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INTRODUCTION 
 
In accordance with the Internal Audit Division Fiscal Year 2022/23 Audit Plan, we completed an 
internal control review of the Gift Card Program. We conducted our review in accordance with 
the International Standards for the Professional Practice of Internal Auditing as developed by 
the Institute of Internal Auditors. 

 
 

OBJECTIVE 
 

The objective of our review was to evaluate the adequacy of internal controls in the Gift Card 
Program to ensure proper accountability, segregation of duties, reconciliation, and physical 
security. 
 

BACKGROUND 
 
The Gift Card Program is a countywide program allowing departments to issue gift cards and travel 
vouchers to meet program goals. Gift cards are issued strictly to clients1 for the sole purpose of 
meeting program objectives. The Auditor-Controller established written policies and procedures 
to administer the Countywide Gift Card Program. 
 
Gift card imprest accounts can be established for one of the following purposes: 

1. Transportation Needs. Ensuring all patients with transportation needs are receiving the 
appropriate client assistance.  

2. Behavioral Goals. Used in the behavior modification program to buy supplies as incentives 
for behavioral goals. 

3. Purchase of Food. Used in providing food to individuals who have not received public 
assistance and who cannot be referred to the Salvation Army via a food referral. 

 
The following departments had open gift card imprest accounts: 

1. County Administrator’s Office for the Solano Family Justice Center 
2. Public Defender 
3. Health and Social Services  
4. Probation 

 
To participate in the Gift Card Program, the department must submit a “Request for Gift Card 
Imprest Account” form to the Auditor-Controller. The request includes information such as 
purpose, budget unit and sub-object, gift card vendor name, amount of each individual card, total 
amount requested and the custodian’s name and title.  
 

 
1 County policy specifically prohibits issuance of gift cards to employees through this program.  
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Custodians are employees who oversee, maintain, and safeguard the gift cards. Custodians must 
treat the gift cards like cash and apply the same level of controls. The custodian must acknowledge 
in writing his/her understanding and acceptance of the responsibilities associated with the control 
over the gift cards.  
 
Participating departments are expected to maintain internal controls that ensure the safekeeping, 
distribution, and reconciliation of their gift cards. Controls include pre-authorization to disburse a 
gift card from someone other than the custodian, a record of gift cards issued, and a reconciliation 
of gift cards issued to the remaining balance before the account is replenished.  
 

SCOPE  
 
Our review was limited to the processes and procedures for departments with open gift card 
imprest accounts as of February 10, 2023. In performing the review, we considered and tested 
internal controls significant to the audit objective. 

In any system of internal controls inherent limitations exist which may result in errors or 
irregularities occurring and not being detected. Limitations may include, but are not limited to, 
resource constraints, management override, and circumvention of internal controls by collusion. 
Accordingly, our review would not necessarily disclose all weaknesses. 
 

 

METHODOLOGY 
 

 We reviewed the listing of gift card accounts in the County’s accounting database, Finance 
Enterprise and interviewed the Auditor-Controller (ACO) Accounting Supervisor to 
determine if the list of gift card accounts was complete.  

 We sent questionnaires and conducted interviews with staff at each participating 
department. 

 We received a walkthrough of existing processes and reviewed supporting documents to 
confirm application of key controls. 

 
  



  
 

4 
 

 

RESULTS 
 
Based on our review, we determined the following:  
 
County Administrator’s Office and Public Defender 
 
Based on responses to the questionnaire, the County Administrator’s Office and Public Defender 
were not using the gift card imprest accounts. As a result of our review the two departments worked 
with the General Accounting Division of the Auditor-Controller’s Office to close the accounts.  
 
Health and Social Services (H&SS) 
 
H&SS conducted an internal review of their gift card imprest accounts between November 2022 
and February 2023. The reviews included confirmation that reconciliations were occurring, 
custodians were aware of their responsibilities, physical security of the cards was maintained, and 
backup custodians were designated.  
 
The H&SS internal review demonstrated management oversight of the program and included 
follow-up for areas requiring corrective action. 
 
We reviewed the accounts included in H&SS’ internal review to ensure completeness and, on a 
sample basis, confirmed corrective actions occurred. 

 
Probation 
 
Probation has an open gift card account that is not being used. The account was reduced from $540 
to a zero balance in September 2022.  
 
In July 2021, Probation began purchasing gift cards through a contracted vendor, separate from 
the County’s Gift Card Program. This transition coupled with a change in personnel led to 
inconsistent and incomplete records. As a result, we were not able to trace transactions to 
documents supporting the distribution of these gift cards. 
 
Probation has an existing policy, consistent with the County’s Gift Card Policy, which requires 
them to maintain consistent and complete records to ensure accountability and to reduce the risk 
that gift cards are used inappropriately. However, Probation is not in compliance with its gift card 
policy. 
 
Recommendation: 
  

1. Probation should use the County’s Gift Card Program and ensure their existing policy2 is 
followed to maintain accountability for gift cards. 

 
2 Policy Number 400 Establishment and Monitoring of Gift Cards, Vouchers and Bus Passes 
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2. Probation should replenish their existing gift card imprest account and ensure consistency 
with the existing policies and procedures. 

 
Management Response: 
 
See Attachment A 

 
Sheriff’s Office: 
 
Our review was focused on the internal controls in place for departments participating in the Gift 
Card Program. While our tests were not designed to determine whether departments purchased 
and issued gift cards to clients without participating in the Gift Card Program, we observed that 
the Sheriff’s Office purchased gift cards for clients outside of the Gift Card Program. 
 
The County established the Gift Card Policies and Procedures to maintain accountability of these 
cards and to minimize the risk that gift cards are used inappropriately. By purchasing and issuing 
gift cards outside of the Gift Card Program, the Sheriff’s Office has not established accountability 
over these gift cards and increased the risk that gift cards could be used inappropriately. 
 
 
Recommendation: 
 
The Sheriff’s Office should establish a gift card imprest account and maintain the account 
consistent with established County policies and procedures. 
 
Management Response: 
 
The Sheriff’s Office agrees with the recommendation and will establish a gift card imprest 
account and maintain the account consistent with established County policies and procedures. 
 
 



KMGolemis
Typewritten Text
Attachment A
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