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AUDITOR’S LETTER

December 16, 2025

I am pleased to present our audit of the Salt Lake County Health Department’s travel expenditures for 
the period from January 1, 2022, to December 31, 2022. The objectives of this audit were to examine 
the travel booking processes of the Health Department and provide reasonable assurance that county 
employees comply with applicable travel policies when booking travel.

Our audit identified opportunities to improve the safeguards in the Health Department’s travel 
booking process. Specifically, strengthening signatures and approvals on the following internal forms, 
Travel Request Addendum, Travel Request and Travel Authorization Forms to ensure proper travel 
initiation. In addition, ensuring secondary approval from either the Elected official or Department 
head on the Request for Travel Allowance Form to improve adherence to the Countywide Travel Policy. 
We also identified opportunities to improve the retention and recording of travel documentation, 
such as U.S. General Services Administration (GSA) Per Diem rate.

We appreciate the Health Department for its responsiveness and commitment to promptly 
implementing our recommendations, which are essential to safeguarding the county’s operational 
and financial integrity.

The Health Department agreed with all nine recommendations in this report and has provided 
implementation dates for each corrective action. In accordance with GAGAS and internal follow-up 
procedures, our office will conduct a follow-up review no earlier than six months after the issuance of 
this report to assess the status and effectiveness of corrective actions.
This audit was authorized under Utah Code Title 17, Chapter 19a “County Auditor”, Part 2, “Powers 
and Duties”. We conducted this performance audit in accordance with generally accepted government 
auditing standards. 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.

We appreciate the cooperation of all involved personnel during this audit. For further details, please 
refer to the enclosed detailed audit report. Should you require any further information or clarification, 
please do not hesitate to contact me at 385-468-7200.

Chris Harding, CPA, CFE, CIA 
Salt Lake County Auditor

Salt Lake County Auditor
Chris Harding, CPA, CFE, CIA
County Auditor

2001 S State Street, Ste N3-300, Salt Lake City, UT 84190
Phone: (385) 468-7200 	 www.saltlakecounty.gov/auditor/



Contents
RISK CLASSIFICATIONS............................................................................................................................................ 2

BACKGROUND.............................................................................................................................................................. 3

OBJECTIVES AND SCOPE......................................................................................................................................... 3

AUDIT CRITERIA ......................................................................................................................................................... 4

METHODOLOGY.......................................................................................................................................................... 4

CONCLUSIONS............................................................................................................................................................. 5

FINDING 1: OPPORTUNITY TO STRENGTHEN TRAVEL FORM SIGNATURES.................................. 7

FINDING 2: OPPORTUNITY TO STRENGTHEN APPROVAL SIGNATURES ON THE 
	 REQUEST FOR TRAVEL ALLOWANCE FORM........................................................................................ 10

FINDING 3: OPPORTUNITY TO ENHANCE SUPPORTING TRAVEL DOCUMENT 
	 RETENTION......................................................................................................................................................... 13

FINDING 4: OPPORTUNITY TO IMPROVE TIMELINESS OF REQUEST FOR TRAVEL
	  ALLOWANCE FORM SUBMISSIONS....................................................................................................... 17

COMPLETE LIST OF AUDIT RECOMMENDATIONS .................................................................................... 19

APPENDIX A TRAVEL REQUEST ADDENDUM FORM TEMPLATE.......................................................... 21

APPENDIX B TRAVEL REQUEST FORM TEMPLATE....................................................................................... 22

APPENDIX C TRAVEL AUTHORIZATION FORM TEMPLATE..................................................................... 23

APPENDIX D REQUEST FOR TRAVEL ALLOWANCE FORM TEMPLATE............................................... 24

AGENCY RESPONSE .................................................................................................................................................. 25

Chris Harding, CPA, CFE, CIA           Salt Lake County Auditor



REPORT
HIGHLIGHTS
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Opportunity To Strengthen Travel Form Signatures

We found that three of 29 (10%) merit employee travel instances 
either lacked the traveler’s signature or did not include proper 
approval signatures on the Travel Request Addendum, Travel 
Request, or Travel Authorization Forms.

Opportunity To Strengthen Approval Signatures On The 
Request for Travel Allowance Form 

We found that two out of 29 (7%) merit employee travel packets 
were missing the required secondary approval signature from 
either the Elected Official or Department Head.

Opportunity To Enhance Supporting Travel Document 
Retention

Based on a review of supporting documentation, we found that 
two out of four (50%) appointed employee travel packets did not 
have U.S. General Services Administration (GSA) Per Diem rate 
supporting documentation retained with the completed travel 
packet. 

AN AUDIT OF 
SALT LAKE COUNTY 

HEALTH 
DEPARTMENT’S

TRAVEL EXPENSES

NOVEMBER 2025

Objectives

The audit objectives 
were to provide 
reasonable assurance 
that the internal controls 
in place over travel 
initiation and booking 
procedures comply with 
all applicable County 
policies and procedures.

Areas of audit focus 
included the processes 
and procedures for the 
following:

•	 Booking travel 
related expenses

•	 Issuance of Per Diem
•	 Retaining 

sufficient source 
documentation

•	 Adequate 
Management 
Approval

The scope of the audit 
was from January 1, 
2022, to December 31, 
2022.
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BACKGROUND
The Salt Lake County Auditor’s Audit Services Division completed 
a limited-scope performance audit of the Salt Lake County Health 
Department’s travel expenditures for the period of January 1, 2022, 
to December 31, 2022. The audit was performed in conjunction with 
a Countywide Audit of Travel Expenditures, focusing on eight County 
agencies.

During the audit period, the Salt Lake County Health Department 
processed 127 travel instances. This included 91 travel instances for 
merit employees, four for appointed or elected officials, and 32 for 
non-employees, with total expenses of $221,954. Department staff and 
appointed officials attended conferences, training, and programs either 
virtually or in person.

The department’s designated agency Travel Coordinator manages 
and processes travel arrangements for the Health Department. 
Responsibilities include booking airfare and hotels, processing travel-
related expenditures, calculating and processing vehicle mileage and 
per diem reimbursements, and ensuring compliance with County travel 
policies and procedures.

County Elected Officials and Appointed Officials are permitted to make 
their own travel arrangements. For these instances, appropriate source 
documentation, such as invoices and receipts, are processed by the 
Travel Coordinator and submitted to Mayor’s Finance Administration 
(Mayor’s Finance) for reimbursement.

Because public funds support travel, it is essential that policies 
are followed and records are maintained to ensure accountability, 
compliance, and stewardship of taxpayer resources.

OBJECTIVES AND SCOPE
The audit objectives were to examine the Salt Lake County Health 
Departments travel booking processes and travel expenditures to 
provide reasonable assurance that:

•	 County employees comply with applicable travel policies when 
booking travel.  

The scope of the audit was from January 1, 2022, to December 31, 
2022.
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AUDIT CRITERIA
Salt Lake County Countywide Policy and Procedures 1019: 
Authorization and Payment of Travel Related Expenses (County 
Travel Policy), establishes policy and procedures that provide 
guidance regarding per diem allowances and payment for travel-
related expenses for County personnel traveling on County business. It 
provides guidance on:

•	 Travel Request Procedures
•	 Travel by Vehicle
•	 Per Diem and Other Expenses
•	 Hotel/Lodging
•	 Registration Fees
•	 Reimbursement of Travel Expenses
•	 Emergency/Cancelled/Substitute Travel
•	 Management Approval

Salt Lake County Mayor’s Operations Travel Instructions and 
Checklist establishes guidelines and procedures for initiating travel, 
completing travel forms, and processing payments. It provides 
guidance on:

•	 Determining transportation and calculating mileage 
•	 Per Diem calculations 
•	 Adjustments relating to personal travel 
•	 Purchasing Card (PCard) payments 
•	 Obtaining required approval signatures 
•	 Processing of Per Diem and/or reimbursement

Salt Lake County Countywide Policy 7035: Purchasing Cards 
Authorization and Use, establishes guidelines and procedures for the 
issuances, authorization, and use of the county purchasing card (PCard) 
by county agencies. It provides guidance on:

•	 Documentation required for each transaction
•	 Supporting documentation for each transaction shall be retained 

according to the county retention schedule AR-001
•	 Use of PCard for transactions permitted by Countywide Policy 

1020

METHODOLOGY
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.

To address the audit objectives and assess the adequacy of internal 
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controls over travel expenditures, we:
1.	 Met with agency personnel to gain an understanding of travel 

procedures and controls in place over travel approvals, booking, 
and reimbursements. Observed processes were documented 
and agreed upon to ensure accuracy and consistency of 
understanding.

2.	 Performed population reviews or judgmental sampling of travel 
transactions to evaluate documentation, expenditures, and 
purchasing card (PCard) activity recorded within the County’s 
financial system. Sampling was based on risk factors such as 
dollar amount, travel type, and documentation completeness. 
Results were used to identify control weaknesses and were not 
projected to the full population.

3.	 Obtained and reviewed supporting documentation from the 
County’s financial system and agency contacts. Documents 
included, but were not limited to, Request for Travel Allowance 
and Reimbursement Forms, Travel Expenditure Report Forms, 
Travel Request Forms, Travel Authorization Forms, Travel 
Request Addendum Forms, Airline Ticket Arrangement Forms, 
PCard cardholder statements, PCard transaction detail reports, 
airfare and hotel invoices, program or conference registration 
confirmations, and related correspondence.

4.	 Performed unannounced on-site testing to verify controls over 
PCard custody and security.

5.	 Reviewed U.S. General Services Administration (GSA) rates for 
per diem and mileage reimbursements to verify accuracy of 
calculations and compliance with County requirements.

6.	 Evaluated compliance with applicable criteria, including:
	ᆮ Countywide Policy 1019: Authorization and Payment of 

Travel-Related Expenses
	ᆮ Countywide Policy 7035: Purchasing Cards Authorization 

and Use
	ᆮ Mayor’s Operations Travel Instructions and Checklist

7.	 Analyzed evidence and results from testing to determine 
whether the Health Department’s travel processes complied 
with County policy, maintained adequate documentation, and 
demonstrated effective internal controls.

The evidence obtained during this audit provides a reasonable basis 
for the findings and conclusions presented in this report.

CONCLUSIONS
During the audit period, we identified opportunities to improve the 
controls set forth within the Countywide Travel Policy related to reviews 
and approvals of travel forms and documentation of reimbursed costs 
and airfare quotes.
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Opportunities to enhance the accuracy and completeness of travel 
documents and procedures were identified based on the following:

•	 Missing signatories to authorize and approve travel using the 
Travel Request Addendum, Travel Request, Travel Authorization 
Form, and Request for Travel Allowance Form.

•	 Inconsistencies in supporting documentation retained with the 
completed travel packet.

When appropriate controls over reviews, approvals, and document 
retention are not followed for each travel occurrence, there is a risk 
of potential fraud, waste, or abuse. Although no instances of fraud, 
waste, or abuse were identified during the audit, it is important that 
the Health Department complete reviews and approvals of travel 
forms accurately while adhering to the procedures outlined in the 
Countywide Travel Policy to mitigate risks and reinforce accountability 
and compliance with internal control standards.
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FINDING 1 AND RECOMMENDATIONS
Opportunity To Strengthen Travel Form Signatures
Risk Rating: Medium Risk Finding

The Health Department relies on three internal forms to initiate and 
approve travel. Each form serves a different purpose and requires 
signatures to ensure accountability and oversight.

•	 Travel Request Addendum (“Addendum”) - Initiates the 
travel process. Travelers use it to explain the purpose of travel, 
indicate if multiple staff will attend, and confirm whether the 
trip is tied to a grant, certification, or if a virtual option was 
available. Travelers must sign the form to certify the information 
is “true and accurate.” The Addendum is completed before the 
County’s required Request for Travel Allowance Form. While the 
Countywide Travel Policy does not mandate this form, the Health 
Department and some other County agencies require it as 
part of their internal travel procedures to ensure management 
understands the travel purpose. (An example template of the 
Travel Request Addendum can be viewed in Appendix A.)

•	 Travel Request Form - Records conference details, registration, 
transportation type, justification for attendance, and billing 
codes. (An example template of the Travel Request Form can be 
viewed in Appendix B.)

•	 Travel Authorization Form - Approves out-of-county travel. 
It identifies the division, employee, and type of vehicle used, 
and it requires signatures from both the supervisor and division 
director. (An example template of the Travel Authorization Form 
can be viewed in Appendix C.)

We found that three of 29 (10%) merit employee travel instances in our 
sample were missing signatures on the corresponding forms: 

•	 Two Addendums lacked the traveler’s signature.
•	 One Travel Request Form and Travel Authorization Form was 

signed and approved only by the traveler, who served as the 
division director. This reflected a lack of segregation of duties on 
the forms. 

The remaining 26 of 29 (90%) travel instances included all required 
signatures and complied with the applicable travel form requirements.

Salt Lake County Human Services, Travel Request Addendum, states,

“Traveler is required to answer the questions below and this 
document must be submitted with all travel requests.

Salt Lake County Mayor’s Operations Travel Instructions, states,

Three of 29 travel 
instances were 
missing required 
signatures, indicating 
an opportunity for 
improving internal 
controls.



Travel is initiated when employee fills out the agency internal 
travel request form(s), as well as the Travel Addendum, and 
submits to the travel coordinator.”

Management explained that one Travel Request Addendum Forms 
lacked a traveler signature because the wrong form was used. The 
Administrative Services version of the Addendum was used instead 
of the Human Services version. The Administrative Services form 
does not include a signature line. The second missing signature on 
the Addendum was an oversight.  Management also noted that the 
Division Director signed in both places on the Travel Request Form 
and Travel Authorization Forms because Management permits Division 
Directors to sign both areas on internal forms if they are a supervisor 
and Division Director.  

Missing traveler signatures on Travel Request Addendum Forms may 
raise concerns about accountability and the traveler’s acknowledgment 
of the terms and conditions outlined in the form. Additionally, when a 
traveler who is a supervisor and division director approves their travel 
initiation forms, it creates a lack of separation of duties, potentially 
compromising oversight and the control of having a supervisor or 
alternative designee authorize the employee’s travel. 
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1.1 RECOMMENDATION TRAVELER SIGNATURES 

We recommend that Management require traveler signatures on all Travel Request 
Addendum Forms by configuring mandatory electronic signature fields that prevent 
submission without completion. For paper-based forms, review controls should ensure 
signatures are obtained before approval.

AGENCY RESPONSE: AGREE

IMPLEMENTATION DATE: 3/08/26

SEE PAGE 25 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION
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We recommend that Management develop written procedures to prohibit a traveler 
who is a supervisor and Division Director from authorizing their own Travel Request Form 
and Travel Authorization Forms to maintain proper segregation of duties. An alternate 
approver should be designated to review and authorize these forms to maintain proper 
segregation of duties.

AGENCY RESPONSE: AGREE

IMPLEMENTATION DATE: 3/8/26

SEE PAGE 26 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION

1.2 RECOMMENDATION TRAVEL AUTHORIZATIONS



FINDING 2 AND RECOMMENDATIONS
Opportunity To Strengthen Approval Signatures On The Request for Travel 
Allowance Form  

Risk Rating: Medium Risk Finding

Salt Lake County’s Travel Policy requires employees to complete and 
sign the Request for Travel Allowance Form before their travel departure 
date. The form must include at least two approval signatures and up 
to three depending on circumstances, such as international travel. 
Signatures are required by the following:

1.	 Employee/Traveler
2.	 Division Director
3.	 Elected Official/Department Head
4.	 Mayor approval, if required.

An example template of the Request for Travel Allowance Form is 
provided in Appendix D. 

We found that two out of 29 (7%) merit employee travel packets in our 
sample were missing a secondary approving signature from the Elected 
Official or Department Head. In both instances, the forms included the 
traveler’s signature and Division Director’s signatures, but did not meet 
the policy requirement for at least two approving signatures. 

The remaining 27 of 29 (93%) travel packets in our sample had all 
appropriate signatures included on the form.

Salt Lake County Countywide Policy 1019: Authorization and Payment 
of Travel Related Expenses, Part 2.0 Travel Request Procedures, Per 
Diem for Other Expenses, Section 2.11. Initiation and Approval of Per 
Diem Allowances, states,

“In conjunction with requests for approval of travel by air or 
vehicle on the Request for Travel Allowance form, the Agency 
Travel Coordinator will complete Section II of the form. Elected 
Officials and Department Directors may sign and submit their 
own forms. All other employees must receive the approval of 
their Division Director before forwarding to the respective 
Department Director or Elected Official for final approval. 
The approved and signed request shall be submitted by the 
Travel Coordinator, Department Head or Elected Official to 
Mayor’s Finance for review and issuance of the applicable per 
diem allowance.”

Management explained that when the travel coordinator merged the 
travel documents into the completed travel packets, the complete 

Two of 29 (7%) travel 
packets were missing 
a required secondary 
approval signature. 
Missing approvals 
reduce oversight and 
increase the risk of 
unauthorized travel.
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Request for Travel Allowance Forms may have been accidentally deleted 
or replaced with incomplete versions. Management was unable to 
locate the complete copies of the forms.

The absence of required signatures on the Request for Travel Allowance 
Form weakens internal controls over travel authorization. Without a 
secondary approver, there is an increased risk that travel is not properly 
authorized and that accountability for approvals cannot be verified. 
Additionally, incomplete record retention due to accidental deletion 
increases the risk of noncompliance with the accounting retention 
schedule for travel documentation. 
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2.1 RECOMMENDATION REQUEST FOR TRAVEL ALLOWANCE FORM 
APPROVALS

We recommend that Management implement a mandatory signature field that 
prevents submission or approval of the Request for Travel Allowance Form without 
all required signature fields from the Employee/ Traveler, Division Director, Elected 
Official/Department Head, and if applicable, Mayor or designee, when it is electronically 
processed.

AGENCY RESPONSE: AGREE 

IMPLEMENTATION DATE: 3/08/26

SEE PAGE 26 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION

2.2 RECOMMENDATION ELECTRONIC DOCUMENT RETENTION FOR 
COMPLETED TRAVEL PACKETS

We recommend that Management establish a standardized electronic document retention 
process to ensure that completed Request for Travel Allowance Forms, including all 
approval signatures, are securely stored in the official travel documentation record and 
uploaded to MyFin. The process includes controls that prevent deletion or overwriting of 
approved forms. 

AGENCY RESPONSE: AGREE 

IMPLEMENTATION DATE: 3/08/26

SEE PAGE 27 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION
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2.3 RECOMMENDATION STAFF TRAINING ON TRAVEL AUTHORIZATION AND 
RECORD RETENTION

We recommend that Management provide periodic training to travel coordinators 
and approvers on the County’s travel authorization requirements and record retention 
procedures to reinforce compliance and accountability.

AGENCY RESPONSE: AGREE 

IMPLEMENTATION DATE: 3/08/26

SEE PAGE 27 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION



FINDING 3 AND RECOMMENDATIONS
Opportunity To Enhance Supporting Travel Document Retention
Risk Rating: Medium Risk Finding

The travel coordinator must attach all supporting travel documentation 
with the Request for Travel Allowance Form before submitting the 
completed travel packet to Mayor’s Finance for per diem processing. 
This documentation is necessary to justify travel expenses and per 
diem. For air travel, airfare quotes obtained from the State Travel Office 
must also be retained with the travel packet.

Appointed Employee Travel Packets (Full Population of 4)

•	 GSA Per Diem Documentation
We reviewed all four travel packets for appointed employees 
and found that two out of four (50%) were missing supporting 
documentation for U.S. General Services Administration (GSA) 
per diem rates. We recalculated the per diem rates using the 
historical rates from GSA.gov and confirmed their accuracy. 
Because all 29 sampled merit employees travel packets included 
this documentation, applying the same standard for appointed 
employees would improve record quality and transparency.

The remaining two travel packets for appointed employees 
contained all required supporting documents, including GSA per 
diem documentation.

Merit Employee Air and Vehicle Travel Packets (Sample of 29)

•	 Missing Registration Documentation 
We reviewed 29 merit employee travel packets that included 
air (14) and vehicle (15) travel and found that one out of 29 
(3%) lacked documentation supporting a $100 conference 
registration fee listed on the Request for Travel Allowance Form. 
We could not locate the registration charge in the County’s 
purchasing card financial system, and the travel packet did not 
include a receipt or invoice verifying that the registration was 
paid for using a PCard, as was indicated on the Request for 
Travel Allowance Form. 

The other 28 (97%) merit employee travel packets contained all 
required supporting documents.

Salt Lake County Countywide Policy 1019: Authorization and Payment 
of Travel Related Expenses, Part 2.0 Travel Request Procedures, Section 
2.6 Maintenance of Travel Records states,

“…County records discussed in this policy will (sic) managed 
in compliance with the Government Records Access and 
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50% of travel packets 
lacked GSA per diem 
support, and 3% 
lacked proof of a 
conference registration 
payment. Inconsistent 
documentation weakens 
transparency and limits 
verification of costs.
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Management Act,§ 63G-2-101 et seq. Utah Code Annotated, 
and in compliance with County Ordinance § 2.82, Records 
Management. Therefore, Requests for Travel Allowance, payment 
card reconciliations, and all other travel-related records shall be 
retained according to the accounting retention schedule.

2022 SLCo Travel Instructions and Checklist, Step 2 - Obtain required 
signatures, states,

Supporting travel documents must be submitted with the RTA 
form a minimum of two weeks before travel. The documents 
should be submitted in the order outlined:

Item 1: RTA Form (with traveler and Division Director signatures 
completed)

Item 2: Conference agenda with start and end date/time visible

Item 3: Registration confirmation and/or receipt

Item 4: Hotel confirmation and/or receipt

Item 5: Airfare quotes and car rental quote if applicable

Item 6: Copy of GSA per diem meal rate

Item 7: Any additional pertinent items”

Management was uncertain why GSA rate supporting documentation 
was not uploaded with the completed travel packets. However, they 
explained that the $100 registration fee was likely carried over from a 
prior travel Request for Travel Allowance Form and did not apply to this 
trip.

Although GSA rates are available on the U.S. General Services 
Administration website, missing documentation increases the risk 
that reviewers and approvers may not verify the accuracy of per diem 
amounts entered on the travel forms when calculating the per diem 
reimbursement. Furthermore, when receipts and invoices are not 
retained with the travel packet supporting documentation, it becomes 
difficult to verify expenses listed on the travel forms are accurate. 
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3.2 RECOMMENDATION IMPLEMENT A TRAVEL PACKET CHECKLIST

We recommend that Management develop a travel packet checklist to ensure that:

•	 Conference registration fees, hotel costs, GSA rate and other supporting 
documentation related to travel reimbursement or per diem are accurate, 
complete and retained on file.

•	 Minimum of three airfare quotes are included. Identify which quotes are 
approved and who approved them. 

AGENCY RESPONSE: AGREE 

IMPLEMENTATION DATE: 3/08/26

SEE PAGE 28 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION

3.3 RECOMMENDATION  PROVIDE ANNUAL TRAVEL TRAINING

We recommend that Management implement an annual training for Travel 
Coordinators and employees on the type of documentation that should be retained 
and the necessary approval signature needed to complete their travel packet. A record 
of who attended and an acknowledgment of the attendees of their understanding of 
the Countywide Travel Policy 1019 must be retained on file.

AGENCY RESPONSE: AGREE 

IMPLEMENTATION DATE: 3/08/26

SEE PAGE 29 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION

3.1 RECOMMENDATION DEVELOP WRITTEN PROCEDURES FOR 
GSA RATE DOCUMENTATION

We recommend that Management develop a written internal policy and procedure for 
retaining GSA rate documentation.

AGENCY RESPONSE: AGREE 

IMPLEMENTATION DATE: 3/08/26

SEE PAGE 28 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION
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3.4 RECOMMENDATION REQUIRE TRAVEL COORDINATOR SIGN-OFF

We recommend that Management require Travel Coordinators to sign or initial Requests 
for Travel Allowance Forms acknowledging they have completed a review of the forms for 
accurate and complete information and supporting documentation.

AGENCY RESPONSE: AGREE 

IMPLEMENTATION DATE: 3/08/26

SEE PAGE 30 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION
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FINDING 4 AND RECOMMENDATIONS
Opportunity To Improve Timeliness Of Request for Travel Allowance Form 
Submissions 
Risk Rating: Low Risk Finding

Salt Lake County’s Travel Policy directs that the Request for Travel 
Allowance Form, along with all supporting documentation, should be 
submitted to the Mayor’s Finance for processing at least 10 working 
days prior to the traveler’s departure date. Submitting the form 
on time ensures there is adequate time for per diem processing, 
reimbursements, and obtaining necessary department approvals before 
departure.

We found that 22 of 29 (76%) merit employee travel packets in 
our sample included Request for Travel Allowance Forms submitted 
to Mayor’s Finance at least 10 working days before the traveler’s 
departure. Three (10%) forms were submitted late but justified by 
extenuating circumstances. We did not classify these as exceptions. 
Four (14%) forms were submitted less than 10 working days before the 
departure date without documented justification. Specifically:

•	 Two forms were submitted eight working days prior to travel.
•	 One form was submitted seven working days prior to travel.
•	 One form was submitted five working days prior to travel. 

None of the four late submissions included documentation explaining 
last-minute changes, emergency travel, or other circumstances that 
could justify the delay.

Salt Lake County Countywide Policy 1019: Authorization and Payment 
of Travel Related Expenses, Part 2.0 Travel Request Procedures, Per 
Diem for Other Expenses, Section 2.12 Processing Per Diem Requests, 
states, 

“Agency Travel Coordinators or County Agency Management 
should submit an approved Request for Travel Allowance Form 
and related payment documents to Mayor’s Finance at least ten 
(10) working days in advance of the traveler’s departure date 
(...).”

Management stated that miscommunication about who was 
responsible for submitting the travel paperwork or other unknown 
factors caused the delays.

Submitting travel forms to Mayor’s Finance less than 10 working days 
before departure increases the risk that travelers experience delayed 
per diem payments and reimbursements. These delays can create 
financial strain for employees and add pressure on Mayor’s Finance 

Four of 29 (14%) travel 
packets were submitted 
less than 10 working 
days before departure 
without justification. 
Late submissions 
increase the risk of 
delayed reimbursements 
and add unnecessary 
administrative pressure.
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staff, potentially increasing the likelihood of processing errors. The 
absence of documented reasons for late submissions also highlights 
opportunities to improve communication and refine established 
procedures, in order to support more effective financial management 
for travel. 

4.1 RECOMMENDATION DOCUMENTATION OF DELAYS

We recommend that Management document the reason for any delay in submitting 
the Request for Travel Allowance Form to Mayor’s Finance if submitted in less 
than 10 working days from the traveler’s departure date (i.e. last-minute changes, 
emergency travel, or other). This documentation must be retained with the travel 
documentation.

AGENCY RESPONSE: AGREE 

IMPLEMENTATION DATE: 3/08/26

SEE PAGE 30 FOR THE AGENCY’S FULL RESPONSE TO OUR RECOMMENDATION
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COMPLETE LIST OF AUDIT RECOMMENDATIONS
This report made the following 9 recommendations 

RECOMMENDATION 1.1:

We recommend that Management require traveler signatures on all 
Travel Request Addendum Forms by configuring mandatory electronic 
signature fields that prevent submission without completion. For 
paper-based forms, review controls should ensure signatures are 
obtained before approval.

RECOMMENDATION 1.2: 

We recommend that Management develop written procedures to 
prohibit a traveler who is a supervisor and Division Director from 
authorizing their own Travel Request Form and Travel Authorization 
Forms to maintain proper segregation of duties. An alternate approver 
should be designated to review and authorize these forms to maintain 
proper segregation of duties.

RECOMMENDATION 2.1: 

We recommend that Management implement a mandatory signature 
field that prevents submission or approval of the Request for Travel 
Allowance Form without all required signature fields from the 
Employee/ Traveler, Division Director, Elected Official/Department 
Head, and if applicable, Mayor or designee, when it is electronically 
processed.

RECOMMENDATION 2.2: 

We recommend that Management establish a standardized electronic 
document retention process to ensure that completed Request for 
Travel Allowance Forms, including all approval signatures, are securely 
stored in the official travel documentation record and uploaded 
to MyFin. The process includes controls that prevent deletion or 
overwriting of approved forms. 

RECOMMENDATION 2.3

We recommend that Management provide periodic training to travel 
coordinators and approvers on the County’s travel authorization 
requirements and record retention procedures to reinforce compliance 
and accountability.

RECOMMENDATION 3.1: 

We recommend that Management develop a written internal policy 
and procedure for retaining GSA rate documentation.
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RECOMMENDATION 3.2: 

We recommend that Management develop a travel packet checklist to 
ensure that:
•	 Conference registration fees, hotel costs, GSA rate and other 

supporting documentation related to travel reimbursement or per 
diem are accurate, complete and retained on file.

•	 Minimum of three airfare quotes are included. Identify which quotes 
are approved and who approved them. 

•	 All the required signatures are obtained.

RECOMMENDATION 3.3: 

We recommend that Management implement an annual training for 
Travel Coordinators and employees on the type of documentation 
that should be retained and the necessary approval signature needed 
to complete their travel packet. A record of who attended and an 
acknowledgement of the attendees of their understanding of the 
Countywide Travel Policy 1019 must be retained on file.

RECOMMENDATION 3.4:

We recommend that Management require Travel Coordinators to 
sign or initial Requests for Travel Allowance Forms acknowledging 
they have completed a review of the forms for accurate and complete 
information and supporting documentation.

RECOMMENDATION 4.1: 

We recommend that Management document the reason for any delay 
in submitting the Request for Travel Allowance Form to Mayor’s Finance 
if submitted in less than 10 working days from the traveler’s departure 
date (i.e. last-minute changes, emergency travel, or other). This 
documentation must be retained with the travel documentation.



Chris Harding, CPA, CFE, CIA           Salt Lake County Auditor Page 21 



Chris Harding, CPA, CFE, CIA           Salt Lake County Auditor Page 22 



Chris Harding, CPA, CFE, CIA           Salt Lake County Auditor Page 23 



Chris Harding, CPA, CFE, CIA           Salt Lake County Auditor Page 24 



Chris Harding, CPA, CFE, CIA           Salt Lake County Auditor Page 25 

AGENCY RESPONSE
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