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AUDIT HIGHLIGHTS 
 

 

This audit of Miscellaneous Expenses was 
included on the City Council-approved FY 
2017/18 Audit Plan. The audit’s objective 
was to evaluate management controls over 
and documentation for selected 
commodities expenses. After preliminary 
analysis, we narrowed the audit scope to 
focus on Small Tools & Equipment and 
Office Supplies accounts. 
 
 
 
 
Small tools and equipment and office 
supplies usually make up a small 
percentage of a department’s total budget, 
but due to their nature, these items are 
more susceptible to loss or personal use. 

In FY 2016/17, expenses in the Small Tools 
& Equipment account totaled about 
$500,000.  Small tools and equipment are 
defined in the general ledger Chart of 
Accounts as those costing less than $10,000 
that are subject to loss and/or have an 
expected life of less than one year. 

In FY 2016/17, Office Supplies expenses 
totaled $398,000.  Expenses in this account 
have generally been decreasing since FY 
2013/14’s high of almost $463,000. 

 
 
 
 

WHY WE DID THIS AUDIT 

BACKGROUND 

Miscellaneous Expenses 
March 9, 2018 Audit Report No. 1805 
 

 

WHAT WE FOUND 
Management control over Small Tools & Equipment purchases can be 
improved. 
• The selected Small Tools & Equipment items were inconsistently labeled 

as City of Scottsdale property and were not being inventoried.  
• Nearly 20% of the costs were for purchases that should be coded to other 

accounts.  

Office supply costs and the related contract can be better managed. 
• There is no evidence that an analysis was done prior to selecting the 

current office supply contract.  Further, contract pricing has not been 
monitored.  

• The per-employee cost of office supplies varies widely throughout the 
City, and departments spent $153,000 on printer toner over a 2-year 
period despite having a printer contract that provides toner.  

• Use of an Amazon.com business account has not been evaluated.  
 

WHAT WE RECOMMEND 
We recommend the City Manager: 

• Work with the City Treasurer to move the non-capital asset requirement 
to a more appropriate Administrative Regulation.  Further, departments 
should label these items as City property and comply with the existing 
requirement to periodically inventory high-risk non-capital items. 

• Request the City Treasurer’s Accounting department to help staff 
distinguish between Small Tools & Equipment commodities, capital 
assets and supply expenditure categories. 

• Direct the Purchasing department to analyze office supplies contract 
alternatives, request the quarterly price lists and Pricing Compliance 
Reports and spot check pricing. 

• Direct Budget to include per-employee cost analysis when reviewing office 
supply budgets.  

 

MANAGEMENT RESPONSE 
Management agreed with the findings and will  implement the 
recommendations. 

City Auditor’s Office 
City Auditor  480 312-7867 
Integrity Line 480 312-8348 

www.ScottsdaleAZ.gov 
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BACKGROUND 

This audit of Miscellaneous Expenses was included on the City Council-approved FY 2017/18 Audit Plan. 
The audit’s objective was to evaluate management controls over and documentation for selected 
commodities expenses. After preliminary analysis, we narrowed the audit scope to focus on Small Tools 
& Equipment and Office Supplies accounts. 

Small tools and equipment and office supplies usually make up a small percentage of a department’s 
total budget, but due to their nature, these items are more susceptible 
to loss or personal use.       
 
Small Tools & Equipment  
Over the past five fiscal years, Small Tools & Equipment expenses have 
ranged from approximately $414,000 to $545,000 each year, as shown in 
Figure 1. In addition to these expenses, the Fleet Management 
department provides a $500 annual tool allowance to each of its 
technicians. These allowances, totaling approximately $12,500 per year, 
are recorded as Personnel expenses rather than as small tools and 
equipment spending. 
 

Figure 1. Small Tools & Equipment Expenses from FY 2012/13 through FY 2016/17 
 

 
 

1 “Other” includes supplies from the City warehouse and any cash receipts, journal entries, or accounting 
adjustments. 

SOURCE: Auditor analysis of general ledger Small Tools & Equipment expenses. 
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Small Tools & Equipment purchases are generally of the following types:  

 

Figure 2. Types of Small Tools & Equipment Purchases 
 

  
 

 
SOURCE: Auditor analysis of general ledger Small Tools & Equipment expenses. 

 
 
In FY 2016/17, 86% of the Small Tools & Equipment expenses were in the Water Resources, Public Safety, 
and Public Works divisions. Further, as shown in Figure 3 on page 5, the Fire, Water Technology & Admin 
Services, Water Services, Water Reclamation Services, Street Operations, Parks and Recreation, and 
Facilities Management departments comprised the largest proportions of these divisions’ spending.  
 

 

(continued on next page) 

  

Hand tools: Most purchases are for minor tools and 
related items, such as screwdrivers, hammers, 
wrenches, tool boxes and bags, and ladders. 

Consumable items: These items are used up and 
replaced regularly, such as drill bits, saw blades, air 
filters, grinding wheels and small engine fuel and oil. 

Equipment: This type includes motorized or electronic 
items such as drills, grinders, chainsaws and specialized 
testing equipment. Rescue equipment for fire service 
vehicles is also specifically  included.
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Figure 3. FY2016/17 Small Tools & Equipment Expenses by Department 
 

 
 

 
SOURCE: Auditor analysis of general ledger Small Tools & Equipment expenses. 
 

 

Office Supplies 
Over the past five fiscal years, Office Supplies expenses have ranged 
from approximately $387,000 in FY 2015/16 to $463,000 in FY 2013/14.  

As shown in Figure 4 on page 6, the Community Services, Public Safety, 
and Community and Economic Development divisions spent just over 
half of the $398,000 expended last fiscal year. Also shown, Office 
Supplies expenditures have generally been decreasing since FY 
2013/14. 
 

 
(continued on next page) 
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Figure 4. Office Supply Expenses: FY 2016/17 by Division and FY2012/13 through FY2016/17 Totals 
 

 

 

 

 

 

 

 

 

 

 
 

 
SOURCE: Auditor analysis of general ledger Office Supplies expenses. 
 
 

The City’s largest office supply vendor, Office Depot, constitutes 80% of office supply purchases. Since 
June 2017, the City purchases from Office Depot through a Tamarac, Florida, contract’s “cooperative 
use” clause. The Tamarac contract, most recently renewed in October 2016 for a three-year term, does 
not require exclusive use, so City employees can also purchase office supplies from other sources.1  As 
shown in Table 1, in FY 2016/17 employees purchased 4.6% of office supply purchases from 
Amazon.com, 1.4% from Sam’s Club, and 188 other vendors for the remaining purchases.   
 
Table 1. FY2016/17 Office Supplies Expenses by Vendor  

 

Vendor 
Total 

Expended 
Percent of Total 

Expenditures 
Office Depot $321,915 80.9% 
Amazon.com $18,251 4.6% 
Sam’s Club $5,597 1.4% 
Other (188 separate vendors) $58,993 13.1% 

 
SOURCE: Auditor analysis of general ledger Office Supplies expenses. 
 

                                                                 
1 Prior to June 2017, the City purchased from Office Depot using a Florida Department of Management Services 
contract that had similar terms. 

$449,958 $462,923

$413,781
$387,196 $397,815

$0

$100,000

$200,000

$300,000

$400,000

$500,0007%

7%

6%

17%

22%

16%

8%

10%

7%

City Attorney
City Court
City Treasurer
Community and Economic Development
Community Services
Public Safety
Public Works
Water Resources
Other



 

Miscellaneous Expenses  Page 7 

The Office Depot contract provides the City access to varying price discounts on approximately 20,000 
items, with no minimum order amount and next day free shipping.2 Depending upon the item category, 
the contract’s stated discounts range from 39% to 85% off catalog prices.   

While primarily used for office supplies, as shown in Figure 5, City employees also make other purchases 
from Office Depot. For example, purchases for use in afterschool programs were usually recorded as 
Education and Recreation Supplies. However, this audit focused on the Office Supplies category. 

 

Figure 5. FY2016/17 Office Depot Purchases by Account Code 
 

 
 

SOURCE: Auditor analysis of general ledger and purchasing card bank’s Works data for Office Depot purchases. 
 
 

The Office Depot contract allows the City to request and receive detailed transaction data, which 
facilitates spending analyses. The City does not have the same detailed transaction data when office 
supplies are purchased through other vendors, so analysis of that spending is limited to reviewing 
individual invoices.   

As shown in Figure 6 on page 8, the majority of all Office Depot purchases in FY 2016/17 were for office 
consumables, such as pens, calendars, envelopes; printer toner; paper; and breakroom & cleaning 
supplies, such as coffee, paper towels and dish detergent.     

  

                                                                 
2 Free shipping excludes items weighing more than 70 lbs. and rush and special orders. 
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Figure 6. FY2016/17 Office Depot Purchases by Product Category  
 

 
 
 

SOURCE: Auditor analysis of detailed Office Depot reports for City of Scottsdale. 
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OBJECTIVES, SCOPE, AND METHODOLOGY 

An audit of Miscellaneous Expenses was included on the City Council-approved fiscal year (FY) 2017/18 
Audit Plan. The audit objective was to evaluate management controls over and documentation for 
selected commodities expenses.  After preliminary analysis, we narrowed the audit scope to focus on 
the Small Tools & Equipment and Office Supplies accounts. 

To gain an understanding of audit issues typically encountered and analyses performed, we reviewed 
asset and material management audits done by other government auditors. To understand the City’s 
various miscellaneous expenses, we analyzed commodity accounts from FY 2012/13 through FY 
2016/17 using general ledger data.  We excluded several commodity accounts that we have audited in 
recent years as well as purchases of water for treatment and distribution. Due to variability of 
departmental spending, we further narrowed the audit scope to Small Tools & Equipment and Office 
Supplies expenses. 

In addition, we reviewed the following criteria: 

• Administrative Regulation 220 Purchasing Card Usage and Administration. 

• Administrative Regulation 226 Capital Assets: Acquisition, Inventory and Disposal. 

• Administrative Regulation 215 Contract Administration. 

• City of Scottsdale Procurement Code, effective 2/1/2016. 

• Contract 13-23R between Tamarac, FL and Office Depot. The City purchases office supplies 
through “cooperative use” of this other government’s contract.   

• Contract 618-000-11-1 between Florida Department of Management Services and Office Depot.  
Prior to June 2017, the City purchased office supplies using this contract. 

To ensure data reliability and completeness of externally provided data, we reconciled purchasing card 
data from the bank’s Works system to the City’s general ledger transaction data for July 2016 through 
December 6, 2017.  Additionally, we reconciled detailed purchase data provided by Office Depot to 
within 2.8% and 6.5% of the purchasing card bank’s Works system and City’s general ledger data for FY 
2015/16 and 2016/17, respectively. 

To evaluate management controls and documentation for Small Tools & Equipment, we: 

• Interviewed high-use departments’ key staff regarding how small tools and equipment are 
managed, including budgeting, procurement and inventory. 

• Conducted a trend analysis of purchases to identify unusual purchases or potential wasteful 
spending for further testing. 

• Identified and summarized the value of items that appeared miscoded as small tools and 
equipment that would have been more properly classified to another expense account. 

• Tested six high-value purchases and a sample of 26 randomly selected purchases to determine 
if they were properly approved, and if the items purchased could be located, were adequately 
secured, and were labeled as City property.   
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To evaluate management controls and documentation for Office Supplies, we: 

• Conducted a trend analysis of purchases to identify unusual purchases or potential wasteful 
spending for further testing. 

• Analyzed office supply cost per employee by department. 

• Aggregated like purchases to determine total City spending on common items, such as paper 
and printer toner. 

• Confirmed the City is receiving the correct discount in compliance with the Office Depot 
contract. 

• Reviewed Purchasing files for contract administration documentation for the Office Depot 
contract. 

Our audit found that management control over small tools and equipment, office supply costs and the 
office supply contract can be improved. 

We conducted this audit in accordance with generally accepted government auditing standards as 
required by Article III, Scottsdale Revised Code, §2-117 et seq. Those standards require that we plan 
and perform the audit to obtain sufficient, appropriate evidence to provide a reasonable basis for our 
findings and conclusions based on our audit objectives. We believe that the evidence obtained provides 
a reasonable basis for our findings and conclusions based on our audit objectives. Audit work took 
place in January and February 2018. 
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FINDINGS AND ANALYSIS 

1. Management control over Small Tools & Equipment purchases can be improved. 

The Small Tools & Equipment purchases that we tested were inconsistently labeled as City of 
Scottsdale assets and were not inventoried. As well, other 
equipment purchases and consumable supplies are also being 
recorded as Small Tools & Equipment expenses. 

A. The “high-risk” items were not being tracked and 
periodically inventoried as required by a City 
administrative regulation. Most of the small tools and 
equipment purchases we tested were not labeled as City 
property nor assigned to employees or work vehicles.  

1. Of the 31 items in our sample, 14 items appeared to be 
susceptible to theft or conversion to personal use and 
required to be periodically inventoried. However, 
departments are unlikely to review the inventory 
requirement in the Administrative Regulation (AR) for 
capital assets when purchasing non-capital items. Of 
the 7 departments that purchased these items, none 
were aware of the requirement to periodically 
inventory high-risk, non-capital items. Further, 
efficiently inventorying them would require maintaining 
a list of the items. Only one department had developed a small tools and equipment list, 
though it was created for another purpose and was not kept up-to-date. Only 1 of its 2 
tested items was listed.  

 
Table 2. Small Tools & Equipment Purchases and Number of Items Tested by Department 
 

Department 
Small Tools & 

Equipment 
Items 

Tested 
Fire Department $137,299  5 
Water Technology & Admin Services $112,459  4 
Parks and Recreation $77,257  4 
Water Services $73,548  4 
Street Operations $65,017  3 
Water Reclamation Services $62,381  2 
Facilities Management $58,805  2 
Fleet Management $27,220  2 
Water Quality Services $19,108  2 
Operational Support $11,427  2 
WestWorld $11,246  1 

Total $655,767  31 
 

SOURCE: Auditor analysis of City’s general ledger Small Tools & Equipment transactions for July 2016 through December 6, 
2017, and auditor sample. 

Non-Capital Equipment 
City departments are to “evaluate non-
capital [items] to determine if they are 
deemed ‘high-risk’ and [are to] conduct 
periodic physical inventories.” 
“Considerations to determine if assets 
are ‘high-risk’ are portability, chance 
for misuse, ability of the asset to be 
converted for personal use, criticality 
to operations and susceptibility to theft 
or fraud. Determination is made at the 
Department level.” 

Source: Administrative Regulation 226 - 
Capital Assets: Acquisitions, Inventory and 
Disposal 
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2. Of the items we reviewed, 59% were not labeled in some manner as being City of Scottsdale 
property. Also, City departments do not document tool assignments to employees or work 
vehicles and, therefore, cannot hold employees accountable for them. 

Four of the 31 items tested did not need a separate label as they were attached to a City 
vehicle or were consumable supplies. Sixteen of the remaining 27 small tool and equipment 
purchases were not labeled, but the departments generally agreed it would be simple to 
implement that practice.  

As shown in Figure 7, most of the labeled small tools and equipment had a handwritten 
label identifying it as City of Scottsdale property; others had printed labels attached.  

 

Figure 7. Examples of Labeled Small Tools & Equipment 
 

 

 

 

 

 

 

 
SOURCE:  Auditor photographs 
 

 
Further, having a list of assigned tools and equipment may help reduce the number of times 
that tools and equipment need to be replaced due to loss. For example, one department 
spent more than $1,500 “to replace worn out or missing tools” for work trucks since July 
2016. While some of these tools may have been moved to other work vehicles, there is no 
tracking mechanism; even appropriate tool and equipment sharing cannot be determined. 
As an example of a simple method in use, the Fire Department labels its truck tools and 
equipment with the station number. This allows a “Station 602” tool to be shared with 
another station and still be trackable. 

To allow better accountability, City departments should develop methods to track small tools 
and equipment that are susceptible to loss or personal use. 

B. The Small Tools & Equipment account includes many purchases that should have been 
classified to other accounts. These improperly classified expenses make it difficult to evaluate 
the appropriateness of Small Tools & Equipment costs. 

Approximately $132,000 (20%) spent in more than 500 transactions out of approximately 2,100 
should have been classified in different accounts. Table 3 on page 13 summarizes example 
transactions coded to Small Tools & Equipment even though different accounts were more 
appropriate for the expenses. 
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Table 3. Examples of Miscoded Purchases in the Small Tools & Equipment Account 
 

Recorded in Small Tools & Equipment Appropriate Account 
A $10,600 equipment item  Capital asset 
Nearly $13,000 of radios and related headsets Radios & Associated Equipment 
Fire Department Honor Guard drums and equipment Minor Equipment 
Fire Department bicycles Minor Equipment 
Approximately $2,000 of fire station kitchen supplies 
and furniture 

Fire Station Supplies & Equipment 

Nearly $5,000 for personal protective equipment 
Clothing & Personal Protective 
Equipment 

Approximately $11,000 in repairs or enhancements 
to existing equipment or vehicles 

Materials to Maintain and Repair 
Machinery, Equipment & Autos 

Approximately $3,800 for vehicle decals 
Capital asset for new vehicles or Other 
Operating Supplies 

Approximately $1,600 for bathroom flooring Materials to Maintain and Repair 
Buildings & Improvements 

Approximately $32,000 of consumable supplies, such 
as grinding wheels, drill bits, saw blades, batteries, 
and tape 

Materials to Maintain and Repair (type 
of asset) or Other Maintenance & Repair 
Supplies 

 
SOURCE:  Auditor testing 
 

 

Department staff indicated some of these purchases were miscoded because of simple 
mistakes as well as some confusion about proper classification. Lacking clarification, they have 
tried to be consistent with prior years’ spending activity and budgets. Additional guidance, such 
as that illustrated in Figure 8, could be used to clarify the account classification considerations. 

 

(continued on next page) 
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Figure 8. Example Account Classification Guidance  
 

 
 

SOURCE: Auditor analysis of Small Tools and Equipment classification requirements 
 

Recommendations:  

The City Manager should: 

A. Work with the City Treasurer to move the non-capital asset requirement to a more appropriate 
administrative regulation. Further, consider requiring applicable departments to maintain a list 
of tools and equipment assigned to each employee, location, or assigned vehicle and to label 
items as City of Scottsdale property. Also, require departments to comply with the existing 
requirement to periodically inventory high-risk non-capital items. 

B. Request the City Treasurer’s Accounting department to provide guidance to assist City staff in 
distinguishing between Small Tools & Equipment, other commodities, capital assets and 
supply expenditure categories. 
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2. Office supply costs and the related contract can be better managed. 

Several aspects of the office supply contract administration can be improved, including conducting 
an analysis of cooperative use agreements prior to using the contracts, monitoring contractor 
compliance and analyzing spending alternatives. In addition, per-employee office supply costs vary 
greatly across departments.  

A. The City has cooperatively used another government’s Office Depot contract since at least 2011 
without evidence that alternatives were evaluated to ensure this contract represented the best 
value for the City.  In addition, contract pricing has not been monitored. 

1. The current contract provides certain specified discounts from list price, depending on the 
product category as illustrated in Table 4. The contract does not define the term “list price.” 
However, the Office Depot representative for the City noted that the catalog price is the list 
price. Catalog price is based on the manufacturer’s suggested retail price rather than the 
readily available prices on the vendor’s public website (“market price”). For example, for a 
box of paper that departments commonly purchase, the catalog price is $210, but the 
market price is only $58. The City’s $46 price was discounted 78% from the catalog price, 
but only 20% from the market price.  

Table 4 summarizes examples from several product categories using our sample items to 
show the impact of catalog price versus market price for discounts.   

 

Table 4. Examples of Catalog and Market Price Discounts 
 

Product Category  
  Catalog Price 

Discount  
Example Market 
Price Discount 1  

Recycled Paper 78% 20% 
Non-Recycled Paper 69% 47% 
Office Consumables 66% 33% 
Folders, Binders & Accessories 71% 61% 
Remanufactured Toner  68% 48% 
Breakroom & Cleaning  65% 58% 

 
1 Discount shown is for an individual sample item within the product category. Market prices, and 
therefore discounts, vary greatly depending upon the item, rather than the product category. 
 

SOURCE: Auditor analysis of Office Depot contract 13-23R, Office Depot 2018 Business Solutions catalog and pricing from 
www.officedepot.com on 2/12/2018. 

 
 
There are many office supply vendors and government contracts available for cooperative 
use, and an analysis of other options may result in cost savings to the City. 
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2. The Purchasing department’s contract administrator has not monitored contract pricing.   

This contract allows the vendor to update prices quarterly. The Purchasing department’s 
contract administrator had not obtained the current quarter’s contract price list and did 
not have previous pricing lists. During the audit, we obtained the current price list from the 
City of Tamarac’s contract administrator and reviewed a sample of 18 items purchased by 
the City to verify that the contracted discount was provided.   

In addition, the Purchasing department’s contract administrator was not obtaining the 
quarterly third-party Pricing Compliance Reports that are required by the contract. The 
Office Depot representative for the City provided the most recent report (October through 
December 2017) at our request. The audit firm concluded that the price accuracy rate was 
100% for this period. 

AR 215 Contract Administration requires that the Contract Administrator maintain contract files 
and monitor performance of the contractor to the terms of the contract. 

B. Based on analysis of the Office Depot detailed transactions, the types of office supplies 
purchased varies widely throughout the City, including breakroom supplies and printer toner. 
Similar detailed transaction data was not readily available from other vendors for analysis. 

1. Citywide, the annual office supply cost averaged over fiscal years 2015/16 and 2016/17 was 
$155 per employee. However, that amount varies greatly between departments.   As shown 
in Table 5 on page 17, 24 departments spent more than the City average, ranging from $732 
to $156 per employee. The remaining 17 departments had a per-employee cost between $0 
and $147. The nature of some City operations will lead to higher or lower office supply costs 
than others. For example, an administrative function, such as Business Services, is likely to 
purchase more office supplies than an operational area such as Fleet. But some differences 
in per-employee cost may relate to spending choices, such as the variety of breakroom 
supply items provided. The budgeting process could include reviewing departments’ office 
supply practices to provide increased parity and control costs. 

2. In FY 2016/17, the Breakroom & Cleaning Supplies product category, which includes items 
such as coffee and coffee supplies, disposable plates and cutlery, facial tissue and hand 
sanitizer, represented 16% of Office Depot purchases. While some departments provide 
various types of refreshments and personal items for their employees, others do not. 
Further, while some purchases may be job related, such as electrolyte replacement powder 
for employees working outside, there is no budgetary guidance for what other items can be 
provided.   

3. Although the City’s printer-copier contract includes printer-copier toner at no additional 
cost, over the last two years, departments spent $153,000 buying printer toner from Office 
Depot. While some departments have specialty printers, such as large-scale plotters, that 
require specific toner, toner purchases for standalone desktop printers may not be 
necessary. The City’s printer-copier contract includes machines that print in color as well 
as black and white. The machines also allow secured printing so that a document does not 
print until the individual provides the security code he or she has assigned. 
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Table 5. Average Annual Office Supply Cost per Employee, by Department  
 

Department 
Cost per 
Employee 

  
Department 

Cost per 
Employee 

1 Water Reclamation Serv. $732 13 Tourism & Events $395 

2 City Manager $652 14 Business Services $361 

3 Economic Development $568 15 Human Resources $358 

4 Preserve Plan. & Dev. $522 16 Water Plan. & Engineer. $347 

5 Public Works Admin. $486 17 PNT Administration $333 

6 Current Planning $474 18 Development Services $327 

7 City Court $449 19 Mayor & Council $307 

8 City Attorney $445 20 City Clerk $245 

9 Risk Management $417 21 Cap Projects/Real Estate $218 

10 Neighborhood Planning $415 22 Transportation $210 

11 Human Services $409 23 Accounting/Budget/Finance $172 

12 Aviation $397 24 Water Services $156 

 
-----------------------------------------------------------------City Average $155-------------------------------------------------------- 

 
Department 

Cost per 
Employee 

  
Department 

Cost per 
Employee 

1 Purchasing $147 10 Police $73 

2 Park & Recreation $142 11 Solid Waste $70 

3 Comm. Services Admin. $123 12 City Auditor $65 

4 WestWorld $112 13 Fire $53 

5 Library Systems $109 14 Information Technology $53 

6 Street Operations $94 15 Communications $50 

7 Facilities Management $94 16 Water Tech. & Admin $3 

8 Fleet Management $88 17 Water Quality $0 

9 Advance Planning $82  

 
Note: The annual average is based on two fiscal years, FY 2015/16 and FY 2016/17. 

 
SOURCE: Auditor analysis of general ledger Office Supplies expenses. 
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C. In FY 2016/17, City employees purchased $18,250 of office supplies on Amazon.com. In total for 

all account codes, the City spent $139,100 at Amazon.com in 1,295 transactions in FY 2016/17, 
and $105,200 in 976 transactions in FY 2015/16. Despite this volume, the Purchasing 
department has not established a free City business account on the website, and current staff 
is not aware of any research into it.  

While most employees we interviewed used individual City accounts, the Information 
Technology and Business Services departments have each established a business account. 
Purchasing staff was unaware that some departments had identified the benefits of using 
business accounts. Benefits of the free business account include multi-user accounts that allow 
purchasing analytics, specified spending levels and business-only pricing. With the individual 
purchasing approach currently used, it would be more cumbersome for Purchasing to review 
spending trends or evaluate competitive pricing. Another business account benefit is the option 
to purchase a discounted Prime account service, which provides free shipping. A City business 
account with Prime service may cost less than the shipping charges currently being paid. 

 
Recommendations:  

The City Manager should: 

A. Direct the Purchasing department to conduct an analysis of office supplies contract 
alternatives to provide assurance that the City is receiving the best value.  Additionally, require 
the contract administrator to request the quarterly price lists and Pricing Compliance Reports 
and spot check pricing. 

B. Direct Budget to include per-employee cost analysis when reviewing office supply budgets. This 
analysis could consider cost factors such as breakroom supplies and printer toner for 
standalone desktop printers. 

C. Direct the Purchasing department to analyze the benefit of a citywide Amazon.com business 
account with the associated Prime service. 
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MANAGEMENT ACTION PLAN 

1. Management control over Small Tool & Equipment purchases can be improved.  

Recommendations: 

The City Manager should: 

A. Work with the City Treasurer to move the non-capital asset requirement to a more appropriate 
administrative regulation. Further, consider requiring applicable departments to maintain a list 
of tools and equipment assigned to each employee, location, or assigned vehicle and to label 
items as City of Scottsdale property. Also, require departments to comply with the existing 
requirement to periodically inventory high-risk non-capital items. 

B. Request the City Treasurer’s Accounting department to provide guidance to assist City staff in 
distinguishing between Small Tools & Equipment commodities, capital assets and supply 
expenditure categories. 

 
MANAGEMENT RESPONSE: Agree 

PROPOSED RESOLUTION:  The City Treasurer’s Accounting department will: 

A. Revise the title of AR226 to include non-capital assets, and the additional requirements noted 
in the recommendation will be added.  

B. Provide additional information regarding commodities and how to distinguish between these 
categories, as well as reminding staff of the existing expenditure account descriptions available 
on the intranet, in its monthly email to city staff. 

RESPONSIBLE PARTY:  Accounting Director 

COMPLETED BY:  4/30/2018 

 
2. Office supply costs and the related contract can be better managed. 

Recommendations: 

The City Manager should: 

A. Direct the Purchasing department to conduct an analysis of office supplies contract 
alternatives to provide assurance that the City is receiving the best value. Additionally, require 
the contract administrator to request the quarterly price lists and Pricing Compliance Reports 
and spot check pricing. 

B. Direct Budget to include per-employee cost analysis when reviewing office supply budgets. This 
analysis could consider cost factors such as breakroom supplies and printer toner for 
standalone desktop printers.   

C. Direct the Purchasing department to analyze the benefit of a citywide Amazon.com business 
account with the associated Prime service. 
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MANAGEMENT RESPONSE: Agree 

PROPOSED RESOLUTION:   

A. The Purchasing department will analyze office supplies contract alternatives to provide 
assurance that the City is receiving the best value and will request quarterly price lists and 
Pricing Compliance Reports to spot check pricing.  

B. The Budget office will include a per-employee cost analysis when reviewing office supply 
budgets during the budget development process for FY 2019/20. This analysis will include cost 
factors such as breakroom supplies and printer toner for standalone desktop printers. 

C. The Purchasing department will analyze the pros and cons of a citywide Amazon Business 
Account with the associated Prime service. 

RESPONSIBLE PARTY:  Purchasing Director (A,C), Budget Director (B) 

COMPLETED BY:  9/28/2018 
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