
Problem 
Purchase cards were not used as often as 
possible which reduces the rebate provided by 
the card company; Internal controls over card 
usage and security were not as strong as 
possible; and processes were inconsistent and 
inefficient. 
 

Causes 
Processes were developed over many years and 
we did not have consistency in the processes 
for requesting, approving and processing these 
purchases. Purchase card custodians did not 
understand when they could use their 
purchasing card, nor did they understand the 
necessary precautions to avoid unauthorized 
use. 
 

Solutions 
Create a consistent and streamlined approach 
for requesting, approving and processing 
purchase card transactions. Reduce the number 
of staff involved in handling the request and 
reduce the time required to finalize purchases. 
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Results 
• Processes were streamlined and 

documented. Job aides were developed to 
ensure there are instructions available to 
staff. 

• The changes were communicated to 
purchase card custodians and processors.   

• Training was provided to 212 staff involved 
in the process via web-ex on July 17th and 
25th.   

• Baseline data was compiled for processing 
time, error rates, and dollar volume. 
Beginning in October, we can compare 
results under the new process with the 
baseline. 

 
Next Steps 
Review results quarterly against baseline data 
to measure improvements in processing time, 
error rates and changes in the dollar volume 
of transactions processed through the 
purchase card.  Additionally, bi-annual 
satisfactions surveys will be sent to card 
custodians as well as purchasing and 
accounting staff to identify possible future 
improvements. 
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