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AUDIT, FINANCE AND ADMINISTRATION COMMITTEE 

REPORT 11-014 
Wednesday, December 7, 2011 

9:30 a.m. 
Council Chambers 

City Hall 
71 Main Street West 

Hamilton, Ontario 
____________________________________________________________________ 
 
Present: Councillors B. Clark (Chair), B. Johnson (Vice Chair), B. Morelli,  

M. Pearson and R. Powers 
 
Also Present: R. Rossini, General Manager, Finance & Corporate Services 

T. Tollis, City Treasurer 
R. Male, Director, Financial Services 
A. Pekaruk, Director of Audit Services 
M. McChesney, Director, Information Services 
A. Mastandrea, Procurement Manager 
S. Paparella, Legislative Assistant, Office of the City Clerk 

 
 
THE AUDIT, FINANCE & ADMINISTRATION COMMITTEE PRESENTS REPORT 11-014 
AND RESPECTFULLY RECOMMENDS: 
 
1. APPOINTMENT OF CHAIR AND VICE CHAIR (Item A) 
 

(a) That Councillor B. Johnson be appointed as Chair of the Audit, Finance & 
Administration Committee for 2012. 

 
(b) That Councillor M. Pearson be appointed as Vice Chair of the Audit, 

Finance & Administration Committee for 2012. 
 

 
2. Monthly Status Report of Tenders and Requests for Proposals for October 

15, 2011 to November 11, 2011 (FCS11004(g)) (City Wide) (Item 5.1) 
 

That Report FCS11004(g), respecting the Monthly Status Report of Tenders and 
Requests for Proposals for October 15, 2011 to November 11, 2011, be received. 
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3. 2012 Tax Budget - Chronically Under Funded Programs (FCS11005) (City 
Wide) (Item 5.2) 
 
That Report FCS11005, respecting the 2012 Tax Budget – Chronically Under 
Funded Programs, be received. 

 
 

4. Tax Appeals Under Section 357 and 358 of the Municipal Act, 2001 
(FCS11003(h)) (City Wide) (Item 5.4) 
 
(a)  That Appendix “A”, attached to Report 11-014, respecting the “Tax Write-

Offs processed under Section 357 of the Municipal Act, 2001”, in the 
amount of $110,752 be approved; and, 

 
(b) That Appendix “B”, attached to Report11-014, respecting the “Tax Appeals 

due to a Gross or Manifest Clerical Error, Pursuant to Section 358 of the 
Municipal Act, 2001”, in the amount of $14,909, be approved. 

 
 

5.  Follow Up of Audit Report 2009-11 - Parking Revenues (AUD11032) (City 
Wide) (Item 5.5) 

 
That Report AUD11032, respecting the follow up of Audit Report 2009-11, Parking 
Revenues, be received. 
 
 

6. Evaluation of the City of Hamilton Purchasing Program Update 
(FCS09109(c)) (City Wide) (Item 7.1)  

 
(a) That the City of Hamilton Procurement Policy, attached as Appendix “C” to 

Report 11-014, be approved; 
 

(b) That a by-law to adopt and maintain a Procurement Policy for the City of 
Hamilton, in substantially the form set out in Appendix “A” to Report 
FCS09109(c), be enacted; 

 
(c) That the City of Hamilton not adopt any specific procurement policy with 

respect to applying a preference, or penalty, based on the following:  
 

(i) the geographical location of any vendor/supplier, or potential 
vendor/supplier, of goods and services to the City of Hamilton and 
its’ affiliated entities; or 
 

(ii) the Canadian, Ontario and/or Hamilton/local content of any goods 
and services provided, or to be provided, to the City of Hamilton and 
its’ affiliated entities; 
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(d) That Item “B”, respecting “Buy Local” be considered complete and 
removed from the General Issues Committee's Outstanding 
Business List;  

 
(e) That the Purchasing Sub-Committee be renamed the Procurement 

Sub-Committee to reflect the renaming of the Procurement Section; 
 
(f) That after the initial implementation period of 12 months, Audit 

Services be directed to conduct a review to assess City staff 
adherence to Procurement Policy #19 – Non-compliance with the 
Procurement Policy and to report their findings to the Audit, Finance 
and Administration Committee;  

 
(g) That the Procurement Sub-committee be provided the flexibility and 

latitude to consider alternative proposals that come through as 
suggestions during the Request for Proposal Process (RFP) 
process. 

 
(h) That the City Manager be directed to review the Departmental use of 

the Commercial Advertising and Sponsorship Policy from a 
Corporate-wide, systemic standpoint and report back to the Audit, 
Finance & Administration Committee. 

 
(i) That staff be directed compile a listing of the total number of 

addendums to construction contracts in a one year period; and to 
include values and numbers in that listing, and report to the Audit, 
Finance & Administration Committee; and, 

 
(j) That staff be directed to review the Commercial Advertising and 

Sponsorship Policy, with the intent of incorporating the appropriate 
language into the Hamilton Procurement Policy to replace Policy 24 
(Solicitation of Vendors), pursuant to the Commercial Advertising 
and Sponsorship Policy, which was approved by Council on June 
11, 2008 (PW80860), and report to the Audit, Finance & 
Administration Committee with recommendations. 

 
 

7. Audit Report 2011-08 - Procurement Card Usage (AUD11033) (City Wide) 
(Item 8.1) 
 
(a) That Report AUD11033, respecting Audit Report 2011-08, Procurement 

Card Usage, be received; 
 
(b) That the Management Action Plans, as detailed in Appendix “D” (Part C 

only) of Report 11-014, be approved;  
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(c)   That the City Treasurer be directed to instruct the appropriate staff to have 
the Management Action Plans (attached as Appendix “A” - Part B (not 
completed) and Part C (new) to Report AUD11033) implemented; and, 

 
(d) That should any expenditures be incurred by the City, whether through the 

use of City issued credit cards or an employee’s personal credit card, 
unless the appropriate and complete documentation is provided, the 
employee be required to pay for that expense. 

 
 
8. 2012 Internal Audit Work Plan (AUD11037) (City Wide) (Item 8.2) 

 
That Appendix “E” attached to Report 11-014, respecting the 2012 Internal Audit 
Work Plan, be approved. 

 
 

9. 2012 Temporary Borrowing & Interim Tax Levy By-Laws (FCS11107) (City 
Wide) (Item 8.3) 

 
(a) That Appendix “A”, attached to Report FCS11107, a By-law to Authorize 

the Temporary Borrowing of Monies to Meet Current Expenditures Pending 
Receipt of Current Revenues for 2012, be passed; and, 

 
(b) That Appendix “B”, attached to Report FCS11107, a By-law to Authorize 

an Interim Tax Levy for 2012, be passed. 
 

 
10. Clarification of Councillor Sponsorships and Related Expenditures 

(FCS11108) (City Wide) (Item 8.4) 
 

(a) That the Sponsorship section (refer to page 2 of Appendix “A”, Policy for 
Eligible Expenses: Budget for the Office of the Mayor, Legislative Budget 
and Ward Budget, of Report FCS11108), be renamed 
“Sponsorships/Donations” and read as follows:   

 
“Expenses related to sponsorships and donations (including the 
purchase of event tickets) will be paid by the City.  No 
sponsorships/donations will be allowed after August 31 of an 
election year.  Sponsorships/donations are not to be provided for 
any amounts levied in respect of any tax or user fees.  
Sponsorships/donations are limited to $350 per named 
organization”; and, 
 

(b) That the Donations section (refer to page 9 of Appendix “A”, Policy for 
Eligible Expenses: Budget for the Office of the Mayor, Legislative Budget 
and Ward Budget, of Report FCS11108), be adjusted to read as follows: 
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“Donations to charitable organizations in lieu of floral tribute for a 
funeral will be paid by the City”. 

 
 

11. Award of Contract C12-02-11 Supply and Delivery of Print/Copy, Business 
Cards/Envelopes/Letterhead and Mail Services (FCS11109) (City Wide) (Item 
8.5) 
 
That the Request for Tenders C12-02-11 - Supply and Delivery of Print/Copy, 
Business Cards/Envelopes/Letterhead and Mail Services, be awarded to the 
lowest compliant bidders as follows (estimated annual totals): 
 
Section A: Print and Copy Services (Lowest 4 Bidders) 
1215553 Ontario Limited o/a Allegra $545,800 
Data Document Solutions Inc.  $554,900 
723318 Ontario Inc. c.o.b. as Athens Printing Art $584,000 
Swiaty Investments Inc. o/a Minuteman Press Stoney Creek $593,100 
 
Section B: Business Cards, Envelopes and Letterhead (Lowest Bidder) 
Data Document Solutions Inc. $65,200 
 
Section C: Mail Services (Lowest Bidder) 
Data Document Solutions Inc.  $31,200 

 
 

12. Desktop and Mobile Computer Contract Award and Management Policies 
(FCS11022(a)) (City Wide) (Item 8.7) 
 
(a) That the Corporate contract for desktop computers, mobile computers, 

monitors and peripheral devices be awarded to Dell Canada Inc. for a 
period of 4 years with the option to extend the contract for 2 additional 
years; 

 
(b) That the General Manager of Finance and Corporate Services be 

authorized to execute a contract and any other documents necessary to 
give effect thereto, in a form acceptable to legal counsel, with Dell Canada 
for desktop computers, mobile computer devices, computer monitors and 
peripheral devices; 

 
(c) That the employee discount offered by Dell for personal computer 

purchases be extended to staff. 
 

 
13. Reinstatement of the French Advisory Committee (Item 8.8) 

 
That the correspondence, respecting the Reinstatement of the French Advisory 
Committee, be referred to the Governance Committee for consideration. 
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FOR THE INFORMATION OF COUNCIL: 
 
(a) CHANGES TO THE AGENDA (Item 1) 
 

The Committee Clerk advised of the following changes to the agenda: 
 
(i) Added as Item 4.1, a delegation request submitted by Jack E. Book and 

Peter Martin, of the Newport Yacht Club – Stoney Creek Inc., respecting a 
request for tax relief for the currently failing Newport Marina in Stoney 
Creek (to appear on January 18, 2012). 

 
(ii) Item 5.3, Report FCS11001(g), respecting the Treasurer's Apportionment 

of Land Taxes for Property in Flamborough, as staff were not able to notify 
the resident(s) within the 14 days, required under the Municipal Act, 2001, 
as amended, staff is requesting that Report FCS11001(g) be tabled to the 
January 18, 2012 agenda in order to allow residents time to prepare their 
statement(s), should they choose to do so. 

 
(iii) A presentation has been added to Item 8.6; therefore, Item 8.6 will be 

moved up on the agenda and renumbered as Item 7.1. 
 
 

The agenda for the December 7, 2011 Audit, Finance & Administration Committee 
meeting was approved, as amended. 

 
 
(b) DECLARATIONS OF INTEREST (Item 2) 
 

There were no declarations of interest. 
 
 

(c) APPROVAL OF MINUTES OF PREVIOUS MEETING (Item 3) 
 
(i) November 23, 2011 (Item 3.1) 

 
The Minutes of the November 23, 2011 meeting of the Audit, Finance and 
Administration Committee were approved, as presented.  

 
 

(d) DELEGATION REQUESTS (Item 4) 
 

(i) Jack E. Book and Peter Martin, of the Newport Yacht Club – Stoney 
Creek Inc., respecting a Request for Tax Relief for the currently failing 
Newport Marina in Stoney Creek (Item 4.1) 
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The delegation request, submitted by Jack E. Book and Peter Martin, of the 
Newport Yacht Club – Stoney Creek Inc., respecting a request for tax relief 
for the currently failing Newport Marina in Stoney Creek, was approved. 

 
 

(e) Treasurer's Apportionment of Land Taxes for Property in Flamborough 
(FCS11001(g)) (Ward 15) (Item 5.3) 

 
Report FCS11001(g), respecting the Treasurer's Apportionment of Land Taxes for 
Property in Flamborough, was tabled to the January 18, 2012 meeting of the 
Audit, Finance & Administration Committee. 

 
 

(f) Evaluation of the City of Hamilton Purchasing Program Update 
(FCS09109(c)) (City Wide) (Item 7.1)  

 
Tony Tollis, City Treasurer, provided a PowerPoint presentation to Committee, 
respecting the Evaluation of the City of Hamilton Purchasing Program Update.  
Mr. Tollis’ comments included, but were not limited to, the following: 
 

• Policy #2 – Approval Authority 
o Corporate Contracts 
o mimic the award process for departmental contracts 
o Lowest compliant bid, with approved budget. 
o Benefit is a more expedited award process 

 
• Revenue Generating Contracts (RGC) Include: 

o Service Revenue Contracts 
o Profit Sharing Contracts 
o Mixed Revenue Contracts 
o Issuance and award by the General Manager and may seek Council 

approval 
o RFT/RFP process to be used  
o Service Revenue Contracts are exempt from the competitive 

procurement process 
 

• Request for Proposals (RFPs): 
o Award is based on ‘best value’ 
o Consideration for award is based on criteria other than price only 
o Various methodologies are used in public procurement 

 
• Policy # 7 – Construction Contracts 

o Adjustments required to complete construction work that does not 
expand the scope of work can be approved by the GM Public 
Works.  
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o Currently covered by Policy 11. Currently causes delays in 
scheduling and additional costs during approval process. 

 
• Policy # 11 – Non-competitive Procurements. (sole Source, single 

source) 
o Current:  2 part approval process with either Director or General 

Manager and the Procurement Manager approving the request. 
o Proposed:  ONLY the General Manager’s approval is required. 
o Will consult with Procurement Staff. 
o Quarterly Council reports on usage will continue. 

 
 

The presentation, respecting the Evaluation of the City of Hamilton Purchasing 
Program Update, was received.    
 
 

(g) Desktop and Mobile Computer Contract Award and Management Policies 
(FCS11022(a)) (City Wide) (Item 8.7) 
 
Sub-sections (c) and (d) of Report FCS11022(a), respecting the Desktop and 
Mobile Computer Contract Award and Management Policies, which read as 
follows, were tabled: 
 

(c) That the Corporate Desktop and Mobile Computer Management 
Policy (CORP-CDMCM-00), and subsidiary computer lifecycle policy 
(CORP-CDMCM-02), attached as Appendix A to Report 
FCS11022(a), be approved, which includes a 4 year replacement 
cycle for standard computer devices; a 3 year replacement cycle for 
high capacity computer devices; and an indefinite lifecycle for 
monitors, docking stations and peripherals; 

 
(d) That the lifecycle for ruggedized mobile computers be established at 

4 years for a 12 month trial period, during which time data will be 
captured to determine an appropriate lifecycle for ruggedized mobile 
computer devices. 

 
 

The Main Motion CARRIED on the following Standing Recorded Vote: 
 
Yeas: Johnson, Pearson, Powers 
Total: 3 
Nays: Clark, Morelli 
Total: 2 
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(h) GENERAL INFORMATION/OTHER BUSINESS (Item 11) 
 

(i) Amendments to the Outstanding Business List (11.1): 
 

 (a) The following proposed new due date was approved: 
 
 (i) Item “I” - Fair Taxation for Condominiums Corporations 
  Current Due Date:  December 7, 2011 

Proposed Due Date:  March 19, 2012 
 

(b) That the following items were considered complete and removed 
from the Audit, Finance & Administration Committee’s Outstanding 
Business List: 

 
(i) Item “A” – Strategy to Deal with Areas that are Chronically 

Underfunded 
 
(ii) Item “B” – Sky Dragon Community Cooperative – Partnership 

Opportunities 
 
(iii) Item “D” – Mayor’s $10,000 Donation to the United Way 

 
 
(i) PRIVATE AND CONFIDENTIAL (Item 12) 

         
(i) Closed Session Minutes – November 23, 2011 (Item 12.1) 

 
The Closed Session Minutes of the November 23, 2011 meeting of the 
Audit, Finance & Administration Committee were approved, as presented. 
 
 

(j) ADJOURNMENT (Item 13) 
 

There being no further business, the Audit, Finance and Administration 
Committee adjourned at 12:05 p.m. 

 
Respectfully submitted, 
 
 
 
Councillor B. Clark, Chair 
Audit, Finance and Administration Committee 

Stephanie Paparella  
Legislative Assistant 
December 7, 2011 
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357-09-296 430 McNeilly Rd 003110339000000 Exempt Hamilton Health Sciences occupying space 2009 -5,660.86
357-10-058 430 McNeilly Rd 003110339000000 Exempt Hamilton Health Sciences occupying space 2010 -11,260.92
357-10-083 430 McNeilly Rd 003110339000000 Exempt Hamilton Health Sciences occupying space 2010 -1,168.52
357-11-132 31 Warwick Rd 003290084000000 Demolition of buildings in June 2011 2011 -680.05
357-11-133 166 Federal St 003290228000000 Demolition of buildings in June 2011 2011 -575.04
357-11-134 4 Hill Place 003460104000000 Demolition of house and garage 2011 -1,314.33
357-11-135 120 Ray St S 010094054900000 Tax Class Conversion new owners using the property for their residence only 2011 -957.71
357-10-309 54 Hess St S 020131000100000 Demolition denied property appealed under Section 40 2010 0.00
357-10-310 221 Main St W 020131062100000 Demolition denied property appealed under Section 40 2010 0.00
357-11-139 130 Robert St 020156529400000 Gross or Manifest Error still assessed for garage that was demolished years ago 2011 -28.41
357-10-312 231 Burlington St E 020171082400000 Demolition of warehouse 2010 -5,028.14
357-10-197 350 King St E 030211710000000 Exemption denied organization affiliated but not part of the public hospital 2010 0.00
357-11-125 531 Main St E 030231011200000 Tax Class Conversion property converted to a rooming house s/b RT 2011 -1,136.17
357-11-003 760 Barton St E 030265504300000 Major Renovations denied filed under Section 364 2011 0.00
357-10-265 165 Belmont Ave 040284027000000 Exempt property purchased by Board of Education 2010 -817.63
357-10-014 167 Belmont Ave 040284027300000 Exempt property purchased by Board of Education 2010 -1,315.17
357-10-013 169 Belmont Av 040284027600000 Exempt property purchased by Board of Education 2010 -1,505.36
357-09-275 171 Belmont Ave 040284027900000 Exempt property purchased by Board of Education 2009 -845.46
357-11-141 114 Province St N 040311562500000 Exempt City purchased 2011 -1,306.41
357-11-097 115 Graham Ave N 040311586400000 Exempt City purchased 2011 -731.80
357-11-142 579 Kenilworth Ave N 040323046100000 Exempt City purchased 2011 -1,483.09
357-09-216 397 Melvin Ave 050417000100000 Exempt - Place of worship 2009 -4,399.76
357-11-143 397 Melvin Ave 050417000100000 Exempt - Place of worship 2011 -7,097.49
357-11-131 22 Rouge Hill Ct 050541065900000 Gross or Manifest Error incorrectly assessed as having a finished basement 2011 -99.06
357-10-066 83 Bigwin Rd Unit 10 060581063040000 Tax Class Conversion CT to RT during renovations after first worship exempt 2010 -135.29
357-10-066 83 Bigwin Rd Unit 10 060581063040000 Exempt now place of worship 2010 -3,258.61
357-10-328 355 Thayer Ave 070813018100000 Handicapped Accessible denied MPAC did not increase value unitl 2012 roll 2010 0.00
357-11-066 1355 Upper James St 070861033400000 Tax Class Conversion owner running business out of home s/b CT/RT split 2011 -2,975.11
357-11-146 335 Magnolia Dr 081072013180000 Demolition of finished basement based on June 2011 inspection 2011 -25.82
357-11-145 334 Magnolia Dr 081072040060000 Demolition removal of finished basement denied never assessed 2011 0.00
357-11-148 1173 Powerline Rd 140120188000000 Demolition of structures August 2011 2011 -231.69
357-11-050 1389 Wilson St West 140220330050000 Exempt City purchased 2011 -1,905.07
357-11-130 53 Rosseau Rd 140250436000000 Fire on property in 2010 owner states the house is inhabitable 2011 -1,416.36
357-11-112 56 St Margaret's Rd 140350314000000 Demolition of original house new house completed 2011 -2,172.91
357-11-149 87 Anson Dr 140380186000000 Demolition of old house new house being built 2011 -2,016.73
357-11-111 968 Trinity Rd 140410226000000 Demolition of all structures evidence of farming 2011 -842.71

City of Hamilton 
Corporate Services Department

Taxation Division 
Section "357" Appeals of the Municipal Act, 2001 

Appeal No. Property Address Roll Number Explanation YEAR Amount
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City of Hamilton 
Corporate Services Department

Taxation Division 
Section "357" Appeals of the Municipal Act, 2001 

Appeal No. Property Address Roll Number Explanation YEAR Amount

357-10-335 153 King St W 260170100000000 Demolition of old Rona building 2010 -4,935.06
357-10-300 48 King St W 260190072000000 Demolition of building occurred in Septmeber 2010 2010 -583.99
357-11-150 28 Park Ave 302150232000000 Demolition of original house Nov 10 new house completed 2011 -1,829.68
357-11-128 1006 Highway 6 303610624000000 Demolition of old house future potatoe sorting plant 2011 -979.31
357-11-154 1724 Centre Rd 303930038000000 Demolition denied value of old house already removed from roll 2011 0.00
357-11-155 9300 Airport Rd 902310322000000 Exempt lease expired in 2010 exemption missed for 2011 roll 2011 -38,396.81
357-11-159 9300 Airport Rd 902310322000000 Exempt for 38 days old tenants out we now have new tenants 2011 -1,635.55

Total -110,752.08
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B- overcharge (Assessment Roll)
B1 -overcharged-application denied 
E - Exempt 

Appeal No. Property Address Roll Number Reason Explanation Year Amount 

358-11-084 4 Hill Place 003460104000000 B Gross or Manifest Error  house demolished owner not aware he had to 
notify the city after demolition 2010 -633.70

358-11-087 130 Robert St 020156529400000 B 2010 -28.30
358-11-088 130 Robert St 020156529400000 B 2009 -27.96
358-10-089 350 King St E 030211710000000 B1 2009 0.00
358-10-090 350 King St E 030211710000000 B1 2008 0.00
358-11-099 171 Belmont Ave 040284027900000 E Exempt property owned  by Board of Education 2010 -1545.85
358-11-090 397 Melvin Ave 050417000100000 B 2010 -303.46
358-11-090 397 Melvin Ave 050417000100000 E 2010 -6764.39
358-11-082 22 Rouge Hill Ct 050541065900000 B 2010 -98.34
358-11-083 22 Rouge Hill Ct 050541065900000 B 2009 -96.71
358-11-091 334 Magnolia Dr 081072040060000 B1 2010 0.00
358-11-092 334 Magnolia Dr 081072040060000 B1 2009 0.00
358-11-080 1817 Regional Rd 97 301910136000000 B Gross or Manifest Error incorrect split of residential and commercial 2010 -4787.61
358-11-094 1724 Centre Rd 303930038000000 B Gross or Manifest Error demolished house still reflected on the roll 2010 -622.90

Total -14909.22

Exemption denied organization affiliated but not part of the public 
hospital

 Per policy and legislation of MPAC Jan 01-24 property classed RT 
exempt as at Jan 24th  the first worship service occurred
Gross or Manifest Error property incorrectly assessed as having a 
finished basement
Gross or Manifest Error appeal denied owners asking for removal of 
finished basement the basement was never assessed

Section "358" Appeals of the Municipal Act, 2001 
Realty Tax Applications for overcharges

Gross or Manifest Error the garage was demolished about 40 years ago 
still reflected on the roll

City of Hamilton 
Corporate Services Department

Taxation Division 
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CITY OF HAMILTON 
INTERNAL AUDIT REPORT 2011-08 

PROCUREMENT CARD USAGE 
PART A – COMPLETED PRIOR RECOMMENDATIONS 

  

# 
OBSERVATIONS OF 
EXISTING SYSTEM 

RECOMMENDATION FOR  
STRENGTHENING SYSTEM 

MANAGEMENT 
ACTION PLAN 

COMMENTS 
(OCTOBER 2011) 

 
1. 

Card Cancellations 
Cancellation of procurement cards 
(P-cards) is not always performed on 
a timely basis for cardholders leaving 
the employment of the City. 
Approximately 58% of maintenance 
forms tested were received by the 
Procurement Card Administrator 
(PCA) on average 39 days after the 
employee’s termination date. Upon 
receipt of cancellation notices, the 
PCA cancelled cards with the Bank 
on a timely basis.  
The risk of fraudulent use increases 
if cards are not cancelled prior to or 
immediately following termination. 
Although the City has insurance to 
cover financial losses arising from 
unauthorized purchases or 
fraudulent activity, there is a risk that 
the City may not be able to recover 
such charges if the Bank is not 
promptly notified of cancellations. 

 
That Human Resources (HR) 
develop a detailed corporate 
property checklist to be 
completed in conjunction with 
the Termination of Service 
checklist which would include 
the P-card to be retrieved and 
cancelled. The checklist would 
trigger the collection of the 
P-card from the employee and 
require it to be sent to the PCA 
for cancellation at the time the 
checklist and other termination 
documents are sent to HR. 
 
 

 
Agreed. The corporate 
property checklist will be 
part of the “Separation of 
Service Procedure” 
pursuant to the 
“Separation of Service 
Policy”, a corporate 
Human Resources policy. 
The revised “Separation of 
Service Procedure” will be 
completed by 
September 30, 2010. 

 
Completed. The Employee 
Property Checklist attached to 
the “Separation of Service: 
Return of Property Procedure” 
specifically lists the P-card as 
an item to be collected upon an 
employee’s departure. 
 
The PCA received 
maintenance forms on average 
11 days after the employee’s 
termination date. This is a 
marked improvement over the 
39 day average observed in 
2010. 
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PROCUREMENT CARD USAGE 
PART A – COMPLETED PRIOR RECOMMENDATIONS 
OCTOBER 2011 

 

# 
OBSERVATIONS OF 
EXISTING SYSTEM 

RECOMMENDATION FOR  
STRENGTHENING SYSTEM 

MANAGEMENT 
ACTION PLAN 

COMMENTS 
(OCTOBER 2011) 

 
2. 

Contracted Goods and Services 
P-cards are not to be used when a 
corporate contract is in effect for an 
item purchased, unless 
pre-authorized in writing by the 
Manager of Purchasing. Of the 174 
transactions tested, seven 
transactions were identified as 
products available under a corporate 
contract for which cardholders did 
not obtain approval to purchase 
elsewhere when using a P-card.  For 
example, office supplies were 
purchased amounting to 
approximately $16,000 on 11 
P-cards.  However, the City has 
established a contract to order office 
supplies online at deeply discounted 
prices.  By not following purchase 
agreements, the City is paying more 
for items as discounts are not 
realized. 

 
That Purchasing develop a 
means to increase awareness 
of items covered under a 
contract and ensure all 
cardholders and Department 
Card Co-ordinators (DCCs) are 
informed. 

 
Agreed.   Purchasing 
currently provides 
awareness to staff through 
outreach programs 
including eNet broadcasts, 
in person meetings, rollout 
meetings with client 
departments, quarterly 
Purchasing Newsletters 
and a corporate contract 
listing on the Purchasing 
Resource page on the 
eNet (which includes a 
quick reference guide on 
how to procure from the 
contract). 

 
Completed. Reminders with 
respect to the list of corporate 
contracts and contract changes 
are advertised on the eNet and 
quarterly Procurement 
Newsletters located on the 
Purchasing Resource Centre 
site. Inappropriate purchases 
identified by management are 
discussed with cardholders as 
part of the revised monthly 
review procedures. 
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PROCUREMENT CARD USAGE 
PART A – COMPLETED PRIOR RECOMMENDATIONS 
OCTOBER 2011 

 

# 
OBSERVATIONS OF 
EXISTING SYSTEM 

RECOMMENDATION FOR  
STRENGTHENING SYSTEM 

MANAGEMENT 
ACTION PLAN 

COMMENTS 
(OCTOBER 2011) 

 
3. 

Rebate Program 
The City has been offered a 
supplier’s rebate program based on 
yearly purchases referenced to the 
City’s trade account number. It could 
not be determined whether the trade 
account number was referenced to 
realize the rebate on P-card 
purchases totaling approximately 
$24,000 in 2009. Also, purchases 
approximating $308,000 from other 
vendors offering similar products 
were incurred using P-cards. 
Additional rebates may be realized if: 
• The City’s trade account number is 

referenced for each purchase; and 
• Employees are encouraged to 

purchase items from this vendor 
rather than other stores not 
offering similar rebates. 

 

 
That Purchasing inform all 
appropriate cardholders and 
DCCs of the details of this 
rebate offer and encourage 
cardholders to purchase items 
from this supplier to fully realize 
the available rebate. 
 

 
This vendor’s Rebate 
Program places the onus 
on employees to know the 
City account number and 
to present the number 
each time they make a 
purchase; otherwise, there 
is no rebate given. Staff 
who make infrequent 
purchases at this supplier 
may not remember the 
details of the program or 
may misplace the account 
number and thus the 
rebate is lost. Purchasing 
will contact the vendor in 
the fourth quarter of 2010 
to see if the Rebate 
Program can be amended 
such that the onus doesn't 
fall on the individual staff 
to remember the Rebate 
Program details. One 
alternative to be discussed 
would be a process 
whereby the City of 
Hamilton presents a listing 
of their P-card purchases 
with the supplier at year 
end to be included in the 
calculation of the annual 
rebate. 

 
Completed.  Approximately 
$24,000 in P-card purchases 
were made from this supplier in 
the first six months of 2011. 
Rebate program awareness 
has resulted in a 111% 
increase in supplier purchases 
as compared to 2009 
purchases prorated for a six 
month period.  Measures have 
been taken by each store’s 
service desk to increase the 
likelihood that purchases are 
captured under the rebate 
program. 
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4. 

Delinquencies and Policy Infractions 
a) Cardholders are expected to 

remit approved P-card statements 
and supporting documentation by 
established month end deadlines. 
Many cardholders are 
consistently delinquent in 
providing these items on time. 
Over 30% of the P-card 
statements sampled were 
delinquent with approximately 
31% of these delinquent 
cardholders missing the monthly 
deadline four or more times in 
2009. In a few cases, the 
cardholder’s remote location or 
seasonal work load were 
acceptable reasons for being late. 
As clearing accounts are not 
reviewed on a regular basis, 
disputed charges and fraudulent 
activity may not be identified in a 
timely manner to seek out 
insurance claims, cardholder 
reimbursement or card provider 
reversal. 
 

 
That Accounts Payable 
formalize a policy assigning 
responsibility to track 
cardholder delinquencies and 
P-card policy infractions to 
DCCs and outline what action 
will be taken by the DCC and 
General Manager (GM) when a 
set number of delinquencies or 
infractions have been reached. 
Such actions may include 
training, a formal reprimand or 
revocation of P-card privileges. 

 
Agreed. During the next 
Purchasing Policy review, 
the P-card policy will be 
changed to include 
consequences of not 
following the policy. 
Changes will be 
communicated to users.  
This review is expected to 
be undertaken in the first 
quarter of 2011. 

 
In Progress. DCCs record 
cardholder delinquencies and 
policy infractions on monthly 
and yearly compliance 
summaries. These summaries 
are reviewed on a monthly 
basis by the Business 
Administrator and Director, and 
are to be reviewed by the GM 
at the end of the year. Although 
processes are in place to track 
delinquencies and policy 
infractions, management does 
not document what action was 
taken or the rationale for 
inaction, which questions the 
effectiveness of the review 
process. 
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4. 

Delinquencies and Policy Infractions 
(Continued) 
a) In addition, expenses will not 

show against individual budget 
lines possibly resulting in 
overspending.  For expenses not 
charged to a clearing account, 
there is a risk that the 
Departmental Card Co-ordinator 
(DCC) will not follow up on the 
outstanding information. 

   
MANAGEMENT RESPONSE:  
Non-compliance to purchasing 
policies is an employee 
performance issue.  These are 
handled by the operations 
Director/GM through Human 
Resources.  The “Comments” 
column on the compliance 
summaries (where the 
delinquency is outlined) will be 
completed by the Director/GM 
at a high level to maintain 
confidentiality. 
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4.  

Delinquencies and Policy Infractions 
(Continued) 
b) Two incidents in the sample were 

noted where cardholders used 
their P-cards for personal 
purchases. Even though the 
cardholders reimbursed the City, 
use of a City’s P-card for personal 
transactions is strictly prohibited. 

 
 
That Accounts Payable (AP) 
reinforce the policy regarding 
the prohibition of the use of 
P-cards for personal expenses 
to all cardholders. 
Reimbursement after personal 
use should not be considered 
as a means to override this 
restriction. 

 
 
Agreed. A communication 
will be sent by the AP 
section in the 4th quarter of 
2010 to all cardholders and 
approvers reminding them 
of the policy. 

 
 
In Progress. Internal Audit 
identified one cardholder who 
incurred two personal 
transactions in one month. 
These purchases were 
identified by the BA, brought to 
the attention of the cardholder 
and were reimbursed. Although 
processes are in place to 
detect personal transactions, 
personal purchases are still 
occurring. 
MANAGEMENT RESPONSE:  
The communication referred to 
under the original Management 
Action Plan was issued 
November 10, 2011. 
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4. 

Delinquencies and Policy Infractions 
(Continued) 
c) Inadequate supporting 

documentation was noted for 75 of 
the 174 transactions tested in 
detail. In 49 instances, additional 
information was requested by 
Internal Audit in order to 
understand the nature or validity of 
the expenditure. In 17 instances, 
entertainment transactions did not 
note the purpose, nature and/or 
date of the event and/or attendees, 
contrary to the policy.  
In five instances, no receipts or 
supporting documentation were 
present. Without an adequate 
explanation of an expenditure’s 
purpose or the names of 
individuals attending an event, it is 
difficult to determine whether 
expenditures were incurred for 
business or personal purposes.  
There is a high degree of public 
interest in City entertainment and 
other P-card expenditures and 
filed documents should contain 
adequate detail to stand on their 
own and support the expenses. 

 
 
That when GMs (or 
designates) and DCCs review 
and process P-card 
transactions, they ensure that: 
• Adequate information is 

provided to allow for a 
complete understanding of 
the nature and purpose of 
the expenditure; and 

• Entertainment expense 
information required under 
the P-card procedures is 
documented. 

 
 
Agreed. Included in the 
communication above, an 
explanation of what 
supporting documentation 
and information is required 
and why it is important to 
both cardholders and 
approvers will be provided. 

 
 
In Progress. Although 
improvement was observed, 
inadequate documentation still 
persists. Management has not 
communicated documentation 
requirements to staff and 
cardholders as outlined in their 
action plan. In the current 
testing, inadequate 
documentation was noted for 
17 of the 226 transactions 
sampled. 
• In eight instances, additional 

information was requested by 
Internal Audit in order to 
understand the nature of the 
expenditure and determine 
its validity. 

• In three instances, 
entertainment transactions 
did not note the purpose, 
nature and/or date of the 
event and/or attendees. 

• In six instances, 
documentation provided was 
not adequate. 
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4. 

Delinquencies and Policy Infractions 
(Continued) 

  These deficiencies were not 
detected by the P-card 
approver, DCC, BA or Director 
as part of the monthly review 
process. 
MANAGEMENT RESPONSE:  
The communication referred to 
under the original Management 
Action Plan was issued 
November 10, 2011. 
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5. 

Contracted Goods and Services 
P-cards are not to be used when a 
corporate contract is in effect for an 
item purchased, unless pre-authorized 
in writing by the Manager of 
Purchasing. Of the 174 transactions 
tested, seven transactions were 
identified as products available under 
a corporate contract for which 
cardholders did not obtain approval to 
purchase elsewhere when using a 
P-card. For example, office supplies 
were purchased amounting to 
approximately $16,000 on 11 P-cards. 
However, the City has established a 
contract to order office supplies online 
at deeply discounted prices. By not 
following purchase agreements, the 
City is paying more for items as 
discounts are not realized. 

 
That DCCs be charged with 
the responsibility of identifying 
P-card purchases that include 
any items for which there are 
corporate contracts and for 
which there is no evidence of 
pre-approval. In situations 
where such purchases occur, 
the DCC should inform the 
cardholder and monitor any 
future infractions as per the 
terms under recommendation 
4. a) above. 

 
Agreed. The DCC 
procedures will be 
reviewed with emphasis 
placed on identifying 
non-compliance and the 
actions that should be 
taken - to be performed by 
F&A Managers by end of 
2010. 

 
In Progress. Although a 
process is in place to identify 
instances of non-compliance, 
purchases circumventing 
corporate contracts with no 
evidence of pre-approval by 
Procurement are still not 
detected by the P-card 
approver, DCC, BA or Director 
as part of the monthly review 
process. 
Of the 226 transactions tested, 
four transactions were 
identified as products available 
under a corporate contract for 
which cardholders did not 
obtain approval and three of 
these transactions were not 
identified by management as 
part of the review process. 
MANAGEMENT RESPONSE:  
The original Management 
Action Plan was completed.  
The shortcoming here is that 
employees must keep up to 
date on all corporate contracts.  
Efforts will be made to ensure a 
list of corporate contracts is 
circulated regularly. 
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6. 

Infrequently Used Cards 
Before granting P-card privileges to 
employees, department management 
should evaluate the employee’s 
responsibilities to determine whether 
the availability of a P-card is 
warranted. Employees’ eligibility to 
cards should be reviewed regularly 
based on their responsibilities and 
extent of use. The PCA sends usage 
reports to departments on a monthly 
basis to provide information to analyze 
cardholder activity. However, there 
are no requirements to analyze the 
reports provided or to cancel 
infrequently used cards. 
There were 56 cardholders in the 
2009 calendar year who did not incur 
any transactions. Of these 
cardholders, 54% (30) were still active 
as at April 27, 2010. 
 

 
That GMs regularly review 
cardholders’ continued 
eligibility for P-cards based on 
the level of use. The DCCs 
should ensure this review 
process occurs and 
appropriate actions are taken. 
 
 
 

 
 

 
Agreed. An annual report 
will be sent to GMs listing 
all cardholders who have 
not used their cards in the 
past year. They will be 
strongly urged to have 
these cards cancelled. 
Stringent rules cannot be 
built into the program with 
respect to canceling all 
inactive cards as each 
business unit has unique 
situations. 
 

 
In Progress. Although a 
process is in place to identify 
cardholders with no usage, 
management does not 
document their justification to 
keep unused cards active. 
The number of low usage cards 
remains comparable to the 
prior year. Fifty-five cardholders 
did not incur any transactions in 
the first six months of 2011 and 
31 of these cardholders were 
still active as at August 15, 
2011. 
Another 69 cardholders used 
their cards less than three 
times in the first six months of 
2011, spending a total of only 
$20,555. Approximately 55% 
(38) of these cardholders were 
still active and remained below 
the three transaction low-use 
threshold as at 
August 19, 2011. 
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6. 

Infrequently Used Cards (Continued) 
Another 50 cardholders used their 
P-cards less than three times in all of 
2009, spending a total of only 
$26,597. On one occasion, the single 
transaction incurred by one cardholder 
was for personal use and no other 
transactions were incurred on behalf 
of the City. Approximately 76% of 
these cardholders were still active as 
at April 27, 2010. 
The administrative cost of issuing and 
monitoring under-utilized cards, as 
well as the increased risk of fraudulent 
and inappropriate charges, can be 
avoided if P-cards are only issued to 
employees whose duties and usage 
warrant them. 

 
 
 
 
 
 
 
 
 
 
 
That the PCA investigate a 
way to produce a report 
annually to note P-cards 
which have not been used in 
the 12 month period. 

 
 
 
 
 
 
 
 
 
 
 
Agreed. The report noted 
above and an explanation 
letter will be sent out in 
February 2011 for the 
2010 year by the PCA. 

MANAGEMENT RESPONSE:  
The Management Action Plan 
indicates that this will be done 
annually.  A year has not yet 
passed.  It is management’s 
intention to follow through at 
the conclusion of year end or 
quarterly, if time permits. 
 
 
 
In Progress. Although the PCA 
created a yearly report to 
identify active cardholders with 
no usage for the 2010 calendar 
year, the revised P-card 
procedures now place 
emphasis on the GM 
conducting an annual review of 
the yearly compliance summary 
prepared at the department 
level. As a year has not yet 
transpired under the revised 
procedures, the GM’s annual 
review has not yet occurred. 
MANAGEMENT RESPONSE:  
This review will be done at year 
end. 
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7. 

Procedures Discrepancies 
Discrepancies exist between the 
documented Procedure for 
Procurement Card Section 5 
Procedure #PR-15, approved on May 
26, 2004 and actual practices. 
It was noted on the Maintenance Form 
located on the S drive that account 
code changes do not require GM 
approval. However, P-card 
procedures dictate that any changes 
must be approved by a GM. 
Internal Audit noted on numerous 
occasions that DCC approval 
signatures were missing from 
Application and Maintenance Forms, 
which contradicts the procedures 
specifying that these documents must 
originate from the DCC level. 
In addition, although DCCs or 
cardholders may call or email the PCA 
when cards are lost or stolen, 
procedures specify that a 
Maintenance Form must be 
completed. This currently does not 
occur. 
A lack of consistency between written 
procedures and actual practices can 
lead to inefficiencies and errors in the 
P-card process, as well as confusion 
for cardholders, DCCs and GMs. 

 
That the P-card procedure be 
reviewed and changes made 
to reflect actual practices, 
where appropriate. Any 
changes should be 
communicated to cardholders, 
DCCs and GMs. 

 
Agreed. Accounts Payable 
will make appropriate 
changes to the procedure 
to reflect the current 
practices. This will be done 
by the end of 2010. 

 
In Progress. Revised P-card 
procedures were created and 
approved by Council on 
April 13, 2011.  However, the 
discrepancies identified in the 
original observations were not 
addressed in those procedures.  
Department Co-ordinator 
Procedures are still in draft 
form.  As a result, it could not 
be verified if the discrepancies 
will be addressed in the 
detailed DCC procedures. 
MANAGEMENT RESPONSE:  
The procedures referred to 
above are now complete. 
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8. 

Policy Infractions 
Over a three-month period, one 
cardholder from one department 
incurred 21 transactions on the City’s 
P-card. Of those transactions, the 
following deficiencies were noted: 
• 11 instances where additional 

information was required to assess 
the nature or validity of the 
expenditure; 

• nine instances where GST was 
recorded incorrectly; 

• eight instances where the purpose 
of an entertainment expense or the 
attendees were not recorded; 

• six instances where an 
inappropriate account number was 
used; 

• four instances where no receipts 
were present to support credit card 
charges; and 

• two instances where pre-approval in 
writing was not sought by the 
cardholder to purchase items for 
which a corporate contract existed. 

 
That consistent cardholder 
policy non-compliance be 
addressed as noted in 
recommendation 4. a) above. 

 
See management 
response to #4. a) above. 
The City employee 
referenced no longer has 
P-card privileges. 

 
In Progress. As described in 
recommendation 4. a) above, a 
process is now in place to track 
cardholder delinquencies and 
policy infractions each month 
and cumulatively over the year. 
Although an area is available 
on the summary to describe the 
non-compliance and the action 
taken by management, there 
were no such indications noted 
as to the action taken to correct 
recurring infractions or the 
rationale for inaction. 
MANAGEMENT RESPONSE:  
See response for #4. a). 
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8. 

Policy Infractions (Continued) 
There were no indications as to the 
action (or inaction) taken by the DCC 
or GM to correct this cardholder’s 
behavior. All statements had been 
approved by the cardholder’s 
supervisor. Although this cardholder’s 
total transactions represent a minimal 
percentage of total credit card 
purchases, the lack of adequate 
management oversight could draw a 
substantial amount of negative media 
or public scrutiny. Lack of oversight 
also creates an opportunity to use the 
cards inappropriately and may 
encourage other employees to not 
follow policies and procedures. 
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9. 

GST Allocation 
In the detailed testing of 174 individual 
transactions, the following was 
identified: 
• In 11 cases, receipts were not 

present or there was not enough 
information on the receipt provided 
to assess whether GST was 
recorded accurately. 

• In 11 cases, enough information 
was present to calculate the correct 
amount of GST and errors were 
noted. 

• In two cases, GST was incorrectly 
allocated when clearing items from 
clearing accounts. 

Also, GST errors were identified in 
four of ten process walk-throughs 
performed.  Many of the errors are a 
result of the reviewing and correcting, 
where necessary, of the statements in 
the P-card system which automatically 
stipulates GST (sometimes 
erroneously).  Similar issues will 
continue with the introduction of HST, 
if not addressed. 

 
That DCCs ensure that 
invoices and receipts are 
analyzed thoroughly and 
corrections made to GST/HST 
allocations in the credit card 
system by the month end 
deadline. 

 
See management 
response to #5. above. 
 

 
Initiated. Internal Audit 
continued to identify HST 
misallocations in the current 
review. Incorrect HST amounts 
were recorded for 16 of the 226 
transactions tested in detail. In 
8 cases, enough information 
was present to calculate the 
correct HST amount and in 
eight cases, inadequate 
information was present to 
assess whether HST was 
recorded accurately. 
A DCC procedures document is 
in draft form but has not been 
distributed to staff.  The 
procedures include a 
Procurement Card Approval 
Form, which will obligate 
cardholders to analyze and 
write the amount of HST shown 
on supporting receipts, 
providing a foundation to 
improve the accuracy of 
recording HST.  
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9. 

GST Allocation (Continued) 
Canada Revenue Agency requires 
adequate documentation to support 
rebates paid.  As well, documentation 
provided to GST audit consultants 
should be concise and complete in 
order to fully realize the benefits of 
their work. 

   
MANAGEMENT RESPONSE:  
The procedures noted above 
are now finalized and will be 
distributed as suggested. 

 
10. 

Clearing Accounts 
Clearing accounts used for P-card 
expenditures are meant to segregate 
those transactions requiring additional 
information or follow up.  The 
accounts should be cleared to 
expenses, at year end at a minimum, 
but ideally on a regular 
month-to-month basis.  On the 
average, it took 2-3 months to clear 
the transactions examined, with 
approximately 20% of the items 
cleared within 5-12 months.  Although 
the accumulated amounts are not 
significant, the fact that the month end 
processing procedure and 
management review did not resolve 
the uncleared amounts undermines 
this control. 

 
That Accounts Payable 
formalize a procedure 
assigning the responsibility of 
clearing the P-card clearing 
accounts at least quarterly to 
the DCCs. The corresponding 
BAs should ensure this occurs 
with a documented sign-off. 

 
See management 
response to #5. above. 

 
Initiated. The detailed DCC 
procedures outline how DCCs 
should clear transactions from 
the clearing accounts. 
However, these detailed 
procedures are currently in 
draft form and do not indicate 
how often clearing accounts 
should be reviewed. 
Based on testing performed, on 
average, it took 4-5 months to 
clear transactions examined 
with approximately 20% of the 
items cleared within 5-12 
months. Therefore, the length 
of time to clear transactions 
has not improved compared to 
the prior review. 



 Appendix “D” to Item 7 of AF&A Report 11-014 
 Page 17 of 21 
PROCUREMENT CARD USAGE 
PART B – PRIOR RECOMMENDATIONS NOT COMPLETED 
OCTOBER 2011 

 

# 
OBSERVATIONS OF 
EXISTING SYSTEM 

RECOMMENDATION FOR  
STRENGTHENING SYSTEM 

MANAGEMENT 
ACTION PLAN 

COMMENTS 
(OCTOBER 2011) 

 
10. 

Clearing Accounts (Continued 
 

  MANAGEMENT RESPONSE:  
Clearing accounts are cleared 
as the information is made 
available.  The monthly reports 
noted in #4. a) will show 
non-compliance against those 
cardholders who have not 
forwarded their information.  It 
should be noted that the 
amounts are charged against 
the operating budget (just not 
the specific line budget) so that 
expenses are not being 
understated while additional 
information is being sought. 
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11. 

Account and Department ID Allocations 
Department Card Co-ordinators (DCCs) have 
approximately ten (10) days after P-card 
statements are available from the US Bank 
to allocate transactions to the appropriate 
account and department ID numbers online 
with US Bank. Transactions that are not 
reallocated online are charged to the 
cardholder’s default clearing account and 
department ID numbers when the P-card 
information is imported into PeopleSoft. 
Journal entries are prepared to allocate 
transactions from the clearing account to 
their appropriate account and department ID 
numbers.  
Internal Audit observed that HECFI does not 
specify account allocation changes in the 
P-card system before the month end 
deadline. Thirty-four P-cards were utilized by 
HECFI for 657 transactions for the six month 
period ending June 30, 2011. Transactions 
captured on the procurement statements 
required journal entries to reallocate charges 
from the clearing account. 

 
That HECFI and the Library 
allocate transactions to their 
correct account and department 
ID numbers in the ‘US Bank’ 
P-card system before the month 
end deadline.  

 
Library – Agreed.  The Library has distributed 
notice to all holders of P-cards (June 7, 2011 
and again on November 8, 2011) that should 
they continue to not have their statements 
submitted by the deadline, they will lose their 
P-card privileges. 
 
HECFI – Disagreed.  HECFI puts great 
emphasis on internal controls surrounding 
P-card purchases and insists all transactions are 
properly documented by the cardholder and 
approved by the relevant Director before 
submission to Business Services.  These 
procedures can seldom be prepared by the 
cut-off date.  Time spent on preparing 
subsequent journal entries is a good tradeoff 
from strong internal control procedures. 
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11. 

Account and Department ID Allocations 
(Continued) 
This practice also occurred for a period of 
time at the Library.  
The amount of time associated with 
preparing and processing P-card journal 
entries may be significantly reduced if HECFI 
and the Library used transaction allocation 
online with ‘US Bank’ before the month end 
deadline. 

  

12. Computer Hardware and Software 
Purchases 
The current P-card policy requires computer 
hardware and software purchases to be pre-
authorized in writing by the Manager of 
Purchasing. In the testing sample, seven 
transactions were identified as computer 
hardware and software purchases for which 
approval had not been obtained in writing.  
These transactions were not identified by the 
P-card approver, DCC, Business 
Administrator (BA) or Director as restricted 
purchases during their monthly reviews. 
 

 
 
That P-card approvers ensure 
written approvals from 
Information Services are attached 
to the P-card statements for 
computer hardware and software 
purchases. 
 

 
 
Agreed.  Staff will be informed by the Manager 
of Accounts Payable by the end of 2011. 
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12. 

Computer Hardware and Software 
Purchases (Continued) 
Information Services has taken the position 
that departments may purchase hardware 
and software without approval if these items 
are not connected to the City’s network. This 
position is not in compliance with current 
P-card policies and procedures. 

 
 
That Procurement consult with 
Information Services to determine 
if approval is required for all 
computer hardware and software 
purchases. Changes should be 
made to the P-card policy, as 
necessary, and distributed 
appropriately. 

 
 
Agreed.  The Manager of Accounts Payable will 
complete this task by the end of the 1st quarter, 
2012. 

 
13. 

Procedures Discrepancies 
A Procurement Card Processing Procedure 
was approved by Council on April 13, 2011.  
The procedures require the Business 
Administrators and Directors to review six 
reports each month containing P-card 
transactions and compliance information. Of 
the 23 cardholders selected for testing, one 
or more reports were not prepared and/or 
reviewed for 74% (17) of cardholders. HECFI 
and the Library were unaware of these 
requirements as the revised procedures were 
not distributed to them until after the audit 
commenced. 

 
That management verify that BAs 
and Directors are preparing and 
reviewing the six reports each 
month as per the procedure. 
 
 

 
Agreed.  The Finance and Administration (FA) 
Managers will ensure that there is compliance 
with what is outlined. 
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13. 

Procedures Discrepancies (Continued) 
Discrepancies exist between the P-card 
policies and procedures. For example, the 
policy states that the purchase of computer 
hardware and software must be 
pre-authorized in writing by the Manager of 
Purchasing but the procedure states these 
purchases must be authorized by Information 
Services. 
The majority of cardholders complete a 
Procurement Card Approval Form at the 
request of the DCC. These forms capture 
transaction information, such as the vendor, 
transaction and HST amounts, account 
allocation and transaction description. These 
Approval Forms are not completed in all 
sections and there is no requirement 
stipulated in the P-card procedures. 
Procurement Card Department Co-ordinator 
Procedures are currently in draft form and 
have not been distributed to staff. As a result, 
DCCs continue to rely on past experiences 
which lead to inconsistencies in the P-card 
process. 
 

 
That inconsistencies between the 
P-card policy and procedures be 
reviewed and corrected.  
Amendments should be 
communicated to cardholders, 
P-card approvers, DCCs, BAs, 
Directors and GMs. 
 
That the P-card procedures 
stipulate all the information that is 
required on the Approval Form.   
That incomplete Procurement 
Card Approval Forms be returned 
to cardholders.   
 
 
 
That management finalize the 
Department Co-ordinator 
Procedures and distribute the 
document to all DCCs. 
 

 
Agreed.  Policies and procedures will be 
reviewed for inconsistencies by the Manager of 
Accounts Payable by the end of the 1st quarter, 
2012. 
 
 
 
 
Agreed.  The FA Manager (Corporate) will 
review this by the end of the 1st quarter, 2012. 
 
Agreed.  See above. 
 
 
 
 
 
Agreed. See above. 
 

 



 Appendix “E” to Item 8 of AF&A Report 11-014 
 Page 1 of 3 

 
APPENDIX “A” 

CITY OF HAMILTON 
PROPOSED 2012 INTERNAL AUDIT WORK PLAN PROJECTS 

 
 
1. AUDITS IN PROGRESS OR CARRY FORWARD 

Audit Project Project Description 
PRESTO – Financial Controls In 2011, the new transit fare card system (branded PRESTO) 

became operational in Hamilton.  It is meant to replace monthly 
passes and tickets and provide transit customers with the ability 
to travel on different transit services within the GTA and 
Hamilton area.  As much of the financial aspects of fare 
administration are with a third party, processes are being 
reviewed as to their effectiveness in ensuring the City receives 
its share of transit revenues. 
The fieldwork is in progress.  Completion of the file and the 
resulting report is expected in the first quarter of 2012. 

Parking Infractions and 
Enforcement 

As an additional piece to the POA Office audit reported upon 
earlier in 2011, processes for POA, Part II tickets (parking 
infractions) are being reviewed to ensure adequate controls exist 
in the issuance of tickets, collection of fines and the accounting 
for revenue in a timely manner. 
The fieldwork is ongoing with completion of the file and the 
resulting report expected in the first quarter of 2012. 

Complaint and Grievance 
Processes 

This audit focuses on the complaint and grievances processes 
available to staff.  Procedures for the identification, 
documentation, investigation and resolution of issues are 
reviewed as well as the administration and management of the 
processes and actions to reduce the number of grievances filed. 
Related costs (litigation, settlement, etc.) will be analyzed. 
The fieldwork has begun on this audit and completion is 
expected by the end of the first quarter, 2012. 

 
 
2. ANNUAL RESPONSIBILITIES 

Audit Projects Project Description 
Police Cash Accounts, 
Revenue Processes and 
Procurement Card Usage 

A requested independent verification of selected cash accounts 
and procurement card usage as well as a review of controls in 
various revenue collection processes are conducted. 

Follow Up of Outstanding 
Recommendations from 
Previous Audit Reports 

This work relates to the review of the implementation status of 
audit recommendations from approximately 12 audit reports 
issued in the prior 12-18 months. 
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2. ANNUAL RESPONSIBILITIES (Continued) 
 

Audit Projects Project Description 
Procurement Card Usage As the findings and recommendations in the past two audits 

(2010 and 2011) of this area have led to several changes in 
processes and oversight, the audit of procurement card usage 
will be included as an annual responsibility until processes have 
been reviewed and tested for compliance and adequate control. 

Annual Follow Up Process In order to ensure that the Audit, Finance and Administration 
Committee has adequate information to fulfill its responsibilities 
for the oversight of governance and control, a follow up system 
of yearly updating on the status of uncompleted 
recommendations was developed in 2011 and the results 
reported to the Committee. 
This process will be carried out annually. 

 
3. NEW PROJECTS 

Audit Projects Project Description 
Cash Handling – Recreation 
Centres and Arenas 

The cash collection, handling and balancing processes in the 
City’s recreation facilities and arenas will be audited to ensure 
controls are adequate and revenue is properly accounted for. 

Information Services – Review 
of Asset Management 
(Hardware) 

Considerable dollars are spent in the provision of technology 
resources for the City.  In 2011, software (applications) was 
audited.  With the forthcoming award of a contract for desktop 
and mobile computers and servers, a review of the 
administrative and management processes appears warranted.  
Such processes will be reviewed and assessed as to their ability 
to ensure sustainability of assets, provide adequate service to 
users and guide sound decision making. 

Blue Box Contract – Waste Over the past several years, most of the waste contracts have 
been reviewed to ensure compliance with contract terms.  The 
blue box collection contract remains one of the last such 
agreements to review.  With a new Request for Proposal (RFP) 
on the horizon, this audit may also provide some additional 
controls and procedures to strengthen administration and 
oversight over a potential new contract. 

Social Housing Considerable funds are expended by the City in the provision of 
social housing.  It is anticipated that a general overview of the 
various programs will be carried out in order to select a subject 
area for audit. 

Snow Clearing / Sand & Salt 
Contracts 

This audit will review how such contracts are awarded, 
administered and monitored.  The adequacy and effectiveness 
of controls and processes in the management of the City’s 
contracted winter maintenance program will be assessed. 
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3. NEW PROJECTS (Continued) 
Construction Contracts 
Review – Public Works 

This review will focus on the adequacy of controls in tendering, 
awarding and management of two to three selected contracts.  
Contract payments and other costs will be reviewed for 
supporting documents and reasonableness.  Compliance with 
policies, procedures and contract terms and conditions will be 
assessed. 

Grants The City of Hamilton distributes grants to various outside bodies, 
some for specific projects and others for operating purchases.  
This review will include an assessment of the application 
evaluation process for awarding the grant and the measurement 
of success in meeting objectives and realizing benefits in the 
community. 

Public Health – Specific 
Program 

Continuing with Internal Audit’s past practice of auditing selected 
programs in the Public Health area, a specific program will be 
chosen for review.  The audit will assess compliance with 
legislative and reporting requirements as well as the 
effectiveness / efficiency of the current service delivery model 
including the administrative procedures for the particular 
program. 

Bridge Maintenance Program The audit will include a review of processes used for the 
maintenance of the City’s bridges including inspections, records 
and inventories, methodology used for assigning maintenance 
priorities and rehabilitation contracts and oversight controls. 

 
4. OTHER INITIATIVES 

Audit Projects Project Description 
Risk Assessment In order to assess the relative importance of potential audit 

areas and develop an audit work plan, the Director of Audit 
Services has relied on a detailed risk assessment exercise 
completed in 2007.  Although audit standards recommend 
updating the assessment every year when developing the work 
plan, the process is very labour intensive and resources are not 
available on an annual basis to do such updating.  However, five 
years have transpired since the last complete risk assessment 
and it is important to bring such assessment up to date with the 
many corporate and departmental changes that have occurred. 

Quality Assurance – Audit 
Services Division 

Internal auditing standards (Institute of Internal Auditors (IIA)) 
require the audit organizations following best practices 
established by the IIA undergo an external quality assurance 
review minimally every five years.  The City’s Audit Services 
Division underwent such a review in 2007 by Booker & 
Associates.  The IIA allows smaller audit shops to collect and 
prepare review materials and seek a review by a third party 
assessor. 

 


