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Controller
Brian K. Hurter, CPA

Controlier’s Office

150 North Queen Street
Suite #710

Lancaster, PA 17603
Phone: 717-209-8262
www.co.lancaster.pa.us

May 1, 2017

Dennis Stuckey, Chairman

Lancaster County Board of Commissioners
150 North Queen Street, Suite 715
Lancaster, PA 17603

Dear Commissioners:

Attached is the audit report of the County of Lancaster employee travel expense reimbursements.
This audit was initiated on July 1, 2016 and a memo (Exhibit A) was sent to the selected row offices
and departments. Our examination procedures were performed for transactions in the period of
January 1, 2016 through June 30, 2016. The audit covered daily mileage, parking, toll, and
overnight meal reimbursements. The relevant audit notes detail the objectives of our audit and our
sample of row offices and departments. We provided County-wide recommendations and updates
to the County-wide travel policy to ensure more efficient and economical travel related
reimbursements. We do not express an opinion or provide any assurance on the information
examined because the limited procedures executed do not provide us with sufficient evidence to
express an opinion. We did, however, note some instances that warrant mention and
recommendations for correction and/or improvement, and they are described in the Findings and
Observations section of this report.

We met with most of the audited departments, which resulted in very productive conversation and
feedback regarding fravel expenses and reimbursement procedures. We acknowledge the
cooperation and assistance we received from all County of Lancaster personnel involved in this
audit. Their help was instrumental to the performance of this aundit.

This report is intended for the information and use of the Lancaster County Board of Commissioners
and all County of Lancaster personnel and is not intended and should not be used by anyone other
than these specified parties without consent. However, public policy dictates ihat this report is a
matter of public record and its distribution is not limited,

Sincerely,

B

Brian K. Hurter, CPA
Lancaster County Controller
mw

cc: Elected Officials and Department Heads for the following departments: Adult Probation &
Parole, Behavioral Health & Developmental Services, County Wide Communications, Children &
Youth Agency, District Attorney, Drug & Alcohol, Juvenile Probation, Magisterial District Courts,
Office of Aging, Property Assessment, Prothonotary, Public Defender, Recorder of Deeds, Register
of Wills, Sheriff, Treasurer, and Youth Intervention Center



Lancaster County Employee Travel Expenses
Relevant Audit Notes
For the period January 1, 2016 through June 30, 2@l

Note A — COUNTY TRAVEL POLICY

The current Policy & Procedure Manual for all Cquait Lancaster employees was revised August
26", 2015. Section B-6 was established Auguét 2011, and relates to business expenses. This
section is commonly known as the County of Lancaséeel policy. Additionally, this section

of the Policy & Procedure Manual is in place toyide a uniform system for reporting and
reimbursement of business expenses incurred byoyeqgs. The travel policy applies to all
County of Lancaster employees. Some departmedtsféines also provide their employees with
more specific policies and procedures relatedaeeit

Note B — OBJECTIVES OF AUDIT

The overall objectives of the audit were to deteenivhether personal vehicle miles traveled for
official County business indicate:

» Inefficient/uneconomical driving habits
* Fraud or abuse
* Adherence to the County travel policy

Travel related receipts for parking, tolls, and rovght meals related to official County business
were also examined for:

» Fraud or abuse
» Adherence to the County travel policy

Additionally, the audit reviewed the number andetypf County owned/leased vehicles currently
placed into service. An analysis was conductecnigg the proposed use of rental vehicles
instead of personal vehicles for business triggréonote additional cost savings. This analysis is
summarized irNote F of this report.

Note C — DEPARTMENTS INVOLVED IN AUDIT

After a review of travel account activity on Pedddt, the County’s financial system, a sample
of departments were selected based on the totiar@whount of reimbursements received during
the scope of the audit. The following departmevese selected:

* Adult Probation & Parole
» Behavioral Health/Developmental Services
* Board of Commissioners



Lancaster County Employee Travel Expenses
Relevant Audit Notes Continued)
For the period January 1, 2016 through June 30, 2@l

Note C — DEPARTMENTS INVOLVED IN AUDIT ( Continued)

e Children & Youth Agency
» Controller

» Coroner

* County Wide Communications
» District Attorney

* Drug & Alcohol

» Juvenile Probation

* Magisterial District Courts
» Office of Aging

* Property Assessment

* Prothonotary

* Public Defender

* Recorder of Deeds

* Register of Wills

* Sheriff

o Treasurer

* Youth Intervention Center

Note D — SCOPE AND PROCEDURES OF AUDIT
The period of review is January 1, 2016 througheJd3®, 2016.

After a sample of departments were selected, weetszl the ten employees from the population
with the highest reimbursements in the audit scaféer those employees were selected, we also
selected one employee from each department whelsragnsistently for business. In conjunction
with the two aforementioned procedures, we seleatititional individuals from the population
to ensure a sample of at least 5% total per depattim

Once the sample was compiled and the preliminavggatures were conducted, we recalculated
all mileage submitted by those individuals. Theitmileage recalculations were based on the
shortest distance rather than the shortest tinma ftancation A” to “Location B” via MapQuest
or Google Maps. After the data was collected, aragared our mileage calculation to the mileage
submitted and then allowed for +/- 5 miles per day,instances when the shortest distance was
not the shortest time or the individual took aemdate route due to construction, weather, etc.



Lancaster County Employee Travel Expenses
Relevant Audit Notes Continued)
For the period January 1, 2016 through June 30, 2@l

Note E — MILEAGE RATE FOR 2016

The Internal Revenue Code (IRS) and U.S. Generalc®s Administration’s (GSA) mileage rate
for 2016 was $.54 per mile.

Note F — RENTAL CAR ANALYSIS

In April 2015, the County of Lancaster PurchasingpBrtment established a Temporary Rental
Vehicle Policy that provides procedures and resipditees for the reservation, rental, operation,
and return of temporary rental vehicles used byleyeges of the County of Lancaster for business
travel. This policy has not yet been approvedhgyBoard of Commissioners, but employees are
welcome to utilize this policy and rent a vehiate fong distance travel in an effort to be more
efficient with the County of Lancaster resources.

According to the Temporary Rental Vehicle Policgntal vehicles must be of the Compact,
Intermediate, or Standard class, unless a depatrulivestor has given approval for a larger class
vehicle. For 2016, the daily rates were:

Compact vehicle: $29.12
Intermediate/Standard vehicle: $30.94

(“Full size option™)

For purposes of this analysis, we used the datby fiar the Intermediate/Standard vehicle. The
rental car savings chart shows the cost savinggh&droption for the period of January 1, 2016
through June 30, 2016. If employees chose tohesehieaper option (Compact vehicle), the cost
savings would be greater. Likewise, if employeesangiven approval by the department director
to use a larger vehicle, this would result in aatgeexpense and less savings.

We selected five departments from the sampled adipul that have employees who travel daily
or fairly consistently to complete their requirexb jduties. The five departments were: Adult
Probation & Parole, Behavioral Health and DeveloptakeServices, Children & Youth Agency,
Juvenile Probation, and Office of Aging. Addititigathese five departments received some of
the highest total reimbursements for the auditqoeri The total reimbursements for these five
departments was $377,097.27, which is 77.4% ofatae travel reimbursements for the period of
January 1, 2016 through June 30, 2016.



Lancaster County Employee Travel Expenses
Relevant Audit Notes Continued)
For the period January 1, 2016 through June 30, 2@l
Note F — RENTAL CAR ANALYSIS (Continued)

Rental Car Savings:

APPS BH/DS/EI CYA JP OOA Total

| ntermediate/
Standard ($30.94) $ 37452 $ 1,771.18 $ 11,899.34 $ 84.85 $ 89.83 $ 14,219.72

We used a trip optimizer available via Enterpriselétermine these rental car savings. As noted
above, we used the Intermediate/Standard vehicke e¥timated the vehicle receiving 25 miles
per gallon (MPG), and gas was based on $2.389gleng

For the 6 month audit period, cost savings woulthataled $14,219.72 for these 5 departments.
Assuming the sampled employees travel the same r@ndowing the entire year, annual savings
for the County of Lancaster would be at least $28,0

The savings were determined by analyzing only themmed employees from the selected
departments. Annual savings would be greatel @alinty of Lancaster employees who received
reimbursements during the audit scope had beeeswed. For the period of January 1, 2016
through June 30, 2016, there were 860 individuats\aendors that received payment in regards
to travel. The rental car analysis only capturathdor 108 individuals, or 12.6%.

During our analysis, we were made aware that tivenlle Probation department has already
implemented rental car usage for its employeespl&yees in this department are encouraged to
utilize a rental car if business travel is 100 sibe greater. As seen in the chart above, thime
why the savings were minimal.



Lancaster County Employee Travel Expenses
Audit Findings and Observations
For the period January 1, 2016 through June 30, 2@l

This section of the report presents the findings aloservations that resulted from our in-depth
examination. In addition to the findings and obaéions, we provided audit results. Following

the audit results, we provide recommendations teecbor better the described occurrences.

Finding 1 — Employee was reimbursed for same expemswice

Description:

An employee was reimbursed twice in the amountldB$70 for the same travel expenses. Upon
informing the individual of this, the employee ré&aursed the County for the overpayment.

Finding 2 — Non-travel expense incorrectly coded ttravel account on PeopleSoft

Description:

2a. An expense was charged to 7323 — Mileage Resalment when it should have been charged
to 7227 — Other Oper Supplies (per discussion antiployee who submitted expense). When this
entry was recoded to the proper account, it remeélvisddepartment from the sample.

2b. An expense was charged to 7323 — Mileage Resement when it should have been charged
to 7328 — Staff Development (per bottom of the esgereport voucher). This entry was recoded
to the proper account.

Finding 3 — Employee incorrectly calculated mileagand is due additional monies

Description:

An employee had multiple mileage reimbursementtshaad the employee transferred each sheet
subtotal to a mileage cover sheet to report anathvetal. When the employee was transferring
the mileage subtotals to the expense voucher chest, the employee did not transfer one of the
subtotals correctly. This employee is technicailked for 18 additional miles at $.54 each, which
totals $9.72, however this individual is no longenployed by the County, so no further action
will occur.



Lancaster County Employee Travel Expenses
Audit Findings and Observations Continued)
For the period January 1, 2016 through June 30, 2@l

Finding 4 — Employee incorrectly calculated reimbusement total and was reimbursed in
excess

Description:

An employee submitted an expense voucher with tefeibursement expenses of $413.96, yet
requested and received a reimbursement in the anod$#16.08 which is an overpayment of
$2.12. The $416.08 was listed as the total orparate portion of the expense voucher. Since
this amount is immaterial, no further action wid pursued.

Finding 5 — Employee was reimbursed for excess tralyamount

Description:

An employee received a check in the amount of $®4.This check was from 2 vouchers
(#1200172 for $57.50 and #1200230 for $407.12).vieacher #1200230, there was only backup
totaling $349.62, which is a difference from thed$4.2 of $57.50. Upon discussion with the
department head, it was discovered this was dae &mtry error which resulted in an overpayment
of $57.50. After further discussion with the ddpant head, the employee elected to have the
overpayment subtracted from a March 2017 expenswmuesement form.

Finding 6 — Employee was reimbursed for alcoholicihks (Unallowable expense)

Description:

An employee was reimbursed $9.50 for two alcohdfioks ($4.50 and $5.00 on two different
receipts) which is against County policy. Whers tlvas brought to the attention of the employee,
the employee stated they forgot the policy. Aftezeting with the Controller’s Office to discuss
the audit, the employee reimbursed the Countylferaverpayment.



Lancaster County Employee Travel Expenses
Audit Findings and Observations Continued)
For the period January 1, 2016 through June 30, 2@l

Finding 7 — Audit Mileage Calculation (+/- 5 milesper day difference)

Description:

We found that approximately 80% of the sampled padpan had at least one day with a mileage
calculation difference of +/- 5 miles. As statedtie audit notes, we compared our mileage
calculation to the mileage submitted and then aldvor a difference up to +/- 5 miles per day,
for instances when the shortest distance was adattbrtest time or the individual took an alternate
route due to construction, weather, etc. As notébdeResultssection, we have greater concerns
regarding some departments, however the Contrsl@ffice believes this should be reviewed on
a County-wide basis.

We further reviewed some departments who had ermapbwith a mileage calculation that
differed from the audit calculation upwards of &d@ariance. The Controller’s Office discussed
these specific employees with the appropriate deyanrt head or elected official, who could take
further action if deemed necessary. Our conclusibthis finding is detailed in théudit
Summary of Facts

Finding 8 — Day Trip Meals Reimbursement

Description:

Employee meals that are related to overnight travekreimbursed differently than meals related
to day trip travel. Per the Internal Revenue Cadest meal reimbursements for non-overnight
travel are to be treated as taxable income andtexpas such. The County of Lancaster issued a
memo to elected officials and department headsaexph how they and their employees should
properly submit reimbursements for day trip meassus reimbursements for overnight meals.
Day trip meals should be submitted with an empltsydlé@me and Attendance Report and
processed through Payroll, while overnight meataighbe submitted on a Travel Expense Report
through Accounts Payable. There was one notedriartee during the audit period when an
individual received day trip meal reimbursementotigh Accounts Payable and not through
Payroll. This occurrence was brought to the atteraf the department head and will be properly
handled in the future.



Lancaster County Employee Travel Expenses
Results
For the period January 1, 2016 through June 30, 2@l

This section of the report presents the results\ilese derived from our in-depth examination.
Please refer tblote D of the audit report for more detail on the auddgedures. Following the
results for each individual department, we prefiamtaudit recommendations.

**Only reimbursements through Accounts Payable checks were reviewed. Reimbursements
through Payroll checks were not reviewed as a part of this audit.

Adult Probation and Parole:

A sample of 14 employees were selected out of IGiple employees or vendors that were
reimbursed through the PeopleSoft travel accoudfghe $28,013.35 that was reimbursed to this
department from January 1, 2016 — June 30, 20180852 or 18.9% belongs to the 14 sampled
employees. Additionally, 2016 mileage reimbursetm@mthe sample ranged from 150 to 1,250
miles. According to the department head, the depart currently utilizes seven County
owned/leased vehicles in addition to employeesgusiair own vehicles.

A review of the additional expenses that were stiiechifor these employees did not show any
reimbursements for unallowable expenses.

Our analysis showed that the employees in thisrt®pat did not always take the shortest route
and/or some employees did not submit adequatennafiion on the expense report to accurately
audit the points of travel. In addition, we foutweb of the employees submitted their mileage
reimbursements in excess of 10% of our audit catmn of the total mileage. For instance, one
employee submitted reimbursement for 1,211 milescam audit calculation showed 1,065 miles,
with a difference of 146 miles or 12.1%.

Behavioral Health and Developmental Services:

A sample of 32 employees were selected out of I&iple employees or vendors that were
reimbursed through the PeopleSoft travel accouftthe $112,517.73 that was reimbursed to
this department from January 1, 2016 — June 306,2$45,936.17 or 40.8% belongs to the 32
sampled employees. Additionally, 2016 mileage eirmements in the sample ranged from 206
to 4,929 miles. According to the department hélael department currently utilizes zero County
owned/leased vehicles.



Lancaster County Employee Travel Expenses
Results Continued)
For the period January 1, 2016 through June 30, 2@l

Behavioral Health and Developmental ServicesOpntinued):

A review of the additional expenses that were sttiehifor these employees showed three
employees received miscellaneous reimbursementiviorexpenses totaling $169.35 over the
audit period. These reimbursements are not netdgssaallowable expenses, but rather the
expenses should have been coded to another acooureopleSoft besides the travel accounts
since the expenses were not related to travel.

After the analysis and discussions with individualshe department, we found that a number of
Behavioral Health and Developmental Services engadsyhad errors or omissions concerning
mileage on their travel vouchers. Our analysisagtbthat the employees in this department did
not always take the shortest route and/or someagraes did not submit adequate information on
the expense report to accurately audit the poihtsawel. In addition, we found one of the
employees submitted their mileage reimbursemenéxa@ess of 10% of our audit calculation of
the total mileage. This employee submitted reirsboment for 1,855 miles and our audit
calculation showed 1,298.5 miles, with a differen€&56.5 miles or 30.0%.

Commissioner’s Office:

A sample of 1 employee was selected out of 21 plessmployees or vendors that were
reimbursed through the PeopleSoft travel accoudfsthe $2,407.29 that was reimbursed to this
department from January 1, 2016 — June 30, 20143.3Q or 10.1% belongs to the 1 sampled
employee. Additionally, 2016 mileage reimburseraentthe sample were 274 miles. According
to the department head, the department curreritiyast zero County owned/leased vehicles.

A review of the additional expenses that were sttiechifor this employee did not show any
reimbursements for unallowable expenses.

Our analysis showed that the employee in this deant did not always take the shortest route
and/or the employee did not submit adequate infooman the expense report to accurately audit
the points of travel.

Controller:

A sample of 1 employee was selected out of 8 plessimployees that were reimbursed through
the PeopleSoft travel accounts. Of the $2,356na8 was reimbursed to this department from
January 1, 2016 — June 30, 2016, $458.16 or 19.dkings to the 1 sampled employee.
Additionally, 2016 mileage reimbursements in thengke were 542 miles. According to the

department head, the department currently utilzege County owned/leased vehicles.



Lancaster County Employee Travel Expenses
Results Continued)
For the period January 1, 2016 through June 30, 2@l

Controller (Continued):

A review of the additional expenses that were sttiechifor this employee did not show any
reimbursements for unallowable expenses.

Our analysis showed that the employee in this deant did not always take the shortest route
and/or the employee did not submit adequate infooman the expense report to accurately audit
the points of travel.

County Wide Communications:

A sample of 5 employees were selected out of 3G&iplesemployees or vendors that were
reimbursed through the PeopleSoft travel accoudfsthe $4,005.88 that was reimbursed to this
department from January 1, 2016 — June 30, 20163%$06 or 38.2% belongs to the 5 sampled
employees. Additionally, 2016 mileage reimburset®en the sample ranged from 78 to 587
miles. According to the department head, the depant currently utilizes a number of County

owned/leased vehicles in addition to employeesgusiair own vehicles.

A review of the additional expenses that were stiiechifor these employees did not show any
reimbursements for unallowable expenses.

Our analysis showed that the employees in thisrtipat did not always take the shortest route
and/or one employee did not submit adequate infboman the expense report to accurately audit
the points of travel.

Children and Youth Agency:

A sample of 43 employees were selected out of dskiple employees or vendors that were
reimbursed through the PeopleSoft travel accouftthe $185,012.59 that was reimbursed to
this department from January 1, 2016 — June 306,2879,878.79 or 43.2% belongs to the 43
sampled employees. Additionally, 2016 mileage keirsements in the sample ranged from 78 to
9,971 miles. According to the department head déygartment currently utilizes three County
owned/leased vehicles in addition to employeesguiair own vehicles.

A review of the additional expenses that were sttiechifor these employees showed one
employee received reimbursements for two clientlsntedialing $26.38 over the audit period that
were coded to one of the travel accounts. Thasghregsements are not necessarily unallowable
expenses, rather the expenses should have beehtoaitie Client Meals account on PeopleSoft.

10



Lancaster County Employee Travel Expenses
Results Continued)
For the period January 1, 2016 through June 30, 2@l

Children and Youth Agency (Continued):

Our analysis showed that the employees in thisrtieeat did not always take the shortest route
and/or some employees did not submit adequatennafiton on the expense report to accurately
audit the points of travel. In addition, we fouselven of the employees submitted their mileage
reimbursements in excess of 10% of our audit catmr of the total mileage. For instance, one
employee submitted reimbursement for 10,481 mites @ur audit calculation showed 7,972.5
miles, with a difference of 2,508.5 miles or 23.9%his specific employee often put only town
names and not exact addresses.

District Attorney:

A sample of 12 employees were selected out of ®kipte employees or vendors that were
reimbursed through the PeopleSoft travel accouBfshe $21,034.81 that was reimbursed to this
department from January 1, 2016 — June 30, 20167%1.91 or 51.2% belongs to the 12 sampled
employees. Additionally, 2016 mileage reimbursetsiém the sample ranged from 56 to 1,272
miles. According to the department head, the depant currently utilizes a number of County
owned/leased vehicles in addition to employeesgusiair own vehicles.

A review of the additional expenses that were stiiechifor these employees did not show any
reimbursements for unallowable expenses. Howewewid find one time when a day trip meal
was reimbursed through Accounts Payable and notoRayIn addition, a review of the
reimbursements showed that an expense report viasitsed twice for the same expenses, and
this is noted as a finding.

Our analysis showed that the employees in thisrtieeat did not always take the shortest route
and/or some employees did not submit adequatennafiton on the expense report to accurately
audit the points of travel. In addition, we foulmtie employee submitted their mileage

reimbursements in excess of 10% of our audit catmr of the total mileage. This employee

submitted reimbursement for 593 miles and our acalitulation showed 518.1 miles, with a

difference of 74.9 miles or 12.6%.

11



Lancaster County Employee Travel Expenses
Results Continued)
For the period January 1, 2016 through June 30, 2@l

Drug & Alcohol:

A sample of 1 employee was selected out of 3 plessilmployees that were reimbursed through
the PeopleSoft travel accounts. Of the $1,603:@8 was reimbursed to this department from
January 1, 2016 — June 30, 2016, $1,317.24 or 8hékings to the 1 sampled employee.
Additionally, 2016 mileage reimbursements in thengke were 1,724 miles. According to the
department head, the department currently utizeee County owned/leased vehicles.

A review of the additional expenses that were sttieahifor this employee showed that the
employee was reimbursed twice for unallowable egpsn We recommend that Drug & Alcohol

employees review the current County of Lancassaelrpolicy so they understand allowable and
unallowable expenses.

Our analysis showed that the employee in this deyant did not take the shortest route and/or
the employee did not submit adequate informatiorthenexpense report to accurately audit the
points of travel.

Juvenile Probation:

A sample of 4 employees were selected out of 4kiplesemployees or vendors that were
reimbursed through the PeopleSoft travel accouBfshe $10,933.66 that was reimbursed to this
department from January 1, 2016 — June 30, 201848219 or 22.3% belongs to the 4 sampled
employees. Additionally, 2016 mileage reimbursetm@mthe sample ranged from 706 to 1,272
miles. According to the department head, the depart currently utilizes one County
owned/leased vehicle in addition to employees ugieg@ own vehicles.

A review of the additional expenses that were stiiechifor these employees did not show any
reimbursements for unallowable expenses.

Our analysis showed that the employees in thisrtieeat did not always take the shortest route

and/or some employees did not submit adequatennafiton on the expense report to accurately
audit the points of travel.

12



Lancaster County Employee Travel Expenses
Results Continued)
For the period January 1, 2016 through June 30, 2@l

Magisterial District Courts:

A sample of 10 employees were selected out of Ssiple employees that were reimbursed
through the PeopleSoft travel accounts. Of thd BB55 that was reimbursed to this department
from January 1, 2016 — June 30, 2016, $3,383.42 &% belongs to the 10 sampled employees.
Additionally, 2016 mileage reimbursements in thengke ranged from 38 to 1,752 miles.
According to the department head, the departmememtly utilizes zero County owned/leased
vehicles.

A review of the additional expenses that were sttiechifor these employees showed one
employee received reimbursements four times fopkegptotaling $54.34 over the audit period.
These reimbursements are not necessarily unallewsadglenses, rather the expenses should have
been coded to another account on PeopleSoft babielésmvel accounts, since they are not related
to travel.

Our analysis showed that the employees in thisrt®pat did not always take the shortest route
and/or some employees did not submit adequatennafiton on the expense report to accurately
audit the points of travel.

Office of Aging:

A sample of 15 employees were selected out of G3ipte employees or vendors that were
reimbursed through the PeopleSoft travel accouBfshe $40,619.94 that was reimbursed to this
department from January 1, 2016 — June 30, 20463%$3.97 or 35.2% belongs to the 15 sampled
employees. Additionally, 2016 mileage reimbursets@m the sample ranged from 837 to 2,795
miles. According to the department head, the depart currently utilizes one County
owned/leased vehicle in addition to employees ugieg@ own vehicles.

A review of the additional expenses that were stiiechifor these employees showed one
employee receiving a reimbursement for groceriesafalient in the amount of $6.20 that was
coded to one of the travel accounts. This expensaet necessarily an unallowable expense, rather
it should have been coded to another account opl®®oft besides the travel accounts, since it is
not related to travel.

13



Lancaster County Employee Travel Expenses
Results Continued)
For the period January 1, 2016 through June 30, 2@l

Office on Aging (Continued):

After the analysis and discussions with the depamtrhead, we found that a number of Office on
Aging employees had concerning mileage submissiongheir travel vouchers. Our analysis
showed that the employees in this department dicimeays take the shortest route and/or some
employees did not submit adequate information erettpense report to accurately audit the points
of travel. Per discussions with the departmentihdae employees do not always put the street
address or house numbers due to HIPAA and confalgntregulations.

We were also informed that no back-up exists ferttlavel to reflect the actual route taken by
these employees. In addition, we found six of #maployees submitted their mileage
reimbursements in excess of 10% of our audit catmr of the total mileage. For instance, one
employee submitted reimbursement for 1,343 milesaam audit calculation showed 638.1 miles,
with a difference of 704.9 miles or 52.5%. Thistgallar employee only listed town names on
the travel expense vouchers and never listedvétnaas one way or round trip.

Property Assessment:

A sample of 1 employee was selected out of 12 plesemployees that were reimbursed through
the PeopleSoft travel accounts. Of the $7,853188 was reimbursed to this department from
January 1, 2016 — June 30, 2016, $912.17 or 11.6Bings to the 1 sampled employee.
Additionally, 2016 mileage reimbursements in thengke were 1,515 miles. According to the

department head, the department currently utilzege County owned/leased vehicles.

A review of the additional expenses that were sttiechifor this employee did not show any
reimbursements for unallowable expenses.

When conducting the audit, it was discovered tha&imployee only submitted odometer readings
and not exact addresses on the expense reportslisBassions with the department director, it is
common practice for Property Assessment emplogpesifically Appraisers, to list the township
or borough they are traveling in, and then listrodter readings. Typically, Appraisers go to
many properties in a specific geographical areautinout a given day, and often do not have an
exact address for these stops. As a result, tleage could not be compared to an audit calculation
of mileage. We believe the Property Assessmentamaps should maintain a daily log of parcel
numbers. By maintaining a log of parcel numbédrs ttavel can be tied into an actual site address
from the County of Lancaster Property Assessmemtitsik® This will provide more accurate
mileage reimbursements and better use of Countpietaster resources.

14



Lancaster County Employee Travel Expenses
Results Continued)
For the period January 1, 2016 through June 30, 2@l

Prothonotary:

A sample of 1 employee was selected out of 1 plessiinployee that was reimbursed through the
PeopleSoft travel accounts. Of the $557.31 thateambursed to this department from January
1, 2016 — June 30, 2016, $557.31 or 100% belonteth sampled employee. Additionally, 2016
mileage reimbursements in the sample were 152 rthigswere actually driven in July 2015.
According to the department head, the departmememtly utilizes zero County owned/leased
vehicles.

A review of the additional expenses that were sttiechifor this employee did not show any
reimbursements for unallowable expenses.

When reviewing the mileage submitted by the empoyee had no findings.
Public Defender:

A sample of 5 employees were selected out of 23iplesemployees or vendors that were
reimbursed through the PeopleSoft travel accoudfsthe $5,516.53 that was reimbursed to this
department from January 1, 2016 — June 30, 2016886X40 or 30.6% belongs to the 5 sampled
employees. Additionally, 2016 mileage reimbursetmém the sample ranged from 150 to 500
miles. According to the department head, the depart currently utilizes zero County
owned/leased vehicles.

A review of the additional expenses that were stiiechifor these employees did not show any
reimbursements for unallowable expenses.

Our analysis showed that the employees in thisrtieeat did not always take the shortest route
and/or some employees did not submit adequatennafiton on the expense report to accurately
audit the points of travel.

Recorder of Deeds:

A sample of 1 employee was selected out of 1 plessiinployee that was reimbursed through the
PeopleSoft travel accounts. Of the $832.22 that ieambursed to this department from January
1, 2016 — June 30, 2016, $832.22 or 100% belontyetd sampled employee. Additionally, 2016

mileage reimbursements in the sample were 227 mikesording to the department head, the

department currently utilizes zero County owned#ehvehicles.
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Lancaster County Employee Travel Expenses
Results Continued)
For the period January 1, 2016 through June 30, 2@l

Recorder of DeedgContinued):

A review of the additional expenses that were sttiechifor this employee did not show any
reimbursements for unallowable expenses.

When reviewing the mileage submitted by the empoyee had no findings.
Register of Wills:

A sample of 1 employee was selected out of 1 plessiinployee that was reimbursed through the
PeopleSoft travel accounts. Of the $163.08 that eambursed to this department from January
1, 2016 — June 30, 2016, $163.08 or 100% belonteth sampled employee. Additionally, 2016

mileage reimbursements in the sample were 302 mitesording to the department head, the
department currently utilizes zero County owned#ehvehicles.

A review of the additional expenses that were stiiechifor this employee did not show any
reimbursements for unallowable expenses.

Our analysis showed that the employee in this deyart did not always take the shortest route
and/or the employee did not submit adequate infooman the expense report to accurately audit
the points of travel.

Sheriff;

A sample of 6 employees and vendors were selectieof d 1 possible employees or vendors that
were reimbursed through the PeopleSoft travel atsouOf the $35,477.58 that was reimbursed
to this department from January 1, 2016 — June806, $33,991.10 or 95.8% belongs to the 6
sampled employees and vendors. According to tipartieent head, the department currently
utilizes twenty County owned/leased vehicles foer8h Office purposes only. The only time
deputies use their own vehicles are for the 19-viseskc academy or bi-annual updates.

A review of the additional expenses that were stiiechifor these employees did not show any
reimbursements for unallowable expenses.

When reviewing the mileage submitted by the empeygve had no findings.
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Lancaster County Employee Travel Expenses
Results Continued)
For the period January 1, 2016 through June 30, 2@l

Treasurer:

A sample of 1 employee was selected out of 3 ptessilbployees or vendors that were reimbursed
through the PeopleSoft travel accounts. Of thel$Blthat was reimbursed to this department
from January 1, 2016 — June 30, 2016, $272.60 @%delongs to the 1 sampled employee.
Additionally, 2016 mileage reimbursements in thengke were 440 miles. According to the
department head, the department currently utizeee County owned/leased vehicles.

A review of the additional expenses that were sttiechifor this employee did not show any
reimbursements for unallowable expenses.

When reviewing the mileage submitted by the empoyee had no findings.
Youth Intervention Center:

A sample of 2 employees were selected out of 5ilpesemployees or vendors that were

reimbursed through the PeopleSoft travel accoudfsthe $1,247.22 that was reimbursed to this
department from January 1, 2016 — June 30, 201%8.88 or 55.2% belongs to the 2 sampled
employees. Additionally, only one of the samplethpyees received 2016 mileage

reimbursements in the sample and those miles vaFeies. According to the department head,
the department currently utilizes two County owtesiBed vehicles in addition to employees using
their own vehicles.

A review of the additional expenses that were stiiechifor these employees did not show any
reimbursements for unallowable expenses.

When reviewing the mileage submitted by the empdeygve had no findings.
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Lancaster County Employee Travel Expenses
Audit Recommendations
For the period January 1, 2016 through June 30, 2@l

In the preceding sections of this report, we lidiadings and observations and results from our
in-depth examination. This section of the repoespnts the recommendations we have provided
to correct or better the described occurrence=dist the Audit Findings and Observations and to
help the County produce more efficient travel ageaments and reimbursements. Following the
audit recommendations, we present the Audit SummBRacts.

1. Any and all employees being reimbursed by tber®y of Lancaster for travel expenses should
be aware of the County of Lancaster travel policgt the appropriate PeopleSoft expense codes
for their departments.

2. Each department that submits travel reimbursésmaust utilize the updated expense report
attached a$exhibit B to this audit report to receive reimbursement. y Auther form that
departments wish to utilize must be approved by @watroller's Office so that it can be
determined to be sufficient enough for payment.

3. When applicable, take the most efficient, dineeite and exercise sensible judgment when
traveling.

4. Require all employees County-wide to provide ¢ékact “To/From” address rather than just a
town name or general area (when applicable) toigeoa more accurate capture of miles driven.
For instances where the exact address is not kiowould be in violation of HIPAA or another
law, providing a street address or business wighatose vicinity would be sufficient. This will
provide more accurate records and allow the CdetfelOffice to more efficiently audit mileage
in the future.

5. Require all County of Lancaster employees tuvidie a description of either “one-way” or
“round trip” when they are traveling to/from home records can be more accurately audited in
the future.

6. County of Lancaster employees should submitetr@xpense reports on a timely basis.
Employees should not combine multiple travel expaeports, so if an expense report is filled it
should be submitted to the Controller’s Officefeimbursement. In all situations, expense reports
should be submitted within 60 days of travel.
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Lancaster County Employee Travel Expenses
Audit Recommendations Continued)
For the period January 1, 2016 through June 30, 2@l

7. If not already being completed in the Humanvies departments, department heads and staff
should consistently be working to restructure thmses and visitations so that excess and
unnecessary travel is not being conducted.

8. If not already being completed, supervisors gha@empare mileage reimbursements with
departmental vehicle usage and rental car schethulesify employees are not being reimbursed
for County-owned/leased vehicles usage or rentatxjaenses.

9. Departments should consult with the PurchaSiegartment regarding the use of rental vehicles
for any travel in excess of 100 miles per day. iiddally, employees should use the Enterprise
Trip Optimizer (provided by the Purchasing Deparithéo ensure rental vehicle usage is more
efficient for specific travel. This method provela more effective usage of County resources.
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Lancaster County Employee Travel Expenses
Audit Summary of Facts
For the period January 1, 2016 through June 30, 2@l

We believe there could be more effective contmolplace to ensure that the County of Lancaster
is not reimbursing for non-business related mileagere effective controls can also ensure that
the County of Lancaster is not reimbursing for m@ge that is the result of
inefficient/'uneconomical driving habits. Based @ audit, we found many departments had
employees who either did not always take the skorteite or provide the exact addresses on their
travel expense reports, which caused our auditagéderecalculation to be different. Our audit
mileage recalculation was based on the most d{sidrtest) route that could have been taken.
From the sampled individuals in the populations #yppears to be a County-wide issue. For the
six month scope of the audit, the County of Lareraspent $486,937.31 in travel expenses. We
believe that implementing the recommendationsimadhdit report will help to resolve the issues
and assist the County of Lancaster in better uttizts resources.

In the audit we noted other findings with issudatieg to: an employee being reimbursed twice
for the same expenses, non-travel expenses intdgrremded to travel accounts, incorrectly
calculated mileage, incorrectly calculated reimbuorent total, reimbursement for excess travel
amount, and reimbursement for unallowable expen®¥és.have developed recommendations to
help address these concerns. In addition to teewmendations, we have worked with the Human
Resources Department to prepare suggested chamgjes ¢urrent Travel Policy, which should
also help to address these concerns.

We recommend that the Board of Commissioners cenaitting on the Temporary Rental Vehicle
Policy that has been developed by the County ofcaster Purchasing Department. The
Temporary Rental Vehicle Policy suggests that CpwitLancaster employees utilize rental
vehicles when business travel is over 75 milesdagr As noted in our audit recommendations,
the Controller's Office suggests that employeebzetihe rental vehicles for any business travel
over 100 miles to factor in for the value of thepboyee’s time. Each day that the employee
utilizes a rental vehicle requires the employegiti up the vehicle, drop the vehicle back off,
and refuel the gasoline. As discusselate F, implementation of the Temporary Rental Vehicle
Policy to only a small selection of the audit patidn would annually save the County of
Lancaster over $28,000. County-wide implementatvonld result in greater annual savings.

Many County of Lancaster departments require theiployees to use their own vehicles for
extensive driving throughout the County. For exBnguring the period of January 1, 2016
through June 30, 2016, the County reimbursed Gildand Youth Agency employees over
$175,000 in travel reimbursements. We believe @odfiicials should conduct a study on what
other third class counties utilize in regards taudyg-owned/leased vehicles or rental cars and
determine if there is a more efficient option foe Employees to use. As stated above, one option
could be the utilization of rental cars if the enyde knows they will travel a distance of 100 miles
or farther in the day.
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Lancaster County Employee Travel Expenses
Audit Responses and Controller's Summary — May 1,217
For the period January 1, 2016 through June 30, 2@l

This section of the report presents responses finenhancaster County Controller’s Office.

Through discussion with the elected officials amgatment heads, we have incorporated some
changes to the draft audit reported that we issmedanuary 13, 2017.

In response to Finding 7 (+/- 5 miles), this wdmding for many departments, and the Controller
did not have a great concern with this finding. wewger, we took this finding a step further and
determined that some employees within the depatsyed a variance of 10% from our mileage
calculation. We left the decision up to the deparit head if they wanted to do a further analysis
or investigation into these employees. We hope nwhige audit recommendations are
implemented, that this will allow the travel expemsports to be more consistent within Lancaster
County and allow for a more effective audit anaysi be conducted.

The Controller reported certain observations amdlifigs along with recommendations for
improvement as a result of the examination perforimeer the transactions regarding mileage,
parking, toll, and overnight meal reimbursements/e met with many elected officials and
department heads to discuss the audit, recommendatand application of the new expense
report. These discussions provided us with prodeicionversation and feedback regarding travel
expenses and employee reimbursement procedureserabeffices have already begun to
implement changes to their internal procedures eesalt of the audit findings. The sections
detailing the observations, findings, results, aacbmmendations preceded this section of the
audit report. We believe when these recommendatme implemented it will provide a better
use of County resources and transparency of homi@dunds are utilized with regards to travel
expense reimbursements.

21



Exhibit A

COURNTY OF LANCASTER
OFFIGE OF THE CONTROLLER

MEMORANDUM

TO: Board of Commissioners, Controller, Coroner, District Attorney,
Prothonotary, Recorder of Deeds, Register of Wills, Sheriff, Treasurer,
Property Assessment, Public Defender, Youth Intervention Center, Children
& Youth Agency, Behavioral Health/Developmental Services, Office of Aging,
Drug & Alcohol, County Wide Communications, Adult Probation & Parole,
Juvenile Probation & Parole, Magisterial District Courts

FROM: Brian K. Hurter, Controller CPA
DATE: July 1, 2016

SUBJECT: Mileage/Parking/Tolls/Food (Travel Expenses) Audit

My office will be conducting an in-depth audit of all County mileage and travel reimbursements
in the upcoming weeks. The audit will also include parking, toll, and food reimbursements. The
objectives of our audit are to determine whether personal vehicle milestraveled for official County
business and any travel reimbursements indicate: inefficient/uneconomical driving habits and
fraud or abuse. We will be reviewing the number and types of County owned/leased vehicles
currently placed into service to determine ways to reduce travel costs, as well asindividua travel
reimbursements. Currently the County is reviewing using rental vehicles instead of personal
vehicles for business trips for cost savings, therefore the audit will include an analysis on such
costs. Wewill be compiling the number of employees who are reimbursed in your department and
the amount of reimbursement per individual. Additionaly, we will be selecting a sample of
employees who have received reimbursements during the January 1, 2016 through June 30, 2016
time period. Once our sample is compiled and preliminary procedures have been conducted, a
member of my staff will be contacting you and any sel ected employees from your officeto receive
acopy of their schedule for the selected days. At the conclusion of our audit we will issue areport
with our findings. If you have any questions regarding this memo, please let me know.
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Home Address:

Exhibit B
LANCASTER COUNTY EMPLOYEE TRAVEL EXPENSE REPORT (Mieage Rate Effective 01/01/2017)

Employee:
Supplier #:
Department Name and #: One way commute fromhome to primary work location: miles
Date: Round trip between home and primary work location: 0 miles
ow
or FROMADDRESS TO ADDRESS TOLLS/ OTHER
DATE DESCRIPTION | RT (Steet Ciy"or "Hame?) (Steet Ciy"or "Hame?) MLEs |PARKING | vears |Lopeing |TRANSPN| OTHER
TotalMies 0
COMMUTETRIPSTO/FROMHOME: Less Commute Miles 0
One Way Trips 0 Mikes to be Paid For 0
Round Trips 0 Mieage Rate $0.535
TOTAL COMMUTEMILES Column Totals $- $- $- $- $- $-
TOTAL EXPENSES] $ -
NOTES: EXPENSE SUMMARY
Miles $-
Tolls /Parking $-
Meals $-
Lodging $-
Other Transportation $-
Other $-
TOTALCOST $0.00
Less Advance $0.00
AMOUNT DUEEMPLOYEE $0.00

By signing this form | certiy that the mileage and expenses are reported accurately and represent actual business mileage incurred and other business expenses related to doing business for the County of Lancaster. | certify that there are o expensses

of apersonal nature submitted on this repott. | have included all necessary documentation with this report. Any fraudulent mileage, documentation, or expenses submitted will not be reimbursed and shall lead to disciplinary action up to and including

termination of employment with the County of Lancaster.

Employee Signature: Supervisor Approval: Department Approval:
Budget
Date Invoice # /Remarks Amount Account Fund Org Program Year Voucher # (Controller)
TOTAL= $
Controler's
Use Only: Control Group #: Handling Code: Reviewed By:

TVL EXPNS RPT LONGFORM _Template_01/01/17 Mileage Rate

23



	2016 Travel Audit Report - FINAL
	Signed Audit Letter - 5.1.17
	2016 Travel Audit Report - FINAL
	Exhibit A - Travel Expense Audit Memo
	Exhibit B - Travel Expense Report Template - FINAL



