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SUMMARY
What We Did
We conducted an audit of selected travel
documents to determine compliance with
the Martin County Administrative
Directed Policy on travel and applicable
state laws, rules and regulations. Our
review
included
analyzing
travel
documents that were prepared/submitted
during the period of January 1, 2014
through December 31, 2015.
What We Found

Internal controls over travel activity are
sufficient; however, opportunities for
improvement exist in the following areas:

Purchasing Card Program
Martin County implemented a program to
simplify its purchasing process for
obtaining supplies, materials, services and
travel by providing certain staff with the
authority to make purchases using a
purchasing card. Our review identified
that 29% of the 143 travel reimbursement
vouchers analyzed used a purchasing card
to pay for registration fees and/or hotel
accommodation expenditures. Moreover,
we identified that Martin County
departments are four times more likely
Questioned costs can include costs incurred pursuant to a
violation of a provision of law, regulation, contract, grant,
cooperative agreement, or other agreement governing the
expenditure of funds; and/or a finding that such costs are not

1

to request a cash advance for travel
expenditures than to use a purchasing
card and that three departments are
responsible for 75% of those
transactions.
The practice of requesting cash advances
does not support the stated goals of Martin
County’s purchasing card program,
resulting in increased paperwork and
increased monitoring.

State of Florida Sales Tax
We identified 22 transactions where
Martin County paid Florida sales tax on
exempted transactions, resulting in
Questioned Costs 1 of $666.32. In 20 of the
22 transactions the employee used a
personal credit card to pay for the
expenditure. For the remaining two
transactions, one occurred even though
the employee used a purchasing card (tax
of $42.26) and the other occurred when
the County provided the vendor a check
for the employee’s hotel accommodations
(tax of $43.14). As an exempt entity,
Martin County should not be paying
Florida
sales
tax
on
exempted
transactions.
supported by adequate documentation; and/or a finding that
the expenditure of funds for the intended purpose if
unnecessary or unreasonable in amount. As such, not all
questioned costs are indicative of potential fraud or waste.
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Administrative Directed Policy - Travel
We identified the following areas where
the travel policy requires clarification, and
may not be in compliance with state law,
rules and regulations:




Commissioner Day Travel Mileage/
Tolls Monthly Reimbursement Report:
We identified six transactions where it
appears commissioners may have been
compensated for mileage when
conducting official county business
between
their
residence
and
headquarters location. This may not
comply with Rule 69I-42.008, Florida
Administrative Code.

Meal Allowance and Per Diem
Expenditures: Martin County relies on
the
exemption
provided
in
§112.061(14), Florida Statutes, to
establish its own meal allowance, daily
per diem and mileage reimbursement
rates. By policy, the County elected to
follow the meal allowance rate(s)
established by the U.S. General
Services Administration and the yearly
mileage
reimbursement
rate
established by the Internal Revenue
Service; however, the policy does not
appear to include a daily per diem rate
as established in state law.

Moreover, the policy does not appear
to contemplate that travelers can claim
reimbursement for the cost of actual
lodging plus meal allowances for some
periods and per diem for other periods
while on the same trip. In many
instances Martin County employees
could
have
increased
their
reimbursable amount if they would
have collected the cost of actual
lodging plus meal allowances for some
periods and per diem for other periods
while on the same trip.



Our review identified that only the
Martin County Metropolitan Planning
Organization, because it strictly
followed the meal allowance, daily per
diem and mileage reimbursement
rates established in §112.061(6),
Florida Statutes, submitted travel
vouchers claiming reimbursement for
the cost of actual lodging plus meal
allowances for some periods and per
diem for other periods while on the
same trip.

Not all travel reimbursement processes
and contractual travel obligations are
included: We identified that the travel
policy does not include the travel
reimbursement process followed by
the Martin County Metropolitan
Planning Organization or the Article 31
mileage
allowance
obligation
prescribed in the contract between the
Martin County and the Martin County
Firefighters Association.

Meal Allowance and Mileage Expenditures
We identified 50 meal allowance and/or
mileage cash advances where the County
advanced 100% of the requested funds.
This appears to be inconsistent with
Florida Administrative Code Rule 69I42.005(1), which mandates that travelers
are not to be advanced more than 80% of
the estimated travel expenses they can
expect to be reimbursed.
Moreover, 17 of the 50 cash advances were
for less than $100.00 and although
advancing the meal allowance benefits the
employee by reducing their out-of-pocket
expenses, it comes at a cost to the County.
Costs include, but are not limited to (a)
making interest free loans, (b) increased
paperwork, and (c) increased monitoring.
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Required fields not populated on travel
documents
The travel policy provides employees with
specific instructions on how to complete
multiple travel documents required by the
County. The primary documents used by
the County are titled as a Travel
Confirmation Letter, a Travel Request
Authorization (TRA) and a Travel
Reimbursement Voucher.
Our review identified that 86 of the 170
TRA documents reviewed did not include
all of the information required by the
policy; and that 38 of the 86 documents
contained
multiple
deficiencies.
Additionally, we identified that 103 of the
190 Travel Reimbursement Vouchers did
not include all of the information required

by the policy; and, that 26 of the 103
vouchers contained multiple deficiencies.
What We Recommend

Our report contains seven Opportunities
for
Improvement
and
19
recommendations that if implemented will
ensure compliance with state law, rules
and regulations concerning travel;
improve
controls
over
travel
reimbursement expenditures; promote
effective, efficient and economical
processes; and, safeguard taxpayer
monies.
On October 17, 2016, Martin County
responded to this audit (Exhibit A) and
agreed with all of our recommendations.

BACKGROUND

The Florida Constitution established the clerk of the circuit court
as the local constitutional officer who serves as the public trustee
for the county. In addition to serving as the clerk to the courts, the
clerk provides a county level system of checks and balances
through services as the county comptroller, clerk to the board of
county commissioners, guardian of public and official records,
clerk to the value adjustment board and internal auditor of county
funds.

Internal audit activity is established as a responsibility of the
Martin County Clerk & Comptroller by Florida Constitution Article
VIII, §1, cl.(d) as the “ex officio clerk of the board of county
commissioners, auditor, recorder and custodian of all county funds.” The audit activity is
administered on the Martin County government organizations of the Martin County Clerk &
Comptroller and its functional divisions, and the Martin County Board of County
Commissioners (“County Commissioners”) and its functional division as enumerated in the
State Constitution, State Statutes and decisions and opinions of the State Judiciary.
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According to its website (https://www.martin.fl.us/), Martin
County is one of 67 counties in Florida and was established by an
Act of the Florida Legislature in 1925. It was named for John W.
Martin, Governor of Florida from 1925 to 1929. By the authority of
the Constitution of the State of Florida, the County Commissioners
share the functions of government with Martin County’s
Constitutional Officers.

Martin County’s five Commissioners are each elected to serve a
four-year term. These terms are staggered and each member is
elected at-large but represents a geographic district within the
county. The Chairperson of the Commission is elected annually by the other Board members
and presides over all Board meetings. The Board meets on several Tuesdays each month and
all meetings are open to the public.

The County Commission has responsibility for the provision of general government services
(fire/rescue, library services, building inspections), oversees the development of
infrastructure (roads, utilities, parks), and determines regulations regarding zoning and land
use provisions. The Board is also responsible for determining the millage rate (tax on real
property) to fund all functions of County government with the exception of the Tax Collector
and most court-related functions.

The County Commission is a policymaking board and they approve the County’s operating
and capital budgets, pass ordinances, and take actions that provide for the health, safety, and
welfare of the citizens of Martin County.
OBJECTIVES, SCOPE AND METHODOLOGY

The County Commission is responsible for establishing and
implementing adequate internal controls over expenditures
of tax dollars. Martin County administration established and
implemented policies and procedures related to the
reimbursement of travel expenditures. The objective of this
audit is to determine if:
•

•

The Administrative Directed Policy – Travel (“travel
policy”) complies with Chapter 112.061, Florida Statutes and Florida Administrative
Code Rule 69I-42;

Martin County departments complied with the travel policy for the reimbursement of
travel expenditures; and,
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•

The travel policy procedures for requesting travel advances of registration fees, hotel
accommodations, meal allowances (per diem 2) and mileage expenditures is operating
efficiently and effectively.

The scope of this audit includes reviewing requests for pre-travel advances and travel
reimbursement vouchers during the period of January 1, 2014 through December 31, 2015.
Pre-travel advances include payment to vendors for registration fees and hotel
accommodations, and payment to employees for meal allowances and mileage. A review of
County Commission records determined that it processed 690 travel documents 3 (sample
population) during the audit period. To ensure that our review is statistically valid, we
conducted a random sample 4 of 247 such documents. However, in situations where the
random sample identified was an “advance,” or included an “advance,” we reviewed the
entire stream of travel documents associated with that transaction.
For example, if the random sample identified was an advance payment for registration fees,
we queried Martin County’s financial software system for additional travel documents
associated with that advance. In many instances additional documents were identified. This
expanded our review from 247 to 423 travel documents.
Chart 1, Total Advance
Request
and
Travel
Reimbursement VouchersMartin County Department,
illustrates the number of
“travel advance” requests
and “travel reimbursement
vouchers” analyzed during
this audit.

Chart 1: Total Advance Requests and Travel Reimbursement Vouchers
Martin County Department

Martin County
Department
Administration
Airport
Building
County Attorney
Engineering
Fire Rescue
Growth Management
Information Technology
Parks & Recreation
Utilities & Solid Waste
TOTAL

Advance
Requests
48
2
15
8
68
21
1
0
0
34
197

Travel Reimbursement
Vouchers
68
1
3
12
45
26
3
10
13
13
194

Total
116
3
18
20
113
47
4
10
13
47
391

Martin County’s travel policy does not specifically define “per diem;” however, Florida Administrative Code provides a distinction
between the “per diem rate” and a “meal allowance.” Rule 69I-42-002(12), F.A.C., defines “per diem rate” as the amount authorized by
Section 112.061(6)(a), Florida Statutes, which is currently $80.00 a day. Moreover, the Rule defines “meal allowance” as the amount
authorized by Section 112.061(6)(b), Florida Statutes, for each meal, e.g. breakfast, lunch and dinner. This audit determined that when
Martin County employees request an advance payment for meals, and mileage when using their personal vehicle, the County considers it
a “per diem” advance. However, this appears to be inconsistent with Florida law and as such this report will use the term “meal
allowance(s)” when referring to such payments by the County.

2

The term “travel documents” include: (a) advances for registration fees; (b) advances for hotel accommodations; (c) advances for meals
and mileage; (d) County Commissioner Day Travel; (e) IAFF Article 31 compensation; and, (e) Travel Reimbursement Vouchers.

3

A “random sample” is “a method of selecting a sample from a statistical population in such a way that every possible sample that could
be selected has a predetermined probability of being selected.” The sample population during the audit period is 690 documents; therefore,
using a 95% confidence level with a 5% confidence interval, we are required to review 247 documents.

4
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Additionally,
Martin
Chart 2: Total Advance Requests and Travel Reimbursement Vouchers
County entered into an
Supervisor of Elections
agreement to process
Advance
Travel Reimbursement
travel documents for the
Requests
Vouchers
Public Entity
Total
Martin County Supervisor
Supervisor of Elections
5
27
32
of Elections 5. Chart 2, Total
TOTAL
5
27
32
Advance Requests and
Travel Reimbursement Vouchers - Supervisor of Elections, details the number of travel
documents reviewed from the Supervisor of Elections.

Therefore, the sum of all the travel documents reviewed from Martin County departments
and the Martin County Supervisor of Elections (“Supervisor of Elections”) is 423;
representing 202 advance requests and 221 travel reimbursement vouchers
(“reimbursement vouchers”).
Audit procedures included, but are not limited to:
•
•
•
•
•

Determining if travel activity is governed by adequate and documented policies and
procedures;
Interviewing appropriate personnel in order to gain an understanding of the
controls and ascertain operational compliance;
Performing detailed testing on a random sample of transactions;

Evaluating compliance with established policies and procedures; and,

Evaluating compliance with applicable state laws, rules and regulations.

The audit was planned and performed to obtain sufficient, appropriate, evidence to provide
a reasonable basis for our comments and conclusions based upon the objectives. This audit
report is intended to provide management, and those charged with governance and
oversight, with information to improve program performance and operations, reduce cost,
facilitate decision making by parties with responsibility to oversee or initiate corrective
action and contribute to public accountability. We believe that the evidence obtained
provides a reasonable basis for our comments and conclusions based upon the stated
objectives.

Effective January 1, 2016, responsibly for processing the Supervisor of Elections’ reimbursement vouchers transferred from the Martin
County Board of County Commissioners to the Martin County Clerk of the Circuit Court & Comptroller.

5
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OPPORTUNITIES FOR IMPROVEMENT AND RECOMMENDATIONS
Opportunity for Improvement (1)
The Purchasing Card Program is not operating as efficiently or effectively as planned.
The travel policy contemplates two types of cash advances for travel expenditures:
Purchase Card (P-Card) transactions and direct payment transactions. P-Card
transactions and direct payment transactions are discussed in the “Internal Audit Review”
section below.

Purchasing Card Program
According to Martin County’s “Purchasing Card / E-Payables
Rules and Procedures Manual,” the P-Card program was
implemented “to simplify the purchasing process for
obtaining supplies, materials, services [and] travel, by making
available to certain County employees the authority to make
purchases directly through a ‘Purchase Card’ System.” Stated
goals of the P-Card program include, but are not limited to:
1. Providing an efficient and cost effective method of
purchasing and paying for goods and services required
by departments;

2. Reducing the use of petty cash and open ended Blanket
Purchase Orders; and,

3. Reducing the time and money spent processing low dollar transactions.

Internal Audit Review
To evaluate the effectiveness of the P-Card program we analyzed the random sample to
identify the number of reimbursement vouchers where a P-Card could have been used. Our
review determined that the original 221 reimbursement vouchers had to be reduced by the
following: (1) 27 reimbursement vouchers from the Martin County Supervisor of Elections,
because they do not fall under the authority of the travel policy; and, (2) 51 reimbursement
vouchers 6 where the employee sought reimbursement for mileage, meals, and/or other
miscellaneous out-of-pocket expenses where using a P-Card was not practicable. After
deducting these reimbursement vouchers, there were 143 vouchers remaining where a PCard could have been used to pay for travel expenditures.

6 The fifty-one (51) travel reimbursement vouchers are from the following departments: Administration – 17; County Attorney – 4;
Engineering – 7; Fire Rescue – 18; Growth Management – 1; and, Information Technology Services – 4.
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Purchasing Card Transactions
P-Card transactions are cash advances where the employee charges travel expenditures
prior to completing a reimbursement voucher. The P-Card is issued in an employee’s name
and contains Martin County’s
logo and its tax exempt
Chart 3: P-Card Usage by Department
Travel
“certificate number.” P-Card
Martin County
Vouchers with a PPercentage of
Reimbursement
Department
Card Transaction
P-Card Usage
purchases are approved by the
Vouchers
employee’s
department
Administration
51
13
25%
1
1
100%
Airport
director or designee and are
Building
3
0
0.00%
listed as funds “advanced” on
8
5
63%
County Attorney
the reimbursement voucher.
Engineering
38
5
13%
8
0
0%
Fire
Rescue
Chart 3, P-Card Usage by
2
0
0%
Growth Management
Department, illustrates that Information Technology
6
4
67%
29% of the reimbursement
13
12
92%
Parks & Recreation
Utilities
&
Solid
Waste
13
1
8%
vouchers reviewed used a PTOTAL
143
41
29%
Card for travel expenditures.

Direct Payment Transactions
Direct payment transactions occur when the employee requests that the County make a cash
advance payment for registration fees, hotel accommodations, and/or meal allowances (per
diem2) and mileage expenditures directly to the vendor or employee. Generally, the advance
payment is in the form of a check that is mailed directly to the vendor (registration); provided
to the vendor at the time of check-in (hotel accommodations); or provided to the employee
before travel begins (meal allowance and/or mileage). Chart 4, P-Card Transactions and
Direct Payment Transactions,
Chart 4: P-Card Transactions and Direct Payment Transactions (Department)
illustrates that (1) Martin
Vouchers with
Direct
Martin County
P-Card Charged Items Payment Cash
County departments are four
a P-Card
(Transactions* )
Department
Transaction
Advances
times more likely to request a
Administration
13
12
48
“direct payment” cash advance
Airport
1
1
2
for travel expenditures than to
Building
0
0
15
County Attorney
5
5
8
use a P-Card; and (2) three
Engineering
5
3
68
departments, Administration,
Fire Rescue
0
0
21
Growth Management
0
0
1
Engineering, and Utilities &
Information Technology
4
6
0
Solid Waste, are responsible
Parks & Recreation
12
21
0
Utilities & Solid Waste
1
1
34
for 75% of the “direct payment”
TOTAL
41
49
197
transactions.
* Represents the number of expenditures in which an employee could have requested a “direct payment” in lieu of using a P-Card;
i.e. registration and hotel accommodation expenditures. P-Card transactions where the employee purchased fuel for a county
vehicle and/or airfare are not included because those items are not advanced in the form of a check.
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Furthermore, we analyzed the
197 “direct payment” cash
advances and identified that
approximately 75% 7 were for
registration fees and hotel
accommodation expenditures;
and, 34% 8 of the meal
allowance advances were for
less than $100.00. Moreover,
there were 10 additional
instances where the meal
allowance advanced was less
than $100.00; however, the employee received a cash advance for mileage too. Meal
allowance advances is discussed further in Opportunity for Improvement (5).
To gain a better understanding of P-Card usage, we spoke to representatives from multiple
departments. Generally, we were told the following:
1. Departments were instructed that the P-Card could only be used for emergency
transactions;

2. Departments were instructed that the P-Card could only be used for travel
expenditures when there was not enough time to request an advance (travel policy
requires that a cash advance request must be made at least 10 days before travel
commences);
3. Using the P-Card is more difficult than requesting “direct payment” cash advances
due to:
a.
the documentation required; and,
b.
the minimal amount of time allowed before documentation has to be
provided to accounting/fiscal/purchasing;
4. It is too difficult for the user department to obtain a completed W-9 document from
new vendors.

Government Finance Officers Association (GFOA) – Best Practice
According to the GFOA’s Best Practice for “Purchasing Card Programs 9:”

The purpose of a purchasing card (also known as a procurement card or P-Card)
program is to provide an efficient, cost-effective method of purchasing and
paying for small-dollar as well as high-volume purchases. This type of program

7

Lodging and Registration advances total 147; therefore, 147/197 = 74.62%.

There were 17 “meal allowance” advances of less than $100.00 [Administration – 1; Building – 2; Engineering – 4; and, Utilities & Solid
Waste – 10]; therefore, 17/50 = 34%.

8
9

Approved by the GFOA’s Executive Board, February, 2011.
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is used as an alternative to the traditional purchasing process and can result in
a significant reduction in the volume of purchase orders, invoices and
checks processed [emphasis added].

Moreover, the GFOA states that there are numerous benefits to a purchasing card program.
Benefits to the government can include, but are not limited to:
1.
2.
3.
4.

Simplified purchasing and payment process;
Lower overall transaction processing costs per purchase;
Reduced paperwork; and,
Receipt of rebates from financial institutions based upon dollar volume of
total purchases.

Finally, the GFOA “recommends that governments explore the use of purchasing cards to
improve the efficiency of their purchasing procedures [emphasis added].”

The practice of requesting “direct payment” cash advances for registration fees and hotel
accommodation expenditures does not support the stated goals of Martin County’s P-Card
Program or the GFOA’s “Best Practice for Purchasing Card Programs.” Moreover, direct
payment” cash advances result in increased paperwork and increased monitoring by the
Financial Services/Accounting department to ensure that vouchers are completed
accurately and timely.

Recommendations:

1. Martin County should encourage the use of P-Cards for registration fees and hotel
accommodation expenditures.
2. Martin County should review its current list of P-Card holders and determine if additional
cards should be issued to selected staff in the Administrative, Engineering and Utilities &
Solid Waste departments.
3. Employees who have been issued a P-Card should not be permitted to request “direct
payment” cash advances for registration fees and hotel accommodation expenditures.
Management Response:

Martin County agrees with our recommendations.
The County stated that it is in the process of reviewing, and expanding, its current list
of P-Card holders under the purview of the Purchasing Division, which reports
directly to the County Administrator. Moreover, it stated “the P-Card Program will be
expanded to accommodate demonstrated needs and be required for specific, but
limited purposes only. Policy statements shall be created to assure compliance with
the recommendations stated above.”
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Opportunity for Improvement (2)
Martin County paid State of Florida sales tax on “in-state” hotel accommodations.
Florida Sales Tax
Chapter 212, Florida Statutes, is known as the “Florida Revenue Act of 1949” and the taxes
imposed by Chapter 212, Florida Statues, are in addition to all other taxes imposed by law.
Section 212.03(1)(a), Florida Statutes, Transient rentals tax; rate, procedure, enforcement,
exemptions, states:
… the legislative intent that every person is exercising a taxable privilege who
engages in the business of renting, leasing or granting a license to use any living
quarters or sleeping or housekeeping in, from, or a part of, or in connection with
any hotel…For the exercise of such taxable privilege, a tax is hereby levied in an
amount equal to 6 percent of and on the total rental charged…

However, §212.08(6), Florida Statutes, provides an exemption from the tax levied on “sales
made to…any state, or any county, [emphasis added] municipality, or political subdivision
of a state when payment is made directly to the dealer by the governmental entity
[emphasis added].” To be exempted from Florida sales tax, an organization must file an
“Application for a Consumer’s Certificate of Exemption” with the Florida Department of
Revenue. The application must include documentation from the applicant that substantiates
its claim as an exempt organization. The County satisfied the application requirements and
was issued a “Consumer’s Certificate of Exemption” certificate with an effective date of June
30, 2013; expiring on June 30, 2018.
Martin County Board of County Commissioners Travel Policy
The travel policy provides the following guidance concerning hotel accommodations and tax
exemption certificates, in part:
Hotel Accommodations: If payment is made by personal credit card or county
purchasing card include a notation with this information on the Travel
Reimbursement form. Only the cost of the room (including tax when
applicable) per night will be reimbursed. It is your responsibility to supply
a Tax Exempt form [emphasis added].

Tax Exemption: The County is Tax Exempt and will not pay any State taxes
except for extenuating circumstances and out of state travel [emphasis
added]. When making travel arrangements supply a copy of our tax-exempt
form to vendors to waive all and any State taxes. The Tax Exempt certification
is available… (Exhibit ‘D’).
Internal Audit Review
As discussed in Opportunity for Improvement (1), we identified 143 reimbursement
vouchers where an employee could have used a P-Card for travel expenditures. Further
analysis identified 63 vouchers that included expenditures for hotel accommodations and
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that 51 of the 63 travel vouchers included expenditures for “in-state” hotel accommodations.
The remaining 12 vouchers were for “out-of-state” hotel accommodations where the County
is expected to pay sales tax.

Analysis of the 51
Chart 5: Paid Florida Sales Tax on Exempted Transactions
vouchers with “in-state”
Travel
Martin County
hotel
accommodation
Reimbursement
Sales Tax Paid
Department
expenditures identified 22
Vouchers
instances
where
the
Administration
17
$470.06
County paid Florida sales
Engineering
1
20.6
tax
on
exempted
Fire Rescue
1
33.2
transactions. Twenty of
Information Technology
1
70.2
the 22 vouchers had
Utilities & Solid Waste
2
72.26
charges placed on a
$666.32
22
TOTAL
personal
credit
card
because the employee was not issued, or otherwise did not use, a P-Card. For the remaining
two vouchers, one occurred even though the employee used a P-Card, 10 and the other was
when the County issued a check directly to the vender. 11
Paying Florida sales tax on exempted transactions results in Questioned Costs of $666.32.
Questioned costs can include costs incurred pursuant to a violation of a provision of law,
regulation, contract, grant, cooperative agreement, or other agreement governing the
expenditure of funds; and/or a finding that such costs are not supported by adequate
documentation; and/or a finding that the expenditure of funds for the intended purpose if
unnecessary or unreasonable in amount. As such, not all questioned costs are indicative of
potential fraud or waste.
Recommendations:

4. Martin County should ensure it is taking advantage of the “Consumer’s Certificate of
Exemption” issued by the Florida Department of Revenue by not paying sales tax on
eligible transactions.

5. Martin County should evaluate the merits of issuing frequent travelers a P-Card.

6. Martin County should not reimburse employees for the sales tax paid when they use their
personal credit cards while traveling on official county business.

10
11

Document #14024488 in the amount of $42.26.
Document #15010853 in the amount of $43.14.
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Management Response:

Martin County agrees with our recommendations.
However, the County stated that it has “discovered an increasing number of hotel
chains will not honor the presentation of paper copies of the ‘Consumer’s Certificate;’”
and, that it will “develop an alternative plan to prevent inadvertent sales tax cost on
in-state hotel accommodations” for elected officials who decline a County issued PCard. Moreover, the County stated it will develop a Policy that forbids staff from using
personal credit cards to pay for travel costs associated with official county business.
Opportunity for Improvement (3)
The Travel Policy section addressing “Commissioner Day Travel” requires
clarification.
Internal Audit Review
Sound internal control practices include having written, accurate and updated policies and
procedures. Policies should be designed to promote the conduct of authorized activities in
an effective, efficient and economical matter, while providing a satisfactory level of
assurance that resources are adequately safeguarded. Procedures are the methods
employed to carry out the activities prescribed in a policy.
The “Commissioner Day Travel Mileage/Tolls Monthly Reimbursement Report”
(Commissioner Day Travel) section of the travel policy should be updated to include
verbiage acknowledging that commissioners, when conducting official county business, are
not eligible to be compensated for mileage between their residence and their work location.
This would be consistent with Florida Administrative Code Rule 69I-42.008(4), which states:
Travelers shall not be paid a mileage allowance for travel between their
residence and their headquarters or regular work location (See AGO 082-34). If
travel begins more than one hour before or one hour after the travelers regular
work hours, the point of origin may be the travelers residence, provided that
miles claimed may not exceed the miles actually driven.

Moreover, updating the Commissioner Day Travel section of the policy with clear verbiage
explaining that commissioners are not permitted to collect mileage from their residence to
their work location when conducting official county business will make it consistent with the
following sections of the policy that state:



Non-Reimbursable Expenses, mileage between home and official place of
work; [emphasis added] and,

Mileage to Airport, when traveling to the airport the traveler is authorized
to claim mileage from his/her official headquarters, or home,
whichever is less [emphasis added].
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Recommendations:

7. Martin County should determine the applicability of Florida Administrative Code Rule
69I-42.008(4), and if necessary, update its travel policy to indicate that County
Commissioners, when conducting official county business, are not permitted to collect
mileage for travel between their residence and headquarters location.

Management Response:

Martin County agrees with our recommendation.
The County acknowledged that its “Day Travel” policy will be updated to include, if
necessary, the requirements of Florida Administrative Code Rule 69I-42-008(4).
Opportunity for Improvement (4)
The Travel Policy addressing Meal Allowances, Daily Per Diem and Travel
expenditures requires clarification.
State of Florida Meal Allowance, Per Diem and Travel Expenditures
Section 112.061, Florida Statutes, governs meal allowances, daily per diem and travel
expenditures of public officers, employees and other authorized persons. The legislative
intent of §112.061, Florida Statutes, is:
To establish standard travel reimbursement rates, procedures, and limitations,
with certain justifiable exceptions and exemptions, applicable to all public
officers, employees and authorized persons whose travel is authorized and paid
by a public agency.

However, §112.061(14), Florida Statutes, allows “the governing body of a county” to
establish rates that vary from the “per diem rate provided in paragraph 6(a), the subsistence
[meal] rates provided in paragraph 6(b), or the mileage rate provided in paragraph (7)(d) if
those rates are not less than the statutorily established rates [emphasis added] that are
in effect for the 2005-2006 fiscal year.” Moreover, paragraph (15) makes it clear that “except
as otherwise provided in this subsection, counties… remain subject to the requirements of
this section” [112.061].

Internal Audit Review
Martin County has taken advantage of the exemption provided in §112.061(14), Florida
Statutes, and elected to follow the meal allowance rates established by the U.S. General
Service Administration (www.gsa.gov) and the yearly mileage reimbursement rate
established by the Internal Revenue Service. Because the policy does not specifically provide
for a daily per diem rate it appears that the state mandated rate of $80.00 applies.
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Daily Per Diem and Subsistence (Meal) Allowance
Florida Administrative Code Rule 69I-42.006, Per Diem and Subsistence Allowance, makes it
clear that Class A 12 travelers “who desire” [emphasis added] can claim reimbursement for
the cost of “actual lodging plus meal allowances 13” for some periods and “per diem 14” for
other periods while on the same trip. However, it is noted that the traveler can only change
methods on a full travel day basis, i.e. midnight to midnight. The phrase “who desire”
indicates that it is not mandatory for the employee to claim both the cost of “actual lodging
plus meal allowances” for some periods and daily “per diem” for other periods while on the
same trip.

In situations where the employee does not collect the full meal allowance or the daily per
diem rate, the State of Florida recognizes that it will result in the employee seeking
reimbursement for less than what is permitted by law. This situation is addressed in
paragraph (4) whereas it states, “a traveler claiming less than the full meal allowance or per
diem authorized by Section 112.061(6), F.S., shall include on his travel voucher a statement
that he understands that he is entitled to the full meal allowance provided by law but has
voluntarily chosen to claim a lesser amount.”

With the exception of the Martin County Metropolitan Planning Organization (“Martin
MPO”), see Opportunity for Improvement (6) below, during the course of this audit we did
not identify a single reimbursement voucher where the employee claimed both the cost of
“actual lodging plus meal allowances” for some periods and a daily “per diem” for other
periods while on the same trip. Moreover, although reimbursement vouchers exist where
the employee could have increased their reimbursable amount by claiming both the “actual
lodging plus meal allowance” and the daily “per diem” amount, it was not claimed and the
voucher did not have a statement from the employee stating that they voluntarily chose to
claim a lessor amount.
To illustrate, in November 2014, a Martin County employee traveled to Tallahassee, Florida
to attend a work related conference. The employee’s travel voucher identified that he/she
submitted a reimbursement claim for “actual lodging plus meal allowances.” The meal
allowance established for Tallassee by the U.S. General Service Administration is
$49.00/day: $12.00 for breakfast; $13.00 for lunch; and, $24.00 for dinner. In this particular
instance the employee left from their headquarters location at 11:30am on Wednesday and
returned after 6:00pm on Friday. The following is a comparison between the meal allowance
reimbursement collected by the employee and the amount available when considering the
“meal allowance and daily per diem” combination 15:

12
13

Section 112.061(2)(k) defines Class A travel as “continuous travel of 24 hours or more away from official headquarters.”

Meal Allowance means the amount authorized by Section 112.061(6)(b), Florida Statues for each meal during the travel period.

Per Diem means the amount authorized by Section 112.061(6)(a), Florida Statutes.
Expenditures for hotel/lodging accommodations were incurred; however, those charges are not reimbursable to the employee. As such
that expenditure is not included in this illustration.
14
15
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ACTUAL
AMOUNT
COLLECTED
ENTITLED
Hour of Departure
Meals for
Per Diem or
Travel Performed From Point of
Purpose of Reason
and Hour of
Class A and B Actual Lodging
Origin to Destination
(Name of Conference)
Return
Travel
Expenses
Travel to work required
Stuart, Florida to Tallahassee, Florida
11:30am
37.00 $
37.00
conference
$
Attend work required
Tallahassee, Florida - Vicinity
conference
49.00 $
49.00
$
Return from work
Tallahassee, Florida to Stuart, Florida
9:00pm
$
49.00 $
80.00
required conference
TOTAL $
135.00 $
166.00

Chart 6: Comparison of Meal Allowance Reimbursements

Date
11/1/2015
11/2/2015
11/3/2015

As demonstrated above, the employee would have been entitled to an additional $31.00
reimbursement using the “meal allowance and the daily per diem” methodology.
Recommendations:

8. Subject to legal counsel review: the travel policy should acknowledge that in certain
situations Class A travelers have the ability to collect the cost of “actual lodging plus meal
allowances” and a daily “per diem” amount during the same trip.
9. Subject to legal counsel review: travelers should fully understand that situations exist
where they have the ability to submit reimbursement vouchers with charges for “actual
lodging plus meal allowances” and a daily “per diem” during the same trip.
10. Subject to legal counsel review: if the employee elects to claim less than the full meal
allowance and/or per diem amount, then the travel reimbursement voucher should contain
a statement that the employee understands that he/she is entitled to the full meal allowance
and/or per diem provided by law but has voluntarily chosen to claim a lesser amount.
Management Response:

Martin County agrees with our recommendations and stated that “upon legal
concurrence” its travel policy will incorporate any required changes.
Opportunity for Improvement (5)
The Martin County Board of County Commissioners should consider restricting Meal
Allowance and Mileage expenditure advances to employees. Meal Allowance and
Mileage expenditure advances are paid at 100% of the requested amount.
The travel policy allows employees to request cash advances for registration fees, hotel
accommodations, transportation costs (airfare, car rental, and mileage), meal allowances and
other travel expenses prior to the actual travel date. As discussed in Opportunity for
Improvement (1), cash advances for registration fees and hotel accommodation
expenditures are paid by either issuing the vendor a check or by using a P-Card. However,
cash advances for meal allowances, and sometimes mileage, are paid directly to the
employee in anticipation of future travel.
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Internal Audit Review
We analyzed all 50 of the meal allowance and/or mileage cash advances made to employees
and identified, without exception, that Martin County advanced 100% of the request amount.
This appears to be inconsistent with Florida Administrative Code Rule 69I-42.005(1), which
mandates that travelers are not advanced more than 80% of the estimated travel expenses
that they can expect to be reimbursed.

Moreover, 17 of the advances (34%8) are for less than $100.00 and an additional 10
advances where although the meal allowance advanced was less than $100.00, the employee
received a cash advance for mileage. We understand that advancements benefit the
employee by reducing their out-of-pocket expenses; however, it comes at a cost to the
County. Costs include, but are not limited to:
1. Making interest free loans;
2. Increased paperwork; and,
3. Increased monitoring

Furthermore, it should be noted that employees who receive 100% advances do not have an
incentive to submit final reimbursement vouchers. This is especially true if the voucher
reveals that the employee may have been advanced too much money and will be required to
pay some of it back to the County. As a result, the County will be required to spend additional
resources monitoring advances to ensure that a final voucher is submitted.

State of Florida, Department of Financial Services
The State of Florida, Department of Financial Services’ Travel Manual provides the following
Best Practice guidance concerning travel advances:
… The agency encourages frequent travelers to request a state issued credit card
(referred to as a ‘purchasing card’ or ‘P-card’) to minimize out-of-pocket
expenses incurred in lieu of a travel advance. Travel advances are not provided
for those employees with a purchasing card, except in emergency circumstances.

New employees and infrequent travelers may request a travel advance…for 80
per cent of the estimated travel expenses that will be ultimately be
reimbursed to the traveler. An advance will not be authorized for less than
$100 [emphasis added].

Recommendations:
11.

The Martin County Board of County Commissioners should carefully consider the need
to issue cash advances. Items to consider include establishing:
a. A maximum annual salary threshold for employees requesting cash advances;
and,
b. A minimum dollar threshold where an advancement request for meal allowance
will not be processed.
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Recommendations Continued:
12.

Subject to legal counsel review: Martin County should determine the applicability of
Florida Administrative Code Rule 69I-42.005(1), and if necessary ensure that advance
requests for meal allowance and mileage expenditures are limited to no more than 80%
of the amount that the employee can expect to be reimbursed.

Management Response:

Martin County agrees with our recommendations.
Specifically, concerning “Recommendation 11” the County anticipates the expansion
of the P-Card Program, might allow it to eliminate travel related cash advances; and,
concerning “Recommendation 12,” it stated, subject to legal counsel review, it will
implement the requirements of Florida Administrative Code Rule 69I-42.005, if
necessary.
Opportunity for Improvement (6)
The Travel Policy should be updated to include all travel voucher reimbursement
processes and reference unique contractual travel obligations.
Internal Audit Review
During the course of this audit we reviewed reimbursement vouchers from 10 Martin County
departments and the Supervisor of Elections. During the audit period Martin County
provided administrative support to the Supervisor of Elections by processing its
reimbursement vouchers. The audit uncovered that although the County processed
reimbursement vouchers for the Supervisor of Elections, the travel policy did not include, or
make reference to, the Supervisor of Elections processes/procedures; however, it is noted
that as of January 1, 2016, responsibility for processing its reimbursement vouchers has
been assumed by the Martin County Clerk of the Circuit Court & Comptroller.
Martin Metropolitan Planning Organization
Similar to the “governing body of a county,” §112.061(14), Florida Statutes, allows “any
metropolitan planning organization” to establish rates that vary from the “per diem rate
provided in paragraph 6(a), the subsistence [meal] rates provided in paragraph 6(b), or the
mileage rate provided in paragraph (7)(d).” However, the Martin MPO has not deviated from
the state mandated rates for per diem, subsistence (meal) allowance or mileage. Therefore,
unlike the discussion of Martin County Class A12 travelers in Opportunity for Improvement
(4), Martin MPO Class A12 travelers are claiming reimbursement for the cost of “actual
lodging plus meal allowances13” for some periods and “per diem14” for other periods while
on the same trip. Currently the state mandated meal allowance is: breakfast, $6.00; lunch,
$11.00; and, dinner $19.00. The daily per diem rate is $80.00 and mileage is reimbursed at
$0.445 per mile.
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The travel policy does not provide specific guidance/procedures for processing travel
reimbursement vouchers submitted from the Martin MPO.

Martin County Fire Rescue – Article 31 – Mileage Allowance
According to Article 31 of the contract, “the county shall attempt to provide transportation
to an employee if that employee is required to change stations during duty hours. If no
transportation is available, then the employee shall receive a Ten Dollar ($10.00) lump-sum
payment for each instance. It is the employee’s responsibility to complete and submit the
appropriate paperwork to receive this payment.”

The travel policy does not include this provision of the contract between Martin County and
the Martin County Firefighters Association.

Recommendations:
13.

14.
15.
16.

The Martin County travel policy should reference, or include, the travel policy adopted
by the Martin County Metropolitan Planning Organization.

The Martin County travel policy should reference, or include, the Martin County Fire
Rescue travel allowance described in Article 31 of contract entered into between
Martin County and the Martin County Firefighters Association.
The Martin County travel policy should reference, or include, any other unique
contractual travel obligation.

Once updated, the Martin County travel policy should be communicated to all officials
and employees.

Management Response:

Martin County agrees with our recommendations.
The County acknowledged its Travel Policy will be updated to include all unique travel
reimbursement practices; including those of the Martin County Metropolitan Planning
Organization and Martin County Fire Rescue. Additionally, the County indicated it
would consider retraining appropriate staff after all of the agreed recommendations
are implemented and the P-Card Program expansion is complete.
Opportunity for Improvement (7)
Required information is not being populated on travel documents.
Martin County Travel Policy
The travel policy provides employees with specific instructions on how to complete multiple
travel documents required by the County. The primary documents used are the Travel
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Confirmation Letter, the Travel Request Authorization and the Travel Reimbursement
Voucher, which are discussed below.

Travel Confirmation Letter
A Travel Confirmation Letter (TCL) is Martin County’s formal document to request travel
advance checks. The TCL must be submitted for all travel performed by employees traveling
on official county business when they want cash advances (checks) for registration fees,
hotel accommodations, transportation charges and/or meal allowance expenditures. The
approved TCL must be submitted to the Accounting department at least 10 working days
prior to the date of travel.
Travel Request Authorization
The Travel Request Authorization (TRA) is Martin County’s formal document to secure
approval to incur travel expenses. A TRA is required to be submitted for all travel when
employees are traveling on official county business. The TRA must be submitted at least 10
working days prior to the date of travel.

Travel Reimbursement Voucher
The Travel Reimbursement Voucher adopted by Martin County is the State of Florida’s
official document for reimbursing employees for travel expenditures incurred when on
official business. According to the travel policy, the traveler is required to complete the
voucher “upon completion” of travel and must include all original receipts (hotel
accommodations, transportation, fuel etc.).
Internal Audit Review
As illustrated in Chart 1, Total Advance Request and Reimbursement Vouchers-Martin County
Departments, we reviewed 194 reimbursement vouchers submitted by Martin County
departments. In addition to the 194 reimbursement vouchers, our review included 97 TCL
documents and 170 TRA documents. A breakdown by Martin County department is
illustrated in Chart 7, Travel Documents – Martin County Departments, below:

Although the travel policy states, “State law and County policy require that an approved
Travel Request Authorization be filed prior do the date of travel,” it does not appear to be a
requirement of state law for municipalities or counties. Specifically, in AGO 2002-65, the
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Florida Attorney General states that “section 112.061(11), Florida Statutes [titled Travel
Authorization and Voucher Forms] specifically applies to state officers, employees and
authorized persons [emphasis added]. The statute by its terms does not apply to
municipal officers, employees and others authorized [emphasis added] to act on behalf
of the municipality. However, in order to ensure accountability of public funds, it may be
advisable for local governments to adopt voucher provisions similar to those contained in
section 112.061, Florida Statutes.” Moreover, AGO 2002-65 continues “… Thus the
requirements of section 112.061(11) (b), Florida Statutes, must be complied with by state
workers but are not legislatively imposed on the public officers, employees or
authorized persons of other governmental entities, [emphasis added] including
municipalities.”
Therefore, opportunities for improvement exist for Martin County to streamline its Travel
Request Authorization and Travel Reimbursement Voucher documents to include only vital
information that it determines is necessary for processing. Finally, our review identified that
certain required fields were not being populated as directed in the travel policy.
Travel Request Authorization
Eighty-six of the 170 TRA documents
reviewed did not include all of the
information required by the travel policy;
38 of the 86 documents contained
multiple deficiencies. As shown in Chart 8
Travel Request Authorization, Fields Not
Populated, the most common deficiency is
not populating the “Traveler Rank” field
and noting if the employee will use a
“County Vehicle” or “Other” mode of
transportation.

However, it should be mentioned that for some travelers (commissioners) the TRA does not
appear to have an adequate designation for “Traveler Rank.” Moreover, in many instances
the “County Vehicle” or “Other” fields is not populated because the method of transportation
may not be known to the employee at the time of completing the form.

Travel Reimbursement Vouchers
One-hundred-and-three of the 190 Travel Reimbursement Vouchers reviewed did not
include all of the required information; 26 of the 103 vouchers contained multiple
deficiencies. As shown in Chart 9, Travel Reimbursement Voucher Fields Not Populated, the
most common deficiency is not completing the “Benefit Statement” to the County after
attending a conference/convention and including the “Residence” location of the traveler on
the voucher.
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Although in many instances the “Benefit
Statement” on the voucher was not
completed, it is noted that the TRA
document contains a similar provision
titled “Purpose.” According to the travel
policy the “Purpose” section of the TRA
is where the traveler/preparer should
“state clearly the purpose of the trip…
The purpose of the trip must be for
official business and for the benefit of
the County.” As such, the “Benefit
Statement” of the voucher appears to
contain the same information that is included in the “Purpose” section of the TRA; however,
as discussed in Opportunity for Improvement (3), the “Residence” location of the traveler
is needed to ensure the County is complying with the spirit of Florida Administrative Code
Rule 69I-42.008(4), by not compensating the employee for excessive mileage.
Recommendations:
17.

18.
19.

The Travel Confirmation Letter document should be reviewed to determine if all of the
data being requested is necessary to process cash advances.

The Travel Request Authorization document should be reviewed to determine if all of
the data being requested is necessary to receive approval from the County
Administrator.
The Travel Reimbursement Voucher document should be reviewed to determine if all
of the data being collected is necessary to process the voucher.

Management Response:

Martin County agrees with our recommendations.
The County acknowledged that each of the documents will be reviewed, in conjunction
with the Office of Management and Budget, to determine which items are redundant,
or otherwise unnecessary, for processing travel related documents.
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