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EXECUTIVE SUMMARY 

BACKGROUND 

The Office of Inspector General (OIG) conducted an audit of 

Peace Corps/Guatemala (hereafter referred to as “the post”) from 

July 9 to July 27, 2018.  

Staff:  

U.S. direct hires: 3 

Full-time host- or third-country national personal services 

contractors (PSCs): 46 

Spending (approx.):  

Fiscal Year (FY) 2017 post spending: Approximately $3.3 million 

Average regional overhead: $450,743 

WHAT WE FOUND 

The post’s financial and administrative operations required improvement to comply with agency 

policies and applicable Federal laws and regulations. Specifically, the post did not: 

• Properly secure controlled substances.

• Maintain adequate medical inventory.

• Maintain adequate internal controls for management of auctions or the inventory

control system.

• Regularly liquidate interim advances in a timely manner.

• Accurately collect overpayments of Volunteer living allowances.

• Properly conduct and register the annual living allowance survey.

• Properly restrict access to Peace Corps information technology (IT) systems to those

with authorization.

• Have a security certification for a Personal Service Contractor (PSC).

• Maintain internal controls with agency contracting policy requirements.

RECOMMENDATIONS IN BRIEF 

Our report contains 27 recommendations directed to the post and headquarters. We recommend 

that the post store controlled substances according to policy and maintain an adequate medical 

inventory count. We also recommend that the post strengthen its controls over management of 

inventory and disposal of property, collection of overpayments, and issuance of bills of 

collection (BOCs) in a timely manner. In addition, we recommend that the post follow agency 

contracting policy, provide security certifications for all PSCs, and conduct and record Volunteer 

allowance surveys.

Figure 1: Map of Guatemala.
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BACKGROUND 

OIG conducted the audit of Peace Corps/Guatemala from July 9 through July 27, 2018. We 

previously performed an audit of the post and issued our report (IG-09-04-A) in 2009. 

The first group of Peace Corps Volunteers arrived in Guatemala in 1963. Approximately 4,864 

Volunteers have served in Guatemala since the post was first established. At the time of our 

audit, 100 Volunteers were working in the following project sectors: healthy schools; maternal 

and child health; youth in development; and rural extension. The post had 3 U.S. direct hires and 

47 full-time PSCs. In FY 2017, the post’s budget was approximately $3.3 million.1 

Our overall objective in auditing overseas posts is to determine whether the financial and 

administrative operations are functioning effectively and in compliance with Peace Corps 

policies and Federal regulations during the period under audit. Appendix A provides a full 

description of our audit objective, scope, and methodology.  

AUDIT RESULTS 

MEDICAL 

The post did not properly secure controlled substances. 

During our review of medical inventory, we discovered that the post was keeping a controlled 

substance in a refrigerator without any controls to safeguard against theft and diversion. The post did 

not know how to properly secure a controlled substance that required cold storage, and Peace Corps 

Technical Guidance (TG) 240 Medical Supplies and Equipment and Peace Corps Manual Section 

(MS) 734 do not dictate that specific requirement. The storage requirement for controlled substances 

is, however, mentioned in MS 734, Section 8.6, which states:  

Country Directors must provide secure storage for all medical supplies that are specially 

designated or controlled substances. Secure storage must provide effective controls and safeguards 

against theft and diversion. Controlled substances must be kept in a securely-locked substantially 

constructed cabinet. The cabinet must be placed in a locked room (such as a medical supply 

closet) within a locked office building. 

The proper safeguarding and handling of controlled substances helps prevent theft and misuse of 

drugs. Therefore, it is key that the post secure controlled substances in properly approved storage 

containers accessible only to Peace Corps medical officers (PCMOs).  

1 The agency does not determine a total cost per post beyond directly attributable post expenses, as certain costs are 

centrally budgeted and managed by headquarters offices including the salaries and benefits of U.S. direct hires. The 

Peace Corps Office of Budget and Analysis provided the total cost of approximately $23 million incurred by the 

Inter-America and the Pacific region in direct support of its 20 overseas posts in FY 2017, which is an average of 

$450,743 per post. 
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We recommend: 

1. That the country director seek and implement guidance from the

Office of Health Services on how to properly secure controlled

substances via cold storage to safeguard against theft and

diversion.

2. That the Office of Health Services update Technical Guidance

240 to include instructions on how to properly secure controlled

substances via cold storage.

The Post did not maintain an adequate medical inventory count. 

Post staff struggled with understanding policy and procedures related to the medical supply 

inventory process and their roles and responsibilities to maintain an accurate medical inventory. 

We conducted a medical inventory and found 2 instances where the post had incorrect records. In 

one instance the post was missing 200 tablets of an antimalarial drug, and in the other instance 

they had 5 more doses of a vaccine than records indicated. According to policy, inventory 

management is the PCMOs’ responsibility.2 

Additionally, after reviewing previous quarterly medical inventory records we noticed the post 

had similar discrepancies in quarters 1 and 2 of 2017 and in quarters 2 and 3 of 2018. For 

example, in quarter 2 of 2017 the post had an additional 50 tablets of a controlled substance that 

could not be explained by medical staff. The post is required to complete quarterly medical 

inventories and submit these to the Office of Health Services (OHS) on an annual basis for 

review.3 OHS noticed the discrepancy for the 50 additional tablets on their evaluation of annual 

inventory report. Beyond this report, OHS did not follow up with the post on medical inventory 

discrepancies. 

The PCMOs credited most of the discrepancies to lack of oversight and mismanagement of 

controls when handling high volumes of Volunteer vaccinations. The post stated the medical 

office staff were overwhelmed by large groups of Volunteers seeking vaccinations, which led to 

a lack of accurate record keeping.  

Furthermore, the post did not conduct adequate research for discrepancies identified when 

physical counts were performed by the inventory reconciliation clerk (IRC) because the policy 

and procedures4 were not clear on the process for researching, resolving, and reporting any 

identified discrepancies. MS 734 Section 3 states:  

It is the policy of the Peace Corps to maintain effective controls and procedures that govern the 

procurement, receipt, storage, inventory, dispensation, and disposal of medical supplies and to 

adopt and implement special standards applicable to controlled substances.  

2 TG 240 Section20.1 Medical Inventory System Personnel 
3 MS 734 8.3 Inventories of Specially designated and Controlled Substance Medical Supplies 
4 MS 734, Subsection 3 and TG 240, Subsection 20.1 Inventory Reconciliation Clerk 



PEACE CORPS OFFICE OF INSPECTOR GENERAL 

Final Audit Report: Peace Corps/Guatemala (IG-19-01-A) 3 

The post stated that any discrepancies noted at the end of physical counts were annotated as “no 

explanation” on the medical inventory systems quarterly inventory, and then the starting counts 

were changed for the next quarterly inventories without any research into the discrepancies.  

To maintain accountability, detect misuse, and mitigate the potential for future errors in 

inventory management, it is vital to identify the causes of variances between the inventory 

records and physical count and then implement corrective action. 

We recommend: 

3. That the country director coordinate with the Office of Health

Services to develop a best practices method to record and track

inventory when administering large volumes of vaccinations to

Volunteers.

4. That post inventory staff receive training on roles and

responsibilities for maintaining an accurate medical inventory.

5. That the Office of Health Services place the post on remediation5

to have more oversight in the medical inventory process and to

provide guidance on the process for researching, resolving, and

reporting any identified discrepancies.

The post lacked segregation of duties for correctly conducting the medical inventory. 

The country director (CD) has been acting as both the IRC and the manager in charge of both 

reconciling the medical inventory and supervising the process. The CD is responsible for 

appointing the IRC as part of their management duties at post and cannot act as the IRC. TG 240, 

Section 20.1 states in relevant part: 

The IRC must not be a member of the medical office staff, and cannot serve in any other capacity 

related to the management of medical supplies and equipment inventory. 

OHS had previously notified the post that there needed to be a dedicated staff member in the role 

of IRC. During our audit, we followed up on OHS’s notification and found that the CD was still 

performing the IRC role. The CD had taken on this responsibility when she arrived at the post 

because the former IRC had recently left the office. However, after discussions during our audit, 

the CD acknowledged the need for assigning the role to someone else and stated she will identify 

an appropriate IRC for the next quarterly inventory. This lack of segregation of duties is 

detrimental to the internal controls and procedures in place for conducting an accurate medical 

inventory. The segregation of duties is critical for safeguarding assets by eliminating waste and 

duplication errors and reducing the risk of fraud or misuse.  

5 Remediation is an internal process for the Office of Health Services to provide additional oversight to posts. 
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We recommend: 

6. That the country director follow Peace Corps policy on

medical inventory responsibilities and assign a new IRC.

PROPERTY 

The post did not receive authorization to conduct two auctions. 

The post did not implement several key elements when conducting an auction. The Overseas 

Financial Management Handbook encourages using the U.S. Embassy as part of the International 

Cooperative Administrative Support Services (ICASS) package to conduct auctions. Peace 

Corps’ Overseas Financial Management Handbook (OFMH) Section 43.3 states:  

Posts are strongly encouraged to subscribe to Non-Expendable Property Services through the 

Embassy’s ICASS platform to assist with sales/auction. 

Posts are required to get authorization from Peace Corps headquarters prior to auctioning Peace 

Corps assets. The Personal Property Handbook6 states:

Submit a request for the sale in Sunflower. The request for the sale must be submitted as soon as 

possible, but not less than 10 business days in advance of the sale. 

Once headquarters approval is received, the handbook states that the director of management and 

operations (DMO) must to sign off on all assets that will be sold prior to the assets leaving Peace 

Corps’ possession. 

Further, all auctions must have a public notice period prior to the auction date.7 

On November 12, 2016 and July 8, 2017, the general services manager (GSM) authorized the use 

of a 3rd party auctioneer, rather than the Embassy’s ICASS platform, to sell furniture, IT 

equipment, and smartphones. Peace Corps headquarters did not authorize the auction, the DMO 

did not sign off on the assets leaving Peace Corps possession prior to the auction, and the post 

did not give prior notice to the public that an auction was going to occur.  

It is the responsibility of the GSM to ensure that property is disposed of according to Peace 

Corps policy. The post stated the GSM was new to the position and did not know the 

requirements for conducting an auction. Lack of authorization and deviation from this policy 

elevates the risk of fraud and abuse of property assets.  

6 MS 511, Section 15.2 Personal Property Management Handbook 
7 The public notice period is usually 30 days, however, the inventory management specialist (IMS) should be 

consulted due to variations on this time period based on on items, value, and other auction-specific information. It is 

recommended that IMS be contacted at least 2-3 months before the expected date of an auction conducted by Peace 

Corps for a complete list of restrictions. MS 511 Section 15.2(b) Personal Property Management Handbook 
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We recommend: 

7. That the director of management and operations ensure staff

follow policy to request sale of assets.

8. That the director of management and operations provide

training to personnel on sale of assets.

The post did not maintain adequate internal controls for management of auction or Sunflower 

inventory control. 

As stated in the GSM’s personal services contract, the GSM was responsible for arranging all 

aspects of the unauthorized auction previously mentioned. Contrary to the contract, the GSM did 

not submit a detailed report to the DMO for disposal of selected property or get approval for 

property disposal. Additionally, the GSM did not enter into a service agreement or formal written 

contract with the auction company. All agreements were made via email and in person. The 

GSM was not aware of the policy and therefore did not consult with the DMO on conducting the 

auction. 

After the auction in November 2016 (Figure 2), the GSM received a payment of approximately 

$1,400 for items sold, filed it in the office, and left it there until July 6, 2017, by which time the 

check had expired. The CD or DMO did not verify that funds were collected or recorded in a 

timely manner.  

Cashier User Guide Section 6.2.1.1 states: 

FMOs, MOs, and U.S. Citizen Cashier Supervisors 

These individuals are responsible for overseeing the collection process and ensuring that the DoS 

requirements on the collection of funds are being followed, and are therefore responsible for 

determining the individuals who are entrusted with this function. These individuals are also 

responsible for establishing procedures that verify all funds are recorded in a timely manner and 

credited to the proper fund-cite. 

The GSM requested a replacement check and received it July 30, 2017 along with an additional 

check for approximately $1,900 for the assets sold at the July 8, 2017 auction. The GSM then 

filed both checks in the office and left them there until May 18, 2018 by which time the files 

with the checks in them had been moved to the residence of the GSM who was working from 

home due to a car accident. The GSM reportedly forgot about the checks received from the 

auction company and did not notify anyone of their presence. 

While conducting the Administrative Management Control Survey (AMCS) in April 2018, the 

DMO and the financial assistant (FA) were informed by the GSM of the existence of the 

outstanding checks from the two prior auctions. The DMO requested the checks from the GSM, 

which again, had expired. The checks were then reissued to the Peace Corps, and staff initiated 

the sale process in Sunflower, Peace Corps’ single system web-based property management 
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software system for tracking and reporting property assets.8 Staff also created a bill of collection 

in accordance with Peace Corps policy.9  

Figure 2: Timeline of Auction Collections 

During the annual property inventory, the IT specialist (ITS) and GSA determined that the final 

event or sighting of all assets in Sunflower could not be completed. The ITS and GSA contacted 

the GSM, who informed them that the assets had been auctioned in November 2016 and July 

2017. There were approximately 62 items in the Sunflower inventory that were auctioned off and 

should have been removed from inventory. MS 511 Personal Property Management Handbook 

states: 

(4) Once the sale is completed, the asset(s) are removed from Inventory.

(5) Requirements on the proceeds of sales are found in the Overseas Financial Management

Handbook (OFMH), section 43 Proceeds of Sales.

OFMH Section 43.5 states: 

(1) Once a sale is made, Post should update the Inventory Management system to record the

sale.

(2) Also see Personal Property Management Handbook

Adequate and properly implemented internal controls are essential for effective accountability 

and oversight over Peace Corps assets. Improperly conducting an auction circumvents 

established controls and management supervision, creating an opportunity for fraud and asset 

misappropriation.  

8 MS 511 Section 4.0 Property Asset System of Record 
9 OFMH Section 7.2.1 Billing Steps 
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We recommend: 

9. That the director of management and operations ensure staff

follow policies on management of auctions and Sunflower

inventory control.

10. That the director of management and operations provide the

general services manager with guidance and training and

ensure the general services manager adequately performs the

duties outlined in the general services manager’s personal

services contract.

The GSM acted as an occasional money holder without proper authorization. 

The post conducted two unauthorized auctions where the GSM received the funds for sold assets 

of approximately $1400 and $1900, exceeding the post authorized amounts. The Cashier User 

Guide Section 1.2 states: 

An employee is designated to serve as an Occasional Money holder either by an element of the 

employee’s job description or by an authorizing/designation request or memorandum signed by 

the employee’s American supervisor and presented to the FMO, MO, AO or U.S. citizen cashier 

supervisor. A copy of this designation must be kept on file with the cashier. It is the responsibility 

of the designating official to ensure that if the OMH was hired under a PSA or PSC contract to 

ensure that the required language regarding the handling of funds is included in both the official 

hiring contract as well as the OMH designation request. 

The cashier had a memo from the former DMO authorizing the GSM to serve as an occasional 

money holder (OMH) for up to $1000, but there was no authorization in the personal services 

contract for the GSM to act as an OMH. The GSM was not aware of the policy guidance on 

OMH designations and, consequently, continued to receive funds from multiple auctions. The 

current DMO was not aware of the unauthorized auctions conducted prior to his arrival or the 

status of the GSM as an OMH.  

By properly designating an OMH and ensuring compliance with authorization limits, the DMO 

can establish adequate control over Federal funds, preserve integrity of the funds, and reduce the 

government’s vulnerability to fraud, waste, and mismanagement. 

We recommend: 

11. That the director of management and operations follow Peace

Corps policy on authorization of occasional money holders.

12. That the director of management and operations ensure that

occasional money holder designations are included in the

personal services contracts.
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IMPREST 

The post did not regularly collect interim cash advances in a timely manner. 

Out of 826 interim cash advances made from July 2017 through July 2018, 262 instances were 

not collect within 3 days. The majority of interim advances that were not cleared in a timely 

manner were for utility payments, training supplies, and miscellaneous post and Volunteer 

expenses. The administrative staff, who received most of the interim advances, became 

complacent about liquidating advances because management never emphasized the importance 

of closing out advances. OFMH Section 13.18.2 states:  

The interim cash advance must be supported by a copy of the authorized purchase document, and 

liquidated (accounted for) within three (3) working days . . . . 

Failure to liquidate interim cash advances within 3 days impairs the cashier’s ability to document 

the status of the imprest fund and accountability to safeguard interim advances. Clearing interim 

advances in a timely manner ensures the prompt return of unused funds and helps minimize 

imprest fund cash required to be on hand.  

We recommend: 

13. That the director of management and operations review post

practices in managing interim cash advances and enhance

them to ensure clearance within three days. Staff should be

regularly reminded of the 3-day clearance requirement.

The post did not perform random unannounced imprest verifications. 

We reviewed 12 imprest verifications (cash counts) conducted from June 2017 through 

May 2018 and noted that the post often performed cash counts during the last week of the month. 

OFMH Section 13.24.2 states: 

The monthly and quarterly [imprest] verifications must be unannounced and performed at different 

times each month, e.g., they should not be done on the last day of every month..  

Half of the cash counts that occurred during the last week of each month were conducted by 

either the acting or former DMO or CD. The new DMO said that he is aware of the policy and is 

currently working on a process to make sure all cash counts are random and not done during the 

last week of the month.  

Inconsistent compliance with procedures for performing unannounced monthly cash counts 

increased the risk of misappropriated funds. For example, knowing the timing of unannounced 

cash counts permits irregularities to go undetected, thus making management controls 

ineffective.   
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 We recommend: 

14. That the country director and the director of management and

operations ensure that unannounced cash counts are

performed each month and on a random basis.

VOLUNTEER ALLOWANCES 

Post did not properly conduct and register the annual living allowance survey with the Office of 

the Chief Financial Officer (OCFO). 

The post did not complete a living allowance or market basket survey for the past 5 years and 

therefore was unable to determine if the current living allowances were sufficient to ensure the 

health and effective service of Volunteers.  

MS 221 Section 5.7.1 states: 

At least annually, the post must conduct a living allowance survey of the Volunteers, using the 

survey and analysis software issued by the Office of the CFO. This survey is intended to help the 

Country Director determine the most appropriate level of goods and services needed to ensure the 

health and effective service of Volunteers, and to determine if a different locality supplement is 

warranted for a particular site type or location.  

Additionally, MS 221 requires post staff to conduct a “market basket” survey to verify the results 

of the living allowance survey.10 

While, the post distributed living allowance survey forms to the Volunteers and the responses 

were compiled, the results were not uploaded into the survey-and-analysis software issued by the 

OCFO.11 Further, the post staff did not complete the required market basket survey because they 

believed that a 75% response rate on the Volunteer living allowance survey was necessary before 

their survey could be conducted. However, the post is only required to obtain a 75% Volunteer 

participation rate for a living allowance increase of greater than 10%.12   

Volunteers rely upon the post to provide them with adequate allowances, which are mandated by 

Section 2504 of the Peace Corps Act.13 Properly conducted living allowance surveys help ensure 

that the allowance amounts provided to Volunteers are appropriate and reasonable for effective 

service of Volunteers. 

10 MS 221 Section 5.7.2 Market Basket Survey 
11 MS 221 Section 5.7.1 Volunteer Living Allowance Survey 
12 MS 221 Section 5.7.3 Living Allowance Increases/Decreases 
13 Peace Corps Act, 22 U.S.C. § 2504(b) (2018).  



PEACE CORPS OFFICE OF INSPECTOR GENERAL 

Final Audit Report: Peace Corps/Guatemala (IG-19-01-A) 10 

We recommend: 

15. That the director of management and operations conduct

living allowance surveys annually, at minimum, and upload the

results into the Office of Chief Financial Officer survey and

analysis software.

16. That the director of management and operations conduct the

required market basket survey.

The post did not accurately calculate or routinely collect overpayments of living allowances. 

Volunteers receive monthly living allowances while in their country of assignment. Living 

allowance payments consist of base, supplemental, and/or special living allowances. MS 221 

Section 5.8 states: 

[T]he living allowance payments cover only the number of days the Volunteer served. In those

cases where the termination date of an early termination is known in advance, calculation of the

final living allowance payment must also be adjusted to cover through the last day of service.

Where information is not known in advance, the overpayment must be collected from the

Volunteer or deducted from the Volunteer’s Readjustment Allowance.

According to the post’s human resource specialist (HRS), the post creates BOCs to collect 

prorated living allowances whenever a Volunteer terminates their service early. If the Volunteer 

is unable to pay the amount due, the post deducts the amount from their readjustment allowance. 

In addition, Guatemala is one of four posts that do not pay their Volunteer allowances via 

electronic funds transfer (EFT). The post pays Volunteer allowances via consolidated check to a 

bank. Post staff then provide the multiple payment listing (MPL) generated by Volunteer In 

Country Allowance system (VICA) to the bank for further distribution to the Volunteer accounts. 

When Volunteers terminate early, the HRS sends a letter to the bank stating that the Volunteer is 

terminating and should not be paid. If the bank has already received the funds for the Volunteer, 

they will send a reimbursement check to the post.  

We reviewed the VICA disbursements and living allowance reports for 27 Volunteers who ended 

their Peace Corps service early. We found that there were issues with VICA payments made to 

five Volunteers (See Table 1). Of those five, three Volunteers were underpaid by approximately 

$208 U.S. dollar equivalent (USDE) and two Volunteers’ allowances were not prorated correctly 

and were overpaid approximately $547 USDE, which covered a period after their separation 

date. 
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Table 1: Explanation of Volunteer payments 

Instance Amount Explanation of charges 

1 $ 8.73 Volunteer underpaid - not paid for 1 day of service 

2 $ 48.74 Volunteer underpaid - not paid for 1 day of service and post miscalculated overall payment 

3 $ 150.20 Volunteer underpaid - post miscalculated payment 

$ 207.67 Subtotal underpaid 

4 $ 75.45 Volunteer overpaid - post miscalculated payment - uncollected 

5 $ 471.07 Bank reimbursement for overpayment -uncollected 

$ 546.51 Subtotal uncollected 

For instances 1 and 2, post staff stated that the former DMO instructed no living allowance 

payment to be made for the last day of service because the Volunteers were receiving travel per 

diem and were not entitled to living allowance pay for that day. However, Peace Corps policy 

requires that the Volunteer receive living allowance payments through the last day of service. 

For instances 2, 3, and 4, post staff did not accurately calculate payments because they did not 

have a good system to reconcile the disbursed living allowances. For instance, 5, the post 

received a reimbursement check from the bank for a Volunteer who terminated service in 

October. The check was placed in a file and left there until it was uncovered during the audit. 

The post did not know why a BOC was not prepared for this collection or why it was still in the 

file. Because of these weak controls and errors that led to insufficient collections, the post 

created an opportunity for fraud and misappropriation.  

We Recommend: 

17. That the director of management and operations apply due

diligence in issuing bills of collection for approximately $547

USDE and collecting the remaining overpaid living allowances.

18. That the director of management and operations develop and

implement a procedure to ensure the Volunteers’ pro-rated

living allowance calculations are accurate.

19. That the director of management and operations work with the

Office of the Chief Financial Officer/Global Accounts Payable

to account for the underpaid Volunteers.
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BILLS OF COLLECTION 

The post did not issue bills of collection in a timely manner. 

We found that the post delayed creating 13 out of 48 sampled bills of collection (BOCs) for 

various grant refunds; auction sales; internet expenses; and refunds of living allowance, leave, 

and salary. OFMH 7.2.1 specifies that BOCs should be entered as soon as the debt is known. 

For instance, the post received checks for two unauthorized auctions approximately 9 and 17 

months prior to the combined BOC being created. For these two more egregious violations, no 

one on the financial team was notified to create the BOC. The DMO stated that once aware of 

the collection from the auctions, the post initiated corrective actions in issuing a BOC. The delays 

of other BOCs were oversights by the administrative staff and they were unaware that the delays had 

happened.  

Creating BOCs in a timely manner is essential because it is an internal control procedure that 

safeguards assets, maintains accurate records, and establishes a system of checks and balances. 

Without a BOC, money that the post receives could be easily diverted because there is no record 

of the debt.  

We recommend: 

20. That the director of management and operations ensure

compliance with policy to issue bills of collection as soon as the

amount is known to the Peace Corps.

21. That the director of management and operations provide

training to all administrative and financial staff on the

importance of bills of collections and who to notify when a debt

is known, as well as examples of these debts.

The post had long outstanding BOCs, which exceeded 30 days. 

The post did not conduct monthly reviews of outstanding BOCs or initiate their collection. Peace 

Corps policy specifies that the billing officer must conduct a monthly BOC review of 

outstanding BOCs older than 30 days. OFMH Section 7.2.2 states: 

2. Review and follow-up on outstanding BOCs. Run the FOR Post “Outstanding Collections”

report. Follow the steps below for BOCs outstanding 30, 60, or 90 days…

During our review of BOCs from FY 2013 to 2018, the post did not initiate a timely collection 

for 12 BOCs relating to personal calls, use of post vehicles, unused grant funds, and in-country 

travel. Of the 12 outstanding BOCs, 2 exceeded 90 days. Supporting documentation was 

missing, so it is unknown if there was any follow-up with the debtor or if the CD was informed 

of the outstanding debt.  
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Conducting monthly reviews and following-up on outstanding BOCs strengthens the internal 

controls, allowing the post to better manage debt and detect any misuse of government funds. 

Further, good documentation of efforts shows that post staff did their due diligence to collect on 

outstanding debts. 

We recommend: 

22. That the director of management and operations monitor the

outstanding bills of collection log every month and initiate a

collection process as required by agency policy.

The post accepted cash or checks prior to creating bills of collections. 

On two separate occasions the post accepted cash or checks without creating authorizations for 

debt or bills of collection. Cashier User Guide Section 6.4.4 states: 

Cashier cannot hold the funds without entering a collection transaction into [the automated 

cashiering program] which is then reflected on the cashier’s accountability. 

With one occurrence the cashier received a refund check for Volunteer living allowances and 

then created a BOC over a month later. In the second occurrence, the cashier received cash for a 

Volunteer who medically separated and held onto it for nearly 3 weeks prior to a BOC being 

created.  

These transactions took place with the former cashier prior to the arrival of the new DMO, who 

was not aware of their occurrence. By not creating a BOC to document the collection of funds, 

the former cashier circumvented post internal control procedures to safeguard funds. Without 

BOCs or other electronic methods for recording the transfers, funds could easily be diverted 

because there is no record of the transfers in the financial system. 

We recommend: 

23. That the director of management and operations provide training

to all staff on compliance with policy to not hold funds prior to

issuing a bill of collection.

INFORMATION TECHNOLOGY 

The DMO provided unauthorized access to Peace Corps IT systems. 

During our testing of IT systems controls, we found instances where staff were granted 

unauthorized permissions by the DMO to certain OdyWeb applications, specifically Security 

Certifications and Personal Service Contractor Payments.  
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OdyWeb instructions for Security Certifications state: 

The only staff authorized to submit Security Certifications are the AO [the administrative officer, this 

role is now referred to as the DMO at post] or CD (or acting AO or acting CD). 

OdyWeb instructions for Personal Service Contractor Payments state: 

The only staff authorized to submit payment tabs must have a sufficient delegation of authority 

signed by the CD on file. 

In both applications the DMO had both edit and submit-to-HQ roles identified in the system, 

which is a separation of duties issue.  

In the Security Certifications permissions in OdyWeb, the FA and HRS were given submit-to-

HQ role, which should only be given to the administrative officer (the DMO in this case) or the 

CD.  

The FA was also given the same submit permissions to the Personal Service Contractor 

Payments application, which should only be applied in an acting DMO role.  

This improper granting of access resulted from the lack of knowledge of the requirements by the 

DMO. The separation of duties is an integral part of internal controls to avoid management errors 

and prevent fraud. 

We recommend: 

24. That the director of management and operations review all

users of the system to verify that they have proper access to the

IT system.

PERSONAL SERVICE CONTRACTS 

The post did not have a security certification for a PSC 

During our review we found the post had a PSC working with a security certification that expired 

in June 2015. The PSC was a roving director of programming and training (DPT) originally 

working at Peace Corps/Honduras until that post closed. Then management of the contract was 

moved to Peace Corps/El Salvador until it closed. At the time of our audit, the management of 

the contract had been moved to Peace Corps/Guatemala, and the PSC was working remotely 

from Honduras. The post was unable to get the relevant Department of State, Regional Security 

Office to handle the background investigation renewal process, which allowed the security 

certification to lapse. Background checks for Overseas Staff Policy states: 

The Peace Corps is federally mandated to complete appropriate background checks on all staff, 

including Foreign Service Nationals (FSNs) and Personal Service Contractors (PSCs). Because of 

the trust and responsibility that the Peace Corps places in its staff, it must ensure that all personnel 

have been properly vetted.  
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Region management recently worked with the Office of Safety and Security to initiate a 

recertification via Diplomatic Security. Prior to the background investigation renewal process, 

the post executed a new base contract plus a 4-year option for this PSC. Current policy does not 

dictate any guidance on the lapse of a background investigation and concurrent renewal of a PSC 

contract. While the recertification process was eventually initiated for this atypical scenario, the 

3-year lapse of a background recertification is a serious breach of agency protocol.

The lapse in a security certification and start of a new PSC contract jeopardizes the safety and 

security of staff and Volunteers. Policy dictates that the safety and security of Volunteers is the 

Peace Corps’ highest priority and, as such, posts should adhere to the spirit of the guidance and 

investigatory requirements. Security certifications are necessary to ensure the safety and security 

of Volunteers, staff and property.  

We recommend: 

25. That the country director work with the regional director to

ensure that policy for background investigations is followed.

26. That the Office of Safety and Security, in consultation with the

Office of the Chief Financial Officer/Acquisition and Contract

Management, provide guidance and policy for renewal of

contracts and background certifications that have lapsed over

a certain period.

VOUCHERS 

The post lacked internal controls with agency contracting policy requirements. 

During our analysis, we noted two instances where the post did not follow Peace Corps policies 

and procedures for procurements due to a lack of internal controls. The post failed to properly 

document or retain records for several procurements, which is an integral part of an entity’s 

internal controls.14  

In one instance, the post obtained the use of carpentry services from a local vendor for 

approximately $6,550 USDE without retaining the required overseas supply/service selection 

memo. Peace Corps policy states the entire memo and all attachments must be saved in a 

contract file.15 Without this file there is no support for market research, evaluation, and selection 

of the vendor. This was an oversight by the post and it is unclear why there was no proper 

documentation for the procurement. 

We noted another instance where the post used a micro purchase agreement for a payment of 

approximately $5,300. Per Overseas Financial Management Handbook Chapter 45, Purchase 

14 GAO Standards for Internal Control in the Federal Government, p. 62. 
15 Overseas Contracting Handbook Selection Memo-Supply and Service Procurements $3001-$10K 
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Card, an individual purchase should not exceed the single purchase limit for goods of $3,000. 

Each individual purchase may be comprised of multiple items, but the total, including shipping, 

freight, or administrative charges, cannot exceed the single purchase limit of $3,000. According 

to Acquisition and Contract Management all purchases between $3,001 - $10,000 should use the 

selection memo service contract.16 The post stated that they made a mistake in using the micro 

purchase agreement.  

In both instances the post lacked internal controls procedures for procuring goods and services. 

Purchasing without proper use of service contracts violates the agency’s procurement policy and 

may be considered an unauthorized commitment. The unauthorized commitments identified here 

add up to approximately $11,800 in unsupported questioned costs. 

We recommend: 

27. That the director of management and operations provide

annual training on procurement policies to all financial staff.

16 Overseas Contracting Handbook Selection Memo-Supply and Service Procurements $3001-$10K 
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QUESTIONED COSTS AND 

FUNDS TO BE PUT TO BETTER USE 

We identified questioned costs. 

Recommendation 

number 
Description Amount 

17 Volunteer Allowances Overpayment $547 

27 Lack of internal controls over procurements $11,800 

Consistent with the Inspector General Act of 1978, 17 as amended, questioned costs and funds to 

be put to better use are defined as follows: 

• Questioned costs are “cost[s] that [is] questioned by the office because of –

o (A) an alleged violation of a provision of a law, regulation, contract, grant,

cooperative agreement or document governing expenditure of funds;

o (B) a finding that, at the time of the audit, such cost is not supported by adequate

documentation; or

o (C) a finding that the expenditure of funds for the intended purpose is

unnecessary or unreasonable.”

• Funds to be put to better use are “funds that could be used more efficiently if

management took actions to implement and complete the recommendation.”

17 Inspector General Act of 1978, § 5(f) (1)-(4),5,U.S.C App.3 
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LIST OF RECOMMENDATIONS 

We recommend: 

1. That the country director seek and implement guidance from the Office of Health

Services on how to properly secure controlled substances via cold storage to

safeguard against theft and diversion.

2. That the Office of Health Services update Technical Guidance 240 to include

instructions on how to properly secure controlled substances via cold storage.

3. That the country director coordinate with the Office of Health Services to develop

a best practices method to record and track inventory when administering large

volumes of vaccinations to Volunteers.

4. That post inventory staff receive training on roles and responsibilities for

maintaining an accurate medical inventory.

5. That the Office of Health Services place the post on remediation18 to have more

oversight in the medical inventory process and to provide guidance on the process

for researching, resolving, and reporting any identified discrepancies.

6. That the country director follow Peace Corps policy on medical inventory

responsibilities and assign a new IRC.

7. That the director of management and operations ensure staff follow policy to

request sale of assets.

8. That the director of management and operations provide training to personnel

on sale of assets.

9. That the director of management and operations ensure staff follow policies

on management of auctions and Sunflower inventory control.

10. That the director of management and operations provide the general services

manager with guidance and training, as necessary, and ensure the general

services manager adequately performs the duties outlined in the general

services manager’s personal services contract.

11. That the director of management and operations follow Peace Corps policy on

authorization of occasional money holders.

18 Remediation is an internal process for the Office of Health Services to provide additional oversight to posts. 
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12. That the director of management and operations ensure that occasional money

holder designations are included in the personal services contracts.

13. That the director of management and operations review post practices in

managing interim cash advances and enhance them to ensure clearance within

three days. Staff should be regularly reminded of the 3-day clearance

requirement.

14. That the country director and the director of management and operations

ensure that unannounced cash counts are performed each month and on a

random basis.

15. That the director of management and operations conduct living allowance

surveys annually, at minimum, and upload the results into the Office of Chief

Financial Officer survey and analysis software.

16. That the director of management and operations conduct the required market

basket survey.

17. That the director of management and operations apply due diligence in issuing

bills of collection for approximately $547 USDE and collecting the remaining

overpaid living allowances.

18. That the director of management and operations develop and implement a

procedure to ensure the Volunteers’ pro-rated living allowance calculations

are accurate.

19. That the director of management and operations work with the Office of the

Chief Financial Officer/Global Accounts Payable to account for the underpaid

Volunteers.

20. That the director of management and operations ensure compliance with

policy to issue bills of collection as soon as the amount is known to the Peace

Corps.

21. That the director of management and operations provide training to all

administrative and financial staff on the importance of bills of collections and

who to notify when a debt is known, as well as examples of these debts.

22. That the director of management and operations monitor the outstanding bills

of collection log every month and initiate a collection process as required by

agency policy.

23. That the director of management and operations provide training to all staff on

compliance with policy to not hold funds prior to issuing a bill of collection.
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24. That the director of management and operations review all users of the system

to verify that they have proper access to the IT system.

25. That the country director work with the regional director to ensure that policy

for background investigations is followed.

26. That the Office of Safety and Security, in consultation with the Office of the

Chief Financial Officer/Acquisition and Contract Management, provide

guidance and policy for renewal of contracts and background certifications

that have lapsed over a certain period.

27. That the director of management and operations provide annual training on

procurement policies to all financial staff.
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APPENDIX A: OBJECTIVE, SCOPE, AND METHODOLOGY 

OBJECTIVES 

We conducted this audit to determine whether the financial and administrative operations at 

Peace Corps/Guatemala are functioning effectively and complying with Peace Corps policies and 

Federal regulations.  

SCOPE 

This audit was conducted between July and October 2018 at the Peace Corps headquarters in 

Washington, D.C. and at the overseas post location in Guatemala City, Guatemala. The scope 

period under review was October 1, 2012 through July 27, 2018. 

We conducted this performance audit in accordance with Generally Accepted Government 

Auditing Standards. 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.  

Throughout the audit, auditors were aware of the possibility or existence of fraud, waste, or 

misuse significant to the audit objectives and conducted procedures designed to obtain 

reasonable assurance of detecting any such fraud as deemed appropriate. 

METHODOLOGY 

To obtain background information, we reviewed Federal laws and regulations as well as policies 

relating to Peace Corps financial and administrative operations, such as the Federal Acquisition 

Regulations, Peace Corps Manual, Overseas Financial Management Handbook, and Department 

of State’s Cashier User Guide. Further, we provided questionnaires to Peace Corps headquarters 

and post managers to learn about post specific processes and risk areas. 

We obtained Peace Corps/Guatemala’s financial information from the disbursement and BOC 

reports for October 1, 2012 through January 31, 2017. We sorted the disbursement reports 

universe of 84,017 transactions and judgmentally selected samples by the following payment 

types: 

• Imprest Fund. We reviewed 12 months of cash counts from June 2017 to May 2018. We also performed

unannounced physical cash counts with the cashier, interviewed the cashier, and reviewed supporting

documentation related to the cash count. We reviewed 826 interim advances from June 2017 to July 2018.

• Fuel. We reviewed four vehicle logs. We conducted a completeness test by tracing all entries/receipts for 4

months from the vehicle logs to the Vehicle Maintenance system. In addition, we reviewed the sampled

fuel receipts with the fuel vendor’s credit card statements.
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• International Cooperative Administrative Support Services (ICASS). We compared the ICASS invoice

to the ICASS agreement to ensure that the agreement was in compliance with Peace Corps policy for

allowable cost centers.

• Personal Service Contractor and Lease Payments. We sampled 6 of 13 lease types and 5 of 70 personal

services contractor (PSC) contracts to determine if the payment made on the disbursement report matched

the contracts. In addition, we reviewed documentation related to the contract files. We also reviewed PSC

security certifications for 15 PSCs. The PSC contracts were chosen based on the position of the employee,

variations in the contract payments, and whether the employee contract allowed for overtime. The lease

sample was selected based on the contract prices, purpose of the lease contract and whether the contract

was active.

• Medical Inventory and Transactions. We performed medical inventory for 11 of the controlled and 17 of

the specially designated substances and sampled 5 disposal records. In addition, we conducted additions

testing by tracing three medical transactions (purchases for controlled or specially designated substances) to

verify that these purchases were recorded on the disbursement report, receiving report, and the medical

inventory records. We conducted additional sampling for the medical transactions in our review of non-

cash payments and cash/credit card transactions.

• Volunteer Payments. We selected a small judgmental sample of 10 of 242 Volunteers to determine if the

living allowances paid to Volunteers were consistent with the authorized amount. We also reconciled the

collections for overpayments made to Volunteers when they terminated their service early. We reviewed

living allowance payments for 27 of 87 Volunteers who early terminated between June 2013 and February

2018. We compared the Volunteer payments from the disbursement and calculated the collection amount

based on the Volunteer’s termination date. We reviewed the BOCs and readjustment allowance reports to

determine if the collections were complete and accurate.

• Grants. We selected 23 of 178 grant reports (from FY 2014 to FY 2018) and reviewed the disbursement

report, Peace Corps Grants Online report, project completion reports, and the project receipts. We also

reviewed BOCs when the amount spent on the grant projects was less than the disbursed grant amount.

• Personal Property and Vehicles. We performed a physical existence test for 30 out of 611 personal

property items inventoried in the Sunflower inventory tracking system in addition to the 18 vehicles listed

in the VMIS [Vehicle Management Information System] system. We also interviewed the general service

manager regarding separation of duties for inventorying personal property.

• Credit Card and Other Transactions. We sampled 9 credit card transactions and 23 transactions that

were not paid by credit cards. The 32 payments included transactions from imprest payments, medical,

travel, trainings, conferences, carpentry services, and general expenses. The transactions were selected

because they were unusual, exceeded $3,000 USDE, or had extensive use of vendors.

In addition, we reviewed the BOCs report that had a universe of 1,148 collections (1,139 

transactions). Our BOCs review consisted of the following: 

• Long Outstanding. Based on the BOCs report, we calculated six outstanding collections over 30 days. At

the post, we interviewed staff about collection steps they had taken.

• Voids. We reviewed all 9 voided BOCs and the supporting documentation to determine that the voids were

correctly voided and rebilled if necessary.
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• General Testing. We tested a sample of 48 transactions. Our sample was based on large USDE amounts,

unusual transactions, grants, Volunteer billings, and training/conference expenses. We reviewed the

supporting documentation to determine if the BOCs were accurately recorded, created timely, properly

obligated, and adequately collected.

• Information Technology. We reviewed the user access forms for the post’s OdyWeb and FOR Post

systems to verify that the level of access matches the level of access granted. We also verified the physical

controls of the server room to determine how the post is safeguarding the electronic data.

USE OF COMPUTER-PROCESSED DATA 

The Government Accountability Office’s “Assessing the Reliability of Computer-Processed 

Data” defines reliability to mean that the data is “reasonably complete and accurate, meet[s][ its] 

intended purposes, and [is] not subject to inappropriate alteration.”19  

During our audit, we relied on data extracted from the Peace Corps’ financial system. We 

conducted limited accuracy testing of this data. During our sample testing, outlined in the 

methodology section above, we compared the financial system data to underlying source 

documentation to ensure consistency. We did not identify any discrepancies between the 

financial system data and the source documents reviewed. We did not test to ensure that the 

universe of data provided to us was complete. 

However, our office uses independent auditors to annually audit the agency’s financial 

statements. These auditors have determined that the financial statements were free from material 

misstatements and our auditors did not identify any material weaknesses in internal controls 

surrounding the financial statements. Therefore, in our professional judgement, we determined 

that the data was sufficiently reliable for the purposes of this report. 

REVIEW OF INTERNAL CONTROLS 

Internal controls relate to management’s plans, methods, and procedures used to meet their 

mission, goals, and objectives. We took steps to assess internal controls related to the Peace 

Corps’ overseas financial and administrative operations. For example, we reviewed the Peace 

Corps’ “Overseas Financial Management Handbook” and interviewed key individuals on roles 

and processes related to disbursements and collections. Further, we met with Peace Corps 

management overseas and at headquarters who were responsible for oversight of post operations. 

We noted any issues we identified during our fieldwork in the “Audit Results” section of this 

report. Our recommendations, if implemented, should improve the agency’s overseas financial 

and administrative operations.  

19 GAO “Assessing the Reliability of Computer-Processed Data” at 8 (July 2009). 
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APPENDIX B: LIST OF ACRONYMS 

AMCS Administrative Management Control Survey 

BOC Bill of Collection 

CD Country Director 

DMO Director of Management and Operations 

DPT Director of Programming and Training 

EFT Electronic Funds Transfer 

FA Financial Assistant 

FY Fiscal Year 

GAO Government Accountability Office 

GSM General Services Manager 

HRS Human Resource Specialist 

ICASS International Cooperative Administrative Support Services 

IMS Inventory Management Specialist 

IRC Inventory Reconciliation Clerk 

IT Information Technology 

ITS Information Technology Specialist 

MPL Multiple Payment Listing 

MS Peace Corps Manual Section 

OCFO Office of the Chief Financial Officer 

OFMH Overseas Financial Management Handbook 

OHS Office of Health Services 

OIG Office of Inspector General 

OMH Occasional Money Holder 

PSC Personal Services Contractor 

TG Technical Guidance 

USDE United States Dollar Equivalent 

VICA Volunteer In Country Allowance 
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APPENDIX C: CRITERIA USED TO SUPPORT ISSUES IN THE 

REPORT 

FEDERAL REQUIREMENTS

STANDARDS FOR INTERNAL CONTROL IN THE FEDERAL GOVERNMENT 

The Government Accountability Office (GAO)’s Standards for Internal Control in the Federal 

Government (GAO-14-704G) 

10.13 Segregation of duties helps prevent fraud, waste, and abuse in the internal control system. 

Management considers the need to separate control activities related to authority, custody, and accounting 

of operations to achieve adequate segregation of duties. In particular, segregation of duties can address the 

risk of management override. Management override circumvents existing control activities and increases 

fraud risk. Management addresses this risk through segregation of duties, but cannot absolutely prevent it 

because of the risk of collusion, where two or more employees act together to commit fraud. 

Appendix 1 Requirements. Documentation is a necessary part of an effective internal control system

PEACE CORPS ACT SECTION 2504 (b) Living allowances, travel, leave and related items; transfers 

of supplies and equipment 

Volunteers shall be provided with such living, travel, and leave allowances, and such 

housing, transportation, supplies, equipment, subsistence, and clothing as the President may determine to 

be necessary for their maintenance and to insure their health and their capacity to serve effectively. 

Supplies or equipment provided volunteers to insure their capacity to serve effectively may be transferred 

to the government or to other entities of the country or area with which they have been serving, when no 

longer necessary for such purpose, and when such transfers would further the purposes of this 

chapter. Transportation and travel allowances may also be provided, in such circumstances as the President 

may determine, for applicants for enrollment to or from places of training and places of enrollment, and for 

former volunteers from places of termination to their homes in the United States. 

PEACE CORPS REQUIREMENTS

OVERSEAS FINANCIAL MANAGEMENT HANDBOOK (OFMH) 

OFMH 7.2.1 Billing Steps 

The Billing Officer performs the following tasks as soon as the debt is known, even if the exact amount 

isn’t known. 

OFMH Section 7.2.2 – Bill of Collection Review 

2. Review and follow-up on outstanding BOCs. Run the FOR Post “Outstanding Collections” report.

Follow the steps below for BOCs outstanding 30, 60, or 90 days

https://www.law.cornell.edu/definitions/uscode.php?width=840&height=800&iframe=true&def_id=22-USC-1929598316-2031973720&term_occur=54&term_src=title:22:chapter:34:section:2504
https://www.law.cornell.edu/definitions/uscode.php?width=840&height=800&iframe=true&def_id=22-USC-1929598316-2031973720&term_occur=55&term_src=title:22:chapter:34:section:2504


Final Audit Report: Peace Corps/Guatemala (IG-19-01-A) 26 

OFMH Section 13.18.2 – Interim Advances 

The interim cash advance must be supported by a copy of the authorized purchase document, and liquidated 

(accounted for) within three (3) working days. 

OFMH Section 43.3 – How to Sell 

Posts are strongly encouraged to subscribe to Non-Expendable Property Services through the Embassy’s 

ICASS platform to assist with sales/auction 

OFMH Section 43.5 – Completion of POS 

Once a sale is made, Post should update the Inventory Management system to record the 

sale. Also see Personal Property Management Handbook 

ODYWEB HELP GUIDE  

The only staff authorized to submit Security Certifications are the AO or CD (or acting AO or acting CD). 

 The only staff authorized to submit payment tabs must have a sufficient delegation of authority signed by 

the CD on file.  

PEACE CORPS MANUAL SECTION (MS) 

MS 221 Section 5.7.1 – Volunteer Living Allowance Survey 

At least annually, the post must conduct a living allowance survey of the Volunteers, using the survey and 

analysis software issued by the Office of the CFO. This survey is intended to help the Country Director 

determine the most appropriate level of goods and services needed to ensure the health and effective 

service of Volunteers, and to determine if a different locality supplement is warranted for a particular site 

type or location.  

MS 221 Section 5.7.2 – Market Basket Survey 

To verify living allowance survey submissions, a market basket survey must be conducted by staff. A 

market basket survey consists of selected staple items commonly appearing on the living allowance survey 

from each allowance category and should be priced by staff in multiple locations. If there are locality 

supplements being paid to some Volunteers, it is recommended that a separate market basket survey be 

conducted in each locality. The market basket survey is to be used as a guide to validate the cost data on the 

living allowance survey submissions. Large differences in prices between the market basket items and the 

Volunteer allowance submissions should be reviewed by post during the analysis of the surveys and 

adjusted, if necessary.  

MS 221 Section 5.7.3 –  Living Allowance Increases/Decreases 

Increases or decreases to the base living allowance must be based on the findings of the Volunteer living 

allowance survey, as supported by the market basket survey, after elimination of seasonal fluctuations and 

other temporary influences. The Country Director may grant increases to the living allowance with 

concurrence of the Regional Director. A minimum Volunteer survey response rate of 75 percent is required 

to support an increase greater than 10 percent . 
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MS 221 5.8 – Partial Payment for Close of Service Volunteers 

Payments for close-of-service Volunteers must be adjusted before the final payment is authorized to ensure 

that the living allowance payments cover only the number of days the Volunteer served.  In those cases 

where the termination date of an early termination is known in advance, calculation of the final living 

allowance payment must also be adjusted to cover through the last day of service.  Where information is 

not known in advance, the overpayment must be collected from the Volunteer or deducted from the 

Volunteer’s Readjustment Allowance. 

MS 511 Section 4.0 – Property Asset System of Record. 

Peace Corps has a single system web-based property management software system called Sunflower, which 

is used to track and report property assets 

MS 511 Section 15.2 – Personal Property Management Handbook 

(b) (3) There must be a public notification period (usually 30 days, but contact IMS for details that may be

dependent on items, value, and other auction-specific information).

* * * * * 

(c) (3) (ii) Have the DMO at post (or AO if at an RRO) review and sign the SF 126 BEFORE the Assets

leave Peace Corps, confirming that the “Property is Available for Sale.” (Box 15 on the SF 126.)

(c) (4) Once the sale is completed, the asset(s) are removed from Inventory.

(c) (5) Requirements on the proceeds of sales are found in the Overseas Financial Management Handbook

(OFMH), section 43 Proceeds of Sales.

MS 734 – Medical Supplies and Equipment 

Section 3.0 – Policy 

It is the policy of the Peace Corps to maintain effective controls and procedures that govern the 

procurement, receipt, storage, inventory, dispensation, and disposal of medical supplies and to adopt and 

implement special standards applicable to controlled substances. Medications and vaccines purchased for, 

and provided to, Volunteers and Trainees (V/T) must be FDA-approved and manufactured in the U.S. 

unless otherwise approved by the Office of Volunteer Support (VS). 

Section 8.6 – Storage of Controlled Substances and Other Medical Supplies at Post 

Country Directors must provide secure storage for all medical supplies that are specially designated or 

controlled substances. Secure storage must provide effective controls and safeguards against theft and 

diversion. Controlled substances must be kept in a securely-locked substantially constructed cabinet. The 

cabinet must be placed in a locked room (such as a medical supply closet) within a locked office building. 
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TG 240 Section 20.1 

Medical Inventory System Personnel 

The PCMO [Peace Corps Medical Officer] is responsible for inventory management, while the CD must 

provide a secure environment, and oversee and participate in inventory accountability.  

* * * * * 

Inventory Reconciliation Clerk (IRC) 

Appointed by the CD and is responsible for the reconciliation of the recorded inventory in the 

health office and the recorded inventory in the office’s Inventory Workbook. The IRC 

conducts a physical inventory of all controlled substances and specially designated items 

quarterly. The IRC must conduct quarterly reconciliation and report results to the CD. In 

addition, an annual inventory report addressing all controlled substances and specially 

designated items must be conducted to document the March 31 inventory level, and 

submitted to VS no later than April 15, of each year. The IRC must not be a member of the 

medical office staff, and cannot serve in any other capacity related to the management of 

medical supplies and equipment.  

CASHIER USER GUIDE  

Section 1.2 – Definitions Occasional Money Holder 

Cash advances from on occasional money holder (OMH) need to be settled within 72 hours. 

Section 6.1 – Overview 

Cashiers or officially designated collection agents are the only individuals authorized by the Department of 

State to collect funds. 

Section 6.2.1.1 – FMOs, MOs, and U.S. Citizen Cashier Supervisors 

These individuals are responsible for overseeing the collection process and ensuring that the DoS 

requirements on the collection of funds are being followed, and are therefore responsible for determining 

the individuals who are entrusted with this function. These individuals are also responsible for establishing 

procedures that verify all funds are recorded in a timely manner and credited to the proper fund-cite. 

Section 6.4.4 – Proceeds of Sale Collections 

Cashier cannot hold the funds without entering a collection transaction into ACP which is then reflected on 

the cashier’s accountability. 

Background checks for Overseas Staff Policy 

The Peace Corps is federally mandated to complete appropriate background checks on all staff, 

including Foreign Service Nationals (FSNs) and Personal Service Contractors (PSCs). Because of 

the trust and responsibility that the Peace Corps places in its staff, it must ensure that all personnel 

have been properly vetted.  
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Overseas Contracting Handbook Selection Memo 

Supply and Service Procurements $3001-$10K - Peace Corps policy states the entire memo and all 

attachments must be saved in contract file. - purchases between $3,001 - $10,000 should use the selection 

memo service contract 
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APPENDIX D: AGENCY RESPONSE TO THE PRELIMINARY 

REPORT 

MEMORANDUM 

To: Kathy Buller, Inspector General 

Through: Anne Hughes, Chief Compliance Officer  

From:   Greg Huger, IAP Regional Director 

Geralyn Sheehan, Country Director, Guatemala 

Date: April 15, 2019

CC: Jody Olsen, Director 

Michelle Brooks, Chief of Staff 

Matt McKinney, Deputy Chief of Staff/White House Liaison 

Patrick Young, Associate Director, Global Operations 

Sonia Delman, Associate General Counsel 

Joaquin Ferrao, Deputy Inspector General 

Judy Leonhardt, AIG/Audits 

Gonzalo Molina Zegarra, Chief Administrative Officer, IAP Operations 

Jason Locey, Director of Management and Operations, Guatemala  

Subject: Agency Response to the Report on the Audit of Peace Corps/Guatemala (Project 

No. IG-19-01-A) 

Enclosed please find the agency’s response to the recommendations made by the Inspector 

General for Peace Corps/Guatemala as outlined in the Preliminary Report on the Audit of Peace 

Corps/ Guatemala (Project No. IG-19-01-A) given to the agency on March 1, 2019. The agency 

has provided documentation for 20 of the recommendations and will work to close the remaining 

seven by the set target dates.  
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Recommendation 1 

That the country director seek and implement guidance from the Office of Health Services on 

how to properly secure controlled substances via cold storage to safeguard against theft and 

diversion. 

Concur:  

Response: Per guidance from the Office of Health Services, PC/Guatemala has installed a lock 

on the refrigerator door to safeguard controlled substances.   

Documents to be Submitted: 

• Photo of PC refrigerator with lock installed on it

Status and Timeline for Completion: Completed, March 2019 

Recommendation 2 

That the Office of Health Services update Technical Guidance 240 to include instructions on 

how to properly secure controlled substances via cold storage. 

Concur: 

Response: The Office of Health Services will update TG 240 to included updated guidance 

concerning having a separate locked box inside the medical refrigerator for all controlled 

substances requiring refrigeration. Until post is able to obtain a new locked box, the combination 

to the refrigerator will only be known to the PCMO. 

Documents to be Submitted:  

• Updated, TG 240, Medical Supplies and Equipment

Status and Timeline for Completion:   July 2019 
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Recommendation 3 

That the country director coordinate with the Office of Health Services to develop a best 

practices method to record and track inventory when administering large volumes of 

vaccinations to Volunteers. 

Concur 

Response: PCMOs will continue to comply with Technical Guidance 240 Section 20.3, Steps (7) 

and (8). Additionally, PC/Guatemala will remind staff about inventory guidance via standard 

operating procedures on medical inventory.  

Documents Submitted: 

• Medical Inventory SOP/PC Guatemala

• Email to staff on Medical Inventory SOP

• PC-734 Attachment I Form

• PC-734 Attachment D Form

Status and Timeline for Completion: Completed, March 2019 

Recommendation 4 

That post inventory staff receive training on roles and responsibilities for maintaining an 

accurate medical inventory. 

Concur 

Response: PC/Guatemala PCMOs conducted a Medical Inventory System Training for staff on 

roles and responsibilities for maintaining an accurate medical inventory.  This training took place 

in March 2019. 

Documents Submitted:  

• Training Agenda with signatures by staff noting completion of course

• Copy of power point presentation

• Link to OHS Medical Inventory Training Video

Status and Timeline for Completion: Completed, March 2019 
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Recommendation 5 

That the Office of Health Services place the post on remediation to have more oversight in the 

medical inventory process and to provide guidance on the process for researching, resolving, and 

reporting any identified discrepancies. 

Concur 

Response: PC/Guatemala is working with the Office of Health Services on the remediation plan 

and will submit the appropriate documentation to illustrate the action steps. As per guidance 

received from OHS PC/Guatemala will submit the FY19 Q2 count and monthly counts for Q3. 

Additionally, the IRC, with the assistance of the PCMO and Medical Secretary, will do a thorough 

investigation of all discrepancies.  

Documents to be Submitted:  

• Email sent to QIU

• Email with instructions from OHS to PC/Guatemala on remediation

• Related documentation to the remediation plan

Status and Timeline for Completion Completed, April 2019 

Recommendation 6 

That the country director follow Peace Corps policy on medical inventory responsibilities and 

assign a new IRC. 

Concur 

Response: The PC/Guatemala Country Director named a new IRC, in July 2018 and since that 

time PC/Guatemala has remained in compliance with this issue.  

Documents Submitted: 

• Copy of email submitted noting that the staff member has been informed their new

function as assigned

Status and Timeline for Completion: Completed July, 2018 
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Recommendation 7 

That the director of management and operations ensure staff follow policy to request sale of 

assets. 

Concur 

Response: The DMO developed an SOP for requesting the sale of assets and will review the 

SOP with the staff (GSM, GSA, ITS, FA) involved with property issues:  Included in the email 

distribution of the new SOP will be additional information on Sunflower Property Management 

and supplementary instructional videos.  

Documents Submitted: 

• Copy of Sale of Assets SOP

• Copy of email sent to staff

Status and Timeline for Completion:  Completed, March 2019 

Recommendation 8 

That the director of management and operations provide training to personnel on sale of assets. 

Concur 

Response: The PC/Guatemala DMO has provided training on sale of assets, including 

management of auctions and Sunflower inventory control.  

Documents Submitted: 

• Copy of Training Agenda and Signature of Participants

• Copy of SOP on Requesting Sale of Asset

• Copy of Email sent to Staff

Status and Timeline for Completion: Completed, April 2019 
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Recommendation 9 

That the director of management and operations ensure staff follow policies on management of 

auctions and Sunflower inventory control. 

Concur 

Response: The PC/Guatemala DMO will provide training on sale of assets, including 

management of auctions and Sunflower inventory control.   The DMO will email policy on 

management of auctions (MS 511) and Sunflower inventory control to appropriate staff 

including GSM, GSA, ITS, FA.   

Documents Submitted: 

• Agenda from the meeting

• Signatures of staff attending

• Copy of email sent to staff with MS 511

Status and Timeline for Completion: Completed, April 2019 

Recommendation 10 

That the director of management and operations provide the general services manager with 

guidance and training, and ensure the general services manager (GSM) adequately performs the 

duties outlined in the general services manager’s personal services contract. 

Concur 

Response: The PC/Guatemala DMO will meet with the GSM to identifying training 

opportunities and other actions to ensure GSM adequately performs duties. 

Documents to be Submitted: 

• Copy of follow-up emails documenting identified training opportunities and other ideas

to ensure GSM adequately performs duties

• Proof of training

• Training materials

Status and Timeline for Completion: June 2019 
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Recommendation 11 

That the director of management and operations follow Peace Corps policy on authorization of 

occasional money holders. 

Concur 

Response: The PC/Guatemala DMO will follow Peace Corps policy on authorization of 

Occasional Money Holders (OMHs) by ensuring those who are designated OMHs have this 

designation in their statement of work (SOW) as part of their contract.  The cashier maintains a 

list of OMHs in the cashier window as a reminder of whom may receive interim advances and 

the maximum amount.   

Documents Submitted: 

• Copy of post’s list of OMHs with signed statement from DMO affirming that all those on

the list have the OMH designation in their SOW

• Example SOW to illustrate the OMH designation

Status and Timeline for Completion:  Completed, April 2019 

Recommendation 12 

That the director of management and operations ensure that occasional money holder 

designations are included in the personal services contracts. 

Concur 

Response: The PC/Guatemala DMO will ensure occasional money holder designations are 

included in the personal services contract. 

Documents Submitted: 

• Copy of post’s list of OMHs with signed statement from DMO affirming that all those on

the list have the OMH designation in their SOW

• Example SOW to illustrate the OMH designation

Status and Timeline for Completion:  Completed, April 2019 
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Recommendation 13 

That the director of management and operations review post practices in managing interim cash 

advances and enhance them to ensure clearance within three days. Staff should be regularly 

reminded of the 3-day clearance requirement. 

Concur 

Response: The PC/Guatemala DMO will review post practices and cross-reference the Peace 

Corps Cashier User Guide and OFMH 13.18.2 to ensure compliance.  Further, the 

PC/Guatemala DMO will send an email reminder of 3-day limit on interim advances.    

Documents Submitted:  

• Copy of an email reminder to all staff on importance of clearing an interim advance

within 3 business days.

Status and Timeline for Completion: Completed, April 2019 

Recommendation 14 

That the country director and the director of management and operations ensure that 

unannounced cash counts are performed each month and on a random basis. 

Concur 

Response: The PC/Guatemala DMO created a shared calendar with the CD to track cash counts 

each month.  This shared calendar notes when the cash counts have occurred over the past 

months and will provide a history to better perform more varied counts in the future. 

Documents to be Submitted: 

• DMO email to CD, DPT on shared calendar

• Screenshot of the Shared Calendar

• Proof of Randomized Cash Counts (Last 3 months)

Status and Timeline for Completion: Completed, April 2019 
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Recommendation 15 

That the director of management and operations conduct living allowance surveys annually, at 

minimum, and upload the results into the Office of Chief Financial Officer survey and analysis 

software. 

Concur 

Response: The PC/Guatemala DMO conducted a living allowance survey in 2018 and will 

conduct the living allowance survey in 2019 and upload the results into the CFO software tool.  

While not in the Peace Corps Manual Section 221, the IAP Region has an internal policy 

requiring 75% response rate for any proposed living allowance increase request and is subject to 

budget availability.  

Documents Submitted: 

• 2018 Living Allowance (LA) Survey Results from CFO Analysis Tool

• Copy of email to All Volunteers regarding 2018 LA Survey

• 2019 LA Survey Results from CFO Tool

• Copy of email to All Volunteers regarding 2019 LA Survey

Status and Timeline for Completion:  July 2019 

Recommendation 16 

That the director of management and operations conduct the required market basket survey. 

Concur 

Response: PC/Guatemala has conducted market basket surveys in the past but does not have 

copies of the results prior to 2018.  Post has documentation of market basket survey from 2018 

and has submitted that documentation for review.  

Documents to be Submitted: 

• Copy of the 2018 market basket survey results

Status and Timeline for Completion: Completed, April 2018 
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Recommendation 17 

That the director of management and operations apply due diligence in issuing bills of collection 

for approximately $547 USDE and collecting the remaining overpaid living allowances. 

Concur 

Response: The PC/Guatemala worked with OGAP to convert from receiving a consolidated 

check to an electronic funds transfer (EFT) method for direct payment from Peace Corps 

Headquarters to PCVs local bank accounts for their monthly living allowances.  Prior the current 

DMO’s arrival, post had experienced some local bank issues with the EFT method but these 

issues have been resolved and post is currently receiving EFT for PCV Living Allowance which 

has increased efficiency and led to faster deposits into PCV bank accounts by approximately one 

week.   

The PC/Guatemala DMO will coordinate with OGAP to send bills of collection to identified 

PCVs who ended their service early and were overpaid.   

Documents to be Submitted: 

• Copies of emails sent to the PCVs with the bill of collection information

• BOC documentation for instance #5 from report

Status and Timeline for Completion: Completed, April 2019 

Recommendation 18 

That the director of management and operations develop and implement a procedure to ensure 

the Volunteers’ pro-rated living allowance calculations are accurate. 

Concur 

Response: The PC/Guatemala DMO will create an internal procedure to ensure Volunteers’ pro-

rated living allowance calculations are accurate, particularly for Volunteers who end their service 

early.  

Documents Submitted: 

• A copy of the internal procedure plan

• Copy of email distribution to appropriate staff

Status and Timeline for Completion: Completed, April 2019 
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Recommendation 19 

That the director of management and operations work with the Office of the Chief Financial 

Officer/Global Accounts Payable to account for the underpaid Volunteers and take due diligence 

to refund Volunteers. 

Concur 

Response: The PC/Guatemala DMO will coordinate with CFO/GAP to account for the 

underpaid Volunteers. 

Documents to be Submitted: 

• Copy of the email regarding CFO/GAP’s recommendation to account for the underpaid

Volunteers

• Copy of emails to Volunteers

Status and Timeline for Completion: Completed, April 2019 

Recommendation 20 

That the director of management and operations ensure compliance with policy to issue bills of 

collection as soon as the amount is known to the Peace Corps. 

Concur 

Response: The PC/Guatemala DMO will work with the financial assistant to create an internal 

SOP on Bills of Collection (BOCs) on ensuring compliance with policy to issue bills of 

collection as soon as amount is known.  

Documents to be Submitted: 

• Copy of BOC SOP

• Example BOC issued

Status and Timeline for Completion: Completed, April 2019 
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Recommendation 21 

That the director of management and operations provide training to all administrative and 

financial staff on the importance of bills of collections and who to notify when a debt is known, 

as well as examples of these debts. 

Concur 

Response: Using the BOCs SOP described in Recommendation #20, the PC/Guatemala DMO 

will conduct training on the BOCs SOP with Admin staff.   

Documents to be Submitted: 

• Copy of BOCs SOP

• Copy of sign-in sheet from training

Status and Timeline for Completion: June, 2019 

Recommendation 22 

That the director of management and operations monitor the outstanding bills of collection log 

every month and initiate a collection process as required by agency policy. 

Concur 

Response: As part of the BOCs SOP in Recommendation #20, the PC/Guatemala DMO will add 

a monthly review step within the process to review the bills of collection log and initiate 

collection process as required by agency policy. Further, DMO will add a monthly reminder in 

Outlook to monitor the outstanding bills of collection log. 

Documents to be Submitted: 

• Copy of BOCs SOP

• Screenshot of monthly reminder

Status and Timeline for Completion: Completed, April 2019 
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Recommendation 23 

That the director of management and operations provide training to all staff on compliance with 

policy to not hold funds prior to issuing a bill of collection (BOC). 

Concur 

Response: The PC/Guatemala DMO will incorporate compliance of not holding funds prior to 

issuing a bill of collection within the BOCs SOP (see Recommendation #20).  The DMO will 

conduct training on BOCs SOP, emphasizing importance of not holding funds prior to issuing a 

BOC. 

Documents to be Submitted: 

• BOCs SOP

• Sign-in/Agenda for training

Status and Timeline for Completion: June, 2019 

Recommendation 24 

That the director of management and operations review all users of the system to verify that they 

have proper access to the IT system. 

Concur 

Response: When the auditor made it known to the current DMO that some staff had 

unauthorized permissions for Odyweb applications, the permissions were adjusted according to 

current policy. 

Documents to be Submitted: 

• Copy of recent Certification of Annual Review of FORPost and Odyweb users

Status and Timeline for Completion: Completed, February 2019 
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Recommendation 25 

That the country director work with the regional director to ensure that policy for background 

investigations is followed. 

Concur 

Response: To avoid this particular issue from resurfacing again, when it is time to recertify the 

security clearance of the Regional Programming, Training & Evaluation Advisor based in 

Honduras, the Country Director for Guatemala recommends to region that the contract 

management be transferred from Peace Corps Guatemala. 

Documents Submitted: 

• Memo from Country Direct to Regional Director

Status and Timeline for Completion: Completed, April 2019 

Recommendation 26 

That the Office of Safety and Security, in consultation with the Office of the Chief Financial 

Officer/Acquisition and Contract Management, provide guidance and policy for renewal of 

contracts and background certifications that have lapsed over a certain period. 

Concur 

Response: The Office of the Chief Financial Officer/Acquisition and Contract Management in 

coordination with the office of Office of Safety and Security will formalize guidance on 

background certifications that have lapsed and add it to the Overseas Contracting Handbook 

Documents to be Submitted: 

• New section of the overseas contracting handbook

• Proof of guidance notification to posts

Status and Timeline for Completion: July 2019 
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Recommendation 27 

That the director of management and operations provide annual training on procurement policies 

to all financial staff. 

Concur 

Response: The PC/Guatemala DMO will create an annual training on procurement policies to all 

financial staff.  Training will be sustainable by creating a recorded video session of the training 

that shares the appropriate procurement policies. 

Documents to be Submitted: 

• Copy of recorded video session on CFO/ACM procurement policy

• Proof of completion of training

Status and Timeline for Completion:  Completed, April 2019 
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APPENDIX E: OIG COMMENTS 

Management concurred with all 27 recommendations. We closed 20 recommendations (numbers 

1, 3-9, 11-14, 16-20, 22, 24 and 27) based on evidence of corrective actions that address the 

recommendations. The remaining seven recommendations remain open pending a copy of 

documentation listed in the agency’s response. 

In their response, management described actions it is taking or intends to take to address the 

issues that prompted each of our recommendations. We wish to note that in closing 

recommendations, we are not certifying that the region or post has taken these actions, nor that 

we have reviewed their effect. Certifying compliance and verifying effectiveness are 

management’s responsibilities. However, when we feel it is warranted, we may conduct a 

follow-up review to confirm that action has been taken and to evaluate the impact. 
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APPENDIX F: AUDIT COMPLETION AND OIG CONTACT 

AUDIT COMPLETION This audit was conducted under the direction of Assistant 

Inspector General for Audit Judy Leonhardt by Auditor 

Shane Potter.  

OIG CONTACT If you wish to comment on the quality or usefulness of this 

report to help us strengthen our product, please contact 

Assistant Inspector General for Audit Judy Leonhardt at 

jleonhardt@peacecorpsoig.gov or 202.692.2914. 

mailto:jleonhardt@peacecorpsoig.gov


Help Promote the Integrity, Efficiency, and 

Effectiveness of the Peace Corps 

Anyone knowing of wasteful practices, abuse, mismanagement, 

fraud, or unlawful activity involving Peace Corps programs or 

personnel should call or write the Office of Inspector General. 

Reports or complaints can also be made anonymously. 

Contact OIG 

Reporting Hotline: 

U.S./International: 202.692.2915 

Toll-Free (U.S. only): 800.233.5874 

Email: OIG@peacecorpsoig.gov 

Online Reporting Tool:  peacecorps.gov/OIG/ContactOIG 

Mail: Peace Corps Office of Inspector General 

1111 20th Street NW 

Washington, D.C. 20526 

For General Information: 

Main Office: 202.692.2900 

Website: peacecorps.gov/OIG 

Twitter: twitter.com/PCOIG 
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