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Company Summary
You work as an internal auditor for Oklahoma State University (OSU). You were asked to perform an audit of the purchasing cards (P-cards) that are used on campus. P-cards are a business credit card that some employees are permitted to use to purchase necessary goods and services. If employees agree to certain rules, they can then use a P-card to make appropriate business purchases rather than using their own credit card. This allows the employee to avoid spending personal funds and seeking reimbursement.  It also provides the business with greater control because the business can institute internal controls to limit types of purchases and avoid inefficient and fraudulent transactions. Organizations also can track spending using detailed P-card records provided by the credit card companies.
You have been assigned the task of auditing all of OSU’s P-card transactions. To perform this audit, you received a file of all P-card transactions for the entire state of Oklahoma (the state collects all transactions for state and higher education institutions).[footnoteRef:1] You can use the data files at this link (https://data.ok.gov/dataset/purchase-card-pcard-fiscal-year-2016 ) as an example of the type of data you will audit. [1:  The data for this case comes from the Purchase Card (P-card) Fiscal Year 2015 database and is made available under the Open Database License: http://opendatacommons.org/licenses/odbl/1.0/. Any rights to individual contents of the database are licensed under the Database Contents License: http://opendatacommons.org/licenses/dbcl/1.0/. The data for this case is made publicly available at https://data.ok.gov/dataset/purchase-card-pcard-fiscal-year-2015. Do not use the data set posted on the web. Use the one included by your professor because some of the transactions may have been changed or updated. Also, some data may have been altered, added or deleted to enhance learning objectives and, thus, you should not use the data to infer good or malicious intent by anyone listed in the data set. ] 

Technique
The purpose of this case is to help develop your analytical mindset. An analytics mindset is the ability to:
· Ask the right questions
· Extract, transform and load (ETL) relevant data
· Apply appropriate data analytics techniques
· Interpret and share the results with stakeholders
In this assignment, you will:
Part 1 – Gain an understanding of OSU P-card guidelines and internal controls. Start generating questions that would evaluate employee compliance with internal controls and guidelines and that would test organizational costs and benefits of using P-cards.    
Part 2a – Gain an understanding of the data used for testing.  
Part 2b – Transform the data and load it into the appropriate tool for analysis. 
Part 3a – Review or learn basic querying techniques.
Software needed
· Microsoft Excel
· Microsoft Access
P-Card Guidelines 
(the following is adapted from OSU’s HR department’s documentation for P-Card Guidelines, https://hr.okstate.edu/sites/default/files/docfiles/Pcard%20Guidelines%20April%2016.pdf )
Using the P-Card
The cardholder is the only person authorized to make purchases using his/her card.  Loaning a P-Card to another person may result in revocation of the card.
The fact that the cardholder has been issued a card does not imply prior approval of all purchases.  The cardholder must follow applicable University policies and procedures and departmental procedures, including any departmental pre-approval procedure.
Many companies provide discounts through their Education Sales Department, so ask for that department.  
There should be no up-charge by merchants to use the P-Card except where there are specific contractual arrangements with OSU to do so.  
The following procedures should be followed for all purchases made by P-Card:
Decision to Use P-Card for Purchase
When making the decision whether to use the P-Card for a purchase, the cardholder should:
· Review the lists of prohibited and restricted purchases to ensure the purchase is allowable on the P-Card.
· Be sure the total amount will not exceed the cardholder’s single transaction and/or cycle limit.
· Give fair treatment to all merchants and determine if the price obtained is reasonable.
Making the Purchase Using a P-Card
There are three main methods of making purchases:
Over the Counter – When making an over the counter purchase, the cardholder should:
· Verify the vendor accepts VISA.  If the merchant accepts VISA, provide the P-Card for payment and make certain the merchant understands the purchase is exempt from sales tax.  (The cardholder must have a copy of the Oklahoma Tax Commission Sales Tax Exemption Certificate for most merchants to exclude sales tax.  This certificate can be downloaded from the Purchasing Department’s website.)
· Verify no sales tax is included in the final purchase total before signing the sales receipt.
· Obtain a receipt at the time of purchase.  (This receipt must be maintained as documentation with the cardholder’s Bank Statement.)
Mail, Phone, or Fax – When placing an order by mail, phone, or fax, the cardholder should:
· Provide the merchant with the requested card information.
· Indicate to the sales representative or on the order form that OSU is a tax exempt institution.  While OSU is not necessarily exempt from sales tax in other states, some vendors will not tax OSU.  
· Provide the merchant with detailed shipping instructions to include your name, department name, phone number, and appropriate campus address.
· Obtain a confirmation number from the merchant and request that a receipt with itemized descriptions and pricing information be sent with the purchase.
· Retain appropriate documentation, including receipt / invoice and packing slip, of the purchase.  (The documentation must be maintained with the cardholder’s Bank Statement.)
Internet – When placing internet orders, the cardholder should:
· Use a reputable merchant and ensure purchases are made from a secure site or a site that provides account number encryption.
· If available, use the Educational section of the merchant’s website.
· Complete the necessary order process and provide cardholder information to include the billing address that appears on the cardholder’s bank statement.
· Verify no Oklahoma sales tax is included in the final purchase total before completing the order process.
· Print appropriate screens to include vendor name, date, item description(s), itemized cost, and total cost including shipping and handling.
· Retain appropriate documentation, including receipt / invoice and packing slip, of the purchase.  (The documentation must be maintained with the cardholder’s Bank Statement.)
Delivery Address
Items purchased with the P-Card should always be delivered to a University address.  Any exception must be approved in advance.  If circumstances require goods to be shipped to an address other than a University address, a Request for Exception – Goods/Items to be Shipped to a Non-University Address Form must be completed and approved by the Associate Vice President and Controller.  (This form can be found at http://controller.okstate.edu/exceptions-forms-guidelines.)  The approved form must be maintained as a part of the purchase documentation and attached to the cardholder’s Bank Statement.
Returns, Damaged Goods, and Credits
Boxes, containers, special packaging, etc. should be retained until you have determined you are going to keep the materials.  Some items, such as software or fragile pieces, cannot be returned without the original packaging material.
If the cardholder determines materials purchased with a P-Card need to be returned, the cardholder should:
· Work directly with the merchant.
· Carefully read all instructions enclosed with the order.  A phone number and/or instructions for returning the materials are usually included on the receipt and/or packing slip.
· Request a Return Authorization Number from the merchant if required.
· Request a credit receipt for returned items.  Some merchants may not provide this receipt unless it is requested.
· Determine if a restocking fee will be charged.  If the merchant is responsible for the error or problem, you should not have to pay a restocking fee.  If the merchant is not responsible, you may have to pay the restocking fee.  A P-Card may be used to pay this fee provided it does not exceed your limits or violate policies.
· Check your monthly Bank Statements to ensure the charge for the returned item(s) is credited properly.
· Retain appropriate documentation of the return and associated credit.  (The documentation must be maintained with the cardholder’s Bank Statement.)
Backorders
No charges should be incurred for back orders.  Charges may only be applied for material that has been received by the University or shipped from the merchant’s dock.
Card Denied
If the P-Card is denied for any reason, the cardholder should contact Bank of America at the number on the back of the P-Card.  Bank of America can provide the cardholder with the reason the card was denied.  The cardholder may be asked to provide the name embossed on the card, the address listed on the P-Card application form, or the phone number listed on the P-Card application form.  The cardholder can also check the Authorization Log in the Works system to determine the reason for the decline.
Transaction Flow
A typical P-Card transaction consists of the following steps:
· Cardholder follows his/her department’s pre-approval procedure.
· Cardholder makes a purchase from a merchant using the P-Card and obtains an itemized receipt.
· Merchant delivers the goods or service and submits the transaction to the credit card company.
· The bank pays the merchant.
· Cardholder reviews his/her transaction in Works, enters a detailed description and the purpose of the purchase, and signs off electronically on his/her transaction.
· The transaction is routed to the cardholder’s approver.  The approver reviews and electronically approves the transaction.
· The transaction is routed to the cardholder’s accountant.  The accountant reviews and electronically approves the transaction.
· Bank of America furnishes cardholder with a Bank Statement of purchases at the end of the billing cycle.
· Cardholder reconciles his/her receipts with the Bank Statement and forwards the Bank Statement, receipts, and other required supporting documentation to the cardholder’s accountant.
· Accountant reviews the Bank Statement and all supporting documentation for completeness and compliance, and signs and dates the Bank Statement in a timely manner.  Original records shall be maintained in a central location within the department.  Within five (5) days of the end of the billing cycle, all transactions are reviewed, approved, and the account numbers and subcodes are updated.  At the end of the five (5) day period, University Accounting downloads all transactions into the financial accounting system and makes a single payment to the bank on behalf of all OSU departments.    
NOTE:  The cardholder, approver, and accountant must be three different people and may only sign off in one role per transaction.  Approvers and accountants may not sign off on their own transactions.
Spending Controls
Cardholder Spending Limits
Because OSU, not the individual employee, will pay for purchases made with the P-Card, authorization controls have been added to the P-Card accounts.  These limits are imposed at the point of sale when the card is swiped or applied.  The available limits on a P-Card include, but are not limited to:
· Credit Limit (dollar amount per cycle) – shall not exceed $50,000
· Single Transaction Limit (dollar amount per transaction) – shall not exceed $5,000
The single transaction limit includes shipping and handling charges or any applicable allowable transaction fee.  
Individual cardholder limits are set by departmental administration and indicated on the P-Card application form.  Departments will be required to provide justification for any monthly credit limit over $10,000 for a cardholder.  (For student employees, justification will be required for a credit limit over $2,500 and a single transaction limit over $500.)
Merchant Activity Type Limits
OSU prohibits the use of P-Cards for certain types of transactions.  Businesses are identified by Merchant Category Codes (MCC), a standard code the credit card industry uses to categorize merchants based on the type of goods or services provided by the merchant.  MCC groups are defined for OSU by the Purchasing Department and are used to control whether a cardholder may purchase from a particular type of merchant.  If an otherwise allowable P-Card purchase has been denied due to an MCC, contact the P-Card Administrator.  
Cardholder Limit Recertification
Cardholder limits will be reviewed annually to determine whether actual usage is consistent with a cardholder’s spending limits.
· If the usage is consistent with the spending limits, there will be no change to the card limits.
· If the usage is not consistent with the spending limits, the P-Card Administrator will recommend an adjustment be made to the card limit(s), or recommend an inactive card be cancelled.  If the department does not agree with the recommendation, departmental administration may file an appeal.  The appeal must be in writing to the P-Card Administrator and should provide justification for why the card limit(s) should not be adjusted (or why the card should not be cancelled).  Any appeal that cannot be resolved at that level will be forwarded to the Chief Procurement Officer for final determination.  
Cardholder, Approver, and Accountant Responsibilities
Cardholder Responsibilities
When accepting a P-Card, the cardholder becomes an authorized purchasing agent for the University and has certain responsibilities.  These include:
· Protection of the Card – The cardholder must protect the security of the P-Card and the card number.  The cardholder is the only person authorized to make purchases using his/her card.  If the card information is compromised or if the card has been lost or stolen, the cardholder must contact the card provider and also email the P-Card Administrator.
· Limitations on Merchants – Purchases from friends or family, from a company owned by any University employee, or from companies where the cardholder has a financial interest are prohibited using a P-Card.  The cardholder must not accept any gift or gratuity from any merchant when it is offered, or appears to be offered, to influence the cardholder’s decision regarding a P-Card purchase.
· Card Changes – The department is responsible for completing a Change Form if there are changes to card information, i.e. name change, credit limit change, change to the default account number, etc.
· Purchase Limitations – The cardholder accepts the responsibility for ensuring unallowable, prohibited, or restricted items are not purchased.
· Receipt Maintenance – The cardholder must ensure appropriate documentation, including the original invoice/receipt and packing slip, if applicable, is received and maintained for each purchase.  The documentation is to be matched with the cardholder’s Bank Statement and forwarded to the cardholder’s accountant for review. 
· Transaction Processing – The cardholder is required to complete P-Card training.     The cardholder is responsible for timely review of his/her transactions in Works to verify the purchases are legitimate and in compliance with policy and procedures, the required supporting documentation is present, and a description of the purchase and business purpose has been entered in the description field in Works.  The cardholder may be required to update account numbers and subcodes.  Once the verification process is complete, the cardholder must sign off on the transaction in Works.  At the end of each billing cycle, the cardholder must reconcile the individual receipts and supporting documentation with his/her Bank Statement to verify the purchases and returns are accurately listed, and forward the Bank Statement and all supporting documentation to his/her accountant.
Prohibited Purchases
Certain types of purchases are prohibited by the State/State statutes.  Certain purchases may be allowable if processed on a requisition, but may not be made with a P-Card.  
A P-Card may not be used for the following:
· Split Purchases – Split purchasing means dividing or failing to consolidate a known quantity of goods or services for the purpose of evading the P-Card single transaction limit of $5,000 and/or a quotation/bidding requirement.  Examples include, but are not limited to; splitting an amount over $5,000 between two (2) or more swipes of the card, splitting the purchase between two (2) or more cardholders, splitting the purchase between two (2) or more vendors, or splitting the purchase between two (2)  or more accounts or projects.  Split purchasing is a serious violation of both OSU Policies and Procedures and State statutes.
· Regular Monthly Payments > $5,000 per Fiscal Year – Maintenance, lease/rental, and service agreements for office or scientific equipment should be processed on a requisition and a PO issued if the total for the fiscal year is greater than $5,000.  
· Sales Tax – The cardholder is responsible for ensuring Oklahoma sales tax is not charged at the time of purchase.
· Cash, Cash Advances, Automated Teller Machine (ATM) Transactions
· Donations / Sponsorships
· Gifts, Gift Cards, Gift Certificates – The purchase of gifts is a violation of State statutes.
· Expenses for food and mileage while in travel status -– Per diem for food expenses and mileage may be claimed on a travel voucher.  
· Items that do not Serve a Business Purpose – Includes, but is not limited to, flowers, candy, meals, greeting cards, health care items, etc.
· Personal Purchases – The P-Card may not be used under any circumstances to purchase items for personal use.
· Apple Products (For the Stillwater Campus Only) – Apple products available through the Student Union Bookstore must be purchased through the Bookstore.  Please refer to “Guidelines for Purchases of Apple Products” at http://it.okstate.edu/facstaff/computers.php for more information.  (For associated data plans, see Restricted Purchases.)
· Trade-in’s – Includes any purchase involving the trade-in of a University asset.
· Conflict of Interest Transactions – A cardholder may not purchase goods or services from themselves or a member of their immediate family or realize personal gain on a purchase transaction.  Potential conflicts of interest must be disclosed by the cardholder.
· Any Purchase from a Company Owned by a University Employee – Any purchase from any company owned by any University employee must be bid.
· University Departments and/or Auxiliaries – The campus vendor invoice (CVI) system is to be used for the purchase of goods or services from University sources.
· Gasoline – Gasoline should be purchased from Transportation Services or with the gasoline credit card provided with each University vehicle.
· Mail, Postage – All U.S. mail, including parcel post, certified, and registered mail, should be sent through University Mailing.
· Weapons and/or Ammunition – A requisition must be completed for the purchase of weapons and/or ammunition.
· Moving Expenses – A requisition must be completed for moving expenses for University employees.
· Service and/or Incentive Awards (or Any Items Purchased for an Employee) – Service and/or incentive awards (or any items purchased for an employee) must be processed on a requisition.
· Late Fees
· Insurance – Insurance must be processed on a requisition through Risk and Property Management.
· Purchases for Student Organizations – A tax exempt University P-Card may not be used to make purchases for student organizations.  A fiduciary fund P-Card assigned to a student organization must be used.
· Alcohol
· Decorations
· Personal/Individual Memberships – Payment of personal memberships and dues are a violation of State statutes.
· Prepayments or Deposits – Prepayments and deposits are a violation of State statutes. For determination of when subscriptions or registration fees (approved exceptions) may be paid in advance, see the Restricted Purchases section below.
· Salary / Wages and/or Benefits 
· Other Purchases not Permitted under OSU Policies and Procedures, Purchasing Policies, and State Statutes
P-Card Violations
Misuse of the P-Card in any manner by a cardholder may result in revocation of the privilege to use the P-Card, disciplinary action, termination of employment, and/or the pursuit of any legal action available to the University.
Part 1: Identify the Questions
This task focuses on the first bullet point of developing an analytics mindset — Identify the questions. It is important to apply this principle before any data is analyzed. To apply data analytics correctly, it is critical to understand the business setting and your objectives in using data analytics.  
The OSU P-card guidelines stipulate that “It is the intent of Oklahoma State University (OSU) to use a commercial purchasing card (P-Card) to facilitate the acquisition of lower dollar goods and services needed for conducting official University business.”    
Q1. 	After reviewing the P-card guidelines, identify three risks that OSU faces and the controls it has implemented to reduce those risks.

Q2. 	Prepare a list of questions (4 – 5) that you would like to test to see if employees are following OSU P-card guidelines. Your questions should be informed by thinking about the risks OSU faces and the internal controls it has implemented. Make sure you focus on questions that can be answered using data.    
Parts 2-5 will be assigned in a later lab.
