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Dear Dr. Levin, Mr. Aguirre, Ms. Donald, Mr. Turnage, and Ms. Moore:

Attached is our final report summarizing the results of the Proactive Integrity Survey of the District’s
Gift Card Program. The proactive integrity survey is designed to identify management issues and
internal control deficiencies that may require immediate management corrective actions or further
audit or investigation.

The survey focused on selected agencies within the Human Support Services Cluster to include:
Department of Health (DOH), Department of Parks and Recreation (DPR), Child and Family Services
Agency (CSFA), and Department of Health Care Finance (DHCF).

As aresult of the survey, we directed five recommendations to management for necessary actions to
correct the noted deficiencies. We received written responses from the respective agencies outlining
corrective actions that we consider to be sufficient and reasonable.

We appreciate the assistance and cooperation that you and your staff provided OIO during this sur-
vey. Should you have any questions or need additional information, please call me at (202) 442-
6445, or your staff may contact Mohamad Yusuff, Director, Internal Audit at (202) 442-8240.

1100 4" Street. S.W., Suite 750, Washington D.C. 20024 (202) 442 6433
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Sincerely,

yatiom | Lt

William J. DiVello, Executive Director
Office of Integrity and Oversight

Attachments

cc:  The Honorable Vincent C. Gray, Mayor, District of Columbia
Allen Lew, City Administrator, OCA
Natwar M. Gandhi, Chief Financial Officer, Government of the District of Columbia
Warren Graves, Chief of Staff, OCA
Angell Jacobs, Chief of Staff, OCFO
Kathy Crader, Chief Risk Officer, OCFO
Jeffrey Barnette, Acting Deputy CFO/Treasurer
Morris Thorpe, Controller, Human Support Services Cluster
Sandra Robinson, Chief Operating Officer, DOH

1100 4™ Street. S.W., Suite 750, Washington D.C. 20024 (202) 442 6433
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ABSTRACT

The Office of Integrity and Oversight (OIO), Office of the Chief Financial Officer (OCFQ), has
completed a proactive integrity survey of the District’s gift card program. The survey reviewed
gift card/ticket programs for the Fiscal Year (FY) 2011 at selected agencies within the Human
Support Services Cluster. The survey was initiated based on concerns expressed by the Office of
Finance and Treasury (OFT) relative to internal controls over the gift card program.

The survey identified management issues that require immediate corrective actions. These
management issues center on the need for:

a) proper documentations of gift cards/tickets received and distributed;

b) complete and accurate inventory records that reflect beginning balance, gift cards/tickets
purchased and distributed, and ending balance;

C) management SUPEIVisory review;

d) reconciliation between the actual gift cards/tickets balance and the supporting
documentation of distribution; and

e) reliable verification process to ensure that gift cards/tickets are given to the intended
recipients.

These identified management issues are considered fraud risk factors and require immediate
corrective actions from agency directors to prevent misappropriation of District’s assets.

PURPOSE

The proactive integrity survey (the survey) is designed to identify management issues and
internal control deficiencies that may require immediate management corrective actions or
further audit or investigation. The survey is based primarily on inquiries, physical counting,
examining inventory records, reviewing documents, and analytical procedures.

The objectives of the survey were to determine whether District’s agencies that participated in
the Gift Card Program complied with applicable laws and regulations and implemented effective
internal control procedures to safeguard assets from fraud, waste and abuse.

SCOPE AND METHODOLOGY

For FY 2011, the District’s gift card program expenditures were about $1 million. The survey
focused on selected agencies within the Human Support Services Cluster to include: Department
of Health (DOH), Department of Parks and Recreation (DPR), Child and Family Services
Agency (CSFA), and Department of Health Care Finance (DHCF).
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We reviewed internal control policies and procedures regarding gift cards/tickets programs and
examined inventory records and documents supporting gift cards/tickets purchased and
distributed. We performed physical counting of gift cards/tickets on hand at certain programs.

We interviewed the Agency Fiscal Officers (AFO) for DOH, DPR, CFSA, and DHCF. We also
interviewed the Deputy Director of Operations of the Addiction Prevention and Recovery
Administration (APRA) at DOH, the Chief of Program Support Services at the Community
Health Administration at DOH, the Roving Leaders Program manager at DPR, the Coordinator
of the Teen Program at DPR, the Recreation Services Program manager at DPR, the
Administrator of the Office of Youth Empowerment (OYE) at CFSA, the manager of the Money
Follow the Person (MFP) Program at DHCF, and the Program Director of the Division of Long-
Term Care at DHCF. In addition, we met with the Acting Associate Chief Financial Officer
(ACFO) and the Controller for Human Support Services Cluster.
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MANAGEMENT ISSUES
Department of Health (DOH)
Addiction Prevention and Recovery Administration (APRA)

APRA utilizes gift cards as incentives for clients to engage in the six-month follow-up interview
process, a part of the Government Performance and Results Act (GPRA), to determine their level
of progress in recovery, as required by the Access to Recovery (ATR) federal grant agreement.

For the FY 2011, APRA purchased 2,000 gift cards at $20 each for Giant Food Inc. The Deputy
Director of Operations stated that these gift cards are delivered to ATR clients, who participate in
six-month follow-up interview, either in person at APRA office, through a home visit, or by
mail. APRA management maintains a standardized tracking log to track gift card purchases and
their distributions. The tracking log includes the date of delivery, name of the client, client ID
number, amount on the card, serial number of the card, and client signature. When the gift cards
are mailed to clients, APRA employees mark the gift card in the tracking log as “mailed.”

We found that there are no internal controls in place at DOH to ensure that gift cards are mailed
to intended recipients. Lack of supporting documents of mailed gift cards and lack of
management’s review and oversight are considered risk factors regarding the susceptibility of
APRA gift cards to fraud and abuse.

Additionally, we requested APRA management to provide statistics on gift cards distributed by
mail, in person at APRA’s office, or through a home visit. APRA management provided the
following table:

No. of Cards|  No. of Cards Total No. of Cards % of Cards
FY Mailed |picked up in person Issued Mailed
FY 2011 719 8 727 99%
FY 2012 696 68 764 91%
(up to Feb. 16)

As shown in the table, the percentages of mailed gift cards are high for both FYs 2011 and 2012,
especially with no internal controls in place to ensure that the cards are delivered to the intended
ATR clients. APRA personnel agreed with this finding and acknowledged that the current system
of delivering the gift cards to ATR clients is unacceptable and susceptible to fraud and abuse.
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Community Health Administration

The Community Health Administration manages the “D.C. Eat Smart and Move More” Program
(the Program). The Program promotes nutrition and physical fitness through classroom sessions
presented to students and senior citizens. The DOH nutrition staff provides USDA funded and
approved lessons and activities to promote a healthy lifestyle and help prevent obesity.

In FY 2009, the Program purchased 500 gift cards at $20 each from Safeway Inc. The gift cards
are given to DOH nutrition staff to buy food and beverages necessary for food demonstration,
taste testing, and nutrition related games presented in the classroom.

We found that there are no internal controls over gift cards used in this program. The inventory
records are incomplete, inaccurate, and do not provide any information about the gift cards
beginning balance, gift cards used, or the ending balance. In addition, we found that the nutrition
staff transfers gift cards to each other without any documentation, and the safe keeper of the gift
cards does not confirm any remaining balances on the cards. Furthermore, we found no evidence
that the Community Health Administration ever performed any reviews or physical counts of gift
cards on hand, or conducted any reconciliation between the actual gift card balance and the
recorded one.

Lack of effective internal controls, incomplete and inaccurate inventory records, and lack of
management’s review and oversight are considered fraud risk factors that require immediate
corrective actions from DOH management to prevent misappropriation of the District’s asset.

Department of Parks and Recreation (DPR)
Roving Leaders Program

The mission of the Roving Leaders Program (the Program) is to prevent, neutralize, and control
hostile behavior in youth and youth groups through the development of positive relationships
between teens/youth and outreach workers. The Program uses tickets to movies, games, and trips
to achieve its objectives. These trips include Six Flags, AMF Bowling, Washington Mystics,
Dave & Buster’s, and Spirit of Washington.

The Program manager prepares Tickets Provided Reports to include number of tickets received
and distributed, date and description of event, and names of participants. We found that these
reports are not signed, kept by the manager who prepares them, and never presented to anyone to
review or reconcile the unused tickets on hand with the tickets purchased and distributed.
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For FY 2011, the Program purchased 1,500 movie tickets. The Program manager stated that it is
not safe to keep any tickets in the Anacostia Community Center, therefore the inventory of the
movie tickets is kept by a Procurement Specialist at Columbia Heights Community Center.

We counted the names in the rosters, which are used for ticket distribution and compared them
with the actual ticket balance kept by the Procurement Specialist, and found 19 tickets were
missing. In addition, we found that there were no supporting documents of receiving and
delivering the tickets between the Program manager and the Procurement Specialist.
Furthermore, we found missing tickets for certain events: Washington Wizard (15 tickets
missing), and Spirit of Washington (22 tickets missing). The Program manager confirmed that
some of the missing tickets were given to DPR employees who chaperoned the children during
these trips, and the Program does not maintain any supporting document reflecting the names
and number of the chaperones.

Teen Program

The Teen Program offers a variety of activities specifically designed to keep teens engaged
throughout the year and help youth build and develop positive relationships with one another
through cultural and social enrichment activities. Teen programs include Teen Night Out,
Supreme Teen Clubs, Youth Council, community service projects, sports, leadership
development and other recreational events.

The Program uses tickets for movies and Six Flags Amusement Park to achieve its objectives.
For FY 2011, the Program purchased 232 tickets to Six Flags for the amount of $6,972 (all of
them were used in one trip), and 1,300 movie tickets for the amount of $9,759. We counted the
names of teens in the rosters and compared them with the actual remaining tickets on hand and
found that the ending inventory was overstated by 7 tickets. In addition, we found that DPR staff
writes the teens’ names in the roster to request a number of tickets and the Program manager
provides the tickets to DPR staff without any verification to ensure that no fictitious names were
added to the rosters. Furthermore, we found the Teen Program management does not keep any
inventory records to show beginning balance, number of tickets purchased and used, and the
ending balance.

The Coordinator of the Teen Program stated that, for the last 10 years, DPR never had any
review or physical counting of tickets inventory, or any reconciliation between tickets received,
used, and ending inventory balance.

Recreation Services Program

Recreation Services Program (the Program) provides a variety of athletic and educational
activities to children and teens in 68 Community Recreation Centers in the District. The program
is designed to help children and teens to develop physically, emotionally, and socially through a
broad range of fun and challenging activities.
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For FY 2011, the Program ordered, for the first time, 1,000 movie tickets for the amount of
$7,509. For a given event, DPR’s responsible employee presents to the Program manager a
signed roster for the number of movie tickets needed and names of children and teens. The
Program manager stated that for one event (2011 Just Read), 100 movie tickets were placed in
gift bags and distributed without rosters or any supporting documents.

We performed a physical count of movie tickets on hand and compared them with the number of
names written in the rosters. We found that the actual ending balance is overstated by 46 tickets.
The Program manager could not present any explanation for these extra tickets. Additionally, we
examined the inventory of Washington Metropolitan Area Transit Authority (WMATA) tokens
on hand and found that there were some WMATA tokens received from a former employee
without any supporting documents, and the Program manager could not remember how many
tokens were received. Lack of information about the WMATA tokens beginning balance does
not allow any possible reconciliation between the ending inventory and the actual WMATA
tokens used.

Lack of effective internal controls such as: lack of management supervisory review, incomplete
and inaccurate inventory records, lack of a reliable verification process, and lack of supporting
documents are considered fraud risk factors. DPR management needs to take immediate
corrective actions to establish effective internal controls to prevent fraud, waste and abuse of the
District’s assets.

Child and Family Services Agency (CFSA)
Independent Living Program/ Transition Package

The Office of Youth Empowerment (OYE) provides assistance to CFSA youths with their
transition to independent living. The youths who participate in transition receives transitional
care packages up to $500 to assist them with start up expenses in preparation for emancipation.
These care packages are distributed in the form of gift cards.

For FY 2011, CFSA purchased gift cards in the amount of $31,500 from Wal-Mart Inc., Target
Inc., Safeway Inc., and Burlington Coat Factory Inc. OYE keeps the gift cards in a safe with
inventory records that show the number of gift cards on hand at a given date, the dollar amounts,
and the number of gift cards distributed.

We found no evidence that OYE management performs any physical count of the gift card
inventory, nor any reconciliation between gift cards distributed and the ending balance.

OYE management agreed with this finding, and stated that corrective actions will be taken, and
independent reviews and reconciliations will be performed.
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Department of Health Care Finance (DHCF)
Money Follows the Person Program (MFP)

Money Follows the Person (MFP) is a federal demonstration project intended to assist persons
living in institutions (nursing homes) transition back into the community. The MFP program
targets elderly and persons with physical disabilities to assist them with setting-up essential
household furnishings and moving expenses. The program provides a one-time $400 gift card to
assist participants with the purchase of household items and food.

For FY 2011, MFP management used Purchase Orders to purchase 22 gift cards at $400 each
from K-Mart Inc., and the Purchase Card to purchase 4 gift cards at $400 each from Target Inc.
MFP Transition Coordinator completes Household Start-Up Checklist with MFP participant in
nursing home or hospital for their move to a home in the community. The Transition Coordinator
receives the gift card from the program management, buys the household items and delivers
them to MFP participant’s new home.

We found that MFP management does not review or reconcile the receipts provided by the
Transition Coordinators for items purchased with the Household Start-Up Checklist to ensure
that items purchased were listed in the Checklist and there were no items purchased for personal
use. Furthermore, we found no evidence to support that household items purchased were all
delivered to MFP participants.

Additionally, we found the gift card inventory was transferred from MFP Management Assistant
to MFP Project Manager without any signed documents to ensure responsibility and
accountability of the gift card inventory.

MFP management agreed with these findings and stated that corrective actions will be taken to
ensure proper documentations and effective reviews and reconciliations will be put in place.
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CORRECTIVE ACTIONS NEEDED

We recommend that the Directors of DOH, DPR, CFSA, DHCEF, and the ACFO take actions to:

1.

Establish complete and accurate inventory records for gift cards/ tickets to include
information about beginning balance, gift cards/tickets purchased and distributed, and the
ending balance.

Establish proper documentations for gift cards/tickets distributed to include tickets given
to agency’s employees who supervise and chaperon events and activities.

. Establish reliable verification processes to ensure that gift cards/tickets are given to the

intended users.

Enforce management review and oversight of gift cards/tickets programs to ensure that
programs’ objectives are achieved efficiently and effectively.

Establish effective physical counting and reconciliation processes to ensure that, at any
given date, the actual gift cards/tickets inventory matches with the recorded one.

MANAGEMENT’S RESPONSES AND OI0 COMMENT

Management’s Responses

Management concurred with the recommendations and provided the following corrective actions
planned and taken (full texts of agencies’ responses are presented in Exhibit A — E):

Agency program staff is no longer directly purchasing cards from vendor using SOAR
checks. All requests supported by prepayments are purchased and inventoried by OFT.

The agencies’ program staff are providing monthly reconciliation of cards purchased and
inventoried by OFT to the OCFO staff that are subsequently forwarded to OFT for
review.

The OCFO staff is in the process of inventorying all cards held by Human Support
Services Cluster agencies.

The ACFO for Human Support Services Cluster is finalizing policies and procedures for
receipt and distribution of cards that will be distributed to the agencies’ program staff.

10
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¢ DPR will use a disbursement log reflecting the type of ticket issued, ticket sequence,
ticket value, quantity issued, total value of ticket issued, recipient’s name, ID number and
signature, the disbursing agent’s name, and the date the tickets were issued.

e DHCEF stated that, as of March 20, 2012, MFP management reviewed and reconciled the
receipts provided by Transition Coordinators for items purchased with the Household
Start-Up Checklist. MFP Transition Coordinators and program participants signed and
dated a Proof of Receipt of Household Form upon delivery of purchased household items.

0OI0 Comment

Based on its review of the agencies’ responses, OIO has concluded that agencies’ planned and
taken corrective actions are sufficient and reasonable.

11
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AGENCIES’ RESPONSES

EXHIBIT A: DEPARTMENT OF HEALTH CARE FINANCE'’S (DHCF) RESPONSE

EXHIBIT B: CHILD AND FAMILY SERVICE AGENCY’S (CFSA) RESPONSE

EXHIBIT C: DEPARTMENT OF HEALTH’S (DOH) RESPONSE

EXHIBIT D: DEPARTMENT OF PARKS AND RECREATION’S (DPR) RESPONSE

EXHIBIT E: HUMAN SUPPORT SERVICES CLUSTER’S RESPONSE

12
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EXHIBIT A: DEPARTMENT OF HEALTH CARE FINANCE’S (DHCF) RESPONSE

GOVERNMENT OF THE DISTRICT OF COLUMBIA
Department of Health Care Finance

* ® %
Office of the Director =)

August 13, 2012

William J. DiVello

Executive Director

DC Office of Integrity and Oversight
Office of the Chief Financial Officer
100 4™ Street S.W.

Suite 750

Washington, D.C. 20024

RE:  Response to the Draft Proactive Integrity Survey of the District's Gift Card Program OIO
Report No. 12-02-05 OFT

Dear Mr. DiVello:

Thank you for the opportunity to review the July 13, 2012, draft of the Office of Integrity and
Oversight's Report Number 12-02-05 OFT, Proactive Integrity Survey of the District’s Gift Card
Program. Upon reviewing the report with program and financial staff who adminlster the
Department of Health Care Finance gift card acquisition and distribution through the District's
Money Follows the Person Demonstration Project, | offer the following update on Actions Taken
since the March 19, 2012, meeting between these staff members and OlO investigators.
Actions taken are organized by DHCF-Specific Findings and Corrective Actions, and General
Corrective Actions recommended for all agencies.

ACTIONS TAKEN

DHCF-MFP Findings and Corrective Actions

DHCF-MFP Finding 1

MFP management does not review or reconcile the receipts provided by the Transition
Coordinators for items purchased with the Household Start-Up Checklist to ensure that items
purchased were lists In the Checklist and there were no items purchased for personal use.

Corrective Action-1
As of March 20, 2012, MFP management reviews and reconciles the receipts provided by
Transition Coordinators for items purchased with the Household Start-Up Checklist.

DHCF-MFP Finding 2

899 North Capitol Street, N.E., Washington, D.C. 20002 (202) 442-5988 Fax (202) 442-4790
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There is no evidence to support that household items purchased were all delivered to MFP
participants.

Corrective Action-2

As of March 20, 2012, MFP Transition Coordinators and program participants sign and date the
attached Proof of Receipt of Household Goods form (Attachment 1) upon delivery of purchased
household items.

DHCF-MFP Finding 3

Giift card inventory was transferred from MFP Management Assistant to MFP Project Asslstant
without any signed documents to ensure responsibility and accountability for the gift card
inventory.

Corrective Action-3

As of March 20, 2012, once additional gift cards are acquired, a printed log sheet with Division
of LTC Management Assistant and MFP Project Assistant signatures will reflect the transfer of
responsibility and accountability for the gift card inventory. Note: No new gift cards have been

acquired since the March 19, 2012, meseting with O10 investigators.

General Recommended Corrective Actions

Recommendation 1
Establish complete and accurate inventory records for gift cards to include Information about
beginning balance, gift cards purchased and distributed, and the ending balance.

Response 1

At the time of the OlO investigators' March 19, 2012, meeting with DHCF staff, the agency was
maintaining a complete and accurate inventory for gift cards. The agency will continue this
practice.

Recommendation 2
Establish proper documentation for gift cards/tickets distributed to include tickets given to
agency’s employees who supervise and chaperone events and activities.

Response 2
At the time of the OIQ investigators' March 19, 2012, meeting with DHCF staff, the agency was
maintaining documentation of gift cards distributed. The agency will continue this practice.

Recommendation 3
Establish reliable verification processes to ensure that gift cards are given to the intended
users.

Response 3

As indicated above in DHCF-MFP Corrective Action-2, as of March 20, 2012, DHCF is using the
Proof of Receipt of Household Goods form (Attachment 1) to verify that gift cards/household
items are given to the intended users.

Recommendation 4
Enforce management review and oversight of gift card programs to ensure that programs’
objectives are achleved efficiently and effectively.

Response 4

899 North Capitol Street, N.E., Washington, D.C. 20002 (202) 442-5988 Fux (202) 442-4790
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Beginning September 1, 2012, the DHCF Division of Long Term Care Program Manager will
provide a report on the utilization and administration of gift cards through the Money Follows the
Person Demonstration Project to the Health Care Delivery Management Administration Director.
Data for this report will be provided by the MFP Project Manager.

Utilization data and key administration issues will subsequently be shared by the Director of the
Health Care Delivery Management Administration at the standing weekly DHCF Senior
Management Mesting.

If corrective action is required, the Director of the Health Care Delivery Management
Administration, working in collaboration with pertinent DHCF staff, the Division of Long Term
Care Program Manager, and the MFP Project Manager, will develop a plan and implement it.
Following any corrective action, an update on progress will be reported through the
mechanisms described above.

Recommendation 5
Establish effective physical counting and reconciliation processes to ensure that, at any given
data, the actual gift card inventory matches with the recorded one.

Response 5

At the time of the OlO investigators’ March 19, 2012, meeting with DHCF staff, the agency was
implementing policies and procedures to ensure that the actual gift card inventory matches with
the recorded one. The agency will continue this practice. DHCF-MFP Corrective Actions 1-3
above will strengthen these practices.

In addition, the Human Support Services Cluster Office of the Chief Financial Officer plans to
issue Policies and Procedures relating to ordering, storing, issuing, and inventorying gift cards
that will assist in strengthening the safeguards already in place.

DHCF is committed to continuing the corrective actions that have been implemented or will be
implemented. Please feel free to contact me with any additional comments or concerns. We
look forward to receiving the final report.

Sincerely,

WenG

Wayne Turnage
Director

899 North Capitol Street, N.E., Washington, D.C. 20002 (202) 442-5988 Fax (202) 442-4790
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EXHIBIT B: CHILD AND FAMILY SERVICE AGENCY'’S (CFSA) RESPONSE

GOVERNMENT OF THE DISTRICT OF COLLUMBIA
Child and Family Services Agency

August 20, 2012

William J. DiVello

LExecutive Director

OfTice of Integrity and Oversight
Office of the Chicf Financinl Officer
1100 4" Street, SW, Suite 750
Washington, DC 20024

Dear Mr. DiVello,

Thank you for the opportunity to review and provide comments on the drafl report, “Proactive
Integrity Survey of the District’s Gift Card Program®. I appreciate your office’s diligence in
completing this report and providing guidance to the Child and I‘amily Services Agency (CFSA) in
managing its gifl card progrim. My comunents are confined to the gitt card program managed by the
Office of Youth Empowerment (OYE) which is the administration subject to your report and
findings.

i1 . 0 tin mendations

With regard to the gift card program managed by OYE, the draft report found no cvidence that OYE
management performs any physical count of the gift card inventory, nor any reconciliation between
gifl cards distributed and the ending balance. Also, the draft report recommended five corrective
actions that CFSA and the other District agencies should undertake to strengthen its gift card
programs. They are:

1. Hstablish complcte and accurate inventary reccords for gifl cards/tickets to include
information about beginning balance, gifl cards/tickets purchased and distributed, and the
cnding balance.

2. Establish proper documentations for gift cards/tickets distributed to include tickets given to
agency’s employces who supervise and chaperon (sic) events and activities.

3. Establish reliable verification processes to ensure gift cavds/tickets are given the (sic)
intcidded uscrs,

4. Enforce management review and oversight of giit cards/tickcts programs to cnswe that
progirams’ objective are achieved efficiently and effectively.

5. Establish cfTcctive physical counting and reconcilintion processes to ensure that, at any given
date, the actual gift cards/tickets inventory maitches the recorded one.

CIrSA Response
1lendquarters: 400 6’ Street, SW = Washinpton, N.C. 2002:4-2753 ® 202-142-6100
syl puy ® Ll fds LCrory ™ v il lckidaorg

16
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CFSA Responsc

In response to specific findings regarding the OYE gift curd program, OYE management agreed with
the findings. In response to these tindings and in concert with the overall tive recommendations,
OYE management developed procedures addressing the concerns and ensuring proper management
of its gift enrd program. These procedures are attnched.

Again, thank you for the opportunity to respond to this draft report. If you have any questions or
concerns regarding this response or the attached procedures, please contact Debra Porchia-Usher,
Principal Deputy Director (202 727-G00G).

Sincerely,

't

Brenda Donald
Director

ce: Debra Porchia-Usher
Delicia Moore
Morris Thorpe
Justin Kopea
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EXHIBIT C: DEPARTMENT OF HEALTH’S (DOH) RESPONSE

GOVERNMENT OF THE DISTRICT OF COLUMBIA

DEPARTMENT OF HEALTH
L 4
o, Lod
*
-4
OfTice of the Director &,

August 21, 2012

Mr. Mohamad Yusuff

Internal Audit Director

Office of Integrity and Oversight
Office of the Chief Financial Officer
1100 4" Street, SW, Suite 750
Washington, DC 20024

Dear Mr. Yusuff:

The Department of Health (DOH) is in receipt of and has thoroughly reviewed the “Proactive
Integrity Survey of the District’s Gifi Card Program™ and fully supports its findings and
recommended corrective actions.

As early as June 2010, DOH began a review of the Gift Card program being operated by its
Addiction Prevention and Recovery Administration (APRA). That review resulted in the
creation of specific policies and procedures for all APRA programs. Recognizing that other
programs were utilizing similar program incentives, the Office of the Director subsequently
expanded the review to include five (5) of DOH’s six administrations. Lead by our Agency
Financial Officer, Keith Fletcher, a team consisting of Operations Managers from each of our six
administrations, looked at all programs that purchased cash value instruments. These
instruments included: METRO Fare cards and tokens; parking vouchers; American Express gift
cards; Safeway and Giant gift certificates and crib vouchers. While no fraud or misuse was
detected, we were sufficiently concerned that the potential existed. Consequently, by January
2011 we suspended the purchase of all such instruments by individual administrations until the
review team completed its work, written policies and procedures were in place and staff training
completed. As an interim measure all instruments are now purchased and tracked by the AFO’s
office.

Concurrently the Human Service Cluster AFOs began development of a policies and procedures
document and forms that will be used by all agencies within that cluster. While these policies
have not yet been finalized, we are implementing them in principle to minimize potential risk to
the District. I have attached a copy of the working drafts and forms for your reference.

899 North Capitol Street, NE, Suite 500, Washington, D.C. 20002, (202) 442-5955 (202) 442-4795 Fax
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Should you have any questions, or require additional information, please contact: Keith Fletcher,
Agency Financial Officer at 202-442-9231 or keith.fletcher@dc.gov or Sandra Robinson, Chief
Operating Officer, at 202-442-5863 or sandra.robinson@dc.gov.

Saul Levin, MD, MPA
Interim Director
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EXHIBIT D: DEPARTMENT OF PARKS AND RECREATION’S (DPR)
RESPONSE

S E kA COVERNMENT OF THE DISTRICT OF COLUMBIA
_‘%* Department of Parks and Recreation " DP__R
LAy Office of the Director B s

August2V. 2012

Willivum J. DsVello

Executive Direetor

Office of Integrity und Uvresight
Oftice of the Chief Finalicial Oticer
1100 4" Srrocr, SW, Suiec 750
Wushington, DC 20024

Dear Mr. DxeVello,

The Deparunent of Parks and Recreation coieurs with the findings as i9tlected In tle Proactive bilegsity
Survey af the Disuict’s gift card pragram conducaed by the Office of Indegrily und Oversight as it rclatcs
10 the Roving Leader’s Peopram, thie Teen Program and the Reereation Services Mrogram,

The following sarrecrive actious tave heen implanentad for all programs within the Departwient of Parks
and Keersutlon recelving event lickets, muvie pusses. metro vards and Lokens:

«  The Agency Fiseal (Hficer recaiveaa enny nf purchase arders issuerd for the procuremenc of all

event tickets, amusemcent pack tickels, movie pusies, bowfing gift vurds, metro oard and (okena.

These tequests ue made once annuaily ar the onset of the susnmer enrlchinent plograsmiug
accivitices,

Upon reccipt of tho tickets, cards and tukens sl Lthe Depaclnenl 6f Purks and Recreation, Office of
e Chief Fimuncial Officer (GCFOY headquastecs lecated at 1250 U Strewt, NW. die itens are
inventorizd and reeanciled ta the mvaice by an OFCO staffand the peogram manager caspansible
far the distribution a1:d inventury of the tickels. Under the OfTive of Tinanve and Treasucy s
(QFT) draft policies ard procadnres, the agancy will no innper procure these services, Alt futuse
roqueats for these itema will be purchazed and inventoned by OFT.

A disbucsement lug reflecting the type ol licket issued, the licket sequence, licket value, quantly:
issned, totn] value of tickets issued, recipient’s name, rccipiem’s 1D uumber, recipient’s signature,
the dishursing agent’s name, and the date the tickets were issucd is prepaced and filed within xhe
Ofiue ul the Chis® Firuoiut Offcer wisd Qe program siges’'s oJice. (See Awsshment A)

The cemaining metcw cords wid tobkens are issued upun 1i8 1eceipt of o lickets provide! repust
which wijll petleccthe nuniber and type of ickex'takans roqueztcd, and a raster of the partictpaats
that will ultinately receive the tickerioken. The tickets pruvided report is signad by the
disbuising agen, the raceiving agent and the designee for the Ageney haad. (See Attachment B)

Move = Grow - Be Green ~%4 $DPR

1250 U Strest. NW |, Washingfon, D.C. 30009 | P: (202} 673-7647  F: (202) 673-2087
*wwDPRDCgov | M 3 sroom
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Page 2

Tickets for all events will be issved Lo the program manager with the excegtion of inetno cards
and tokens which wilt be honsed in the 3afé localed at the DPR hendgquareers and disbursed upon

vequest. Safes hwve been instalted at all focations ro 2nsure ndzquare safekeoping of tickets until
redemption.

"T'he progzam statt will bs cesponsible for seleviing 4 custedian — person designated (0 issue, track,
sufegguard und Invenrery siclets, cards, and fokens and a distributor(s) — persan axthorized to
distribute tickets, curds, and tokens to program participants.

“Fhe distributor wili be responsible for subniitling rusters for the tickets, cards, atid tekens issued
to purticipants that reconcile & the number of tickets, cards and Lokers dssusd.

The custodian will be resporsibls for submitting a monthly reconciliation fumn Gor ull tickets,
card and tokens on a monllily basis (o the OCKO.

Tre OCFQ will conduct an audit of each custodian and disteibutar’s supply, documentation and
the ssfc wher the tickets, csds and okens are kept immediately aRer the eamping seasun. and
un 4 woonthly basis thercafler for tickets emaining at the end of the sum:tter enrichmen:
prograsis. The audit wili encuntipass ensuring that the distributar and dhe eustodian ave
wwainluining logs of distributcd cards ard dias the remaining faie cards, wkens. und Ings are
maintained in a safe and secure location,

Upan approval of the pelicies and procedure issued by OFT, as ierelatzs to payment cards
inventory, dishursement, end reconciliation policy. DPR will wodily und incornorstc info a final
dncuinent to be iplementod for all progrums within the ageney.

I Lthere are any questinns or additional informatioa required, pleass conuscl Burbara Raberson, Agency

Fisca] Offiver a 673-2032 ar harbara wberson@e.gov.

YOLL.

Aghtfie

Director, Deparmiznt of Parks and Recivation

cc: Attachment A
Auuchment 8
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EXHIBIT E: HUMAN SUPPORT SERVICES CLUSTER’S RESPONSE

GOVERNMENT OF THE DISTRICT OF COLUMBLA
HuUMAN SUPTORT SERVICES CLUSTER
x N %
EE

OFTICE OF THE ASSOCIATE CBIEF FINANCIAL OFFICER

Angust 22, 2012

Willism J. DiVelle

Execulive Dircelor

Otfice of Integnity and Oversight
Office of the Chief Financial Qtficer
1100 dth Street, S W, Suite 730
Washington. DC 20024

Dear Mr. DiVelle,

The Officc of the Associate Chief Financial Office for the Human Suppoct Services Clusler
(HSSC) hws mevicwed the “Prosctive Integrity Survey of the Diswrict’s Gift Card Program” and
allen; the luflowing respanses & recommendations presented in the *corrective actions needed’
related 1a the QOCFO resprmsibilities.

OCFO Responses

1,

Tn conjunctivn wilh the Office of Finance and Treasury (OFT) and the draft policies and
procedures presented by OFT, HSSC QCFO sl are retricving cards requested by
agency programs direcdy from OFT omd distribuing them 1o ths uppropriste ageney
progtam staff, No longer are agency progiam stafl dicectly purchusing vurds fromm
vendors using SOAR checks. All requests supported by prepayments are purchased and
invenloricd by OFT.

The agencies™ program sttt are providing monihly tecaneiliarions il ounls primehasesd
and inventoried by OF 1 to the OCHQ staff that are subsequantly tarwardad oy OFT for
review, These roconcilistions iuclude beginning balances, purchases, disteibutiens,
defeels and ensling bulanves,

The OCEQ staff is in the process of inventorying all eards held hy elusler agencies. To
date, the three programs siced at the Departrmant of Parks and Recreation {DPR) and theee
mujors programs wt the Tkparment of Human Services (DHS) have bean inventoried.
Addilional inventoricy are scheduled for the week of August 20th for the Department of
1lealth (DO} and the Department al” Youth Rehabilitation Services (DYRS). All ageney
inventories will be canducted prior to fiscal year end 2G12.

The OCFO for HSSC is finalizing policics and procodurcs for reccipt and distribution of
cuncds that will be Jistributex! v the agencivs’ program stuff,

Nov Yorz Averuc, NE & Floor, Woshlagrea, DC 20062
Fliane: i202) 6314220 * IFwe 1202) 76773213
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Pug
4umast 23,2082
HSSC Hesponss e Prigwive Inteprily Survey ef the Districe s Gifl Card Propuam’

If there arc any questions or additianal inlummoution required, please contact Morris Thoupe.

Conlruller st 671-4466 ar morsiztharpeade.gov.

Thanls you,

b A o

Dclicia V. Moore
Acling Associatc Chief Firancial Officer

1125 15" Sireer, W8 = Suite 4400 * Waslingrou, DC 10004
Fnone: |2025 T30-155) > Fax: (X12) 730-11848
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