
To: 
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City Commission
Elena Georgiev,  Internal Auditor eg
April 24, 2026 
Follow-Up to the Audit of Disbursements, Old School 
Square 

The Office of the Internal Auditor conducted a follow-up review to assess the status of recommendations 
issued in the audit of Disbursements, Old School Square.   

The DDA has taken steps to address the recommendations by developing policies and procedures related 
to procurement, disbursements, and credit card usage.  Management has also developed additional 
supporting documentation, including an expense allocation methodology and procurement-related forms, 
intended to improve consistency and transparency.  However, implementation remains incomplete.  While 
controls have been established, they are generally high-level and do not consistently define detailed 
requirements necessary to ensure uniform application. 

In several areas, key activities — particularly procurement exceptions, vendor selection, expense 
classification, and the evaluation of expenditures — continue to rely on interpretation and individual 
judgment.  In addition, documentation supporting certain corrective actions, including the formalization 
of vendor relationships and the review of prior transactions, was not available for review. As a result, it is 
unclear whether these actions have been fully implemented. 

Key observations include: 

• Vendor selection procedures do not consistently define evaluation criteria, documentation of
decisions, or independent review

• Procurement practices continue to allow broad exceptions, increasing reliance on management
discretion

• Expense classification guidance has been established; however, detailed standards and validation
procedures are not fully defined

• Policies and procedures do not define clear criteria for evaluating the appropriateness of
expenditures or how to address transactions that may not meet expectations

• Independent oversight remains limited, and certain policy inconsistencies create ambiguity in
roles and responsibilities

The Food and Beverage policy reflects these broader themes, as it provides general guidance but does not 
clearly define documentation expectations or criteria for evaluating appropriateness and reasonableness. 

The status of each recommendation are provided in the attached follow-up tracking document.  
Supporting documents reviewed as part of this follow-up, including updated policies, procedures, and 
other documentation provided by management, are also attached for reference. 

MEMORANDUM

1



While actions have been taken to address the audit recommendations, additional work is needed to ensure 
that controls are clearly defined, consistently applied, and supported by effective oversight. 
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26-01 Audit of Disbursemets, OSS 

No. Condition and Recommendation Management Response
Not 

Implemented
Partially 

Implemented Implemented Comment
1 Finding:

The DDA’s 2014 Purchasing Policy provides general 
guidance for purchasing; however, it lacks sufficient 
clarity to ensure consistent application. The Policy 
establishes procurement thresholds but does not specify 
whether these thresholds apply to individual transactions 
or aggregate vendor spending. Management currently 
applies the thresholds on a per-event basis, which differs 
from the aggregate approach commonly used in public-
sector procurement.

The Policy also encourages the use of competitive 
procurement methods when price is not the determining 
factor, yet simultaneously exempts several categories of 
vendors, including artistic, hospitality, and seasonal and 
recreational service providers, from competitive selection 
requirements. Because many of the DDA’s expenditures 
fall within these categories, staff has broad discretion in 
vendor selection. 

Additionally, the Policy does not establish when written 
agreements are required for recurring, professional, or 
service-based engagements. As a result, some vendor 
relationships are not supported by formal contracts. For 
example, the DDA pays a local business a $5,000 
monthly retainer to secure performers for events without 
a formal agreement outlining the scope of services, 
deliverables, payment terms, etc.

Management concurs with the finding. 

1. Clarifying Purchasing Thresholds
The DDA agrees that the current 2014 Purchasing 
Policy does not clearly specify whether procurement 
thresholds apply to individual transactions or aggregate 
vendor spending. We will revise the Policy to provide 
guidance on threshold application, ensuring consistency 
across all purchasing activities.

2. Vendor Selection and Competitive Procurement
The DDA will conduct a full review of the current 
exemptions for artistic, hospitality, seasonal, and 
recreational service providers to determine whether 
these exceptions remain appropriate. The DDA will 
review and narrow these exemptions to ensure 
competitive procurement is used whenever feasible, with 
clear documentation justifying any exceptions.

3. Written Agreements for Recurring or Professional 
Services
The DDA acknowledges the need for formal agreements 
for recurring or professional service engagements. 
Going forward, contracts outlining scope, deliverables, 
payment terms, and approval requirements will and 
have begun to be implemented. Existing service 
arrangements, including those for event performers, will 
be formalized into written agreements.

x 1. The updated Purchasing Policy and supporting 
Procedures do not clarify whether procurement 
thresholds apply to individual transactions or aggregate 
vendor spending. As a result, the ambiguity identified in 
the audit remains unresolved and may affect the 
consistency of procurement practices.

2. DDA management updated the Purchasing Policy to 
formalize categories of noncompetitive procurement.
However, the Policy continues to include broad 
exemptions, actually expanding the list, as opposed to 
following the recommendation to limit and narrow such 
exemptions.  As a result, the risk of inconsistent vendor 
selection and reduced transparency remains.

3. The updated Purchasing Policy and supporting 
Procedures reference formal procurement processes.
However, the Policy does not clearly establish a 
consistent requirement for all recurring, professional, or 
service-based engagements.  Without a universally 
defined requirement, there remains a risk that certain 
vendor relationships may not be supported by formal 
agreements outlining scope, deliverables, and payment 
terms.

4. While Procedures have been developed to guide 
procurement activities, including vendor selection, those 
procedures primarily establish a general workflow and 

The auditor, at the direction of the City Commission, performed a limited-scope audit of the Downtown Development Authority's (DDA) disbursements related to its management of the Old School Square (OSS) campus, focusing on 
internal controls over the disbursement cycle and determining whether those disbursements were authorized, accurate, properly supported, and served a valid public purpose.

The auditor included the following findings and recommendations in the report:
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No. Condition and Recommendation Management Response
Not 

Implemented
Partially 

Implemented Implemented Comment
Recommendation(s):
1. Clarify purchasing thresholds within the Purchasing 
Policy to define whether limits apply to individual 
transactions or aggregate vendor spending.

2. Reasses the categories of vendors currently excluded 
from competitive purchasing to ensure that exeptions are 
limited, justified, and well documented.

3. Require written agreements for all recurring, 
professional, or service-based relationships, clearly
outlining scope, deliverables, payment terms, and 
authorization.

4. Create simple written procedures or checklists to 
support consistent documentation of vendor selection,
approvals, etc.

5. Provide periodic training and clear communication of 
purchasing and documentation standards.

4. Procedures, Checklists, and Training
To support consistent application of the updated Policy,
the DDA will develop written procedures and checklists 
for daily procurement activities, vendor selection, and 
approvals. Staff will receive periodic training to 
reinforce procurement standards and documentation 
requirements.

Implementation date: March 2026

do not consistently define detail control requirements, 
such as vendor evaluation criteria, documentation of 
selection decisions, and independent review, necessary 
to ensure consistent and transparent application.  As a 
result, vendor selection decisions may continue to rely 
on interpretation and individual judgement.  

5. DDA management indicated that training and 
communication would be provided to staff to support the 
implementation of the updated Policy and the newly 
created Procedures.  However, documentation 
demonstrating the extent, frequency, or formalization of 
training was not available for review.

2 Finding:
Testing of disbursements, including checks and wires, 
identified inconsistencies in supporting documentation in 
sixteen (16) percent of the sample, and improper expense 
coding in six (6) percent of the sample. Improper coding 
included DDA expenses recorded to OSS, as well as 
costs assigned to OSS that were not responsibilities 
defined in the applicable contracts.

In addition, although certain duties are separated (e.g., 
preparation by the bookkeeper and approval by the 
Executive Director and a Board member), review and 
oversight of documentation and coding rely heavily
on the same individuals. The absence of written review 
procedures contributes to inconsistent application
of these roles.

Recommendation(s):
1. Establish written procedures for documenting, 
reviewing, and retaining support for all disbursements.

2. Implement a review process to verify accurate expense 
coding and ensure that charges to OSS
comply with the Interlocal Agreement and OSS 
contracts.

3. Strengthen segregation of duties by defining and
documenting distinct roles for preparation, coding, 

Management concurs with the finding. 

1. Inconsistencies in Documentation and Expense 
Coding
The DDA acknowledges the documentation gaps and 
miscoded transactions identified in the sample review. 
While these issues were unintentional and stemmed from 
brief oversight during periods of specific timing of 
activity associated with OSS programming, we recognize 
the need for stronger safeguards. The DDA will 
implement more detailed review standards and reinforce 
documentation requirements to ensure that every 
disbursement payment is fully supported.

2. Strengthening Segregation of Duties and Oversight
Although certain approval and payment roles are 
already separated, the DDA agrees that additional 
structure is necessary. We will formalize written review 
procedures that more clearly define roles and 
responsibilities. This will better support the checks and 
balances appropriate for a public-sector organization.

3. Enhancing Accuracy of OSS-Related Financial 
Reporting
Accurately distinguishing between DDA and OSS 
expenditures to prevent misstatements and ensure 
compliance with OSS operating agreements is essential 
and has always been a part of the  internal process.

x 1. DDA management developed Purchasing and 
Payment Process Procedures that establish basic 
requirements for documenting and submitting support for 
disbursements, including verification of supporting 
documentation.  However, the procedures do not fully 
define documentation standards, independent review 
expectations, or document retention requirements 
necessary to ensure that supporting documentation is 
complete, consistently applied, and readily available for 
review.  As a result, risks remain related to the 
completeness, consistency, and retention of supporting 
documentation.

2. DDA management introduced structure to the coding 
process by requiring identification of budget line items 
and assigning coding responsibilities within the 
disbursement workflow.  However, a formal review 
process to verify coding accuracy has not been clearly 
defined.  In addition, procedures do not require 
validation that expenses charged to Old School Square 
comply with the Interlocal Agreement and related 
contracts.  As a result, the risk of miscoding and 
improper allocation of expenses remains.

3. DDA management developed a Segregation of Duties 
Matrix outlining roles across the disbursement process.
While this provides a structured framework, key 
responsibilities remain concentrated among a limited 
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No. Condition and Recommendation Management Response
Not 

Implemented
Partially 

Implemented Implemented Comment
approval, and secondary review, and ensuring that  no 
single individual is responsible for all stages of the 
disbursement process.

4. Provide training to staff responsible for payment 
processing on documentation expectations, review 
requirements, and OSS/DDA coding distinctions.

5. Conduct periodic monitoring to assess compliance 
with documentation, coding, and review procedures, and 
address any recurring issues promptly.

There has been a process in place since the beginning of 
the agreement, however due to the fast-paced 
environment and quick growth, enhancements are 
needed. Implementing enhanced processes will help 
ensure that OSS is billed only for expenses authorized 
under existing contracts.

4. Improving Documentation Standards
To support more consistent and complete 
documentation, the DDA will improve the procedures
which may include: 
• Clear documentation checklists for recurring 
transactions.
• Mandatory attachment requirements for all 
disbursements.
• Standardized electronic filing practices to ensure 
documentation is accessible.

5. Training and Ongoing Oversight
Training will be provided to all staff involved in 
payment processing to reinforce expectations regarding 
documentation, review standards, and the proper coding 
distinctions between DDA and Old School Square 
expenses. These sessions will be incorporated into 
onboarding and periodic refresher training.

Implementation date: March 2026

number of personnel (e.g., Manager), and independent 
review functions are not clearly separated from 
originating and approving roles in practice.  As a result, 
the effectiveness of segregation of duties in preventing or 
detecting errors may be limited.  

4. DDA management committed to providing training; 
however, this has not been evidenced.

5. The Purchasing and Payment Process Procedures 
reference periodic review of purchases by the Executive 
Director and Board Treasurer; however, a formal 
monitoring process has not been defined.  The 
procedures do not establish the scope, frequency, 
documentation, or follow-up requirements for such 
reviews.  As a result, monitoring activities may not 
effectively identify or address control deficiencies.

3 Finding:
The DDA maintains a single credit card, in the Executive 
Director’s name, which is shared by multiple employees 
for agency-related purchases. Although a centralized 
folder exists, receipts are retained by individual staff 
members, making it difficult to obtain complete 
supporting documentation. Audit testing of credit card 
transactions identified missing or insufficient 
documentation in nineteen (19) percent of the sample, 
and improper expense coding in fifteen (15) percent of 
the sample.

The sample also included several food and beverage 
transactions that, when evaluated against the City’s Food 
and Beverage Policy (used as audit criteria in the 
absence of a DDA policy), did not meet the established 
requirements for allowable expenditures.

Recommendation(s):
1. Develop a concise written policy for credit card use 
that outlines allowable purchases, documentation and 
receipt requirements, and approval procedures. The 
policy should also establish clear standards for food and 
beverage purchases.

2. Provide brief guidance and reminders to staff on 
documentation expectations to ensure consistency and 
reduce administrative follow-up.

Management concurs with the finding. 

1. Credit Card Usage and Documentation Practices
To address this, the DDA will implement a formal, 
written Credit Card Policy that aligns with 
recommendations and includes clear requirements for 
card use, documentation, and reconciliation.

2. Establishing a Formal Credit Card Policy
This policy will eliminate inconsistencies and ensure 
that all credit card transactions meet documentation and 
compliance standards.

The new policy will include such details as:
• Authorized users and approved purchase areas
• Required pre-approval and post-purchase form and 
documentation support
• Procedures for timely submission of receipts.
• Standards for coding, reconciliation, and supervisory 
review.

3. Strengthening Oversight and Controls
The DDA will enhance the centralized receipt retention 
and reimplement a standardized reconciliation process 
to ensure accurate coding and complete documentation.
Additional internal review steps will be incorporated 
into monthly credit card activity  verification to ensure 
accuracy and compliance.

x 1. DDA management developed and implemented a 
formal Credit Card Policy and related procedures 
establishing requirements for pre-approval, 
documentation, and reconciliation of credit card 
transactions, representing an improvement over prior 
practices.  While the policy and procedures establish 
requirements for approval and documentation, they do 
not define clear criteria for evaluating the 
appropriateness of expenditures or provide guidance on 
how to address transactions that are not personal in 
nature but may not meet established expectations. As a 
result, the evaluation and resolution of such transactions 
may rely on individual judgment, limiting consistency, 
accountability, and effective oversight.

The Food and Beverage policy further reflects this 
limitation.  While it acknowledges such expenditures, it 
remains high-level and does not define documentation 
expectations — such as business purpose and attendees 
— or provide criteria for evaluating allowability and 
reasonableness. As a result, food and beverage 
transactions may be subject to inconsistent interpretation 
and application.

2. Management indicated that training and ongoing 
communication would be provided to staff regarding 
credit card usage, documentation requirements, and 
compliance expectations.  However, documentation 

5



No. Condition and Recommendation Management Response
Not 

Implemented
Partially 

Implemented Implemented Comment
3. Review transactions charged to OSS to determine 
whether reimbursement, reclassification, or adjustment is 
appropriate.

4. Evaluate the feasibility of issuing separate credit cards 
to individual employees who routinely make purchases, 
each with defined spending limits and accountability for 
documentation, to improve oversight and traceability of 
transactions.

4. Training and Implementation
The DDA will conduct training and communications to 
ensure a clear understanding of allowable transactions,
documentation requirements, and review procedures.

Implementation date: March 2026 

demonstrating that training has been conducted was not 
available for review.  As a result, it is unclear whether 
staff have been adequately informed of expectations, and 
the risk of inconsistent application remains.

3. Management indicated that a review of prior 
procurement transactions, including credit card 
transaction, was performed and that adjustments were 
made where appropriate.  However, documentation 
supporting the scope of the review, the transactions 
evaluated, and the results of any adjustments was not 
available for review.  As a result, it is unclear whether 
previously identified issues were fully addressed.

4. Management indicated that the use of a single, 
centrally managed credit card is an established practice 
based on the DDA’s small team structure and has been 
evaluated following the audit, with additional controls 
implemented.

While this structure may provide administrative 
efficiencies, a shared card introduces inherent 
accountability risks, including limited ability to attribute 
transactions to specific individuals and enforce 
responsibility for documentation. As a result, the 
effectiveness of this control may remain limited without 
clearly defined user accountability and independent 
oversight.
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Notice of Decision: 

DOWNTOWN 

DEVELOPMENT AUTHORITY 

A copy of the decision under this section shall be mailed or otherwise furnished to the protestor and 

any other party intervening. 

Finality of Decision: 

A decision of the Executive Director under this section shall be final and conclusive unless the 

protester files a written appeal with the DOA within three business days of the Executive Director's 

decision. The DOA Board within thirty {30) days of the Executive Director's response shall consider the 

protest. 

Failure to Follow Procedure: 

A protestor's failure to follow the protest procedure set forth herein shall render void any protest or 

claim brought by an aggrieved bidder, offeror, or contractor. 

Costs not recoverable: 

Costs incurred by a protesting party, including but not limited to attorney fees and costs, are the sole 

responsibility of the protesting party. 

4904-3506-0615, V. 1 18



PURCHASING & PAYMENT PROCESS – DRAFT 3.22.2026 

Purpose 
To establish a clear, consistent process for procurement, ensuring proper authorization, 

accurate budget allocation, and strong financial controls. 

Scope 
This procedure applies to all DDA and Old School Square purchases, including goods, 

services, events, and operational expenses. 

Procedure Steps 

1. Identify Need & Budget Line Item
• Staff identifies a purchasing need.

• The appropriate budget line item must be confirmed prior to obtaining a quote.

• If unclear, confirm with the Manager or Executive Director before proceeding.

2. Obtain Quote

• The responsible Manager (or designated staff under their supervision) obtains a

quote from the vendor.

• Quotes should include:

o Vendor name

o Description of goods/services

o Total cost

o Date and validity

3. Manager Review & Approval

• The Manager responsible for the budget line item:

o Reviews the quote for accuracy, necessity, and alignment with budget.

o Confirms sufficient funds are available in the specified budget line.

o Approves the purchase prior to commitment.

• Approval may be documented via:

o Email confirmation, or

o Purchase/credit card request form (if applicable)

4. Purchase Execution

• Once approved, the purchase may be made through:

o Vendor invoice (to be billed), or

o Approved DDA credit card process

5. Invoice Receipt & Documentation

• Upon receipt of the invoice, the Manager must:

o Review the invoice for accuracy (matching quote and services received).

o Ensure all supporting documentation is included (quote, approvals,

receipts if applicable).
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6. Submission to Bookkeeper

• The Manager forwards the invoice to the Bookkeeper with the following required

information:

o Approved budget line item

o Clear description of the expense (what it was for)

o Supporting documents (quote, receipt, approval)

• Submission should be timely to ensure accurate financial reporting.

7. Bookkeeper Processing

• The Bookkeeper will:

o Verify completeness of documentation

o Code the expense to the provided budget line item

o Enter the invoice into the accounting system

o Process payment for final approval and signature

8. Final Review & Oversight

• Periodic review of purchases will be conducted by:

o Executive Director

o Board Treasurer

• Ensuring compliance with DDA policies and audit standards.

Key Controls 

• All purchases must be pre-approved by the responsible Manager

• Every expense must have a clearly identified budget line item

• No invoice will be processed without proper documentation

• Segregation of duties maintained between:

o Approval (Manager)

o Processing (Bookkeeper)

o Executive Director

o Board Treasurer or Chair

20



Segregation of Duties Matrix – Document Processing 

Segregation of Duties Matrix – Draft (3.22.26) 

Process Step Requestor Reviewer Approver Processor Recorder Reconciler Oversight 

Document Initiation ✔ 

Data Entry / Form 

Completion 
✔ 

Supporting 

Documentation 

Attach 

✔ 

Review for Accuracy 

& Budget 
✔ 

Approval 

Authorization 
✔ 

System Entry / 

Processing 
✔ 

Document Filing / 

Recordkeeping 
✔ 

Payment Processing 

(if applicable) 
✔ ✔ 

Reconciliation 

(monthly/periodic) 
✔ 

Financial Approval  / 

Oversight Review 
✔ 

Practical Application 

• DDA Staff member submits a credit card purchase form or invoice → Requestor

• Operations Manager reviews for budget alignment → Reviewer

• Executive Director approves → Review & Approve

• Bookkeeper enters into accounting system → Processor

• Documents saved in Vendor Bill folder → Recorder

• Monthly financials reviewed → Treasurer and Board of Directors
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Purpose 

 
The purpose of this memo is to outline the methodology used by the Delray Beach 

Downtown Development Authority (DDA) to determine and allocate expenses 

between general DDA operations/programming and the management and 

programming of Old School Square (OSS). This framework supports transparency, 

consistency, and alignment with the Interlocal Agreement (ILA), while ensuring 

accurate financial reporting. 

 
Guiding Principles 

 
The allocation of expenses is guided by the following principles: 

• Direct Benefit: Costs are assigned based on the primary program, function, or 

asset receiving the benefit. 

• Programmatic Intent: Expenses are categorized based on whether they support 

DDA planned initiatives or OSS-specific operations and programming. 

• Consistency: Standardized coding practices are applied across all departments. 

• Transparency & Documentation: All allocations are supported by appropriate 

documentation and subject to internal review. 

 
Expense Classification Methodology 

 
1. Direct Expense Allocation 

Expenses that can be clearly attributed to a specific function are coded accordingly: 

• DDA Expenses: A. B. C. D  

Costs associated with district-wide services, including marketing of Downtown 

Delray Beach, economic development programs, placemaking enhancements, 

and administrative operations. 

• OSS Expenses: 

Costs directly tied to the operation, marketing, programming, and maintenance 

of the Old School Square campus, including: 

o Cornell Art Museum exhibitions and programming 

o Amphitheatre events (produced and rental support) 

o Vintage Gym operations and rentals 

o OSS-specific marketing and promotions 

o Facility-related expenses (cleaning, security, maintenance) 

 
2. Shared or Indirect Costs 

Certain expenses support both DDA and OSS functions and are allocated using a 

reasonable and consistent methodology. These may include: 

• Staff time is allocated based on level of effort and functional responsibilities (e.g., 

percentage of time spent on OSS vs. DDA initiatives). 
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3. Event-Based Allocation 

For events and programs: 

• OSS Events: 

All expenses related to events hosted at Old School Square are coded to OSS, 

including production, talent, staging, and event support. 

• DDA District Events: 

Events such as Art & Jazz on the Avenue, Savor the Avenue, and other 

downtown activations are coded to DDA. 

• Hybrid/Collaborative Events:  (very rare) First Friday Art Walk is an example  

In cases where events serve both OSS and broader district objectives, expenses 

are allocated based on scope, location, and primary purpose. 

 
4. Revenue Offset Consideration 

Where applicable, OSS-related expenses are evaluated in conjunction with associated 

revenues, including: 

• Facility rental fees 

• Ticket sales 

• Sponsorships and concessions 

This ensures a clear understanding of net operating impact and supports informed 

budgeting decisions. 

 
Review and Oversight 

• All expenses are reviewed by management for appropriate classification prior to 

final approval. 

• Financial reports are prepared and presented regularly to the DDA Board, 

including OSS-specific reporting. 

• As part of ongoing process improvements, additional internal controls are being 

implemented to further standardize documentation, coding, and review 

procedures. 

 
Conclusion 
This methodology ensures that expenses are allocated in a manner that is logical, 

consistent, and aligned with the operational structure of the DDA and its management 

of Old School Square. The approach continues to evolve as part of the DDA’s 

commitment to fiscal responsibility, transparency, and best practices in public sector 

financial management. 
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Credit Card Policy 

Summary 

The DDA seeks to establish a concise policy regarding the use of DDA credit cards. This policy serves 

to clarify the appropriate personnel authorized to use DDA credit cards and identifies the process to 

obtain permission for use of a DDA credit card. 

Authorized Users: The credit card is issued to the Executive Director only. DDA credit cards are not 

permitted to be issued to Board members or staff members. Staff may use the DDA credit cards for 

emergency supplies and other work-related purchases with the prior approval of the Executive 

Director. 

Use of DDA Credit:  

Cards Cash advances are prohibited. Personal usage of a DDA credit card is not allowed. If personal 

expenses are charged to a DDA credit card unintentionally, those expenses must be reimbursed to 

the DDA within ten days of discovery. 

Please see Appendix A for a detailed description of the process required to use a DDA Credit Card. 

Account Reconciliation Receipts for all purchases must be turned in to the Executive Director 

immediately following a purchase for reconciliation against the monthly credit bill. The Executive 

Director is responsible for verifying all transactions on credit accounts 

APPENDIX A 

This appendix describes the detailed process required for DDA personnel to use a DDA credit card:  

1. The employee requests approval from the Executive Director to create a purchase order for a 

necessary item.  

2. The purchase order is checked out by filling in the purchase information on the DDA Credit Car 

Purchase Form.  

3. The purchase order form is completed by the employee.   

4. The employee requests that the Executive Director approve the purchase order.  

5. Upon approval of the purchase order by the Executive Director, the employee requests that the 

Executive Director issue the appropriate credit card. The Executive Director keeps all credit cards in 

a secure location.  

6. The employee makes the necessary purchase with the credit card and keeps the receipt.  

7. The employee returns immediately to the office and gives the credit card and receipt to the 

Executive Director.  

8. The Executive Director secures the credit card in a secure location.  

9. The Executive Director or designee compares the receipt with the purchase order and compares 

the receipt with the monthly credit card bill.  

10. The Executive Director or designee then verifies all items on receipts and then reconciles the 

receipts with each monthly credit card bill prior to submittal of the Accounts Payable ledger. 
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DDA Credit Card Usage Procedure 

To ensure accountability, transparency, and proper financial tracking, all team 

members must follow the procedures below when using a DDA credit card: 

1. Pre-Purchase Approval
• All intended credit card purchases must be documented in the Credit Card

Purchase Form.

• The form must include:

o Description of the purchase

o Purpose of the expense

o Applicable budget line item

• The completed form must be submitted for Manager/Supervisor Approval prior to

making the purchase.

• No purchase should be made without prior approval.

2. Making the Purchase
• Once approval is received, the purchase may be completed using the DDA

credit card.

• Ensure the purchase aligns exactly with what was approved.

3. Receipt Collection
• A detailed receipt is required for every transaction.

• Receipts must clearly show:

o Vendor name

o Date of purchase

o Itemized list of goods/services

o Total amount paid

4. Documentation & Submission
• Attach the receipt to the approved Credit Card Purchase Form.

• Ensure all documentation is complete and accurate.

5. Filing for Processing
• Save the finalized documentation (form + receipt) in the designated:

o Vendor Bill Folder/OpsMgr Review Folder

• Operations Manager on a weekly basis will reconcile charges with the receipts in

the folder

• Once completed the receipts forms to be saved into the Ops Review

Completed folder by month

• Bookkeeper to then pull receipts with budget line to be process and reconciled

6. Compliance
• Failure to follow this procedure may result in delays in reimbursement, processing

issues, or revocation of credit card privileges.
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