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


PERSON INTERVIEWED:
David Marshall, Fleet Administrator



TELEPHONE NUMBER:
5-5100


AUDIT STAFF PRESENT:
John/Jane Doe (by telephone)


DATE OF INTERVIEW:
October 18, 2004


REVIEWED BY AUDITOR:
Audit Manager

	
DATE PREPARED:
October 18, 2004


PREPARED BY:
John/Jane Doe 

	PURPOSE OF INTERVIEW:  Obtain information on Recruiting Unit’s request to use company vehicle and to discuss company policies on renting vehicles.


	HIGHLIGHTS OF DISCUSSION:  

David Marshall confirmed that he had denied a request from Alice Smith to use a company vehicle early in 2004.  He explained that she had made a request for a weekend vehicle on the same day she needed to pick up the car.  Mr. Marshall indicated that he explained at the time that the demand for company cars was high and he could not provide a car for that weekend on such short notice.  Typically, he requires at least one day’s advance notice to accommodate overnight or weekend requests and one week’s notice to accommodate requests for vehicles that will be kept for more than a couple of days.  However, he does not recall whether the Recruiting Unit made any additional requests for company vehicles.  

Mr. Marshall also confirmed that he suggested that Ms. Smith rent a vehicle through Northwest Auto Rentals.  The company has a blanket contract with Northwest; employees primarily use rental cars when they are traveling for the company.  He noted that the company does not have formal policies on rental cars, but he knows that managers have authorized the use of a rental vehicle for local use when:

a) A company vehicle was not available (again, he noted that requests for overnight vehicles should be made in advance);

b) A rental vehicle was more cost-effective than using a company vehicle; or

c) Renting a vehicle would prevent an employee from being significantly inconvenienced as a result of unusual or atypical job-related transportation requirements.

He also indicated that employees should not use either company cars or rental cars for personal use because of potential liability issues.  He acknowledged that most employees used company cars to run minor errands on the way from one location to another, but said that personal use of either company or rental vehicles should be kept to a minimum.

Mr. Marshall noted that assigning a vehicle to such a small unit would probably not be cost effective, since only one staff person would primarily use the vehicle.  He indicated that the audit should consider whether owning a vehicle was a legitimate job requirement for the Recruiting Unit Administrative Specialist position. 

Mr. Marshall also noted that vehicle usage costs are allocated to units based on the following rates:  

· Cars:  

· Up to 10 hours:  $3.50 per hour plus 10 cents per mile

· More than 10 hours (i.e., overnight/weekend):  $28 per day plus 10 cents per mile

· Vans and Trucks:  

· Up to 10 hours:  $5 per hour plus 12 cents per mile

More than 10 hours:  $42 per day plus 12 cents per mile

DOCUMENTS REQUESTED:

None.

CONCLUSIONS/CONCERNS:





