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MEMORANDUM

TO:  

Sandy Bristow, Chief Audit Executive

FROM:
Christopher Merlino, Accounting Services Director

RE:

Human Resource/Recruiting Unit’s Use of Rental Cars

DATE:

October 4, 2004

I would like to request your assistance in reviewing the Human Resource/Recruiting Unit’s use of rental vehicles.  Rebecca Matthews, the Recruiting Unit Manager, has indicated that one of her staff members, Alice Smith, is periodically required to assist in promoting the company at off-site career fairs.  

We are not clear on why Ms. Smith isn’t using a company vehicle and are concerned about the timing of the rentals, because many have occurred over weekends.  Initially, Ms. Smith provided several checks to reimburse the company for personal use, but we have not received any reimbursements recently.  The Risk Manager informed us that any accidents occurring as a result of personal rental car use by the Administrative Specialist would not be covered by our insurance policy.  So far, we have processed six invoices for payment during 2004 and are becoming increasingly concerned, but we do not have the resources to conduct an investigation.  Please see the attached invoices and the unit manager’s approval forms.  Can you assist us?  Please contact Mark Lewis, Accounting Technician, or me to discuss this matter further.

Thank you.

