EX10-1


CELT Exercise 10:  Audit Report Writing

Version 1

The Recruiting Unit promoted the company at six career fairs around the Puget Sound region.  (Five of the career fairs were held over weekends, or required staffing on at least one weekend day.  The sixth career fair occurred during the normal work week.)  The Administrative Specialist for the Recruiting Unit rented cars from Northwest Auto Rentals because she was not permitted to use a company vehicle and because she did not own her own vehicle.  This audit was conducted in order to determine whether the Recruiting Unit’s use of rental cars in 2004 was appropriate
.  In total, six cars were rented from January through September 2004.  The rates, which did not comply with the rates specified in the company’s blanket contract, ranged from $28 per day (based on a weekly rate of $196) to $42 per day (for weekday usage).  The invoice charges for the six rentals were as follows:  $149.06 (January 23-26), $149.06 (February 6-9), $331.24 (March 5-15), $198.74 (April 22-26), $191.65 (May 14-18), and $191.65 (September 10-14).  The rental costs incurred by the Recruiting Unit in 2004 totaled $1,211.40
.  Because the company’s cost allocation rates are lower than the rental car rates, it would have been more cost-effective to use a company vehicle to commute to the career fairs. 

The Administrative Specialist typically relies on public transportation, specifically Metro Transit Route 255, to commute from her residence to her normal work location in downtown Seattle, but she claimed that she was unable to use Metro service to attend the career fairs.  She also alleged that the Fleet Administrator would not provide a company car, and suggested that she rent a vehicle through Northwest Auto Rentals, with whom the company has a blanket contract.  We determined, however, that the Administrative Specialist only requested a company vehicle for the first career fair and the request was denied because she had not requested a car with sufficient advance notice.  She did not make any subsequent requests to use a company car, and instead rented cars from Northwest Auto Rentals to attend the other career fairs
.  

We also determined that the Recruiting Unit Manager failed to adequately review invoices and monitor the Administrative Specialist’s use of rental vehicles.  She should also have been assessing before each career fair whether it was appropriate to rent a car instead of authorizing payments after the car had been rented.  As a result of her negligence, the company incurred unnecessary rental costs, including costs associated with the Administrative Specialist’s personal use of several rental vehicles.  For example, the Recruiting Unit Manager approved the invoice for a car rented for the weekend of February 6-9, even though the Administrative Specialist’s timesheet showed that she did not work at that weekend’s career fair.  In addition, she did not ensure that the Administrative Specialist provided the agreed-upon reimbursements for personal use of the vehicle.  The Administrative Specialist provided reimbursement for using the rental cars for three days that she used rental cars strictly for personal use (i.e., no career fairs were scheduled, or she was not assigned to work at a career fair).  However, she did not provide necessary reimbursements for two days (one weekend day and one day of sick leave) of personal use associated with the car rented from May 14-18, and one day of personal use associated with the car rented from September 10-14.  We also questioned whether it was necessary to rent a car for the career fair held at Seattle University from April 23-24, since Metro Route #255 arrives in downtown Seattle as early as 6:15 a.m.  Finally, we determined that the reimbursements were made only on the basis of the daily rental rate and did not include any portion of the sales tax
.  

Overall, we determined that the company has not established clear policies or procedures to guide the use of rental cars.  The company has a blanket contract with Northwest Auto Rentals, which is primarily intended for use by those employees who must travel to conduct business outside the local area on behalf of the company.  However, some employees also use the blanket contract to rent cars in the conduct of business in the Puget Sound region.  Clear policies and procedures should be established to better ensure appropriate use of rental cars.

�PAGE \# "'Page: '#'�'"  �Page: 1��� Class should note that the parenthetical in this paragraph is not needed in an introduction.  Also, use of passive—in particular, use of passive in the third sentence, disguises who does not permit the use of the car.  Another point would be that the tone of the same sentence seems to make the Ad Spec blameless.  


�PAGE \# "'Page: '#'�'"  �Page: 1��� Some sort of summary table would be better.


�PAGE \# "'Page: '#'�'"  �Page: 1��� Wordy!  Also, tone—“She also alleged” and “she claimed.”


�PAGE \# "'Page: '#'�'"  �Page: 1��� Another example of tone—“failed to…” and “negligence” are loaded terms.  A table here might convey the information better.  






