FCA Office of Inspector General
Audit A00-01: Procurement and Supply Activities

We do not think purchasing should be contracted out because the Agency would still
need a liaison with the contractor as well as someone to process credit card purchases
over the micropurchase limit. However, we think that one employee could perform all
the current centralized procurement workload. This would save $110,437 annually,
assuming continuation of the median salary of existing staff, related benefits and the cost
of office space.

Four employees currently work in FCA’s supply function on a part-time basis. The
annual cost of applicable salaries and benefits for these four employees and the cost of
space to house the stockroom total $87,948. Abolishing the supply room and setting up
blanket purchase orders with commercial office supply firms could eliminate these costs.
There are many office supply companies that will accept orders by telephone or Internet
and guarantee next-day delivery. Each FCA office has authorized credit cardholders who
already make most of the micropurchases for their office. Forty-seven percent of the
credit cardholders we surveyed said they would prefer to buy their supplies direct and not
go through the supply room. Any purchases over $2,500 would continue to be made
through central purchasing. Such an arrangement would not only eliminate significant
costs without loss of service but would also provide direct access to a much wider
selection of supplies than is available in the supply room. Decentralization of supply
purchasing would also cut out the cost-and delay associated with the current practice of
mailing supplies to field offices.

Recommendations
1. The central purchasing function should be streamlined.

2. The supply room should be eliminated.

If either of these two functions is retained in-house, the following 11 agreed upon actions
will improve the current process.

Information in procurement databases is incomplete and unreliable.

Information Resources Division developed two databases for ASB in 1997. The first was
initially intended to track requisitions from receipt through to payment. The second, a
vendor file, is intended to list all companies the Agency does business with as well as
those seeking placement of their company on the file.

Requisition Tracking System

The requisition tracking system is not used consistently by ASB employees.
Procurement actions are not always entered and data that is entered is not done so in a
timely manner. Also, a single database listing all procurement transactions in ASB does
not exist. Therefore, we were unable to obtain an accurate count of the number of the
total orders processed by ASB. We reviewed a random sample of twenty purchase orders
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Agreed Upon Action

8. The filing system for supply orders placed by the supply technician will be
reorganized or further automated.

Procurement forms should be consolidated.

Currently ASB staff must complete two separate forms; one entitled “Abstract of
Proposals/Quotations” and the other “Small Purchase Pricing Memorandum.” Current
procedures require procurement staff to complete both forms for every negotiated order
over $2,500. It would be more efficient to combine the information contained on these
forms into one.

Agreed Upon Action

9. One form will be developed for use on orders over $2,500.

Contract and interagency files are incomplete.

A review of the formal contract and interagency agreement files found that the Agency
has issued five formal contracts and 46 interagency agreements in FY 97, 98 and 99. The
formal contract files were not complete in that none contained copies of invoices. One
had no reference to the use of a panel in making the selection, a requirement in the FAR.

Interagency agreement files were also incomplete. FCA entered into 46 interagency
agreements in FY 97, 98, and 99. According to ORM Division/Region Directive #1, a
requisition, Office of General Counsel (OGC) review and clearance, and transmittal
memo are required for each agreement. Only seven of the 46 agreements (15%) we
reviewed contained a requisition. One contained certification of OGC review and
clearance (.02%), and one contained a transmittal memo (.02%). ASB did provide copies
evidencing the existence of these documents for some agreements; however, they should
be retained in one central place as the official Agency contract file.

Agreed Upon Actions
10. FRD will send copies of invoices on contracts to ASB after payment is made.

11. A selection panel will be used on all formal contracts issued, when required by the
FAR. This process will be noted in the contract files.

12. Official interagency agreement files will include the approved requisition, a
transmittal memo and certification of OGC review and clearance or the office
directive will be revised to reflect the new requirements.
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