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Executive Summary 
 
The Office of the Kane County Auditor conducted a review of Kane County’s Travel Policy as it 
relates to Personal Expense Vouchers (PEVs) submitted during Fiscal Year 2025. The audit 
evaluated compliance with County financial policy, documentation requirements, accuracy of 
submissions, and return trends. 

 

Key Findings 
 

• During Fiscal Year 2025, 17.19% of PEVs that were submitted to the Auditor’s Office were 
returned to the respective office/department for corrections. 

 
• The most common reason for returned PEVs was incorrect totals entered into the Tyler 

New World TM system, accounting for 25.21% of all returns. 
 
• In Fiscal Year 2025, the Auditor’s Office returned 349 PEVs, representing 155 more returns 

than Fiscal Year 2024 – a 79.89% increase. 
 
• PEV submission volume and total dollars spent decreased in comparison to Fiscal Year 

2024. 
 

Conclusion 
 
Overall, the audit determined there was a need to develop a new Personal Expense Voucher - Travel 
form to decrease the return rate due to user error and to be more compliant with IRS guidelines on 
Fringe Benefits.  
 
As of November 2025, the Personal Expense Voucher form was updated to the Personal Expense 
Voucher - Travel.  The updated form is part of the Auditor’s Office’s continued efforts to streamline 
expense reporting and improve accuracy in reimbursement processing for travel. 
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Objective & Scope 
 

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, the total amount spent during the 2025 fiscal 
year and review the IRS guidelines/rules surrounding Fringe Benefits.  
 
The Office of the Kane County Auditor will perform the necessary actions to complete the audit 
in accordance to 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…” 
 

Scope 
 

• Review all Personal Expense Voucher transactions for fiscal year 2025 (December 2024 – 
November 2025) using Kane County’s New World ERP system. 

  
• Review IRS Tres. Reg 26 CFR § 1.62-2 and (Internal Revenue Code) IRC 274. 
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Analysis 
 
Personal Expense Voucher Background 
 
A Personal Expense Voucher (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 divided into five categories: mileage, transportation, lodging, meals 
and other.  The category ‘other’ includes miscellaneous transportation-related expenses and 
similar costs. 
 
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 Auditor’s Office for review and recommendation for approval to the County Board. 
 
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 
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Kane County Financial Policies:  Travel Policy  
 
The Kane County Financial Policies: Travel Policy, as amended by Res. 25-168 (May 13, 2025), 
establishes the following guidelines for employee reimbursements:  
 
Section d.i – “Reimbursement of expenses shall include per diem payments, fees, mileage, 
airfare/train tickets, meals and other county business expenses.” 
 
Section c.i –   
“All travel reimbursement claims must be documented on a personal expense voucher:  

a. Purpose of the trip including reason for expenses, dates and places.  
b. Traveler identification including names of people and their business affiliation 

at meals along with the reason they are being entertained.  
c. Meal tickets when guests are being entertained.  
d. 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.  

e. Overnight and Multiday travel on personal expense voucher must also include 
the attachment of motel/hotel bills, train/ plane tickets and auto rental bills.   

f. Travel expense policy is administered by and any exceptions must be approved 
by the auditor.”  

 
Internal Revenue Service Fringe Benefits Regulations 
 
For a tax-exempt organization to be compliant with the Internal Revenue Service’s rules in 
regards to reimbursing an employee for business expenses, the organization must follow several 
regulations. The following regulation is important in regards to documenting these travel 
expenses:  
  
26 CFR § 1.62-2(e) (Substantiation Requirements) – “(1) In general. An arrangement meets the 
requirements of this paragraph (e) if it requires each business expense to be substantiated to the 
payor in accordance with paragraph (e)(2) or (e)(3) of this section, whichever is applicable, within 
a reasonable period of time.” 
 
To comply with IRS regulations governing reimbursements, an employee’s expense must be 
properly substantiated and supported by appropriate documentation. In Kane County, 
employees may meet this requirement by submitting a completed Personal Expense Voucher 
(PEV), together with all required supporting documentation, to the Office of the Kane County 
Auditor. 
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Kane County Code of Ordinances  
 
Per the Kane County Code: Travel Expenses Generally, establishes the following guidelines for an 
employee’s reimbursement:  
 
Kane County Code of Ordinance § 2-72(A)(2)(e) – “Submittal Date: Personal expense vouchers 
with proper approval by the employee’s supervisor or other designated party and supporting 
receipt documentation must be submitted within ninety (90) days of the initiation of travel. 
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.”  
 

Auditor’s Office Recommendation 
 
During the audit, the Auditor’s Office identified an inconsistency between the Kane County Travel 
Policy and the Kane County Code of Ordinances.  
 
The Travel Policy requires the submission of a Personal Expense Voucher (PEV) within sixty (60) 
days of the travel date. In contrast, the Kane County Code of Ordinances § 2-72(A)(2)(e) allows 
for the submission to be completed within ninety (90) days of travel.  
 
This discrepancy creates ambiguity regarding the deadline and may result in inconsistent 
enforcement across departments.  
 
The Auditor’s Office recommends reviewing and reconciling the Kane County Code of Ordinances 
and the Travel Policy to eliminate the conflicting submission deadlines. Clarification will improve 
compliance, reduce confusion, and ensure consistent enforcement of Kane County’s 
reimbursement standards. 
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Fiscal Year 2025 PEV Activity 
 
The Auditor’s Office recommended approval for the following number of PEVs and total dollar 
amount for Fiscal Year 2025:  

 

 

 
 1 Grand Total amount listed may include ‘Returned’ PEVs 
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During Fiscal Year 2025, the Auditor’s Office returned approximately 17.19% of the 2,030 PEV’s 
submitted for payment to  County Departments for correction. 

Below is the summary of the Reasons for PEV Returns:  

    

 

 

 

 

 

 

 

The Auditor’s Office recommended approval for the following number of PEV’s and total dollars 
in Fiscal Year 2025:   

   

 

  

 

 
 

 

 
 
2 PEVs missing any required elements are returned to the department for corrections along                                                                                                                                                                                                   
with an email explaining the reason for the return. PEVs can be returned more than once. 
 
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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FY 2024 and FY 2025 Comparison  
 
When comparing FY 2024 and FY 2025, the Auditor’s Office found that there was a decrease in 
the number of PEVs and total dollar spent on PEVs.  

 
 
 
 
 
Comparing the return rate by fiscal year, the Auditor’s Office observed an increase in number of 
PEVs returned. FY 2024 had an 8.89% return rate, while FY 2025 had a 17.19% return rate; 
representing an increase of 155 additional returns (79.89% increase).  

 
 
 
 
 
 
Overall Findings: 12-Month Summary (December 2024 – November 2025) 
 
Of the 2,030 PEVs that were submitted and approved by the Auditor’s Office: 
 

• The Auditor’s Office had a return rate of 17.19% during Fiscal Year 2025. 
 
• The most common reason for return was an incorrect total entered in the Tyler New 

World TM System (25.21%). 
 

Conclusion 
 
After reviewing the return rate ... defined as instances in which the Kane County Auditor’s Office 
returned submitted PEVs due to input errors or insufficient substantiation ... it was determined 
that a revised voucher form should be implemented.  The updated form is designed to reduce 
data entry errors and incorporate additional fields that allow employees to provide more detailed 
expense information, ensuring compliance with IRS regulations.  The Auditor’s Office has 
developed this revised form and renamed it the Personal Expense Voucher - Travel.  Employees 
will continue to use the original PEV form for non-travel expenditures that require minimal 
substantiation, such as postage and office supplies.  The Auditor’s Office will continue to 
implement improvements to enhance compliance, accuracy and processing efficiency.  


