reminding Purchase Card 
holder to submit monthly purchase card statements and reconciliation packages in 
accordance with required due dates. 

3. Program Management in collaboration with Metro's Travel Office provided Travel and 
Business Expense (FIN 14) Training for all staff on September 29 and October 6, 2021. 
Program Management will also send a memo, no later than January 31, 2022, reminding 
staff to comply with Travel and Business Expense (FIN 14) and receive appropriate 
approvals for all travel and related expenses. 

Please contact me at x27449 if you would like to discuss or require additional information. 

Attachments: 
Interoffice Memo — Compliance with Corporate and Professional Membership Policy 
Interoffice Memo — Timely Submission of Purchase Cards 

From 
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Attachment B 

Management Comments to Draft Report 

CD Metro Interoffice Memo 

Date January 4, 2022 

To Program Management Staff 

Bryan Pennington fibirn Pennington Pra.0- „ 
Ova LIZ: >I 4C:1,  

Chief Program Management Officer 

Subject Compliance with Corporate and 
Professional Membership Policy (HR 6) 

A recent audit conducted by the Office of the Inspector General found Program 
Management noncompliant with the Corporate and Professional Memberships policy 
(HR 6). 

The Corporate and Professional Membership Information Form should be reviewed and 
approved by Talent Development prior to requesting payment or seeking reimbursement 
for a Professional Membership. 

For questions on the Corporate and Professional Membership Information Form please 
contact Talent Development 

Attachment 
Corporate and Professional Memberships (HR 6) 

From 
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Attachment B 

Management Comments to Draft Report 

474)  Metro Interoffice Memo 

Date January 5, 2022 

To Purchase Card Holders 

From Bryan Pennington Cyan Pennington ZnY,11;,°,°.:7=4Z 
Chief Program Management Officer 

Subject Timely Submission of Purchase Cards 

A recent audit by the Office of the Inspector General found Program Management 
noncompliant with Purchase Card due dates. 

Purchase Card holders must forward the Monthly Pcard Log, Reconciled Monthly Bank 
Statement, and Receipts to the Approving Official within 5 working days of receipt of 
bank statement. 

The Approving Official should review and approve statement packages within 5 working 
days of receipt. 

Please ensure your Purchase Card monthly statements and reconciliation packages are 
submitted to Metro Accounting prior to the 15th of each month. 
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