San Jacinto Community College District	

Internal Audit Work Program
	
AUDIT NAME: Travel Expenditures Audit
AUDIT PERIOD:  

	Program Based on Presumed or Anticipated Conditions

	
	WP Ref
	Date



	GENERAL:

While travel expenditures comprise a relatively small portion of the San Jacinto Community College District’s overall annual expenditures, these types of costs are commonly areas of public concern and criticism.  Additionally, travel expenses, if not carefully controlled, can be targets of abuse and misuse.

	
	

	OBJECTIVES:

1. To verify that comprehensive policies and procedures governing both employee and student travel have been developed.

2. To ensure that transactions are accurately and promptly processed and are in compliance with established policies and procedures.

3. To determine whether appropriate documentation is in place to support transactions.

4. To evaluate whether controls are sufficient to prevent abuse of travel privileges.
	
	

	PLANNING (Planning Section):

1. Prepare an engagement memo to announce the audit. 

2. Prepare Auditor’s Independence Statement. 

3. Obtain an understanding of the auditee’s operations through research and interviews.  Document the system of the area being audited, this includes all significant day-to-day operations and processes as it relates to contract administration; verify the accuracy of your understanding with auditee. 

4. Perform a general overview of the internal control environment and establish the scope of the audit, document in general section above.

5. Ensure that management has considered potential fraudulent activities by inquiring with management about their knowledge of fraud opportunities within the department and the steps they have taken to minimize these opportunities.   

6. Develop appropriate audit tests to provide assurance that management’s objectives are being met, and that fraudulent activities have not occurred.  Document in audit work program. 
	
	

	INITIAL AUDIT PROCEDURES (Section A):

1. General
a. Obtain the following, where applicable:
i) Policies and Procedures (P&P)
ii) Organizational Charts
iii) Prior Audit Reports
iv) External Auditor Management Reports
v) Regulatory Examination Reports
vi) Related Information Regarding Laws and Regulations

b. Review all information above to ensure:
· Compliance with all relevant policies and procedures;
· Proper segregation of duties exists (org chart + system doc);
· Corrective action plans to address noted deficiencies in prior examination reports or by external auditors have been implemented;
· Compliance with all relevant regulatory laws and guidelines.

	
	

	INFORMATION UTILIZED (Section B):

1. Forms Utilized [where applicable]

a. Obtain copies of all forms used by the department/within the area of the audit.  
b. Evaluate for adequacy and effectiveness.
c. Review forms used and practices to ensure that redundancies or inefficiencies do not exist.


2. Generated Reports [where applicable]

a. Obtain copies or samples of all reports generated for the travel expenditures processing function and determine their use and distribution.  Include system reports and manual reports if necessary. Ensure that the information presented in these reports is tested or analyzed at some point in the audit program.  

	
	

	AUDIT TESTING  (Section C):

1. Policies and Procedures

a. Request and review all District policies and departmental procedures and ensure that these documents:
i. Adequately reflect the process and controls surrounding travel expenditures and approvals for such expenditures
ii. Provide guidance to address abuse, waste, and sets clear limits to purchase types.
iii. Are clearly communicated to employees.

	
	

	2. Employee Travel Expenditures

a. Prepare a schedule of travel expenditures for the past one fiscal year from Banner.  The schedule should be in sufficient detail to provide meaningful information, but not so detailed as to be difficult to evaluate.  Consider using the IDEA software to organize data into Excel format.  Consider evaluating by find, function, or organization.
i. Examine unusual trends and amounts.


b. Download all travel commodity activity on the Pcards from JP Morgan Chase for this fiscal year.  Strip out food purchases from the data for analysis, as these costs have a local component as well.
i. Examine unusual trends and amounts in IDEA.
c. Obtain supporting documentation for both reimbursements and Pcard transactions and test as follows:
i. Determine if proper approval was obtained from supervisor (or appropriate Dean or President).
ii. Determine if the purpose of the travel is documented and that it represented legitimate school business.
iii. Determine if the amount claimed is reasonable, allowable, and documented.
iv. Verify the reasonableness and accuracy of any mileage reimbursed.
v. Verify mathematical accuracy of the claim.
vi. Verify that original receipts are attached as necessary.
vii. Ensure that expenses paid for fellow travelers were not also claimed by the other travelers.
viii. Ensure that reimbursements represent expenses incurred only by employees and not by spouses or other family members.
ix. Verify that the expenses are recorded to the correct account.

d. Through discussion with management, determine if travel advances are allowed by the District.  If so, document the process for controlling travel advances.  Select a sample of travel advances for testing as necessary.

	
	

	3. Record Retention

a. Conduct interviews with travel expenditure process key personnel and determine the following:
i. Ensure that important expenditure/reimbursement documents are retained and secured in a consistent manner.  Are the important records centralized so that management can easily access these records?

	
	

	4. Miscellaneous

a. Determine if there are any other travel issues that have not been tested.  Review, analyze and test as necessary.

	
	

	REPORTING:
1. Document summaries of all audit findings as soon as exceptions are noted.

2. Recommend to auditee any appropriate adjustments, internal control or operational recommendations as a result of the review.

3. Determine whether to include each audit finding in final audit report based on the audit disposition, the overall materiality to the audit and the relative risk exposure.

4. Prepare the draft audit report for review by auditee.

5. Distribute tentative and preliminary report to VCFA for review.

6. Conduct closing conference with auditee and obtain corrective action plan.

7. Compile final audit report.

8. Submit final report to distribution list.

	
	

	POST AUDIT:
1. Organize all relevant workpapers in a clear and logical and manner and cross reference audit steps to their corresponding workpapers.

2. Compile and securely store audit CYA files for reference if needed.

3. Update Audit Index with audit information.
	
	

	Auditor Signature:	
Date: 	





