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


PERSON INTERVIEWED:
Mark Lewis, Accounting Technician



TELEPHONE NUMBER:
5-6101


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 Accounting Services process for paying rental car invoices.


	HIGHLIGHTS OF DISCUSSION:  

Mark Lewis, Accounting Technician, indicated that he had processed six invoices for payment in year-to-date 2004.  He noted that he had initially contacted Rebecca Matthews, the Recruiting Unit Manager, before processing the first invoice to discuss the reason for using a rental vehicle.  He also contacted David Marshall, Fleet Administrator, to confirm that he had denied Ms. Smith’s request to use a company vehicle before Ms. Smith rented the vehicle.

Once the invoices and signed approval forms were received, he processed the payment.  He noted that the Recruiting Unit also submitted reimbursements (in the form of personal checks) from Alice Smith for the “first few” rental cars, but Accounting had not received any reimbursements since then.  He confirmed that Alice Smith had voluntarily submitted the reimbursements.  Mr. Lewis said that the company has not established any policies requiring reimbursements for use of rental cars.  He noted, in fact, that the company does not have any official policies regarding use of rental cars for company business.

Mr. Lewis described the approval/payment process.  Rebecca Matthews, the Recruiting Unit Manager, sends a copy of the rental invoice from Northwest Auto Rentals along with a signed form indicating her approval to pay the invoice.  He then enters the information into the company’s accounting system by the end of the next business day, and the company issues a check to the rental agency (typically the following business day).  

DOCUMENTS REQUESTED:

Mark indicated that he would provide a listing that he developed to show Ms. Smith’s reimbursements, as well as a listing of the checks issued to Northwest Auto Rentals.

CONCLUSIONS/CONCERNS:




