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CALENDAR DETAILS:

Monday, February 8
12:00 PM Budget Committee, Room 280
AGENDA: Committee work plan update/retreat follow-up; Pay plan for non-
exempt/hourly employees; Solid Waste Services delivery model; Storm water
services FY17 budget; February 24 budget workshop agenda

2:00 PM Transportation & Planning Committee, Room 280
AGENDA: Updates on ordinance rewrite and transportation planning initiatives;
2016 meeting schedule

5:00 PM Council Business Meeting, Room 267

Wednesday, February 10
10:30 AM Ad Hoc Committee re: City Manager’s Compensation & Contract, Room 274
NOTE: To accommodate the possibility of overflow attendance at the Dinner
Briefing, food will be served in Room 274

February and March calendars are attached.

Feb-March 2016. pdf

AGENDA NOTES:

Revised Ballots for Boards and Commissions
Staff Resource: Stephanie Kelly, City Clerk’s Office, 704-336-4515, sckelly@charlottenc.qgov

Inserted in Council’s Friday mail packets are revised ballots printed on yellow paper for Monday
evening’s Business Meeting. The revised ballot includes the names of all applications currently
on file for the Transit Services Advisory Committee; however, only two of the applicants meet
the category requirement of “a local service passenger.” The other applicants fit into other
categories or work for companies that are current vendors with the City of Charlotte.

Please turn in the yellow ballot to the City Clerk at the beginning of the Dinner Briefing on
Monday.
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INFORMATION:

March 3 — Annual Business Diversity Outreach Event “Doing Business with CLT Airport”
Staff Resource: Brent Cagle, Aviation, 704-359-4035, bdcagle@cltairport.com

Charlotte Douglas International Airport will host its annual business diversity outreach event
“Doing Business with CLT Airport: Construction Edition,” on Thursday, March 3, 8:00 a.m. -
10:30a.m., at the CLT Center (5601 Wilkinson Blvd., Charlotte, NC 28208). The Doing Business
with CLT Airport event is directed toward small, minority-owned, and women-owned
businesses in construction and related fields. The event includes how to do business with CLT,
Airport 101, and a meet and greet time with CLT officials. Representatives from the North
Carolina Department of Transportation’s DBE Office and the City of Charlotte’s Charlotte
Business INClusion office will be on-site to answer certification questions. For more information
and to register, vendors may visit: http://doingbusinesswithclt2016.eventbrite.com

Internal Audit Report — Employee Expense Reimbursements
Staff Resource: Greg McDowell, Internal Audit, 704-336-8085, gmcdowell@charlottenc.gov

The subject report is attached below.

Management & Financial Services’ response and management highlights are provided below by
Randy Harrington (Chief Financial Officer and Director of Management & Financial Services).

The purpose of the audit was to evaluate the effectiveness of the City’s revised employee
expense reimbursement policy.

Key highlights include:

e The audit reviewed expense reimbursement transactions of 43 employees from April 1
to June 30, 2015.

e Employees complied with expense reimbursement policies for 92% of tested reports.

e Travel advances should be restricted.

e The revised policy brought improved consistency to the employee travel expense
reporting process and fewer avoidable errors should occur in the future as a result of
better oversight. Internal Audit plans regular follow-up reviews.

. 4
Employee Expense
Reimbursements Apr-

Airport Ground Transportation Update
Staff Resource: Jack Christine, Aviation, 704-359-4932, jIchristine@cltairport.com

Due to the on-demand taxi operating agreements entering their last renewal year and a
changing environment in ground transportation options, the Airport entered into a contract in
2015 with Taxi Research Partners to conduct a comprehensive review of the Airport’s ground
transportation operation, including:
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e Conducting stakeholder surveys

e Completing peer airport benchmarking

e Reviewing the impacts of new ground transportation providers, such as transportation
network companies (“TNCs,” e.g. Uber and Lyft),

e Recommending a best practice approach to the managing on-demand taxi service

e Developing a fair and equitable methodology for determining the appropriate number
of vehicles necessary to service the Airport’s on-demand passengers

e Determining the optimum number of on-demand vehicles needed to service the
passengers at the Airport

Airport ground transportation service providers include taxis, limousines, TNCs, vanpools, and
others. Since the legal framework is different for each category of provider, the Airport
separates the companies into two categories based on the type of customers they serve:

e Pre-arranged passengers - those who make advanced arrangements for a ride either to
or from the Airport.

e On-demand passengers - those who step out to the taxi queue in front of the Airport
terminal and utilize the services of one of the Airport-permitted taxi companies.

Since 2011, Charlotte Douglas International Airport has maintained operating agreements with
three taxi companies to provide taxi service to on-demand customers. The Airport did this to
maintain a high level of service for its customers and to enforce operating procedures specific
to the Airport environment. However, the Airport does not prohibit other ground
transportation providers from conducting business at the Airport — specifically, pre-arranged
service providers, which can be taxi companies, limousine providers, TNCs, and other types of
ground transportation service providers who routinely pick-up and drop-off passengers at the
Airport.

On May 14, 2015, Taxi Research Partners and Airport staff briefed the Community Safety
Committee on the progress of the initial phase of the ground transportation research. Taxi
Research Partners will issue the final report in February 2016. Airport staff will present the
findings and recommendations to the Community Safety Committee on February 18, 2016,
including the timeline for conducting a Request for Proposal process for new on-demand taxi
operating agreement(s) and potential changes to future operating agreements with other
ground transportation providers.

The Airport also intends to enter into short-term operating agreements with TNC providers in
February 2016 that are anticipated to run through September 2016. These short-term
agreements will allow the Airport to accomplish multiple goals including operational data and
parameters for TNCs at the Airport, collection of trip fees, and adequate time to identify any
additional infrastructure that may be required to support a permanent agreement with the
TNCs.
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Fifth Annual Crowns of Enterprise Awards — 2016 Nominations Now Open
Staff Resource: Nancy Rosado, M&FS, 704-336-2116, nrosado@charlottenc.gov

The Charlotte Business INClusion (CBI) Office and Mecklenburg County’s Minority Women Small
Business Enterprise (MWSBE) Program is accepting nominations for the fifth annual Crowns of
Enterprise Awards. Nominations are open through Friday, February 12, 2016 at
www.charlottenc.gov/crowns.

For the past four years the Charlotte-Mecklenburg Crowns of Enterprise Awards have
recognized the positive footprint and economic impact Minority, Women, Small Business
Enterprises (MWSBEs) have on the Charlotte community by awarding one outstanding business
in each of the following categories:

e Minority Business Enterprise (MBE) of the Year;
e Woman Business Enterprise (WBE) of the Year;
e Small Business Enterprise (SBE) of the Year.

In honor of the fifth anniversary of the event, two new award categories have been added for
2016:

e Prime Contractor of the Year; and
e Diversity Advocate.

Award winners will be selected by a panel of community judges. All award winners receive: a
Crowns of Enterprise Award; marketing publicity on the City of Charlotte, Mecklenburg County,
and Charlotte Business Resources websites; community visibility through numerous social
media vehicles; a promotional video shot by GovChannel; and free advertising for one month
on a digital billboard in uptown Charlotte.

The 2016 Crowns of Enterprise Awards ceremony will be held on Thursday, May 12, 2016 at the
Palmer Building from 6 p.m.—8 p.m.

Stormwater Control Measures by Council District
Staff Resource: Daryl Hammock, E&PM, 704-336-2167, dhammock@charlottenc.qgov

At the February 1, 2016 Environment Committee meeting, Council member Austin asked about
the locations of stormwater control measures in District 2. The attached map shows active and
completed publicly-funded stormwater control measures and stream restoration projects
aimed at improving Charlotte’s surface water quality for each of the Council districts.
=
City Projects with
Council Districts. pdf
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February

Sun

Mon

Tue

Wed

Thu

Fri

Sat

1
11:00am
Ad Hoc Committee
on City Mgr’s
Compensation and
Contract, Room
274

12:00pm
Environment
Committee Mtg.,
Room 280

3
12:00pm
Housing &
Neighborhood
Development
Committee Mtg.,
Room 280

8
12:00pm
Budget Committee
Mtg., Room 280

2:00pm
Transportation &
Planning
Committee Mtg.,
Room 280

5:00pm
Council Business
Mtg., Room 267

10
10:30am
Ad Hoc Committee
re City Manager’s
Compensation &
Contract, Room
274

11

12

13

14

15
12:00pm
Council Agenda
Briefing (optional),
Room 886

12:00pm
Intergovernmental
Relations Committee
Mtg., Room 280

5:00pm
Zoning Meeting,
Room CH-14

16

17

18
12:00pm
Community Safety
Committee Mtg.,
Room 280

19

20

21

22
12:00pm
Governance &
Accountability
Committee Mtg.,
Room 280

5:00pm
Citizens’
Forum/Council
Business Mtg.,
Room 267

23

24
1:30pm
Budget Workshop,
Room 267

25
12:00pm
ED & Global
Competitiveness
Committee Mtg.,
Room CH-14

26

27

28

29
1:30pm
Budget Committee
Mtg., Room 280




Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
12:00pm
Housing & NLC
Neighborhood Congressional
Development City
Committee Mtg., Conference,
Room 280 Washington,
DC
6 7 8 9 10 11 12
12:00pm
ED & Global
Competitiveness
Committee Mtg.,
Room CH-14
NLC Congressional City Conference
Washington, DC
13 14 15 16 17 18 19
12:00pm 1:30pm 12:00pm
Environment Budget Workshop, Community Safety
Committee Mtg., Room 267 Committee Mtg.,
Room 280 Room 280
5:00pm
Council Business
Mtg., Room 267
20 21 22 23 24 25 26
12:00pm 12:00pm
Council Agenda ED & Global
Briefing (optional), Competitiveness
Room 886 Committee Mtg., Good
12:00pm Room CH-14 Friday
Intergovernmental
Relations Committee
Mtg., Room 280
1:30pm
Budget Committee
Mtg., Room 280
5:00pm
Zoning Meeting,
Room CH-14
27 28 29 30 31
12:00pm

Governance &
Accountability
Committee Mtg.,
Room 280

5:00pm
Citizens’
Forum/Council
Business Mtg.,
Room 267
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Audit Report
Employee Expense Reimbursements
April = June 2015
February 4, 2016

City Auditor’s Office
Gregory L. McDowell, CPA, CIA



Audit Report
Employee Expense Reimbursements
April = June 2015
February 4, 2016

Purpose and Scope

The intent of this audit was to determine whether the City’s revised employee travel and
reimbursement policy is effective and if employees’ reimbursements were in compliance with
City policies. For the audit period April 1, 2015 to June 30, 2015, we reviewed 100% of expense
reimbursement transactions for 20 executives and 23 non-executive employees who were
reimbursed the most from all departments.

We conducted this performance audit in accordance with generally accepted government
auditing standards (GAGAS). Those standards require that we plan and perform the audit to
obtain sufficient, appropriate evidence to provide a reasonable basis for our findings and
conclusions based on our audit objectives. We believe that the evidence obtained provides a
reasonable basis for our findings and conclusions based on our audit objectives.

This report is intended for the use of the City Manager’s Office, City Council, and all City
Departments.

Conclusion
The revised Employee Travel and Reimbursements policy, effective January 2015, has begun to
achieve improved effectiveness and efficiencies. Employees, supervisors, Finance staff and

Internal Audit need to continue their efforts to achieve a higher rate of compliance.

Summary Recommendations and Actions

As detailed beginning on page 2, the following findings, recommendations and action plans
resulted from the audit.

1. Employees complied with expense reimbursement policies for 92% of tested reports.

2. Travel advances should be restricted to address the unintended processing inefficiencies,
which resulted from the January 2015 policy revision re. City-wide meal per diems.
o After a full year of experience with the revised policy, Management & Financial
Services (M&FS) is reviewing the policy for any further changes which may be
warranted.

3. Errors have continued to occur, requiring future audit follow-ups.

o Employees reimbursed the City or provided supplemental documentation to resolve
the audit findings. M&FS will work with departments to achieve a higher rate of
compliance. Internal Audit will conduct regular follow-ups to track the expected
improvements over time.
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Background

The Employee Travel and Reimbursements Policy (FIN18) was revised and became effective on
January 1, 2015. Its stated objective is “to establish uniform regulations governing authorization
for employee travel and other employee reimbursements. These regulations are intended to be
consistent with efficient operation while permitting sufficient flexibility on the part of the
Department Director and his or her employees in the conduct of City business.”

The new policy addresses the use of per diems based on the General Services Administration
(GSA) guidelines for meals and incidental expenses, priority airline boarding and upgraded
seating, and internet usage charges.

In the audit period, most of the employee expense reimbursements (totaling $77,290 City-wide)
were posted to the following accounts:

= Training, conferences

=  Travel

= Project Expense

= Auto, other allowances (mileage)
= Other Materials/Supplies

Audit Findings and Recommendations

1. Employees complied with expense reimbursement policies for 92% of tested reports.

The new policy has brought consistency to the employee travel expense reporting process.
Employees are required to follow per diem meal rates based on the GSA guidelines, therefore
eliminating the submittal of receipts for meals, tips or incidental charges. The expense
reports reviewed were reimbursed according to the GSA guidelines, with a 92% compliance
rate. Some types of errors are avoidable. Compliance and reporting accuracy should
improve over time, as employees become more familiar with the revised policy. Exceptions
are noted below.

2. Travel advances should be restricted to address the unintended processing inefficiencies,
which resulted from the January 2015 policy revision re. City-wide meal per diems.

Rather than reducing administrative processing, the actions by some departments’ employees
(and approved by supervisors) has resulted in additional work — by the department and by the
Finance Office. A reasonable restriction of advances to major out-of-pocket expenditures
(specifically, airfare and registration fees) would ensure that employees are not negatively
impacted, while reducing the burden and inefficiencies which have been introduced
unintentionally.
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The January 2015 policy provided meal and incidental per diems to departments that had
previously reimbursed actual expenses. Some departments reacted to the change by
approving advances which covered only the per diem amounts, resulting in an increase of
travel advances and a doubling of processing effort (advance and reimbursement) for
travelers who newly began requesting advances. Using the Finance Office’s records of
eighty-eight travel advances (during the period April-July 2015), we noted the following:

e Thirty-three advances tested (38%) were “per diem only” advances. The average of the
per diem only advances was $159, with nine of them less than $50.

e Fourteen per diem only advances (16%) were unused due to trip cancellation. Twelve
advance checks were voided, while two had been cashed and subsequently repaid.

e Twenty travel advances (23%) resulted in unused funds totaling $3,564. Eight of the 20
travelers complied with the policy which requires submittal of an expense report,
including repayment of unused funds, within four days. One repayment of $532.29,
(prompted by auditor inquiry during this audit) was 189 days late. After omitting this
outlier, eleven travelers made repayments an average 23 days later than the requirement.

Summary Rationale for Restricting Advances

» As noted above, the use of advances has resulted in avoidable processing inefficiencies,
errors and untimely repayments. Over the past several months, departments have been
requested by internal auditors and Finance Office staff to take action to reduce the
unintended consequences of the new policy; however, the workload for the Finance
Office was not reduced.

» Employees have not been adequately motivated to submit timely expense reports. When
reimbursements are minimized or eliminated by use of advances, motivation to comply is
further decreased.

» Untimely processing increases the chance of errors, due to the timing difference already

existing between registration and travel to conferences. The already cumbersome manual

process required to reconcile P-card transactions involving travel is exacerbated.

Alternate payment methods are available.

As previously identified in the audit of FY13 expense reimbursements, policies can

prohibit employees from submitting claims for previously paid expenses, but policies

alone cannot prevent such errors. One duplicate reimbursement of $1,599.96 was
reported for FY13, and this report notes a similar error of $431.70.

» Reducing the amount of effort surrounding meal per diem advances should increase the
efficiency of the Finance Office, allowing an increased concentration on travel expense
report reviews.

vV

Recommendation: Travel advances should be restricted to major out-of-pocket expenditures
made by employees, which in the opinion of department management cannot be efficiently
paid by alternate methods.
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M&FS Response: After a full year of experience with the revised policy, M&FS is
reviewing the policy for any further changes which may be warranted. We agree that more
efficient processing is a desired outcome, and we will consider options for implementing the
recommended change.

3. Errors have continued to occur, requiring future audit follow-ups.

Policy violations and administrative errors have continued to occur. While these can best be
corrected by improved departmental attention and Finance Office enforcement, Internal
Audit will continue regular follow-ups to track the expected improvements over time.

Policy violations and administrative errors during the period audited are detailed below,
along with corrective actions taken.

A.

An employee purchased airfare of $431.70 with a personal credit card and was
reimbursed for the cost in advance of travel. The final expense report did not deduct the
previously claimed amount.

Action Taken: After the error was brought to the traveler’s attention by Audit staff, the
employee reimbursed the City.

An employee was provided an advance of $1,071.97, properly supported by estimated
expenses for mileage, hotel, parking and per diems. The final expense report included
$59.36 for miscellaneous. However, City Policy does not allow such expenses without
receipts.

Action Taken: After the error was brought to the traveler’s attention by Audit staff, the
employee reimbursed the City.

An employee submitted an expense report claiming a full per diem when the travel day
ended early. City Policy FIN 18 states “Meals which are not part of the travel day, or
which were included in the training/conference expense should be deducted, using the
GSA allocation.” Therefore, the dinner allocation of $29 should not have been claimed.

Action Taken: After the error was brought to the traveler’s attention by Audit staff, the
employee reimbursed the City.

An employee submitted an expense report claiming a full per diem; however, the lunch
for one day had been paid by another employee traveling to the same event. Therefore,
the $18 lunch per diem should not have been claimed.

Action Taken: After the error was brought to the traveler’s attention by Audit staff, the
employee reimbursed the City.
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E. An employee obtained a $5,072 advance for a group of eight in May 2014. The final
expense report was not completed until April 2015, and required a payment of $310 to
the employee. Departments’ not reconciling expense reports timely increases the City’s
risk of loss of funds and creates inefficiencies within the accounts payable process.

Action Taken: The Department has expanded the management oversight process to
ensure compliance with the City Travel Policy.

F. Several employees’ travel-related expenditures were not adequately documented or were
not submitted timely. It is not possible to determine whether missing documentation was
submitted, or improperly processed. During the transition to the new Policy, insufficient
attention has been given to timely submittal of expense reports. Only when employees
are held to the strict interpretation of the Policy can the City expect to achieve the highest
level of compliance. For improved results, documentation for the following types of
travel-related documentation and specific policy issues need closer attention by
employees, supervisors and Finance staff:

e P-card expenditures and cash advances should be deducted from claims

e All receipts should be attached to expense reports

e Receipts submitted via P-card transactions should be uploaded to MUNIS TCM
(Tyler Content Management, for the MUNIS computer system)

e The business purpose of airline change fees should be explained

e Missing receipts should be noted and fully explained

Action Taken: As noted above (A-E), errors have been corrected. Administrative
deficiencies (F, above) have been brought to the attention of all staff involved in handling
the paperwork, since it is often not possible to determine where the process broke down.

Recommendations:

e Departments should review employees’ reimbursement claims to ensure they comply
with City Policy, prior to submittal to Finance.

e Finance staff should reject any claim which does not comply with the Employee
Travel and Reimbursements Policy.

e M&FS should consider whether the current four-day requirement for expense report
submittal should be revised, or if it should be enforced.

M&FS Response: M&FS agrees and will work with departments to achieve a higher rate of
compliance. Staff will also evaluate the four-day requirement and implement any changes by
the end of the fiscal year.

Action Plan: Internal Audit will conduct regular follow-ups, emphasizing employees’ and
departments’ primary responsibility to submit fully compliant reimbursement requests.
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