Agency-Level Internal Control Assessment

Process or Transaction-Level Control Activity Assessment

Exhibit 29:  Travel


	

	This Control Implemented and Operating Effectively
	Agree/Disagree
	Comments

	1. Procedures are in place to ensure that all travel is done in accordance with the State Travel Policy Rules and Regulations manual published by DFA. These include but are not limited to mileage and maximum daily meal reimbursement rates.
	    FORMDROPDOWN 

	      

	2. All employees subject to travel status are provided a copy of the Travel Manual and periodically the agency offers training classes to review the manual with employees.
	    FORMDROPDOWN 

	     

	3. Processes are in place whereby a travel waiver form is completed and sent to DFA/OPT prior to making any reservations or commitments that deviate from standard travel procedures.
	    FORMDROPDOWN 

	     

	4. Procedures are in place to insure that employees understand that they can only rent a vehicle in lieu of a personal automobile for official state business within the State if such rental is less expensive than the current mileage calculation.  Employees are also to understand that an intermediate rental car is normally the largest rental that will be reimbursed.
	    FORMDROPDOWN 

	     

	5. Processes are in place whereby the agency utilizes the appropriate state contract vendor for cars rented inside or outside the state.
	    FORMDROPDOWN 

	     

	6. Management has designated an employee to serve as a department travel coordinator within the agency for the purpose of monitoring employee compliance with the State Travel Rules and Regulations, serving as a liaison with the State Travel Director’s office, booking travel reservations for employees, and other travel-related assistance as requested by employees.
	    FORMDROPDOWN 

	     

	7. Procedures are in place to insure travel reimbursement requests are submitted by employees immediately upon their return from the travel and any travel advance settled at that time.
	    FORMDROPDOWN 

	     

	8. Employees are made aware that only one travel advance can be outstanding and that all travel advances must be settled within ten working days after the end of the month in which travel was completed or their paycheck will be held until the advance is settled.
	    FORMDROPDOWN 

	     

	9. Employees are informed that they are to exercise the same care incurring expenses as would a prudent person traveling for personal reasons.  Travel for business should be conducted at a minimum cost for achieving the success of the mission.
	    FORMDROPDOWN 

	     

	10. Employees are informed that if they choose to drive in lieu of flying they must compare the total cost of flying with the total cost of driving.  They will only be reimbursed for driving if it is less expensive than flying or if the agency head justifies that it is in the best interest of the agency for employee to drive.  No justification is required if costs are held to the lowest unrestricted air fare.
	    FORMDROPDOWN 

	     

	11. Employees are informed that any bonus or promotional gratuity received as a result of official state travel shall be used to offset or reduce the cost of subsequent official state travel.
	    FORMDROPDOWN 

	     

	12. Employees are informed that if a member of their family or other non-state employee travels with the officer or employee, the employee shall claim reimbursement at the single hotel/motel rate only.
	    FORMDROPDOWN 

	     

	13. Procedures are in place to cancel credit cards immediately upon employee termination.
	    FORMDROPDOWN 

	     

	14. Procedures are in place to periodically review the credit card statement sent to the agency reporting card use by employees and to counsel with any employee with outstanding overdue amounts.  Procedures are in place to cancel any credit card misused by an employee.
	    FORMDROPDOWN 

	     

	15. Procedures are in place to ensure that travel reimbursement requests are verified, checked for compliance and approved before submitted to DFA.
	    FORMDROPDOWN 

	     

	16. Procedures are in place to ensure that an employee is not reimbursed for any travel between home and their regular place of work.
	    FORMDROPDOWN 

	     

	17. Procedures are in place to govern the use of state-owned vehicles in accordance with 25-1-79 and 25-9-153, Miss. Code Ann. (1972) and in the use of Fuelman cards (if applicable).
	    FORMDROPDOWN 

	     

	18. Management understands that they are responsible for ensuring compliance with Section 25-3-41, Mississippi Code of 1972 by providing internal controls over employee travel.
	    FORMDROPDOWN 

	     

	Conclusions Reached and Actions Needed:
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