Internal Control Assessment Agency: Mississippi Valley State University
Section 9 : Travel Bus Area: Office of Business & Finance
Fiscal Year:  2021-2022

Question Yes No NA Comments

Travel

Are procedures in place to ensure that all travel is done in _ ) _ o

accordance with the State Travel Policy Rules and Regulations O The Un“_/ers'ty has a Fiscal POII.CIeS and PVQCedeeS

manual published by DFA-OPTFM? Manual in place that has a detail travel section in

Does the agency provide all employees subject to travel status _ o ) _

with a copy of the Travel Manual? 0 An electronic version is posted on the University's
website for all employees. Employees are informed

Does the agency offer training classes to review the Travel Manual

with employees? 0 The Office of Business and Finance conducts
departmental workshops on an as needed basis with

Are procedures in place to require a travel waiver form be sent to ) _

DFA-OPTFM prior to making any reservations that deviate from O T_h(f:'re is a process in place for rental car an_d

standard travel procedures? airline/Amtrak. A copy of the DFA/OPT Waiver

Are procedures in place whereby the agency utilizes the _ o _ _

appropriate state contract vendor for cars rented inside or outside| [ The_r_e is a Rental Car section included In the Fiscal

the state? Policies and Procedures Manual regarding the use of

Does the agency have a department travel coordinator who _ ) )

handles the monitoring and compliance of State Travel Rules and 0 The University does th have a Travel Coordinator.

Regulations and other travel related assistance? However, the Purchasing Department has been

Are procedures in place to ensure travel reimbursement requests

are submitted immediately upon the employee's return and any 0 Procedures are in place to settle travel advances.

travel settled at the time? Instructions for clearing advances are in the Fiscal

Are procedures in place to cancel credit cards immediately upon _ ) ) o

employee termination? 0 The University does not have a written policy in
place. However, the American Express Card

Are procedures in place to review all credit card statements sent ) _ ) )

to the agency? 0 The Vice President for Business and Finance and the
American Express Card Program Administrator
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10 [Are procedures in place to handle the misuse of a credit card by _ _ _
an employee? 0 An employee's card is canceled for misuse if
warranted.
11 |Are procedures in place to ensure that travel reimbursement
requests are verified, checked for compliance and approved 0 University employees do not have to submit travel to
before submitted to DFA? DFA for reimbursement. However, all employees'
12 |Are procedures in place to govern the use of state-owned vehicles
and Fuelman cards in accordance with Miss. Code Ann (1972) 25-1{ [J Employees request a vehicle by submitting a Vehicle
79 and 25-9-153? Utilization Form to the Transportation Department.
13 |Does management understand that they are responsible for
ensuring the compliance with Section 25-3-41, Miss Code (1972) 0 All travel reimbursements must be approved by the

by providing internal controls over employee travel?

traveler's immediate supervisor or vice president.
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	Text398: The University has a Fiscal Policies and Procedures Manual in place that has a detail travel section in accordance with the State Travel Policy Rules and Regulations.   See  the printed manual and  the electronic version posted on the University's website.
 
	Text399: An electronic version is posted on the University's website for all employees.  Employees are informed during New Hire Orientation, that the manual is available on the University's website.  Employees are notified of changes during the year via mass email through MVSU News.

	Text400: The Office of Business and Finance conducts departmental workshops on an as needed basis with employees. 
	Text401: There is a process in place for rental car and airline/Amtrak.  A copy of the DFA/OPT Waiver Request Form is in the Fiscal Policies and Procedures Manual.

	Text402: There is a Rental Car section included in the Fiscal Policies and Procedures Manual regarding the use of state contract vendors for car rentals.  



	Text403: The University does not have a Travel Coordinator.  However, the Purchasing Department has been designated to confirm reservations with state travel agencies for employee airline/Amtrak reservations.  In addition, an accountant or an accounting clerk monitors all other travel for compliance, to ensure that State Travel Rules and Regulations are followed.
	Text404: Procedures are in place to settle travel advances.  Instructions for clearing advances are in the Fiscal Policies and Procedures Manual.  All employees are encouraged to submit reimbursements requests timely after travel.  However, there is not a policy in place to insure that travel is submitted immediately.

	Text405: The University does not have a written policy in place.  However, the American Express Card Program Administrator cancels the card upon receipt of the employee's Personnel Release Form.
	Text406: The Vice President for Business and Finance and the American Express Card Program Administrator review the statement each month, and counsel employees with outstanding balances over 30 days old.  
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	Text425: An employee's card is canceled for misuse if warranted.

	Text426: University employees do not have to submit travel to DFA for reimbursement.  However, all employees' travel reimbursements are verified initially by an accountant or accounting clerk, then the Director of Accounting and Budget, before it is submitted to Accounts Payable to issue a check.
	Text427: Employees request a vehicle by submitting a Vehicle Utilization Form to the Transportation Department.  Once approved for the dates of usage, the beginning mileage is recorded for the vehicle, as well as the mileage rate.  The ending mileage is recorded upon return.  In addition, Fuelman cards are issued by the Office of Facilities Management.  Fuel Reports are submitted to the Office of Business and Finance on a weekly basis to monitor purchases on the statements, and to identify fraudulent use.
	Text428: All travel reimbursements must be approved by the traveler's immediate supervisor or vice president.  Every employee's travel reimbursements are verified initially by an accountant or accounting clerk, then the Director of Accounting and Budget, before it is submitted to Accounts Payable to issue a check.  Before the travel reimbursement is placed in the employee's vendor file, the voucher is reviewed again by the Vice President of Business and Finance.  If the reimbursement is out of compliance, the employee is notified and funds are recovered. 


