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INDEPENDENT INTERNAL AUDITOR’S REPORT ON APPLYING AGREED-UPON 

PROCEDURES TO REVIEW THE COUNTY TRAVEL EXPENSES.  
 
 
Members of the Northampton County Council 
John Stoffa, County Executive 
County of Northampton, Pennsylvania 
 
We have performed the procedures enumerated below, which were agreed to by the County 
Executive solely to assist you with evaluating certain aspects of County Travel Expenses.  
Management is responsible for maintaining adequate internal controls and complying with 
policies and procedures.  This Agreed-Upon Procedures engagement was conducted in 
accordance with attestation standards established by the American Institute of Certified Public 
Accountants and the standards applicable to attestation engagements contained in Government 
Auditing Standards issued by the Comptroller General of the United States.  The sufficiency of 
these procedures is solely the responsibility of those parties specified in this report.  
Consequently, we make no representation regarding the sufficiency of the procedures described 
below either for the purpose for which this report has been requested or for any other purpose. 
 
Procedures and Findings 
 
1. Procedure:  Determine if Mileage Reimbursements appear appropriate, are properly 

approved, and follow the proper Policies & Procedures. 
 
Findings:  All Mileage Reimbursements were properly approved and mileage appeared to be 
accurately calculated. 
 
Several inconsistencies with Policies and Procedures came to our attention while reviewing 
mileage reimbursements: 
• The address of the destination was not always listed on the Mileage Reimbursement 

Form. 
• The Mileage Reimbursement form does not require point of origin to be recorded.  This 

made it difficult to determine if the employee included their normal mileage to and from 
work on trips where they left from home. 

• Coding of mileage expenses was inconsistent between the Staff Travel and Mileage 
Object Codes. 

• An employee was reimbursed more for tolls than what the receipts attached stated.   
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2. Procedure:  Determine if Meal Reimbursements appear appropriate, are properly approved, 
and follow the proper Policies & Procedures. 
 
Findings:  All Meal Reimbursements were properly approved.  While reviewing receipts, we 
could not determine if alcoholic beverages were reimbursed because not all receipts were 
itemized.   

 
Several inconsistencies with Policies and Procedures came to our attention while reviewing 
Meal Reimbursements: 

• Receipts were not always attached for meals purchased.  Some employees were 
given advances for meals and did not complete a Travel Expense Reconciliation Form 
when returning from the trip.   

• An employee received a full day advance for meals even though lunch was provided 
at the conference. 

• One department reimbursed meals through their petty cash account and did not 
attach any receipts for their meals.  Though their union contract does not specify that 
receipts need to be provided for reimbursement of meals, Section 3.2-Procedure for 
using Petty Cash in the Purchasing Policies and Procedures Manual states that “all 
completed petty cash vouchers must have receipts attached to them.” 

• A few meals were reimbursed for more than the allowable amount. 
• An employee was reimbursed twice for one of their allowable meals - once on an 

itemized receipt that was obtained from the hotel’s room service and once on the 
hotel bill. 

• A meal was reimbursed to a Non-Union employee while the employee was within 50 
miles of the work site.  Human Resource Non-Union Policy and Procedures states 
under the meal section that “Meal expenses incurred in conjunction with ‘day trips’ 
within fifty (50) miles of the employee’s regular work site or home are not 
reimbursable.” 
 

While reviewing meal and lodging reimbursements, other transactions containing 
miscellaneous items came to our attention: 

 
• A Non-Union employee was receiving reimbursement for car insurance since he is 

required to use his automobile for his job duties and is required to carry higher liability 
and coverage for business purposes.  There is no policy in the Human Resource Non-
Union Policy and Procedures that states that employees who have to use their car for 
business purposes should be reimbursed for the amount required above their normal 
insurance. 
 

 
3. Procedure:  Determine if Lodging Reimbursements appear appropriate, are properly 

approved, and follow the proper Policies & Procedures. 
 
Findings:  Lodging reimbursements appeared appropriate, were properly approved, and 
followed the proper Policies & procedures. 
 

4. Procedure:  Ensure that duplicate payments are not made to P-Card holders for their travel 
expenses. 
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Findings:  No duplicate payments were made to P-Card holders for their travel expenses 
through Disbursements direct pay. 
 

5. Procedure:  Ensure that purchases made on the P-Card for travel expenses follow proper 
Policies & Procedures. 
 
Findings:  All purchases made on the P-Card for travel expenses were properly approved.  
 
The following inconsistencies with Policies and Procedures came to our attention while 
reviewing P-card travel expenses. 

• Receipts were not always attached for purchases.  Two employees were given 
advances for meals and did not complete a Travel Expense Reconciliation Form when 
returning from the trip.     

• Two hotel receipts included a room service charge.  One of these receipts was noted 
in findings for Procedure 2 above.  Human Resources Non-Union Policy and 
Procedures states under the lodging section that “The following lodging-related 
expenses will not be reimbursed:  in-room movies, pay-per-view movies, and room 
service.” 

 
6. Procedure:  Perform an analysis of mileage and travel expenses for various County 

departments. 
 
Findings:  An analysis of the County’s Travel Expenses was prepared.  Overall travel 
expenses have decreased by 7%, from 2009 to 2010.  If 2011 Travel Expenses are 
annualized for the calendar year, there is a projected 13% decrease from 2010.  Individual 
totals could not be determined for Mileage and Staff Travel Expense object codes because of 
improper coding discovered through tests above.  Below is a summary with the Total 
Expenses (Mileage and Staff Travel Expense object codes) for the 5 year period.  See Exhibit 
A - Mileage and Staff Travel Expenses for a detailed spreadsheet by department. 
 

Fiscal Year Total Travel Expense % Change 
2007 $476,995.63 - 
2008   557,023.24 17% 
2009   605,880.11 9% 
2010   562,676.31 -7% 

As of 5/31/11 202,887.16 - 
 

 
Summary of Recommendations: 
 

Training sessions should be scheduled to review staff travel and mileage 
reimbursement policies with supervisors.  The training should include instructions on 
how to code staff travel and mileage expenses.  Also, the Mileage Reimbursement 
Form should be revised to allow space for recording the point of origin for the trip.   
All Policy and Procedures in future union contracts should state that receipts must 
be attached for reimbursement of Travel Expenses. 
 

 



INDEPENDENT INTERNAL AUDITOR’S REPORT 
ON AGREED-UPON PROCEDURES 
County Travel Expenses 
Page 4 of 6 
 

 

We were not engaged to and did not conduct an examination, the objective of which would be the 
expression of an opinion on all aspects of the County Travel Expenses.  Accordingly, we do not 
express such an opinion.  Had we performed additional procedures, other matters might have 
come to our attention that would have been reported to you. 
 
This report is intended solely for the information and use of the management of the County of 
Northampton, Pennsylvania and is not intended to be and should not be used by anyone other 
than these specified parties.   
 
 
 
 

Stephen J. Barron, Jr., CFE 
October 20, 2011      County Controller 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cc:  D. Hamann 
       P. Siemiontkowski 
       R. Marcus 
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