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Attachment B 

Management Comments to Draft Report 

CS)  Metro Interoffice Memo 

Date October 8, 2021 

To Yvonne Zheng 
Sr. Manager, Audit 

From Collette Lata 
Board Cler 

Subject Response to OIG Audit No. 22-AUD-03 

This memo is in response to the Office of the Inspector General audit, 22-AUD-03, which 

found Records and Information Management noncompliant with Metro's Purchase Card 
Policy due to late submission of the reconciliation package for payment. 

Board Administration agrees with the Office of the Inspector General (01G) that it is 
important that the P-Card summary and reconciliation package are submitted and approved 

in a timely manner. 

Staff responsible for the reconciliation process have been advised to submit and approve 
monthly statements in a timely manner. 

Please contact me at 213.364.6681 if you would like to discuss or require additional 
information. 
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10/13/2021 

Yvonne Zheng 
Senior Manager, Audit 
Office of the Inspect 
Glen Beccerra 
Executive Offic 

Yvette Rapos 
Chief Comm ons Officer 

eneral 

Attachment B 

Management Comments to Draft Report 

Metro Interoffice Memo 

Date 

To 

From 

Through 

  

Subject Audit of Metro Miscellaneous Expenses 
April 1, 2021 to June 30, 2021 

   

This memo is Communications' management's response to the recommendations in the 
Statutorily Mandated Audit of Metro Miscellaneous Expenses for the period of April 1, 
2021 to June 30, 2021. 

Recommendation 

1. 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. 

Management Response 

Communications management agrees with the OIG recommendations. 

The cardholder explained that the P-card purchases he made were not ordinary 
purchases and therefore, took him a long time to reconciled. Given the nature of such 
purchases, in the future, the employee has been instructed to reserve the needed time to 
complete the reconciliation on time. Since that time, he has been working diligently and 
has submitted the PCard reconciliation on time. 

Please contact me at (213) 418-3154 raposeyametromet if you have any questions. 
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Attachment B 

Management Comments to Draft Report 

Metro Interoffice Memo 

Date October 15, 2021 

To Karen Gorman 
Inspector General 

From James T. Gallagher 
Chief Operations Officer 

Subject Management Response to the Audit of 
Metro Miscellaneous Expenses (Report # 22-
AUD-03) 

Operations Management has received and reviewed the Audit of Metro Miscellaneous 
Expenses for transactions processed from April 2021 — June 2021 in the Maintenance & 

Engineering and Operations Liaison units within Operations. The report includes the 
following recommendations for Operations: 

3. Remind the Purchase Cardholder and Approving Official to be aware of the written pre-
approval policy; the Cardholder should only make purchases which are pre approved in 
writing 

Response: Agree; Maintenance & Engineering purchase cardholders and approval officials 

have been reminded to be aware of the written pre-approval policy for all purchases and that 
cardholders should only make purchases which are explicitly pre•approved in writing by their 

supervisor and approving official. 

4. Instruct staff to submit Travel and Business Expense (TBE) Reports in a timely manner 
and monitor and track travel activity and their respective TBE reports. 

Response: Agree; Operations Liaison staff have been reminded to submit TBE's in a timely 
manner to the Travel Program Administrator or no later than 30 days of the date returning 

from travel, or from date of credit card statement. 

CC: Yvonne Zheng, Sr. Mgr., Audit 

Diane Corral•Lopez, EO, Operations Administration 
Paul Squires, Director, Wayside Systems 
Frank Alejandro, Sr. Executive Officer, Operations Liaison 

Errol Taylor, Sr. Executive Officer, Maintenance & Engineering (Acting COO) 
Nancy Alberto•Saravia, Director, Finance & Administration 

• q/ 









Attachment B 

Management Comments to Draft Report 

el)  Metro Interoffice Memo 
Date October 15, 2021 

To Karen Gorman 
Inspector General 

From Debra Avila 
Chief Vendor/Contra an ement 0 icer 

Subject Response to OIG Draft Report, Audit of Misc. 
Expenses 
(Report No. 22-AUD-03) 

OVERVIEW  

I have reviewed the results of the subject draft report and concur with the findings and 

recommendations for V/CM in the report. 

RESULTS OF AUDIT 

Corrective measures have been taken by V/CM, and are included below under the heading 
PROPOSED ACTIONS‘to correct the observation that sampled P-Card transactions reviewed 

disclosed noncompliance with the policy, AND cost centers failed to submit and/or approve 

their P-Card package on time. 

RECOMMENDATION  

Customer Experience Office (Communications), Office of Board Administration, Planning and  

Development (Real Estate and Grants Management and Oversight), Chief Safety Office (System  

Security & Law Enforcement), and Strategic Financial Management (Vendor/Contract 

Management):  
1. 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. 

PROPOSED ACTIONS  

Vendor/Contract Management concurs with this recommendation and the department will 

continue to address the timely submission of statements. 

The Executive Officer over Support Services, the department responsible for PCard activity for 

V/CM, has sent out a communication to staff on September 15, 2021 (see Figure 1 below) to 

ensure that reconciliation and status updates occur timely. In addition, an online log (see Figure 

2 below) was put in place and is being monitored by the Deputy Executive Officer and 

department Senior Manager to ensure timely processing by staff. 

V/CM P-Card Program participants (cardholders and approvers) have now all been trained and 

shall take the appropriate re-fresher training every two years as required by the program. 
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Attachment B 

Management Comments to Draft Report 

Communication to V/CM Staff 

Figure 1: 

Gonzales, Michael 

Front: Gonzales, Michael 
Sent: Wednesday, September 15, 2021 4:14 PM 
To: Perez. Raul; Lora. Abrahams tin, Shuyen; Gonzalez Raul (GonzalezRa@metronett Maut.Crumby. Gaby; Castro-l-lemandeZ 

Stephanie•, Wright. Keenan 
Subject: PCard Reconciliations 

While some of you may not be specifically responsible for all Purchase Card activities. it is still important to be ems that all Purchase Card program 
participants involved in the reconciliation process have the information necessary to submit and approve the monthly statements in a timely manner. 
This includes. but is nor limited to the completion of logs and statement reconciliations. If for any reason you anticipate a potential delay, you are 
responsible for COnlionniCalin status to your manager to ensure that any delays can be mitinated. 

Thank you for your cooperation 

Michael E Gonzales 
Executive Officer Support Services 
Vendor/Contract Management 
213.418.3106 W 

213.804.5447 C 
metro.net  I lacebook.com/losaimelesmetto  I  pmetrolosangeles 

Metro provides excellence in service and support. 
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Atthrat B 

Management Comments to Draft Report 
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Attachment B 

Management Comments to Draft Report 

Metro Interoffice Memo 

Date October 20.2021 

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

From James de la Loza, Chief Planning Office 
Countywide Planning & Development 

Subject Response to Audit Report No. 22-AUD-03. 
Results of Audit 1(a) 

Audit Report Issue  
In the Draft Report: Statutorily Mandated Audit of Metro Miscellaneous Expenses April 
1, 2021 to June 30.2021 (Report No. 22-AUD-03), the audit results found the following 
issues for Countywide Planning & Development 

1(a) Non-Compliance with Purchase Card Policy- Late Submission and/or Approval 
No- 1: Late submission by 4 months and late approval by 3 months on P-Card statement 
date 10/22/2020 in the total amount of 52.192.54 for 6 transactions. The Cardholder 
stated he cannot remember the exact reason for the late submission but added he will 
now submit their reconciliation packages on time. The Approving Official thought he 
had approved the statement in March but did not realize his electronic approval did not 
go through in the system until Accounting advised him in June. 

No. 2: Late submission by 4 months on P-Card statement date 12/22/2020 in the total 
amount of $2,334.00 for 3 transactions. The Cardholder stated the late submission and 
approval was the indirect result of staff adherence to Metro policies that prevented 
equipment purchase and distribution to employees working remotely because of Safer-
At-Home orders enacted to mitigate impacts of the COVlD-19 pandemic. Lack of 
equipment and software at remote locations prevented completion of the established 
workflow within expected processing timeframes. 

Countywide Planning & Development Response  
Countywide Planning & Development's Financial & Management Services (EMS) team 
reminded Cardholders and Approving Officials the importance of submitting monthly 
reconciliation packages and approving them on time. The EMS team also reminded 
Cardholders and Approving Officials that if they encounter any equipment or technical 
difficulties in reconciling or approving monthly statements while working remotely, they are 
welcome to come in to the office to use office eqiupmettt or contact office staff to provide 
assistance. Moving forward, and as an added measure to ensure Cardholders are reconciling 
their monthly statements in a timely mannger, the Director of Financial & Management 
Services is requesting all Cardholders to forward their monthly reconciliation packages to 
him to be included in our Department's central records. 
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Subject Response to Draft Report (No. 22-AUD-03): 
Audit of Metro Misc. Expenses April-June 
2021 

Date October 20, 2021 

'lb Yvonne Zheng, Senior Manager, Audit 
Officer of the InspectptGeneral 

From Judy Gerhardt, Ch 
System Security & L rnforce'nt 

Attachment B 

Management Comments to Draft Report 

el Metro Interoffice Memo 

Copies Aston T. Greene, E. 0./Deputy Chief 
System Security & Law Enforcement  

Dadcground; 
This memo is in response to the Draft Report Audit of Metro Misc. Expenses April-June 
2021 (Report No. 22-AUD-03). The Metro Office of Inspector General (OIG) performed 
the audit, which resulted in one (1) finding. The result of the audit identified the 
following concern in relation to the System Security & Law Enforcement (SSLE) 
Department and its compliance with Metro's Purchase Card Policy. 

1. Late Submission and/or Approval - Our audit found that the following cost centers 
failed to submit and/or approve their P-Card package on time. 

1 Transaction late by three months. A February 2021 purchase was not reconciled 
until June 2021 (pg 4). 

Results of Audit  
SSLE has reviewed the finding related to the late purchase Card submission. The 
recommendation below is accepted and has been addressed. 

Recommendations; 
The following recommendation was directed to System Security and Law Enforcement: 

(1) #1. 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. 
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Attachment B 

Management Comments to Draft Report 

Picle 2 

Response to Recommendation #1: 

From October 2020, Cardholder cared for her ailing mother, who was hospitalized 
several times until her passing in July 2021. While caring for her mother between 
October 2020 and July 2021, Cardholder's duties increased as she managed COVID-19 
related programs. Due to these factors, Cardholder admittedly neglected to submit her 
purchase card reconciliation on time. Cardholder acknowledged this oversight and took 
immediate action to correct it. 

Corrective  Action*);  

The following corrective action has been taken and is in effect: 

Cardholder has now set a monthly calendar reminder to ensure the timely submission of 
her purchase card statements. 

cc: 
Karen Gorman, Inspector General, Office of the Inspector General 
Aldon Bordenave, Sr.Director Emergency Preparedness 
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Attachment B 

Management Comments to Draft Report 

CD Metro Interoffice Memo 

Date OCtOber 21, 2021 

To Yvonee Zheng 
Senior Manager, Audit 
Office of Inspector General 

From Patrice McElroy 
Interim Chief Human 
Capital & Development Officer 

Subject Statutorily Mandated Audit of Metro 
Miscellaneous Expenses April,1 2021 
to June 30,2021 
(Report No. 22-AUD-03)  

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 
Recommendations. 

Recommendations  

1. Coordinate with Information Technology Services for the implementation of the 
electronic notification process to be sent to travelers who have not submitted 
their TBE reports; follow up with the service request sent to ITS in October 2020. 

Response: Staff concurs with the recommendation and will coordinate with 
Information Technology Services for the implementation of the electronic 
notification process to be sent to travelers who have not submitted their TBE 
reports. In addition, a report will be developed to assist staff in notifying the 
employee as well. Staff has followed up with ITS regarding the implementation 
of an e-mail notification for outstanding expense reports. The corrective action 
plan has been initiated pending ITS implementation. ITS has advised that they 
will resume work on this project by the 4'h  quarter of FY22. 
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Attachment B 

Management Comments to Draft Report 

Metro Interoffice Memo 

2. Continue the Travel Program Administrator's efforts to monitor travels for which 
the TBE Report has not yet been submitted while the electronic notification is not 
yet in place. 

Response: Staff concurs with the recommendation and will continue to monitor 
travel and develop a report to assist with notifying the employees that they have 
not submitted their TBE Reports, while the electronic notification is not yet in 
place. ITS has advised that they will resume work on this project by the 4'h 
quarter of FY22. 
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