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UNITED STATES GOVERNMENT 

Memorandum
 
TO r. Antiony M. Schwarzwalder, Director DATE: June 15, 1982USAID/Phip ines 

FROM R 'elj u [ik, Regional Inspector General/Audit, Ianila 

SUBJECT: tJemorandum Audit Report No. 2-492-82-11
 
USAID/Philippines Travel Procedures 

BACKC W IND AID SCOPE 

BACKGROUND
 

This review of travel operations in USAID/Philippines was part of a
 
worldwide audit by the Regional Inspector General/Audit (RIG/A), 
Washington of travel procedures in AID. Two interim audit reports have 
been issued, "14emorandum Report on International Development Intern (IDI) 
Travel Expenses" (No. 0-000-81-111 dated July 23, 1981), and "Account­
ability and Control of Government Transportation Requests (GTRs) Must be 
Improved" (iNo. 0-000-82-16 dated Noverber 30, 1931). Both audit reports 
showed that existing procedures in AID could be improved and that there 
were weaknesses in controls over Ali) travel funds. 

AID expends a significant amcunt of its operating expense resources on
 
travel. In the fiscal year 1981 operating expense budget $3.8 million
 
was allotted for travel of employees in AII)/Washington and $13.8 million
 
was allotted overseas for post assignment, home leave, R&R and operation­
al travel. le use of travel funds is becoming of increasirg concern to
 
the Agency and the Congress.
 

Our review of USAID/Philippines operational travel showed the following
 
budgets and obligations for the fiscal years 1979-1981.
 

Dollar Funded Oerational Travel Budgt Encubrances 

FY 79 $1.09,000 $104,000
 
FY 80 174,000 170,000
 
Fy 81 175)000 154 000
 

Iixme Leave Assignment and educational travel 

FY 79 $268,000 $199,000
 
Fy 80 210,000 210,000
 
FY 81 246 000 241 000
 



In addition to the dollar fund allocation, there was over 4.6 million 
pesos (about $600,000) budgeted for local operational travel out of 
Mission trust funds. 

SCOPE 

The overall objective of the audit was to determine the adequacy of 
internal controls over the use of travel funds by USAID/Philippines. Our 
review was done in accordance with government audithig standards and con­
sisted of an examination of Government Travel Requests, travel vouchers, 
travel advances and collection procedures, as well as cotversations with 
appropriate Mission officials and employees. The results of our review 
were discussed with Hission iritiigwtment and the Iission was provided a 
draft report of our findings wid cecoffendations. The Mission's comments 
are included in this report where appropriate. 

Results of Aulit 

Govern-nent Travel Requests (GTIs) Accountability 

GhRs are negotiable instrunents used by USAID/Philippines to purchase 
airline transportation. G'l]ns are honored by airlines upon presentation 
and thus constitute a potential liability to the government. 

Mission procedures require that GTlRs be lkpt in the Conmmunications and 
Records (C and R )vault until the Mission travel clerk needs a supply, 
typically twice a week, wfhereupon the travel clerk goes to C and R and 
signs a register for th:e needed Gl9s. Thi.v C and R register Is a sheet of 
paper with the date, the serial numbers of the (ZMs drawn and the sig­
nature of the travel clerk. There is no record of the GrRs received by C 
and R, no record of the amount of Gl'Is issued or on hand and, therefore, 
no proper inventory of (1'Rs by C and R. Also, the signing out of GIms by 
the travel clerk did not begin until April 1980, pursuant to a RIG/A/ 
audit (Audit Report 2-492-80-10 dated L4qrch 1980). Prior to that there 
was no record of Gnts issued to or received by C and R, even though 
Mission Order 201.05 required a hi-annual inventory. 

In examining the Travel Section':; accountineg for GTRs received fTom 
C andIR we found that a register wias maintained by Gt number and 
travelers' nant. The Travel Section, in response to the prior audit, 
sends a report of used and voide I &1'Rs to the Executive Officer at 
regular intervals. ]kever, the report is not an inventory showing GTRB 
on hand at the beginning of the perix], the amount (and serial nos.) 
issued, and the amount on hand at the end of the period. These amounts 
should be reported and reconciled to the records in C and R. At present, 
the report only shows used and voided GrIt ntmi)ers. 

Recotrnenclation ik). 1 

U&II/PhiliPpines insure that both C and R 
and Travel Section maintain current inventories 
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of GTRs showing amounts and serial numbers of GTma 
received, issued and on hand, and that a res­
ponsible Mission employee be assigned to reconcile 
the inventories at least bi-annually in accordance 
with USAD/Philippines Mission Order 201.05. 

The Mission has stated that it has already begun to im)lement this recom­
mendation and that the inventory and reconciliation would be done on a 
quarterly basis. . 

Safeguarding of GT1s 

We noted that 2,500 GlRs (5 boxes of 500 each) received from the General 
Services Administration (GSA) on March 11, 1982 were on the floor between 
two desks in the Pravel Section, waiting to be counted before delivery to 
C and R. lie boxes stayed there unguarded until March 30 at which time
they were moved at our suggestion. A subsequent count of GTRs showed 
that there were 10 missing. The missing GInt numbers are: 

K-0-552,502
 

'I504 
)103
 

" ,506
" 507 

K-0-553,501
 
" ,503 

I '504 
" ,505 

We were told by eqployees in the USAID/Philippines Travel Section that 
the carton containing the 5 boxes of GTfks was battered but apparently
unopened vhen they inspected the shipment. v4e have no indication as to 
where the GTIRs became missir, whether at GSA or en route or after 
arrival at USAID/P. 'ne vatter has been reported to CSA. 

At the time that 2,500 negotIable (ThIs were tmprotected, there were 2,025
unissued U(ts in C and R for a trtal on hand of 4,525. Average annual 
usage of (7,ICs by USAID/Philippinrv,; is around 1,0(M. This means that 
theare was ap[)roximately a 4-1. year supply on haend. Thisof UTRs would 
be totally unjustifiable except for the fact that the Mission must order 
these lt,; from and the minhimin order is 2,500. 'The delivery time[r n 
between ordering and receiving is, accordi.ng to the Travel Section super­
visor, uncertain at best. In this particular case tih time from requi­
sition to receipt of the (Tltis wat about four mont-hs. Also pertinent is
thit the Travel Supervisor, who initites the reqluest for recpisition,
did not know tY)w nyiny (,Ins were on hand in C and R. If there had been an
inventory available frorti C an:] It, or if the enployee had asked C and R
how anvy were on hand, the order could have been delayed for at least one 
year.
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It would seea that written instructions by the Mission setting a minimum 
number on hand before a reorder can be initiated would be desirable. For 
instance, tfu Hission might decide that a requisition would be made when 
the number on hand fell below 750. 

Reconenflation :1o. 2 

USAID/Philippines establish procedures whereby 
when GIRs are received, the C and R officer takes 
custody, signs the receiving report, and records 
the receipt in an inventory. 

Reccmnendation No. 3 

USAID/Phlippines efqtablish a innimumn quantity of 
CTRs necessary for operational needs and establish 
procedurUs for autnrtatic reordev of GPRs ised on 
the establisheed requiru1iiLs. 

The A4ission hais indicated, in an Executive Office response to a draft of 
this report, that it plans to implement both recommendations. However, 
we are retaining tihen uitil the reconinended tnrocedures have actually been 
established through Mission Orders or other appropriate means. 

Travel Alvances 

Our review of travel voucher processing and collection of unliquidated 
advances showed that thze Mission was, on average, processing vouchers in 
a timely manner. in a smple of 16 voucr-s We [otQd that the average
time between receipt of the voucher by the CO and conpletion of pro­
cessing was 14 calendar lays, with a Iow of 2 days and a high of 33 
days. We also found that travelers were, on average, completing their 
voucuners in a timely manner with an average of 15 days between completion
of travel and stubnission of travel vouchers. Thie time for submission of 
vouclers by the traveler ranged( fran 2 days to 68 days on our sample. 

Our review of current open advances showed thit the collection of 
unliquidated advances was not Atways timely. Of the 21 past due 
unliquidated per diem and sub: :t:ence tr',,l a vances to employees on 
flarch 31. 193)2, ]1 were froin i:tys to 10 nInths past the due date. 
Travel advances are considere' ;t due 30 days after the estimated 
ccinpletion of travel. The 21 truivel 11dvarica2 past dLue Ia a value of
$12,405 while the Ii over 60 dayt; past due had a value of $8,481, or 68 
percent of the total -lollar ftoUnt of late travel advances. In many of 
the overdue aiwances there were reasonable explanations such as the 
traveler hen' on sl.c'< or annuil leavem. i other cases the explanations 
were not so reasonable arid icuded tardiness in submitting vouchers and 
tardiaess in payi:bj t:he unliquidated advance after notification of 
payment due. 
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'.-- lr tot I, nin I )air .2 m ;Iit()o :li)s i4N :0.e , tlhtI Ukere J-ih ,) i l )i1W 
policy on tL:k ;juIIUi-neS WJI"su, i)sion of vouchers or payment of: 
unliqu1 [i aiv I.I,, ti i - ,) la ii) ) I '.i-U i on iC ntints 
over-lue 'v 3j days. le fo)llow-up usuill/ consists onf a phionn c 11 tO 
tin Wirivehl-ar umil I rtitcen sca2thte:h':It .1. acC(,unt LiW Ix 0ik 22 Qi. A &7,: 
that "traveurs W ,Ohve receo[vel an atvance [or .nsin;;le trip must repay 
thlW a,lv LL,'._.it _ I olCL-O'),l C ) l,_ti,:,: of triv, ". 

iaL1:tIxlbk 22, \pp.0W.\. 1l!. I ;ais Li "it ei)Ioyee submtS own cIaVbI for")'ACl 
ra,. urs)tr;,ae!OL ofL .itise; pruoifly l), n of ,l tr'iva]".cOMplet in out! or Bze.l 

Cn tho Ris[ of tie high percentag.e of the overdue advances ich were 
over ,.) !ays 1 .lStI J2, W,. )Liuve dlie fission could ti;!hten controls on 
tiiely submission of vouchers and collection of advances. For example ,P 
Stie;2SL 1J~A\D/t'f ii iMA)ns [oti y ,oyploee, s of rnaxlla tene IMnits, after 
completion of travel, for submission of vouchers and liquidation of
 
aJv.incc. j3 ic" tLi.e 1litst1oull tale ito cons, leratl oo the l to;sion's
 
operatln; requi renent,; as well as the operating retuireuwnt of such
 
I(eiLonA )fiter; is [./t[, ! ,/A, , etc.
I';)fI2 

The lission repli.et to ,i Irnft of this report tit it processed over 70)

V IuC11ers .-:aiIl /1 11 It t. LlII:1l,tVUiCe: over ' ) lay.; pjt t(],'.! ;S riot
 
tuireasonable nnd thtli thuy did not a;,ree that there was a need to
 
LnstitLI,., id!.1it ion.:l cntrols or prcC luces. .Jev,!rtieless, consL lerIngj
 
travel a.lvances per se, the relatiLve numl-er past due (11 out of 9l) was
 
Su.Itl' daI. Q,_ !:: 1iSs ion coal I re luce this.x eVA 

1i .4un Is to Trai'ev le'rs Oil 'Picaets 

.e foun, one case w.ere a traveler on a GIR purcivise I tJ.cket was oldi,e,t 
by CirCL1;sLtai :e!; L() 'Ii.to ;...As trove1 itinerary. 'e cnav,,e resulte't in 
a refairh 'lich ti. fo-eL:n atirtine paid, to the traveler. llhe traveler in 
t.tLs WAse ot ,110t an U,\i) ,2u±lp)l)y/eo, an I rot)Ily rot"ar dtonLr''Lor, 

LJL'milLir with ;overiii e.t triavel policies. lie acceptedI the refiind an ] 
tilco Lt Lit a tr.ve'l ,h)lctIer it L ti: r2tuiii.1 rec.i,)t attacle 1. T;1e 
voucher processi;; section of [lie -,'0 thdvv iht the reifund receipt was n 
ru.ce pL ' / t ,2 ILCl IoI for :trl cluir~es. 'llie pr,)c(!sc;or t ei bicl2u he')
the vouclher, anli pa Li to ik! trave ler as a r,,lmbursahle expense, tie 
(IJILhu t !CO LV(e I !S a Cue ,] 1i. 

ihl , LFI,' jiit:wl :; tot itm iiil , hl1i1 I mi:U chill/ A thh $o resuklt 
ii1 al tlnlly0W'abl,, elXpen;t o $12) ,il wIt. ile LE ,2s iof: apipear t) b a 
CoXI ku0; t)(0ill'' , h. I..',. i1 hI %i'1,1.,/ it) I i\''l ila)IbL' to dv i I rot, Ltio, 
ol. thi; prol)]jui. iI.Mu, tic wrr; iau | spc. [or In,lorsei)ti . / 
rs riL ton:: V1tic i 1I M! :tm). I, Mt t'LW Lial. t'o t ickt , wrltl , 
that relunis mut i)e ht t o .i:;' l )/1'i l 

{l( l.' ],l i). l "(. '1 

nlut S ON.i/!,liY i i , I lvi:;., th,. truvIl (:crirrack:or 
to enter, "n all O k,"in i:;sue!I, a restricion on i 
ru2.Jll.,s to i,ilivi !i: 1; ,11l ' . soli ir-4i)L. r:lui' .n 
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The Mission Executive Officer stated, in a reply to a draft of this 
report, tit steps had been taken to include, on all Ghs issued, a 
statement that refunds made by carriers are to be made directly to 

SAID/Philippines. 'kevertheless we are keeping the recommendation open
until the procedure is formalized and unt'2 the procedure effectively
notifies the carriers that refunds are to be made directly to USAID/ 
Philippines. 



REPORT RECIPIENT
 

USAID/Philippines
 

Director 
 5
 

AID/W
 

Deputy Administrator 
 I
 

Bureau for Asia:
 

Assistant Administrator 
 1
 
Deputy Assistant Administrator (Audit
 

Liaison Officer) 1
 
Office of the Philippines, Thailand
 

& Burma Affairs (ASIA/PTB)
 

Bureau for Science & Technology:
 

Office of Development Information &
 
Utilization (S&T/Mgt) 
 4
 

Directorate for Program & Management Services:
 

Office of Contract Management (M/SER/CM) 3
 

Office of the Inspector General:
 

Inspector General (IG) 1
 
Executive Mangement Staff (IG/EMS) 12
 
Policy, Plans & Program (TG/PPP) 1
 

Office of Legislitive Affairs (LEG) 1
 
Office of Financial Management (OFM) 1
 
Office of the Ce',eral Counsel (GC) 1
 

OTHERS
 

Inspector Generals:
 

RIG/A/Washington i
 
RIG/A/Nairobi (Africa East) 
 1
 
RIG/A/AbidJan (West Africa) 1
 
RIG/A/Cairo (Egypt) 1
 
RIG/A/Karachi (Near East) 
 1
 
RIG/A/Latin America 
 1
 
RIG/II/Manila 
 1
 


