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Objective 
 
The purpose of this audit is to document, review and highlight the total number of Personal 
Expense Vouchers (PEVs), the purpose of the PEVs, and the total amount spent during the 2024 
Fiscal Year.   

The office of the Kane County Auditor will perform the necessary actions to complete the audit 
under the applicable law of Illinois State Statute 55 ILCS 5/3-1005(i): “Audit the documentation, 
records, and bases for the amounts billed to the county, as maintained by county vendors, 
under agreements between the county and its vendors…” 

Analysis 

A PEV is a document that is used by a Kane County employee to receive reimbursement for 
expenses they have incurred during official county business. These reimbursement expenses 
are broken into five categories; mileage, transportation, lodging, meals, and other. The 
category ‘other’ is used for reimbursements such as; conference registration, dues, and 
supplies, etc. 

Employees must provide supporting documentation, such as receipts and mileage logs, to 
validate their claims. Once completed, the voucher and supporting documents are submitted to 
the appropriate department or finance office for processing. 

Each PEV must be clear, accurate, and free of mathematical or quantity errors. It must include 
the following elements to ensure efficient payment processing (additional requirements may 
apply based on contractual provisions or specific needs): 

• Compliance with financial policies and proper approvals 
• Correct vendor name  
• Correct ‘Remit’ address 
• Correct invoice number  
• Correct invoice date 
• Correct total amount due 
• Correct paying bank  
• Correct G/L date 

As amended by the County Board, Resolution 24-277 states under sub-section D line i: 
“reimbursement of expenses shall include per diem payments, fees, mileage, airfare/train 
tickets, meals and other county business expenses.” 
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PEV Policy 

The Kane County Financial Policy as amended February 8, 2022, contains the following 
references to the PEV Policy: 

“All personal expense voucher checks shall be mailed directly to the employee’s address 
on record. No personal expense voucher checks shall be sent to the offices/departments 
and no personal expense voucher checks shall be picked up in person by the employee.” 
(Financial Policy Section 8, Page 14, Subsection (e) 
 
“All travel reimbursement claims must be documented on a personal expense voucher: 

1. Purpose of the trip including reason for expenses, dates and places. 
2. Traveler identification including names of people and their business affiliation 
at meals along with the reason they are being entertained. 
3. Meal tickets when guests are being entertained. 
4. Approval by an employee’s supervisor or other designated party and 
submitted to the Auditor’s office along with supporting documentation within 
sixty (60) days of the travel date. Reimbursable expenses that have been 
incurred in the last quarter of the fiscal year must be submitted for 
reimbursement prior to the assigned closing date in December.” (Financial Policy 
Section 11, Subsection 3a lines 1-4) 
 

“Overnight and Multiday travel on personal expense voucher must also include the 
attachment of motel/hotel bills, train/ plane tickets and auto rental bills.” (Financial 
Policy Page 19, Section 11, Subsection (3) line 5) 
 
“When a petty cash fund is established within a particular department, a petty cash 
custodian is designated who is responsible for disbursements and replenishment of the 
fund. Whenever the petty cash custodian decides that the fund needs to be replenished, 
the reimbursement is requested on a personal expense voucher submitted to the 
Auditor’s Office. Prior to processing this request for replenishment of the petty cash 
fund to its original balance, the Auditor’s Office will audit supporting documentation 
and then approve the request. Procedures shall be written and approved by 
management in each area that maintains a Petty Cash account.” (Financial Policy, Page 
27, Section 12, Subsection 9 (c) 
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Fiscal Year 2024 PEV Activity 

The Auditor’s Office approved the following number of PEV’s and total dollar amount for Fiscal 
Year 2024:  

 

 

 1 Grand Total amount listed may include ‘Returned’ PEVs 
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During Fiscal Year 2024, the Auditor’s Office returned approximately 8.89% of the 2,181 PEV’s 
submitted for payment, to the County Departments for correction. 

Below is the summary of the Reasons for PEV Returns:  

    

The Auditor’s Office approved the following number of PEV’s and total dollars in Fiscal Year 
2024:   

   

 

  

 

2 PEVs missing any required elements are returned to the department for corrections along with an email 
explaining the reason for the return.  

3 The graph represents the breakdown of the total amount across multiple PEVs. Some vouchers are split across 
multiple entries for clarity.  
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Findings:  

A review of the return breakdown shows that the two greatest causes of returns were:  

 
- Incorrect Invoice Number    63 in total (32.47%)  
- More Support Needed     40 in total (20.62%) 

 

In analyzing these findings, the Auditor found that the two leading causes of errors were 
directly related to New World user input.  

 

Recommendations: 

1. The Auditor recommends creating an updated PEV policy that addresses common errors 

or concerns from county employees. 

2. The Auditor recommends providing the County Board an annual PEV audit. The purpose 

of the audit will be to document, review and highlight the total number of PEVs, the 

purpose of the PEVs, and the total amount spent during the given Fiscal Year.   

 

Finance Department Response: 

“Would it be beneficial for the Auditor’s Office to recommend updating the PEV form 
with information needed for common errors, i.e., what information should be used for 
the Invoice Date and Invoice Number, etc.” 
 

 
Auditor’s Office Response:  
 

The Auditor’s Office is currently working on updating the PEV form to reduce common 
return errors.  

 

The Auditor’s Office would like to thank the Finance Department for their cooperation and 
assistance provided during this audit. 


