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Background & Introduction

In accordance with Summit County Codified Ordinance Section 169.25 (f) (3), former Summit
County Executive, James B. McCarthy, issued Executive Order 07-203, on June 28, 2007, stating
that daily mileage logs must be maintained by each employee and collected monthly by the
employee’s supervisor to submit to the Department of Insurance and Risk Management. This
Executive Order stated that Internal Audit will randomly audit the logs to determine compliance
with the Executive Order and IRS regulations.

On October 4, 2007, Summit County Executive, Russell M. Pry, issued Executive Order 07-320,
replacing and superseding the previous Executive Order, issued by James B. McCarthy.

Work Performed & Audit Observations

IAD met with the Department of Insurance and Risk Management on May 8, 2008, to obtain all
vehicle logs which had been submitted since July 1, 2007.

IAD reviewed the vehicle logs and noted that the logs being completed contained inconsistent
formatting as well as incomplete information; therefore, IAD determined that in order to analyze
the logs in an efficient manner, formatting must be consistent and further information needed to
be obtained. IAD utilized an Excel spreadsheet in order to further review and test the logs.

IAD obtained the following documents to assist with testing and to provide further detailed
information regarding county vehicles and drivers:

= Driver Authorization List

A listing of all Summit County employees who have been authorized, by the Department
of Insurance and Risk Management, to drive a county vehicle.

= Vehicle designation listings for 2007 and 2008 (Executive Orders 07-014 and 08-107)

A listing of all employees in the county which have been individually designated a county
vehicle.

= Summit County Building Standards vehicle register
Summit County Building Standards utilizes a numbering system with their vehicles;
therefore, in order to fully understand the vehicle logs for Building Standards, IAD

needed to obtain the register.

= Summit County vehicle log
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A listing of all vehicles purchased by Summit County as of October 15, 2008.

Upon review of the vehicle logs and the documentation obtained (above), IAD noted that there
were vehicles for which logs were not submitted to the Department of Insurance and Risk
Management. IAD compiled a listing of all departments who had county vehicles (pool and/or
designated) and contacted each, asking that they submit all vehicle logs to the Department of
Insurance. The logs were then forwarded to IAD upon receipt and the spreadsheets were updated
for the respective departments.

The below chart reflects the number of Summit County vehicles by department:

Vehicles by Department

Engineer, 129 DOES, 117

DOD, 10

Physical Plants, 20 Executive, 6

Clerk of Courts - Title DJFS, 14
Division, 1
Juvenile Court, 18
Building Standards, 17

Board of Elections, 2 Medical Examiner, 3

wditor (MIS, Appraisal, and

Weights & Measures), 10 Oriana House, 4

Animal Control, 6 Probate Court, 5

Prosecutor (Legal and Tax),

Adult Probation, 9 11

Veterans Service, 5
Sheriff, 243

Note: IAD excluded all Sheriff’s vehicles and a number of other vehicles from departments from testing
based upon exclusion qualifications from IRS Publication 15B. These respective vehicles are not required
to complete vehicle usage logs; therefore, IAD passed on further testing of those vehicles.

IAD tested 100% of the vehicle logs obtained from the Department of Insurance and Risk
Management for the following attributes:
1. The existence of a supervisor’s signature, showing that the vehicle log was reviewed.

2. Timely submission (the logs are to be submitted each month per Executive Order 07-
320).

3. The vehicle was located on the Summit County vehicle listing.



4. The driver was located on Executive Order 07-014 or 08-107, containing a 2007 and
2008 listing of all Summit County employees who have been designated a county
vehicle.

5. The driver was located on the County of Summit Driver Authorization list.

6. The appropriate payroll deduction was made for each employee with a designated
vehicle.

Upon review and testing of the vehicle logs, IAD noted that there was not a consistent format
among departments completing the vehicle log. Some of the logs had fields that other logs did not
contain (e.g., department, vehicle make, license plate number, etc.), and several of the logs were
not fully and/or accurately completed. Additionally, IAD noted that not all departments who had
county vehicles were submitting the logs to the department of Insurance and Risk Management
on a regular basis or submitting them at all.

Based upon observations, IAD worked with the Department of Insurance to develop one cohesive
and comprehensive template for each of the pool and designated vehicle logs. In addition, the
Director of the Department of Insurance and Risk Management created an Access database which
will enable the departments to enter the vehicle log data and submit, via email, to the Department
of Insurance for analysis, on a monthly basis. IAD worked with the Director to modify the
database to ensure that all aspects of the vehicle log information was included.

IAD determined that with the new Access database, a training session would be necessary so that
each department would have an opportunity to learn and understand the new process for entering
and submitting the vehicle log data.

On July 23, 2008, 1AD asked each department possessing a Summit County vehicle, via email, to
designate an individual to collect and submit, to the Department of Insurance, all of the vehicle
logs on behalf of their department, pursuant to Codified Ordinance (169.25) and Executive Order
(07-320). IAD received feedback from several of the departments that the Codified Ordinance
was specific only to designated vehicles, and did not include pool vehicles; therefore, the
departments did not feel that they were required to complete and submit pool vehicle logs.
Therefore, |AD suggested to the Department of Law that Codified Ordinance 169.25 be revised to
require vehicle logs for pool vehicles. On October 20, 2008, the Codified Ordinance was passed
through legislation to include pool cars in the requirement for vehicle logs.

On November 10, 2008, IAD contacted each department who had not yet designated an
individual from their department, to inform them that the Codified Ordinance had been revised
and asked them to inform 1AD of the designated individual for the vehicle logs/training.

IAD conducted two training sessions on December 9, 2008 and two additional sessions on
December 11, 2008 for the designated individuals. IAD prepared an information packet for each,
including the Access database CD, along with instructions for it. IAD also included the revised
vehicle log templates and several example logs. Each individual was provided the opportunity to
work with the database and input the example logs during the training.
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Pursuant to Executive Order 07-320, IAD is to randomly audit the vehicle logs to determine
compliance with the Executive Order and IRS regulations. IAD has determined that by providing
Summit County departments with the revised vehicle log templates, the newly created Access
database, as well as the vehicle log training, this will help to ensure that a thorough and complete
analysis of the vehicle logs can be conducted.
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