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AUDIT:
#2004-10 Recruiting Unit’s Use of Rental Cars


PERSON INTERVIEWED:
Rebecca Matthews, Recruiting Unit Manager


TELEPHONE NUMBER:
5-1234


AUDIT STAFF PRESENT:
John/Jane Doe


DATE OF INTERVIEW:
October 15, 2004


REVIEWED BY AUDITOR:
Audit Manager

	
DATE PREPARED:
October 15, 2004


PREPARED BY:
John/Jane Doe 

	PURPOSE OF INTERVIEW:  Entrance conference to provide information about audit process, scope, objectives, timing, and staffing, and obtain information on unit’s use of rental cars.


	HIGHLIGHTS OF DISCUSSION: 

John/Jane Doe, Staff Auditor, described the audit process, scope, timing, staffing, and objectives to Rebecca Matthews, the Recruiting Unit Manager.  

· Scope:  Use of rental vehicles in 2004

· Timing:  Plan to conduct audit fieldwork during the next three days

· Staffing:  Staff auditor will be conducting the review

· Objectives:  To assess whether the use of rental vehicles was appropriate

REASON FOR RENTING CARS:

Ms. Matthews indicated that Alice Smith, the Administrative Specialist, rented cars to assist at off-site career fairs and other recruiting events.  Ms. Matthews indicated that Ms. Smith does not own a car and normally takes the bus from her residence in Kirkland to her office in downtown Seattle.  She also indicated that many of the off-site events were held over the weekend and would require a vehicle early in the morning and late into the evening.  According to Ms. Matthews, the Fleet Administrator would not allow the Unit to use a company car overnight and over the weekend.

J. Doe asked if Ms. Smith was the only staff person working at the career fairs on the days she was assigned to an event.  Ms. Matthews indicated that one of the three Recruitment Specialists always attended as well, but carpooling had not been an option because Alice lived “out of the way.”

RENTAL CAR APPROVALS, CHARGES AND REIMBURSEMENTS FOR PERSONAL USE:

Ms. Matthews maintained that she properly authorized each rental car.  She noted that she had informed Ms. Smith that she should provide reimbursement for personal usage of the rental cars.  J. Doe asked Ms. Matthews to explain how the reimbursements were calculated. Ms. Matthews indicated that Ms. Smith reimbursed the company at the daily rental rate (or the average daily rate when a weekly rate was charged) for days that rental cars were used but Ms. Smith was not assisting at a career fair.  She clarified that in some cases, Ms. Smith needed a vehicle to work at an event on Saturday, but was not assigned to work on Sunday.  Because she could not return the vehicle until Monday, Ms. Smith would provide reimbursement for the day that the car was not used for company business.  J. Doe asked how many reimbursements had been received; Ms. Matthews indicated that we should check with Accounting.  

DOCUMENTS REQUESTED:

We requested that Ms. Matthews provide:

· A copy of the career fair/recruiting event schedule for 2004.

· Copies of Alice Smith’s timesheets for year-to-date 2004.
CONCLUSIONS/CONCERNS:





