
Tuesday, September 12, 2017 

9:30 a.m. – Regular Meeting 

Council Committee Room 

4
th

 Floor, City Hall 

Closed Session following (see Item 10) 
(under Section 239 of the Municipal Act, 2001) 

Members: Regional Councillor M. Palleschi – Wards 2 and 6 (Chair) 

Regional Councillor M. Medeiros – Wards 3 and 4 

Regional Councillor E. Moore – Wards 1 and 5 
Regional Councillor G. Miles – Wards 7 and 8 
City Councillor G. Dhillon – Wards 9 and 10 

For inquiries about this agenda, or to make arrangements for accessibility accommodations for 
persons attending (some advance notice may be required), please contact: 

Sonya Pacheco, Legislative Coordinator 
Telephone (905) 874-2178, TTY (905) 874-2130, cityclerksoffice@brampton.ca 

Note: Some meeting information may also be available in alternate formats, upon request
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Please ensure all cell phones, personal digital assistants (PDAs) and other electronic 

devices are turned off or placed on non-audible mode during the meeting. 

1. Approval of Agenda 

2. Declaration of Interest under the Municipal Conflict of Interest Act 

3. Consent

* The following items listed with an asterisk (*) are considered to be 

routine and non-controversial by the Committee and will be approved at 
this time. There will be no separate discussion of any of these items 

unless a Committee Member requests it, in which case the item will not 
be consented to and will be considered in the normal sequence of the 
agenda. 

(nil) 

4. Delegations/Presentations 

5. Reports – Internal Audit 

5.1. Report from F. Velji, Director, Office of Internal Audit, dated July 18, 2017, 
re: Update of Internal Audit Charter and Audit Committee Terms of 
Reference. 

Recommendation 

5.2. Report from F. Velji, Director, Office of Internal Audit, dated August 9, 2017, 
re: Corporate Fraud Prevention Hotline Update. 

To be received 

5.3. Report from F. Velji, Director, Office of Internal Audit, dated August 9, 2017, 
re: Quarterly Status of Management Action Plans – June 2017. 

To be received 
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5.4. Report from R. Elchaer, Internal Auditor, Office of Internal Audit, dated 
May 18, 2017, re: Cassie Campbell Community Centre Cash Handling 
and Revenue Audit Report.

To be received 

5.5. Report from R. Elchaer, Internal Auditor, Office of Internal Audit, dated 
August 10, 2017, re: Employee Expense Reimbursement Audit Report.  

To be received 

6. Reports – Finance 

7. Other/New Business 

7.1. Report from KPMG LLP, Chartered Accountants, dated August 2017, re: 
Specified Procedures Audit Report. 

8. Question Period 

9. Public Question Period 

15 Minute Limit (regarding any decision made at this meeting) 

10. Closed Session 

10.1. Advice that is subject to solicitor-client privilege, including communications 
necessary for that purpose 

11. Adjournment 

Next Meeting: Monday, November 20, 2017 – 9:30 a.m. 



Report 
Audit Committee 

The Corporation of the City of Brampton 

September 12, 2017 

Date: July 18, 2017 

5.1-1

Subject: Update of Internal Audit Charter and Audit Committee Terms of 
Reference 

Contact: Foruzan Velji, Director, Office of Internal Audit, 905-874-2215, 

Foruzan.Velji@brampton.ca 

Recommendations: 

1. That the report from Foruzan Velji, Director, Internal Audit, dated July 18, 2017 to 
the Audit Committee Meeting of September 12, 2017, re: Update of Internal 
Audit Charter and Audit Committee Terms of Reference be received; 

2. That the updated Internal Audit Charter Version 2017, as set out in Appendix A1 

to this report, be approved; and

3. That the updated Audit Committee Terms of Reference Version 2017, as set out 
in Appendix B1 to this report, be adopted. 

Overview: 

 Internal Audit is committed to review the Internal Audit Charter and the 

Audit Committee Terms of Reference on an annual basis and update either 

document if necessary; 

 Significant revisions have been made to the Charter to comply with new 

Internal Audit Standards, to further enhance the independence of Internal 

Audit and to address conformance gaps that were identified in the External 

Quality Assessment (“EQA”) performed by Protiviti in May 2017; and 

 The Audit Committee Terms of Reference has been modified to further 

enhance the independence of Internal Audit as well as address 

conformance gaps that were identified in the May 2017 EQA.



Background: 

The Audit Committee was established in 2002 to provide enhanced oversight 

capabilities and stewardship responsibilities of Council. At that time the Internal Audit 

Charter and the Committee’s Terms of Reference were presented to the Committee.

Internal Audit is committed to review the Charter on an annual basis and the Terms of 

Reference at the beginning of each term of Council and update either document if 

necessary. In addition, the Director, Internal Audit reviews the Internal Audit Charter 

annually to determine if significant changes are required based on changes to the 

Institute of Internal Auditors’ International Standards for the Professional Practice of 

Internal Auditing (“Standards”). 

The Internal Audit Charter was last updated and presented to Audit Committee at the 
February 25, 2015 meeting.

The Audit Committee Terms of Reference was last updated and approved by Council on 
December 17, 2014 at the start of the term when establishing its Committee Structure. 

Current Situation: 

Internal Audit Charter Update Version 2017: 

The objective of the Internal Audit Charter is to outline the purpose and mission, 
authority, scope and responsibilities of the Internal Audit division and ensure they are 

consistent with the Standards.

The Charter establishes the Internal Audit division’s position within the City of Brampton, 

special interests groups and related Boards, including the nature of the Chief Audit 
Executive (“CAE”)’s functional reporting relationship with the Audit Committee; 

authorizes access to records, personnel, and physical properties relevant to the 
performance of projects. Essentially, the Charter serves as a guide for Internal Audit in 
the performance of its duties. 

The Charter also outlines that the internal audit activity is performed in an independent 

and objective manner. 
Significant revisions have been made to the Audit Charter:

 to comply with changes in Internal Audit Standards, which became effective 
January 2017, 

 to further enhance the independence of the Internal Audit Division, and 

 to address conformance gaps that were identified in the EQA performed by 

Protiviti in May 2017.
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Audit Committee Terms of Reference Update Version 2017: 

The Audit Committee Terms of Reference outlines the objectives and responsibilities of 

the Audit Committee. The Committee’s responsibilities cover both internal and external 
audit activity. 

Changes have been made to the attached Terms of Reference in relation to the 
responsibilities of the Audit Committee that will further enhance the independence of the 

Internal Audit Division as well as address conformance gaps that were identified in the 
EQA performed by Protiviti in May 2017. Specific responsibilities included in the update:

 Reviewing and approving the Internal Audit budget; 

 Approving decisions regarding the appointment and removal of the CAE; 

 Reviewing the adequacy of the authority, responsibilities and functions of the 
City’s Internal Audit division, including Internal Audit plans, budget, and the scope 

and results of internal audits and management’s responses thereto; 

 Ensuring all internal audit activities are free from interference and related 

implications; 

 Reviewing with the CAE the performance of the internal audit function; 

 Reviewing and approving, together with the CAO, the performance of the CAE; 
and 

 Reviewing and approving decisions relating to the remuneration of the CAE.

Corporate Implications: 

Financial Implications: N/A 

 

Other Implications: N/A 

Strategic Plan: 

This report achieves the Strategic Plan priority of Good Government.  

Conclusion: 

The Internal Audit division performs their work independently and objectively. 
Enhancements and updates to the Internal Audit Charter and the Audit Committee 

Terms of Reference will ensure that Internal Audit continues to provide the highest 
quality of value-added service to the Corporation.
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Approved by:

5.1-4

Foruzan Velji, CPA, CA 

Director, Internal Audit 

Attachments: 

Appendix A1: Internal Audit Charter Version 2017 - Clean 

Appendix A2: Internal Audit Charter Version 2017 - Marked 

Appendix B1: Audit Committee Terms of Reference Version 2017 - Clean 

Appendix B2: Audit Committee Terms of Reference Version 2017 - Marked 

Report authored by: Foruzan Velji, CPA, CA 
Director, Internal Audit



Appendix A1

Corporation of the City of Brampton
Internal Audit Division

INTERNAL AUDIT CHARTER

Purpose and Mission:

The purpose of the City of Brampton’s Internal Audit division is to provide independent,
objective assurance and consulting services designed to add value and improve the
operations of the City. The mission of Internal Audit is to enhance and protect
organizational value by providing risk-based and objective assurance, advice and
insight. The Internal Audit division helps the City accomplish its objectives by bringing a
systematic, disciplined approach to evaluate and improve the effectiveness of
governance, risk management and control processes.

Definitions:

Internal Audit Work Plan: The plan approved by Council listing all engagements to be
performed by Internal Audit.

Audit Committee: A Committee of Council. The Committee was established to
enable members of Council to further enhance oversight
capabilities and stewardship responsibilities. Roles and
Responsibilities are further defined in the Audit Committee
Terms of Reference.

Chief Audit Executive: The Director of the Internal Audit division.

City Related Boards: Includes Brampton Heritage Board and Brampton Library.

Council: Municipal Council of the City of Brampton and includes
the Mayor and Councillors.

Employee: An individual employed by the City, including those
employed on contract and volunteers but does not
include those retained by the City on a professional
services agreement.

Statutory Auditor: External Auditor appointed pursuant to section 296 of
the Municipal Act, 2001.

Page 1 Version 2017
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Engagement: Includes financial, operational, compliance, follow up,
information systems audits, other special audits / reviews /
investigations, consulting and any other projects

Special Project: Any project not listed on the Internal Audit Work Plan
presented to Council. A special project is considered any
project not listed in the Internal Audit Work Plan that has
been submitted to Council. Council may provide direction to
the Chief Audit Executive to perform a special project of the
City operations or City Related Boards. Management may
request in writing to the Chief Audit Executive a special
project and the Chief Audit Executive will respond in writing
addressing concerns including advising the Chief
Administrative Officer (“CAO”) of any resource limitations
and/or independence issues that would prevent the Chief
Audit Executive to take on the project.

Standards for the Professional Practice of Internal Audit

The Internal Audit division will govern itself by adherence to the mandatory elements of
The Institute of Internal Auditors’ International Professional Practices Framework,
including the Core Principles for the Professional Practice of Internal Auditing, the Code
of Ethics, the International Standards for the Professional Practice of Internal Auditing,
and the Definition of Internal Auditing. The Chief Audit Executive will report periodically
to the audit committee regarding the Internal Audit division’s conformance to the Code
of Ethics and the Standards. In addition, Internal Audit will also ensure conformance to
the guidelines and procedures of ISACA for information systems.
This mandatory guidance constitutes principles of the fundamental requirements for the
professional practice of internal auditing and for evaluating the effectiveness of the
Internal Audit division’s performance.
The Institute of Internal Auditors' Practice Advisories, Practice Guides, and Position
Papers may also be adhered to as applicable to guide operations. In addition, the
Internal Audit division will adhere to the City’s relevant policies and procedures and the
Internal Audit Procedures Manual.

Authority

The Chief Audit Executive will report functionally to the Audit Committee and
administratively (i.e. day-to-day operations) to the CAO. To establish, maintain, and
assure that the City of Brampton’s Internal Audit division has sufficient authority to
fulfill its duties, the audit committee will:

• Approve the Internal Audit division’s charter.
• Approve the risk-based Internal Audit work plan.
• Approve the Internal Audit division’s budget.
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• Receive communications from the Chief Audit Executive on the Internal Audit
division’s performance relative to its plan and other matters.

• Approve decisions regarding the appointment and removal of the Chief Audit
Executive.

• Approve decisions relating to the remuneration of the Chief Audit Executive.
• Make appropriate inquiries of management and the Chief Audit Executive

to determine whether there is inappropriate scope or resource limitations.

The Chief Audit Executive will have unrestricted access to, and communicate and
interact directly with, the audit committee, including private meetings without
management present.

The Chief Audit Executive has the authority to conduct any engagement of all City
departments and special interest groups, 3rd parties (via right to audit clauses where
applicable) and City Related Boards.

The Chief Audit Executive with strict accountability for confidentiality and safeguarding
records and information has full, free and unrestricted access to all functions, activities,
records, physical properties and personnel necessary to carrying out any engagement.

It is the duty of any employee of the City or City Related Board having control of such
records to permit the Chief Audit Executive or his/her designate access and
examination when requested subject to applicable legislation. It is also the duty of any
employee of the City or City related Board to fully co-operate with and make full
disclosure of all pertinent information to the Chief Audit Executive or his or her
authorized designate.

The Chief Audit Executive has authority to obtain assistance from the necessary
personnel of the City of Brampton, as well as other specialized services from within or
outside the City of Brampton, in order to complete the engagement.

Independence and Objectivity

The Chief Audit Executive will ensure that the Internal Audit division remains free from
all conditions that threaten the ability of internal auditors to carry out their
responsibilities in an unbiased manner, including matters of audit selection, scope,
procedures, frequency, timing and report content. If the Chief Audit Executive
determines that independence or objectivity may be impaired in fact or appearance, the
details of impairment will be disclosed to appropriate parties.

Internal auditors will exhibit the highest level of professional objectivity in gathering,
evaluating, and communicating information about the activity or process being
examined. Internal auditors will make a balanced assessment of all the relevant
circumstances and not be unduly influenced by their own interests or by others in
forming judgments.
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Internal auditors will maintain an unbiased mental attitude that allows them to perform
engagements objectively and in such a manner that they believe in their work product,
that no quality compromises are made, and that they do not subordinate their judgment
on audit matters to others.

Internal auditors will have no direct operational responsibility or authority over any of
the activities audited. Accordingly, internal auditors will not implement controls, develop
procedures, install systems, prepare records, or engage in any other activity that may
impair their judgment.

The Chief Audit Executive will have no direct operational responsibility or authority over
any operational activity for the City or City Related Boards.

The Chief Audit Executive is not authorized to perform any operational duties for the
City or City Related Boards.

The Chief Audit Executive will confirm to the audit committee, at least annually, the
organizational independence of the Internal Audit division.

The Chief Audit Executive will disclose to the audit committee any interference and
related implications in determining the scope of internal auditing, performing work,
and/or communicating results.

Scope of Internal Audit Activities

The scope of internal auditing encompasses, but is not limited to, objective
examinations of evidence for the purpose of providing independent assessments to the
audit committee and senior management on the adequacy and effectiveness of
governance, risk management, and control processes for the City of Brampton. Internal
audit assessments include evaluating whether:

• Risks relating to the achievement of the City’s strategic objectives
are appropriately identified and managed.

• The actions of City’s officers, directors, employees, and contractors are in
compliance with the City’s policies, procedures, and applicable laws,
regulations, and governance standards.

• The results of operations or programs are consistent with established goals and
objectives.

• Operations or programs are being carried out effectively and efficiently.
• Established processes and systems enable compliance with the policies,

procedures, laws, and regulations that could significantly impact the City.
• Information and the means used to identify, measure, analyze, classify,

and report such information are reliable and have integrity.
• Resources and assets are acquired economically, used efficiently, and

protected adequately.
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The Chief Audit Executive coordinates activities, where possible, and considers relying
upon the work of other internal and external assurance and consulting service providers
as needed. The Internal Audit division may perform advisory and related client service
activities, the nature and scope of which will be agreed with the client, provided the
Internal Audit division does not assume management responsibility.

Opportunities for improving the efficiency of governance, risk management, and control
processes may be identified during engagements. These opportunities will be
communicated to the appropriate level of management.

Roles and Responsibilities

The Chief Audit Executive has the responsibility to:

• Submit for review and approval by Audit Committee, at least annually, a risk-
based audit work plan that sets out the priorities of the Internal Audit function
that are reflective of the City of Brampton’s objectives, concerns and priorities;
integrated and coordinated with the corporate risk assessment and strategic
planning process. Input from Senior Management will be considered when
developing the audit work plan.

• Communicate to audit committee the impact of resource limitations on
the Internal Audit work plan.

• Review and adjust the Internal Audit work plan, as necessary, in response
to changes in the City’s business, risks, operations, programs, systems,
and controls.

• Communicate to the audit committee any significant interim changes to
the Internal Audit work plan.

• Ensure each engagement of the Internal Audit work plan is executed, including
the establishment of objectives and scope, the assignment of appropriate and
adequately supervised resources, the documentation of work programs and
testing results, and the communication of engagement results with applicable
conclusions and recommendations to appropriate parties.

• Follow up on engagement findings and corrective actions, and report periodically
to the audit committee any corrective actions not effectively implemented.

• Ensure the principles of integrity, objectivity, confidentiality, and competency
are applied and upheld.

• Meet with the Audit Committee four times a year or as needed at the call of the
Chair, to review major findings with regard to completed engagements.

• Meet with the External Auditor throughout the year as needed. The External
Auditor is provided the opportunity to review all internal audit reports issued.

• Manage and coordinate all fraud investigation activities within City
Departments and Related Boards.

• Ensure the Internal Audit division collectively possesses or obtains the
knowledge, skills, and other competencies needed to meet the requirements
of the Internal Audit charter.
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 Ensure emerging trends and successful practices in internal auditing are
considered.

Quality Assurance and Improvement Program (“QAIP”)

The Internal Audit division will maintain a QAIP that covers all aspects of the Internal
Audit division. The program will include an evaluation of the Internal Audit division’s
conformance with the Standards and an evaluation of whether internal auditors apply
the IIA’s Code of Ethics. The program will also assess the efficiency and effectiveness
of the Internal Audit division and identify opportunities for improvement.

The Chief Audit Executive will communicate to the audit committee on the Internal Audit
division’s QAIP, including results of internal assessments (both ongoing and periodic)
and external assessments conducted at least once every five years by a qualified,
independent assessor or assessment team from outside the City of Brampton.
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Corporation of the City of Brampton
Internal Audit Division

INTERNAL AUDIT CHARTER

Purpose and Mission:

Page 1 Version
2017

The purpose of the City of Brampton’s Internal Audit division is to provide independent,
objective assurance and consulting services designed to add value and improve the
operations of the City. The mission of Internal Audit is to enhance and protect
organizational value by providing risk-based and objective assurance, advice and
insight. The Internal Audit division helps the City accomplish its objectives by bringing a
systematic, disciplined approach to evaluate and improve the effectiveness of
governance, risk management and control processes.

Definitions:

Internal Audit Work Plan: The plan approved by Council listing all engagements to be
performed by Internal Audit.

Audit Committee: A Committee of Council. The Committee was established to
enable members of Council to further enhance oversight
capabilities and stewardship responsibilities. Roles and
Responsibilities are further defined in the Audit Committee
Terms of Reference.

Chief Audit Executive: The Director of the Internal Audit division.

City Related Boards: Includes Brampton Heritage Board and Brampton Library.

Council: Municipal Council of the City of Brampton and includes the
Mayor and Councillors.

Employee: An individual employed by the City, including those
employed on contract and volunteers but does not include
those retained by the City on a professional services
agreement.

Statutory Auditor: External Auditor appointed pursuant to section 296 of the
Municipal Act, 2001.
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Engagement: Includes financial, operational, compliance, follow up,

Page 2 Version
2017

information systems audits, other special audits / reviews /
investigations, consulting and any other projects

Special Project: Any project not listed on the Internal Audit Work Plan
presented to Council. A special project is considered any
project not listed in the Internal Audit Work Plan that has
been submitted to Council. Council may provide direction to
the Chief Audit Executive to perform a special project of the
City operations or City Related Boards. Management may
request in writing to the Chief Audit Executive a special
project and the Chief Audit Executive will respond in writing
addressing concerns including advising the Chief
Administrative Officer (“CAO”) of any resource limitations
and/or independence issues that would prevent the Chief
Audit Executive to take on the project.

Standards for the Professional Practice of Internal Audit

The Internal Audit division will govern itself by adherence to the mandatory elements of
The Institute of Internal Auditors’ International Professional Practices Framework,
including the Core Principles for the Professional Practice of Internal Auditing, the Code
of Ethics, the International Standards for the Professional Practice of Internal Auditing,
and the Definition of Internal Auditing. The Chief Audit Executive will report periodically
to the audit committee regarding the Internal Audit division’s conformance to the Code
of Ethics and the Standards. In addition, Internal Audit will also ensure conformance to
the guidelines and procedures of ISACA for information systems.
This mandatory guidance constitutes principles of the fundamental requirements for the
professional practice of internal auditing and for evaluating the effectiveness of the
Internal Audit division’s performance.
The Institute of Internal Auditors' Practice Advisories, Practice Guides, and Position
Papers may also be adhered to as applicable to guide operations. In addition, the
Internal Audit division will adhere to the City’s relevant policies and procedures and the
Internal Audit Procedures Manual.

Authority

The Chief Audit Executive will report functionally to the Audit Committee and
administratively (i.e. day-to-day operations) to the CAO. To establish, maintain, and
assure that the City of Brampton’s Internal Audit division has sufficient authority to fulfill
its duties, the audit committee will:

• Approve the Internal Audit division’s charter.
• Approve the risk-based Internal Audit work plan.
• Approve the Internal Audit division’s budget.
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• Receive communications from the Chief Audit Executive on the Internal Audit

Page 3 Version
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division’s performance relative to its plan and other matters.
• Approve decisions regarding the appointment and removal of the Chief Audit

Executive.
• Review and approve, together with the CAO, the performance of the CAE
• Approve decisions relating to the remuneration of the Chief Audit Executive.
• Make appropriate inquiries of management and the Chief Audit Executive to

determine whether there is inappropriate scope or resource limitations.

The Chief Audit Executive will have unrestricted access to, and communicate and
interact directly with, the audit committee, including private meetings without
management present.

The Chief Audit Executive has the authority to conduct any engagement of all City
departments and special interest groups, 3rd parties (via right to audit clauses where
applicable) and City Related Boards.

The Chief Audit Executive with strict accountability for confidentiality and safeguarding
records and information has full, free and unrestricted access to all functions, activities,
records, physical properties and personnel necessary to carrying out any engagement,
subject to applicable law.

It is the duty of any employee of the City or City Related Board having control of such
records to permit the Chief Audit Executive or his/her designate access and
examination when requested subject to applicable law. It is also the duty of any
employee of the City or City related Board to fully co-operate with and make full
disclosure of all pertinent information to the Chief Audit Executive or his or her
authorized designate.

The Chief Audit Executive has authority to obtain assistance from the necessary
personnel of the City of Brampton, as well as other specialized services from within or
outside the City of Brampton, in order to complete the engagement.

Independence and Objectivity

The Chief Audit Executive will ensure that the Internal Audit division remains free from
all conditions that threaten the ability of internal auditors to carry out their
responsibilities in an unbiased manner, including matters of audit selection, scope,
procedures, frequency, timing and report content. If the Chief Audit Executive
determines that independence or objectivity may be impaired in fact or appearance, the
details of impairment will be disclosed to appropriate parties.

Internal auditors will exhibit the highest level of professional objectivity in gathering,
evaluating, and communicating information about the activity or process being
examined. Internal auditors will make a balanced assessment of all the relevant
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circumstances and not be unduly influenced by their own interests or by others in

Page 4 Version
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forming judgments.

Internal auditors will maintain an unbiased mental attitude that allows them to perform
engagements objectively and in such a manner that they believe in their work product,
that no quality compromises are made, and that they do not subordinate their judgment
on audit matters to others.

Internal auditors will have no direct operational responsibility or authority over any of the
activities audited. Accordingly, internal auditors will not implement controls, develop
procedures, install systems, prepare records, or engage in any other activity that may
impair their judgment.

The Chief Audit Executive will have no direct operational responsibility or authority over
any operational activity for the City or City Related Boards.

The Chief Audit Executive is not authorized to perform any operational duties for the
City or City Related Boards.

The Chief Audit Executive will confirm to the audit committee, at least annually, the
organizational independence of the Internal Audit division.

The Chief Audit Executive will disclose to the audit committee any interference and
related implications in determining the scope of internal auditing, performing work,
and/or communicating results.

Scope of Internal Audit Activities

The scope of internal auditing encompasses, but is not limited to, objective
examinations of evidence for the purpose of providing independent assessments to the
audit committee and senior management on the adequacy and effectiveness of
governance, risk management, and control processes for the City of Brampton. Internal
audit assessments include evaluating whether:

• Risks relating to the achievement of the City’s strategic objectives are
appropriately identified and managed.

• The actions of City’s officers, directors, employees, and contractors are in
compliance with the City’s policies, procedures, and applicable laws, regulations,
and governance standards.

• The results of operations or programs are consistent with established goals and
objectives.

• Operations or programs are being carried out effectively and efficiently.
• Established processes and systems enable compliance with the policies,

procedures, laws, and regulations that could significantly impact the City.
• Information and the means used to identify, measure, analyze, classify, and

report such information are reliable and have integrity.
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• Resources and assets are acquired economically, used efficiently, and protected
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adequately.
The Chief Audit Executive coordinates activities, where possible, and considers relying
upon the work of other internal and external assurance and consulting service providers
as needed. The Internal Audit division may perform advisory and related client service
activities, the nature and scope of which will be agreed with the client, provided the
Internal Audit division does not assume management responsibility.

Opportunities for improving the efficiency of governance, risk management, and control
processes may be identified during engagements. These opportunities will be
communicated to the appropriate level of management.

Roles and Responsibilities

The Chief Audit Executive has the responsibility to:

• Submit for review and approval by Audit Committee, at least annually, a risk-
based audit work plan that sets out the priorities of the Internal Audit function that
are reflective of the City of Brampton’s objectives, concerns and priorities;
integrated and coordinated with the corporate risk assessment and strategic
planning process. Input from Senior Management will be considered when
developing the audit work plan.

• Communicate to audit committee the impact of resource limitations on the
Internal Audit work plan.

• Review and adjust the Internal Audit work plan, as necessary, in response to
changes in the City’s business, risks, operations, programs, systems, and
controls.

• Communicate to the audit committee any significant interim changes to the
Internal Audit work plan.

• Ensure each engagement of the Internal Audit work plan is executed, including
the establishment of objectives and scope, the assignment of appropriate and
adequately supervised resources, the documentation of work programs and
testing results, and the communication of engagement results with applicable
conclusions and recommendations to appropriate parties.

• Follow up on engagement findings and corrective actions, and report periodically
to the audit committee any corrective actions not effectively implemented.

• Ensure the principles of integrity, objectivity, confidentiality, and competency are
applied and upheld.

• Meet with the Audit Committee four times a year or as needed at the call of the
Chair, to review major findings with regard to completed engagements.

• Meet with the External Auditor throughout the year as needed. The External
Auditor is provided the opportunity to review all internal audit reports issued.

• Manage and coordinate all fraud investigation activities within City Departments
and Related Boards.
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• Ensure the Internal Audit division collectively possesses or obtains the

Page 6 Version
2017

knowledge, skills, and other competencies needed to meet the requirements of
the Internal Audit charter.

• Ensure emerging trends and successful practices in internal auditing are
considered.

Quality Assurance and Improvement Program (“QAIP”)

The Internal Audit division will maintain a QAIP that covers all aspects of the Internal
Audit division. The program will include an evaluation of the Internal Audit division’s
conformance with the Standards and an evaluation of whether internal auditors apply
the IIA’s Code of Ethics. The program will also assess the efficiency and effectiveness
of the Internal Audit division and identify opportunities for improvement.

The Chief Audit Executive will communicate to the audit committee on the Internal Audit
division’s QAIP, including results of internal assessments (both ongoing and periodic)
and external assessments conducted at least once every five years by a qualified,
independent assessor or assessment team from outside the City of Brampton.
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AUDIT COMMITTEE

Terms of Reference

Composition: Minimum of five members of the council, except the Mayor who is
an ex-officio member

Term of Office: Concurrent with the term of Council, ending November 30, 2018, or

until successors are appointed

Established by: Council Resolution

Meetings: Quarterly or as required by the Chair

Reports to: City Council

Supported by: City Clerk’s Office

Objectives of the Audit Committee:

The objective of the Audit Committee is to enhance Council’s understanding of financial

and control reporting both internally (as provided by the City’s Internal Audit Division)

and statutorily (as provided by the City’s Auditors). The Committee enables Council to

fulfill its oversight and stewardship responsibilities. The Committee also provides a focal

point for improved communication between Council, the Internal and Statutory Auditors,

and Management. The Committee strengthens the impartial, objective and independent

review of management practices through the internal and statutory audit functions. In

particular, the Committee’s objectives are to:

• Demonstrate a higher level of public accountability;

• Provide additional assurance to the public that City services are administered in
an effective, efficient and economical manner;

• Ensure compliance with legislation for public reporting;

• Ensure compliance with Corporate policies and procedures;

• Ensure the safeguarding of City assets; and

• Ensure impartial, objective and independent review of processes for City
operations.
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Responsibilities of the Audit Committee

The Audit Committee is responsible for:

Statutory Audit Function

Making recommendations to City Council regarding the following:

• the selection and dismissal of the City’s statutory Auditor(s) in accordance
with the requirements of Section 296 of the Municipal Act, 2001;

• the terms of engagement, fees and scope of the audit services provided;
• the review and approval of the annual Audited Financial Statements; and
• the review and receipt of reports.

Internal Audit Function

• Reviewing and approving the risk based internal audit work plan as
recommended by the Chief Audit Executive (“CAE”);

• Reviewing and approving the Internal Audit Charter;
• Reviewing internal audit reports issued during the year;
• Reviewing adequacy of the management responses to audit concerns in

relation to the risks and costs involved;
• Ensuring the internal audit recommendations are implemented by reviewing

internal audit’s follow up reports;
• Reviewing and approving the internal audit division’s budget;
• Approving decisions regarding the appointment and removal of the CAE;
• Reviewing the adequacy of the authority, responsibilities and functions of the

City’s internal audit division, including internal audit plans, budget, and the
scope and results of internal audits and management’s responses thereto;

• Ensuring all internal audit activities are free from interference and related
implications;

• Reviewing with the CAE the performance of the internal audit function;
• Reviewing and approving, together with the CAO, the performance of the

CAE; and
• Reviewing and approving decisions relating to the remuneration of the CAE.

Financial and Other Reporting

• Reviewing the annual Management Letter prepared by the City’s statutorily
appointed auditors and the related management responses.

General

• Reviewing the Audit Committee mandate periodically;
• Communicating and meeting independently with the CAE as appropriate; and
• Any other matters that could come within the scope of the auditors.
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AUDIT COMMITTEE

Terms of Reference

Composition: Minimum of five members of the council, except the Mayor who is
an ex-officio member

Term of Office: Concurrent with the term of Council, ending November 30, 2018, or

until successors are appointed

Established by: Council Resolution

Meetings: Quarterly or as required by the Chair

Reports to: City Council

Supported by: City Clerk’s Office

Objectives of the Audit Committee:

The objective of the Audit Committee is to enhance Council’s understanding of financial

and control reporting both internally (as provided by the City’s Internal Audit Division)

and statutorily (as provided by the City’s Auditors). The Committee enables Council to

fulfill its oversight and stewardship responsibilities. The Committee also provides a focal

point for improved communication between Council, the Internal and Statutory Auditors,

and Management. The Committee strengthens the impartial, objective and independent

review of management practices through the internal and statutory audit functions. In

particular, the Committee’s objectives are to:

• Demonstrate a higher level of public accountability;

• Provide additional assurance to the public that City services are administered in
an effective, efficient and economical manner;

• Ensure compliance with legislation for public reporting;

• Ensure compliance with Corporate policies and procedures;

• Ensure the safeguarding of City assets; and

• Ensure impartial, objective and independent review of processes for City
operations.
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Responsibilities of the Audit Committee

The Audit Committee is responsible for:

Statutory Audit Function

Making recommendations to City Council regarding the following:

• the selection and dismissal of the City’s statutory Auditor(s) in accordance
with the requirements of Section 296 of the Municipal Act, 2001;

• the terms of engagement, fees and scope of the audit services provided;
• the review and approval of the annual Audited Financial Statements; and
• the review and receipt of reports.

Internal Audit Function

• Reviewing and approving the risk based internal audit work plan as
recommended by the Chief Audit Executive (“CAE”);

• Reviewing and approving the Internal Audit Charter;
• Reviewing internal audit reports issued during the year;
• Reviewing adequacy of the management responses to audit concerns in

relation to the risks and costs involved;
• Ensuring the internal audit recommendations are implemented by reviewing

internal audit’s follow up reports;
• Reviewing and approving the internal audit division’s budget;
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• Approving decisions regarding the appointment and removal of the CAE;
• Reviewing the adequacy of the authority, responsibilities and functions of the

City’s internal audit division, including internal audit plans, budget, and the
scope and results of internal audits and management’s responses thereto;

• Ensuring all internal audit activities are free from interference and related
implications;

• Reviewing with the CAE the performance of the internal audit function; and
• Reviewing and approving, together with the CAO, the performance of the

CAE

Financial and Other Reporting

• Reviewing the annual Management Letter prepared by the City’s statutorily
appointed auditors and the related management responses.

General

• Reviewing the Audit Committee mandate periodically;
• Communicating and meeting independently with the CAE as appropriate; and
• Any other matters that could come within the scope of the auditors.
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Report 
Audit Committee 

The Corporation of the City of Brampton 

September 12, 2017 

Date: August 9, 2017 

5.2-1

Subject: Corporate Fraud Prevention Hotline Update 

Contact: Foruzan Velji, Director, Office of Internal Audit, 905-874-2215, 
Foruzan.Velji@brampton.ca

Recommendations: 

That the report from Foruzan Velji, Director, Office of Internal Audit, dated August 
9, 2017, to the Audit Committee Meeting of September 12, 2017, re: Corporate 
Fraud Prevention Hotline Update, be received. 

Overview: 

 The Corporate Fraud Prevention Hotline was launched on July 4, 2016 for the 
use of City of Brampton employees.

 Internal Audit will continue reviewing Hotline processes and procedures to ensure 
operational efficiencies and effectiveness. 

 The Corporate Fraud Prevention Hotline has received a total of seven reports of 

alleged fraud. Since the last update to Audit Committee in June 2017 no reports 
were received by the Hotline. Internal Audit conducted investigations of all seven 

reports, six of which have been closed and one of which is open;

 Internal Audit will provide ongoing updates on the status of the Corporate Fraud 

Prevention Hotline to the Audit Committee. 

Background: 

As part of the City of Brampton’s commitment to protecting its assets, the Corporation 
established a framework to prevent, detect and report incidence of fraud, as well as 

investigate any suspected acts of fraud. On July 4, 2016 the City launched Phase I of 
the Corporate Fraud Prevention Hotline (“Hotline”), which allows Ci ty employees to 
report alleged incidents of fraud. The Hotline allows employees to report incidents 



anonymously and confidentially 24 hours a day, seven days a week. To report an 
incident of suspected fraud, employees can submit a report through the third party 
secure website or over the phone through a third party dedicated toll-free number.

Current Situation: 

Internal Audit updates the Audit Committee on the status of the Hotline, including 
statistics on the number and types of reports received. From July 2016, the Hotline has 

received a total of seven reports of alleged fraud. Since the update report was presented 
at the June 6, 2017 Audit Committee, the Hotline has received no new reports. 

Currently, there is one open report and an investigation is being conducted by Internal 
Audit. The following table provides a summary of the open report: 

New Reports Submitted as of Q3 2017 

Date 
Submitted

Report Category Report 
Method 

Report Status 

N/A
Other Open Investigations 

Date 

Submitted

Report Category Report 

Method 

Report Status 

May 2017 Unethical 
Conduct

Phone Preliminary Investigation by 
Internal Audit
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Internal Audit performs its assurance and consulting activities guided by a philosophy of 
adding value to improve the operations of the City of Brampton. As part of this 

commitment Internal Audit is currently reviewing the Hotline processes and procedures 
with a goal of identifying opportunities for efficiencies, process improvements, creating 
awareness and encouraging use, if required.

Corporate Implications: 

Financial Implications: 

The 2017 operating budget approved by Council, includes $140K for implementation, 

maintenance and operation of the Corporate Fraud Prevention Hotline.

Other Implications: 

None.



Strategic Plan: 

This report achieves the Strategic Plan priority of Good Government through the 

operation of Corporate Fraud Prevention Policy and Hotline that promotes corporate 
accountability and values and governance best practice. 

Conclusion: 

The Corporate Fraud Prevention Policy and Hotline enhances and strengthens the City’s 
governance structure. It reinforces Council’s expectations regarding rules of behavior 

and emphasizes the values of the City. Internal Audit will continue to update the Audit 
Committee on the status of the Hotline and any ongoing and/or completed fraud 
investigations.

Approved by:

5.2-3

Foruzan Velji, CPA, CA 

CFI, CISA 
Director, Internal Audit 

Report authored by: Foruzan Velji, CPA, CA, CFI, CISA  
Director, Internal Audit



Report 
Audit Committee 

The Corporation of the City of Brampton 

September 12, 2017 

Date: August 9, 2017 

5.3-1

Subject: Quarterly Status of Management Action Plans – June 2017 

Contact: Foruzan Velji, Director, Office of Internal Audit, 905-874-2215, 

Foruzan.Velji@brampton.ca

Recommendations: 

That the report from Foruzan Velji, Director, Office of Internal Audit, dated August 
9, 2017 to the Audit Committee Meeting of September 12, 2017, re: Quarterly 

Status of Management Action Plans – June 2017 (File GE.a), be received. 

Overview: 

 As part of the Internal Audit follow-up process, departments are required to 
provide Internal Audit with a quarterly update on the management action plan 

status and progress of outstanding audit recommendations; 

 The objective of this report is for Internal Audit to inform Audit Committee 
members on the progress of the implementation of recommendations, as reported 
by management; 

 The comments reflect the status of the implementation of recommendations due 

to be completed by or prior to June 30, 2017;

 Since the previous update (March 31, 2017), 15 audit recommendations remain to 
be implemented by management. As at June 30, 2017, 5 have been implemented 
and 10 have been deferred; 

 Internal Audit may validate results at a subsequent date as part of the follow-up 

audit process; 

 Details concerning the individual recommendations are available upon request.



Background: 

In accordance with the requirements of Standard 2500.A1 of the International Standards 

for the Professional Practice of Internal Auditing, Internal Audit has established a follow-
up process to monitor and ensure that management action plans for audit 

recommendations have been implemented. This process has been in place since 2006. 
For the follow-up process, departments are required to provide a quarterly update to 
Internal Audit on the progress of implementing agreed-upon audit recommendations. 

Internal Audit reviews the comments submitted by the department, and where 
necessary, the Director of Internal Audit will meet with management to discuss the 

respective progress and comments. Upon complete implementation of the audit 
recommendations by management, Internal Audit will assess whether a follow-up audit 
is necessary to validate that the implemented processes and procedures are operating 

effectively. Such follow-up audits are included in Internal Audit’s annual work plan, 
which is approved by the Audit Committee. 

The quarterly implementation status updates from management are reported to the 
Audit Committee. This report summarizes the statuses of audit recommendations due 
to be implemented by management on or prior to June 30, 2017. 
Current Situation: 

As of June 30, 2017, there were 15 audit recommendations that were due to be 
implemented by management on or prior to this date. Of the 15 recommendations, 5 
were reported by management as completed, and the remaining 10 were in-progress of 

implementation. 
The following table summarizes the 15 recommendations by department and audit 

report, as at June 30, 2017:
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For the 10 in-progress recommendations where implementation was due by or prior to 
June 30, 2017, management has the following revisions to the implementation dates: 

Corporate Implications: 

Financial Implications: 

None. 

Other Implications: 

None. 

Strategic Plan: 

This report achieves the Strategic Plan priority of Good Government through the 
establishment of an Internal Audit follow up procedure for the implementation of audit 

recommendations, which promotes corporate accountability, values and governance 
best practice. 

Conclusion: 

Management and staff are committed to implementing audit recommendations to 
enhance processes in order to manage risk more effectively in their respective areas. 
Internal Audit encourages management and staff to continue striving to meet the target 

completion dates of audit recommendations. 

Approved by: 

Foruzan Velji, CPA, CA, 

CFI, CISA 
Director, Internal Audit 

Report authored by: Karen Liew, CPA, CA 
Manager, Internal Audit
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Report 
Audit Committee 

The Corporation of the City of Brampton 

September 12, 2017 

Date: May 18, 2017 

Subject: Cassie Campbell Community Centre Cash Handling and 
Revenue Audit Report

5.4-1

Contact: Foruzan Velji, Director, Office of Internal Audit, 905-874-2215, 

Foruzan.Velji@brampton.ca 

Recommendations: 

1. That the report from Reem Elchaer, Internal Auditor, Office of Internal Audit, 
dated May 18, 2017, to the Audit Committee Meeting of September 12, 2017, 
re: Cassie Campbell Community Centre Cash Handling and Revenue 

Audit, be received.

Executive Summary: 

The 2016 Internal Audit work plan included an audit of the cash handling processes 

and procedures. Historically cash handling has been a recurring engagement 
included in the annual audit work plan as cash handling processes inherently pose a 

higher risk given the susceptibility to misappropriation. Cassie Campbell Community 
Center (“Center”) was selected for this audit as its revenue comprised 15% (or 
$4.5M) of the total revenue generated by all City recreation centers in 2016.

The audit focused on reviewing the cash collection, handling and balancing 

processes to ensure controls are adequately and appropriately designed and are 
operating effectively, and revenue is accurately and completely recorded in the 
financial system. Internal Audit also evaluated the adequacy and effectiveness of 

internal controls and procedures.

Overall Results: 

Internal Audit noted process improvements were implemented by management since 

the last audit in 2009, and that the Center generally has effective controls in place to 
ensure the safeguarding of City assets, and the revenue generated is accurately and 

completely recorded into the financial system.



Some areas for further improvement were identified:

 As part of the CLASS replacement project, Recreation Division (“Recreation”) 

management should consider the feasibility of automating the complimentary 
passes process, as well as monitoring of program capacity to ensure required 
Health and Safety Regulations continue to be met;
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 Center management should ensure all point-of-sale employees are provided 
with adequate training to ensure cancelled transactions are supported, and 

that management should continue to monitor the number of cancelled 
transactions processed to ensure they are valid; and 

 Center management should ensure compliance to the City’s policies by 
maintaining a list of staff with access to the safes, as well as reviewing all 

CCTV cameras to confirm they meet approved operating procedures.

Background: 

Recreation is committed to providing quality recreation and cultural programs. 
Services at their facilities result in the collection and handling of large amounts of 

cash and the processing of other financial transactions, including revenue. In 2016, 
Recreation received approximately $29.5M in revenue (including rental revenue, 
registered revenue, membership revenue) in the form of cash and electronic 

payments. Additionally, Recreation processed over one million point-of-sale 
transactions, approximately 180,000 registrations, and sold over one million facility 

memberships. 

Cassie Campbell Community Center features a general swimming pool, two arenas, 

a fitness area, multi-purpose community rooms, and a child-care area. The facility 
processes sales under categories such as fitness memberships, drop-in classes, 

room rentals, and arena rentals. A snack bar which sells light snacks and 
refreshments is another source of revenue. The revenue collected at the Center is 
recorded in the CLASS Point-of-Sale system (“CLASS”) and payment is accepted by 

cash, cheque, and electronic transactions. Additionally, CLASS is a system that 
includes the point-of-sale and inventory modules used to record sales and inventory 

transactions in all Recreation facilities of the City.

In 2016, there were approximately 970,000 visits to the Center generating 

approximately $4.5M in revenue (15% of total Recreation revenue for the City in 
2016), of which $522,612 was received in cash according to the CLASS system. 

Staff at the Center are responsible for the daily counting, processing, and depositing 
of all cash collected and received at the Center. Staff are required to attend training 

and adhere to the “Cash Handling Standards Manual”, as well as the accompanying 
policies and procedures. Together, these documents establish the corporate 
standard for the handling of City assets and support consistent practices across the 

City.



Complimentary passes (one-time complimentary entry to fitness, skate, sport, or 
swim facility) is a program offered by the Recreation Division and available at all 

recreation centers. These passes are to be used for specific and valid reasons, 
including unexpected cancellation of scheduled classes. 

Cancelled Transaction is a function within the CLASS system that allows users to 
cancel a completed sales transaction.

Audit Scope and Objectives: 

The period covered by this audit is January 1, 2016 to December 31, 2016. This audit 
commenced February 2017 and was substantially complete in May 2017. 

The scope of the audit covered the following areas: 

 Review of policies and procedures in place to safeguard cash, record 

revenues and accounts receivables; 

 Reconciliation and verification of cash handling transactions, including 

cancelled transactions and adjustments; and 

 Recording of revenues and accounts receivables.

NOT included in the scope of the audit were the following: 

 Efficiency and effectiveness of other operational processes at the facility; 

 Payroll processes; 

 Human Resources processes; and 

 Evaluation of the performance/success of the programs offered at the 
community center.

The objectives of this audit were: 

 Cash handling transactions at the community center are accurately and 

completely recorded; 

 Revenue earned at the community center is recorded accurately and 

completely in the financial system; and 

 Cash handling policies and procedures are adequate and effective.

Findings and Recommendations: 

1: Management Review and Oversight 

With limited capacity to automate cash handling processes and procedures with the 
CLASS point-of-sale system, management has implemented manual processes and 
procedures as compensating controls. While the manual procedures are generally 

working effectively, we noted the following opportunities for further improvement: 

A. Automation of Complimentary Passes 

The City’s recreation centres compensate users through the use of complimentary 

passes for reasons including pool fouling and unplanned class cancellations. The
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complimentary passes are valid for single-use only and can be redeemed at any of 
the recreation facilities of the City. Complimentary passes issued are recorded using 
manual distribution logs, which could be difficult to read and did not always capture 

the required information (including reasons for passes issued, names of the 
receivers, phone numbers, and pass numbers). The lack of information recorded 

does not allow management to verify the validity of the complimentary passes given 
out.

Based on our review of the manual distribution logs for 2016, approximately 286 
complimentary passes were issued at the Centre, of which 55 (19%) entries did not 

have one or more of the required information. Each of the complimentary passes 
ranges in value from $2 to $8.50. The total estimated financial impact of these 
undocumented 55 passes is between $110 and $468.

In addition, management does not have a process in place to reconcile the manual 

pass distribution logs to the complimentary pass inventory in the CLASS system. 
This could result in inaccurate inventory of the City’s complimentary passes.

Finally, the Complimentary Pass Policy is still in a draft format. While the content of 
the policy is still relevant to the City, all policies that are in use by the City’s 

recreation facilities should not be in draft format.

B. Monitoring of Cancelled Transactions 

 

In 2016, the Center processed a total of 871 
cancelled transactions, totaling $8,852. The Cash Handling Standards Manual 
requires staff to include an explanation to support each cancelled transaction. Of the 

871 cancelled transactions, we noted: 

i) 74 occurrences (total value of $700) were not supported by sufficient 
explanations; 

ii) 7 occurrences (total value of $30) where the reversal was completed 

several hours subsequent to the original sales transactions and the 
explanation provided in the point-of-sale system was not complete; and 

iii) 16 occurrences (total value of $169) where the reversal was completed at 
the end of the employee’s shift / end of the day. We understand that these 
reversals were processed in order to balance total cash for the day.

While the lack of justification for revenue reversals could be a result of lack of 

training, there is an increased financial risk to the Corporation when recurring 
cancelled transactions are processed without sufficient explanations.

C. Elimination of Manual Capacity Count Sheets 

Cancelled transactions are manual point-of-sale entries that are used to reverse 

sales transactions previously inputted. 

In compliance to Health and Safety and Fire Regulations, all recreation centers of the 
City are required to adhere to maximum capacities of each program. The Center 
currently uses manual count sheets to track the number of users for various 

programs at the facility, including swimming, skating, childcare, etc. We noted that
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because the manual count sheets were not accurate or complete, Center 
management controlled capacity by allocating the maximum number of wristbands 
for each program. As a result, the manual count sheets are not used and do not add 

value in managing program capacities. 

D. Informal Financial Reviews 

A key to effective program management is to analyze the success of the various 

programs offered by the Center, as well as the revenues generated and expenses 
incurred. We understand that monthly operating financial statements are provided to 

Center management, and management’s review of these statements is informally 
done. Review of the changes in financial statement elements over time, and a budget 
versus actual comparative trend analysis is critical in measuring the performance of 

programs offered by the Center. 

Recommendations: 
i) As part of the City’s CLASS replacement project, Recreation management 

should consider the feasibility of automating the complimentary passes 

process via reusable scan cards. This will allow management to track 
various metrics related to issued complimentary passes, including: 

quantities by facility, staff, frequency, age of unclaimed passes, etc. An 
automated process will improve the accuracy and effectiveness of tracking 
and processing complimentary passes and eliminate the need to maintain 

an inventory of complimentary passes. 

ii) Recreation management should review and finalize the Complimentary 
Pass Policy. 

iii) Center management should ensure all point-of-sale employees are 
provided with adequate training with respect to required documentation to 

support cancelled transactions. Additionally, management should continue 
to monitor the number of cancelled transactions processed to ensure they 
are valid. 

iv) As part of the City’s CLASS replacement project, Recreation management 

should consider the feasibility of monitoring program capacity via an 
automated process.

v) To increase the efficiency of capacity monitoring, Center management 
should eliminate the use of manual count sheets and continue to manage 

program capacity through the use of wristbands. 

vi) Center management should develop a monthly financial analysis to 

evaluate the performance of the facility. 

Management’s Response: 

i) Description of Action Plan to address recommendation:
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 Agree with the recommendation. Recreation, Administration Services 
will assess the feasibility of automating complimentary pass 
management within the prospective replacement software. Where 

automation exists, enhancement will be made to the current process to 
improve distribution and redemption tracking accuracy. 

 Agree with the recommendation. Recreation Management and 

Administration Services will review the procedural documentation for 
complimentary passes and make necessary revisions to reflect 
business processes. 

 Agree with the recommendation. Recreation supervisory staff will 

ensure that sufficient training is provided to staff prior to the assumption 
of transaction-based job responsibilities and on an ongoing basis (as 
required) for the purpose of reinforcement. Presently, a monthly report 

is being generated to account for the number and total dollar value of 
cancelled transactions processed by each staff member. This report is 

reviewed by the supervisor and any trends and/or patterns are 
recognized and coaching is immediately initiated. 

 Agree with the recommendation. Recreation Management and 
Administration Services will assess the feasibility of automating 

program capacity controls within the perspective replacement software. 
Where automation exists, enhancement will be made to the current 
process to improve tracking accuracy. 

 Agree with the recommendation. Recreation staff will enforce that a 

proof-of-purchase method must be provided to gain access to pay-as-
you-go programming in order to ensure that capacities are maintained. 

 Agree with the recommendation. Recreation Management and 
Administration Services will develop a financial analysis tool to evaluate 

the performance of a facility on a monthly basis. 

ii) Department responsible for completion of Action Plan: 
Community Services 

iii) Completion date of Action Plan: 
January 2019

2: Non-Compliance to Policy 

Operations related to cash handling and revenue of the City’s recreation centers are 
governed by the following policies, standards and operating procedures: 

 Cash Handling Standards Manual; 

 Complimentary Passes Policy; 

 Reporting Daily Revenue Standard Operating Procedure; 

 CLASS – Price Adjustments Standard Operating Procedure; and
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 CCTV – Property and Public Conveyance Standard Operating Procedure.

While we found general compliance to the above noted policies, standards and 

operating procedures, we identified two specific areas for improvement:

A. Lack of Documentation of Safe Access and Combination Distribution 

 

There are two safes that are installed at the Center, and access to these safes are 

restricted to eligible Center staff. Daily cash counts are performed by Center staff to 
ensure bank deposits are prepared timely and accurately. All cash equivalent items 

(including cash bags, bank deposits, complimentary passes and cheques) are 
maintained in the locked safes. 

The Cash Handling Standards Manual states that facilities with safes should maintain 

a list of staff with access to the safes. For 2016, we noted that the Center did not 
have a list of staff with access to the concession area’s safe. As a result, Internal 

Audit was not able to verify the staff that had access to the safe and whether such 
access complied with the policy.

In addition, the log that records the distribution of safe combinations did not indicate 
the preparer or the approver, which does not comply with the requirements of the 

Cash Handling Standards Manual.

B. Location of Security Camera 

 

One of the means of achieving this is 

through the installation of closed-circuit television (“CCTV”) cameras. We noted that 
one of the CCTV cameras at the Center did not meet the approved operating 

procedure.

Recommendations: 

It is recommended that the Center’s management: 

i) Maintains a current electronic and paper list of staff with access to the 
safes. Management should also ensure that safe combination distribution 

logs include both the preparer and management that approved it. 

ii) Reviews all CCTV cameras within the facility and ensures they comply with 
documented requirements.

Management’s Response: 

i) Description of Action Plan to address recommendation: 

 Agree with the recommendation. Currently, Recreation supervisory 

staff are maintaining a management tool to control safe combination 
distribution and the associated approvals. Recreation, Administration

The City is committed to providing a safe and secure environment to both the 
employees and the public at all of its facilities. 
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Services will assess the feasibility of creating an electronic workflow to 
maintain this process going forward. 

 Agree with the recommendation. Recreation supervisory staff has 
already complied with the documented requirements for CCTV being 

installed inside the snack bar. 

ii) Department responsible for completion of Action Plan: 

Community Services 

iii) Completion date of Action Plan: 
(Completed) June 2017 

Conclusion: 

The objective of this audit was to assess the accuracy and completeness, and 
controls on the cash handling and revenues at the Cassie Campbell Community 

Centre, and review the compliance with applicable policies and procedures. Internal 
Audit acknowledges that management has implemented the previous audit 

recommendations from 2009 and that management has adequate controls and 
procedures in place to ensure accurate, complete and timely recording of point-of-
sale transactions.

Prepared by: 
Reem Elchaer, CPA, CA 
Internal Auditor, Internal Audit

Reviewed by: 
Karen Liew, CPA, CA 

Manager, Internal Audit

Approved by: 
Foruzan Velji, CPA, CA 

Director, Internal Audit

Appendices: 

Appendix A: Criteria for Audit Report Rating 

Appendix B: Criteria for Evaluating Audit Findings 

Report authored by: Reem Elchaer, CPA, CA 

Internal Auditor

________________________________

________________________________

________________________________
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Appendix A: Criteria for Audit Report Rating

Effective

- Key controls are adequately and appropriately designed, and are operating
effectively to support objectives and manage risks.

- Audit recommendations resulted in only minor enhancements to the
effectiveness or efficiency of controls and processes.

- One or more Priority 3 findings.
- Insignificant cumulative financial impact when all audit findings have been

considered.
- Audit findings would not be subject to a follow-up by Internal Audit.

Enhancement
Required

- A few key control weaknesses were noted that require enhancements to
better support objectives and manage risks.

- One Priority 2 finding and Priority 3 findings.
- Priority 3 findings only where the cumulative financial impact is significant.
- Corrective action and oversight by management is needed.
- Audit findings could be subject to a follow-up by Internal Audit.

Significant
Improvement

Required

- Numerous key control weaknesses were noted that require significant
improvement to support objectives and manage risks.

- One Priority 1 finding, or more than one Priority 2 findings and Priority 3
findings.

- Priority 2 and 3 findings only where the cumulative financial impact is
significant.

- Corrective action and oversight by senior management is required.
- Audit findings will be subject to a follow-up by Internal Audit.

Immediate
Action

Required

- Key controls are either not adequately or appropriately designed and are not
operating effectively, or there is an absence of appropriate key controls to
support objectives and manage risks.

- More than one Priority 1 finding, combined with Priority 2 or 3 findings.
- Regardless of the type of findings, the cumulative financial impact is

material to the City's financial statements.
- Confirmed fraud by management or staff.
- Corrective action and oversight by Corporate Leadership Team is required

immediately.
- Follow-up of such audit findings by Internal Audit would be of high priority.

The audit report rating is intended to provide management with an indication of the overall status
of internal controls and processes in the audited area. The audit report rating is based on Internal
Audit's overall assessment of the significance of issues identified during the audit process, and in
conjunction with professional judgement also considers the following:

1. Design and effectiveness of internal controls, processes, procedures, policies, and systems.
2. Compliance with policies, standard operating procedures, and other requirements (i.e. legal,

regulatory, accounting, contractual).
3. Quality of the data and information provided by management and related systems.
4. Efficiency of systems, processes and procedures.
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Appendix B: Criteria for Evaluating Audit Findings

Priority 1 (P1)

One or more of the following conditions exist that require immediate attention of the
Corporate Leadership Team. Corrective actions by senior management must be
implemented within 3 to 6 months of the audit report date.

Priority 2 (P2)

One or more of the following conditions exist that require attention by senior
management. Corrective actions by management should be implemented within 6 to
12 months of the audit report date.

Priority 3 (P3)

One or more of the following conditions exist that require attention by management.
Corrective actions by management should be implemented within 12 to 18 months of
the audit report date.

- Financial impact of both actual and potential losses is material.

- Management's actions, or lack thereof, have resulted in the compromise of a key process or control, which
requires immediate significant efforts and/or resources (including time, financial commitments, etc.) to mitigate
associated risks. Failure by management to remedy such deficiencies on a timely basis will result in the City
being exposed to immediate risks and/or financial loss.

- One or more of the following conditions is true: i) management failed to identify key risks; ii) management
failed to implement processes and controls to mitigate key risks.

- Management's actions, or lack thereof, have resulted in a key initiative to be significantly impacted or delayed,
and the financial support for such initiative will likely be compromised.

- Management failed to implement effective control environment or provide adequate oversight, resulting in a
negative pervasive impact on the City or potential fraudulent acts by City staff.

- Fraud by management or staff, as defined by the Corporate Fraud Prevention Policy (policy 2.14).

- Financial impact of both actual and potential losses is significant.

- Management's actions, or lack thereof, may result in a key process or control to be compromised, which
requires considerable efforts and/or resources (including time, financial commitments, etc.) to mitigate
associated risks.

- Management correctly identified key risks and have implemented processes and controls to mitigate such
risks, however, one or more of the following is true: i) the processes and controls are not appropriate or
adequate in design; ii) the processes and controls are not operating effectively on a consistent basis.

- Management's actions, or lack thereof, have impacted or delayed a key initiative, and the funding for such
initiative may be compromised.

- Management failed to provide effective control environment or oversight on a consistent basis, resulting in a
negative impact on the respective division, or other departments.

- Management failed to comply with Council-approved policies, by-laws, regulatory requirements, etc., which
may result in penalties.

- Management failed to identify or remedy key control deficiencies that may impact the effectiveness of anti-
fraud programs.

- Financial impact of both actual and potential losses is insignificant.

- A non-key process or control if compromised may require some efforts and/or resources (including time,
financial commitments, etc.) to mitigate associated risks.

- Processes and controls to mitigate risks are in place; however, opportunities exist to further enhance the
effectiveness or efficiency of such processes and controls. Management oversight exists to ensure key
processes and controls are operating effectively.

- Minimal risk of non-compliance to Council-approved policies, by-laws, regulatory requirements, etc.

- Low impact to the City's strategic or key initiative.

- Low impact to the City's operations.
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Report 
Audit Committee 

The Corporation of the City of Brampton 

September 12, 2017 

Date: August 10, 2017 

Subject: Employee Expense Reimbursement Audit Report

5.5-1

Contact: Foruzan Velji, Director, Office of Internal Audit, 905-874-2215, 
foruzan.velji@brampton.ca 

Recommendations: 

1. That the report from Reem Elchaer, Internal Auditor, Office of Internal Audit, 

dated August 10, 2017, to the Audit Committee Meeting of September 12th, 2017, 
re: Employee Expense Reimbursement Audit Report, be received.

Executive Summary: 

The 2017 Internal Audit work plan included an audit of the employee expense 
reimbursement process. The objective in incurring business expenses is managing 
public resources prudently while at the same time meeting the City’s strategic plan. 

The process to reimburse employees for business related expenses is manual. Manual 
processes are not efficient and there exists a potential for human error. In 2016, 

employee business expenses totaled approximately $1.3M, which is fairly consistent 
with 2015 ($1.2M) and 2014 ($1.3M). 

The audit focused on determining if employee business expenses were reasonable, 
authorized, and in compliance with policies and procedures. Internal Audit also 

reviewed and evaluated the processes and internal controls related to employee 
expense reimbursements.

Overall Results: 

Based on our audit work, Internal Audit found that the employee expense 
reimbursement process is inefficient in processing employee business expenses. Two 
findings from our September 2012 Employee Business Expense Audit report were 

found to be still relevant. 
Specifically, the following opportunities for improvements were identified:

 Timely processing of expense claims only when adequately supported, (2012 

Finding); 



 Streamlining the process by considering automation to increase efficiency; and 

 Consolidate policies and include an overarching framework to ensure efficient 
process with clear and current guidance, (2012 Finding). 
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Background: 

The Treasury Services Section of the Finance Division is responsible for managing the 

accuracy and timeliness of payments to suppliers, taxpayers, as well as City employees. 
In September 2012, the Office of Internal Audit completed an Employee Business 

Expense Audit. Relevant audit findings included policies and procedures framework 
weaknesses, and inadequate supporting documentation.

Employees are reimbursed for the business expenses that they incur in conducting 
official City business. This includes business meetings, conferences, training, and meals 

and mileage. There are seven policies and six procedures related to the processing and 
authorization of approved employee expenses. For the 2016 year, there were 7700 
claims totaling approximately $1.3M related to employee expenses not including 

purchasing card transactions. 

Figure 1 below breaks down the Top 5 expenses by category for the years 2014-2016. 
Expenses have been relatively consistent except for mileage and coffee break 
allowance (for union employees only) which have increased.



Audit Scope and Objectives: 

The period covered by this audit is January 1, 2016 to December 31, 2016. This audit 

commenced June 2017 and was substantially complete in July 2017. 

The scope of the audit covered the following areas: 

 Review and evaluation of the employee expense reimbursement process, 
including the policies and procedures; 

 Review the appropriateness and compliance with City’s policies, of employee 
expenses including, but not limited to: 

a. Mileage; 
b. Staff Development; 

c. Meal Allowances; and 

 Evaluate the appropriateness, accuracy, and completeness of employee 
expenses related to petty cash, and ensure consistency with City’s policies and 

procedures.

NOT included in the scope of the audit were the following: 

 Mayor and Members of Council expenses; 

 Any Purchasing card transactions; and 

 Minor expense reconciliations. 

The objectives of this audit was to provide assurance that: 

 The controls to monitor expense reimbursement are adequately and appropriately 

designed and working efficiently; 

 Policies are current, and comprehensive; and 

 All claims are compliant to applicable policies and procedures.

Findings and Recommendations: 

1: Lack of Education on Policies and Procedures

The City has seven policies and six procedures that govern employee business 
expenses. There are seven different methods that City employees can use for payment 

or reimbursement of business expenses: 

 Employee Mileage Forms (for non-travel related mileage incurred); 

 Meal Allowance Forms (for non-travel related meal entitlements) 

 Travel Expense Forms (for business-related travel); 

 Accounts Payable Payment Requisition Form (for other business expenses not 
covered in the above categories); 

 Professional Development Forms (for non-travel related training and 
development); 

 Petty Cash; and 

 Purchase Card (not in audit scope).

Priority 2 
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In our review of the policies and procedures we identified the following: 

A. Lack of clear comprehensive guidance 

Multiple policies, procedures, and methods of payments can cause confusion as 
there is no one source that provides an overarching framework and guidance on 
employee expenses. This was a previous audit finding from the 2012 Employee 

Business Expenses Audit. Depending on the nature of the expense, staff may 
need to refer to multiple documents in order to determine required actions 

including what forms need to be completed and approved, and the supporting 
documents required to be submitted.

Table 1: List of policies and procedures related to employee expense 
reimbursement 

Table 2A: List of methods of payments

Policies (7) Procedures (6) 

Travel Expense Expenses-Travel 

Mileage Expense Automobile Expenses 

Business Expense Expenses-Business 

Meals Allowance N/A 
Petty Cash Petty Cash

Development & 

education 
N/A 

Purchasing Card P card Reconciliation 

N/A Business Expense Coding 

# Form/Method of Payment 

Travel Expense Forms 

Employee Mileage Form 

Meal Allowance Form 

Petty Cash Form 

Professional development Form 
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Purchasing Card Form 

Accounts payable Payment 
Requisition Form

1

2

3

4

5

6

7



Table 2B: Forms that can be used for different expenses 

Type of expense Multiple Forms that can be used

Travel Expense

Mileage Expense

Business

Expense 

Meals Allowance

Development & 
education

1

The various policies and procedures for employee expense reimbursement 
claims were approved by the previous Treasurer and the Deputy Treasurer, and 

some were not updated for over ten years. The content was found to lack clear 
direction on roles and responsibilities, and requires updating.

B. Inefficient payment process 

The employee expense reimbursement process is a manual process, that is time 
consuming and potentially prone to input errors. Employees enter expense 
information from their receipts into an excel spreadsheet, then print the form and 

have it approved by management. A hard copy form must be sent by interoffice 
mail to Accounts Payable (AP).

In the case of meals and mileage expenses, the monthly claim summaries need 
to be scanned and emailed, along with a hard copy printout which is sent by 

interoffice mail to AP.

AP checks the form and supporting receipts for accuracy and follows-up with the 
sender if receipts are missing. Once verified for accuracy the form is entered into 
the AP system for final payment processing. 

C. Lack of clarity on amounts related to meals 

The current procedure allows for the option to claim either a daily per diem of $60 
or to reimburse the actual meal receipts. The policy is silent on the maximum 

amount that can be claimed when an employee submits actual receipts. Given 
the option, this procedure may encourage employees to claim receipts from 

higher costing meals for reimbursement.

1 2 

1

6
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31

5  

7

7

63

763 42

4 6

1 



D. Inefficient process for travel expenses 

The current policy requires the completion of a “Request for Travel/Conference 

Approval” form and a “Travel Budget Worksheet” prior to registration for any 
training longer than one day in length, and does not provide a minimum 

threshold. These requirements become onerous and inefficient for employees 
who plan to attend any conference or meeting.

Recommendations: 

It is recommended that Finance Management: 

A. Review, update and consider consolidation of the policies and procedures. In 
addition, consideration should be given to combining the employee expense 

categories into one form that is to be completed by employees on a monthly 
basis. Consolidated expense forms will reduce the amount of administrative work 

required for both the operating departments as well as Finance.

Once the policies and forms are updated, they should be communicated to all 

employees. Training for new employees should include guidance on processes 
that have to be followed, the forms that must be used and approved, the 

supporting documentation that must be submitted and retained, as well as, the 
timelines for submission.

B. Assess the feasibility of adopting technology to automate and streamline the 
expense management processes, enabling employees, their managers and back 

office team to digitize every step of expense reporting. Reports can be created, 
approved and processed through a web interface. From the initial stages of the 
expense claim, all documentation will be automatically loaded with image 

captures of receipts and are synced through system integration. This will result in 
employee reports being submitted sooner, with required supporting 

documentation intact; approvals and back-end processing will run more smoothly 
and quickly, and payments will be issued in a timelier manner. 

C. The current meal allowance policy should be reviewed, and consideration should 
be made if both the procedure of allowing for per diem or actual receipts is 

necessary. Evaluate the necessity of the current forms being used (ex. “Monthly 
Meal Allowance Summary”). The meal claims process policy should include a 
daily maximum threshold for reimbursement. 

D. It is recommended that the “Request for Travel/Conference Approval” be 

completed for any training that meets a specified threshold amount (for example, 
$1,000).
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Management’s Response: 
i) Description of Action Plan to address recommendation: 

Management agrees with the recommendations in principle.

1A) Finance management is currently in the process of reviewing and updating 
all Finance Policies and Standard Operating Procedures (SOP) as well as 
related processes. This review is being done in parallel with the City Wide 

initiative led by the Service Innovation and Corporate Performance Team 
to provide an overall Policy and SOP framework. This framework will 

include guidance for how policy is developed, approved, reviewed, and 
made public.

As part of the Finance review, consideration will be given to the potential 
combining of Policies and SOPs as well as related forms. In conjunction 

with the Information Technology (IT) division, Finance staff will explore the 
feasibility of combining all non-travel/conference expenses into one 
consolidated form using a new, on-line workflow software (‘Agile Point’).  

This tool is currently being developed for use in the travel/conference 
reporting and reimbursement process. 

Once the Policy, SOP and process review is completed, a formal plan will 
be prepared and executed in order to communicate this information to 

employees. At the same time, Finance staff will work with Human 
Resources (HR) to incorporate Policy training as part of new employee 

orientation.

In addition, Finance staff is currently working with Corporate 

Communications on developing an online Service Catalogue. This Service 
Catalogue will be housed on the Portal and will provide an intuitive one-

stop resource location for employees to access specific Policy, SOP and 
process related documentation, including applicable forms. 

1B) The Employee Travel and Education Tracking and Reimbursement 
process has been selected as one key City process that will utilize a new, 

on-line workflow software (‘Agile Point’). This new tool and supporting 
process will enhance the overall effectiveness through implementation of 
specific workflow features, development of more user friendly forms and 

eliminating redundant submissions and approvals. 

This will provide enhanced customer service to our internal business 
partners through time savings in preparation and submission of travel 

expense claims, lower claim submission to employee reimbursement time 
as well as enhance reporting accuracy.
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Specific goals of the new process are to: 

• Improve employee satisfaction and productivity - elimination of 
redundant and non-value added forms 

• Electronic submission and approvals – paperless process 

• Reduce travel document processing costs 

• Maximize expense control and policy compliance 

• Move approval accountability to supervisors and cost center managers 

• Introduce thresholds for submission and approval 

• Introduce capping of meals expenses 

• Introduce automatic e-mail reminders at every stage in the process 

To date, the implementation team has completed the requirements 
definition (including engagement/feedback from operating departments), 
process mapping, form template and is currently in the development stage. 

Once Employee Travel and Education Tracking and Reimbursement 

implementation is completed, staff will explore possibility of utilizing Agile 
Point for other types of employee expenses. 

1C) As part of the new Employee Travel and Education Tracking and 
Reimbursement process described in response to Recommendation 1.B, 

Finance staff will recommend implementing a maximum amount for meal 
reimbursement when an employee is submitting receipts. 

Currently, the Monthly Meal Allowance Summary form is required for 
payout of overtime meals for both union and non-union staff. Once the 

Time and Labour system is implemented (currently in RFP preparation 
stage), overtime meals will be paid through Payroll based on time entry 
hours. This will eliminate the need for the Monthly Meal Allowance 

Summary form. 

1D) Management understands the need to streamline the employee 
reimbursement process and make it more efficient. As a result, Finance 
and IT staff are currently working on implementation of a new Employee 

Travel and Education Tracking and Reimbursement process described in 
response to Recommendation 1.B. As part of the new process, formal pre-

approval will only be required for travel/conferences that are over one day 
in duration and are expected to cost over $1,000.
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We believe that these thresholds strike a fair balance between process 
efficiency and the need to control and monitor stringent staff development 
budgets. 

Introduction of a $1,000 pre-approval limit would reduce pre-approval 

requirements by approximately 70% but would represent only about 30% 
of the dollar value of total travel/conference expenses. 

ii) Department responsible for completion of Action Plan: 

1A) Corporate Services (Finance) and Chief Administrative Office (Service 
Innovation and Corporate Performance). 

1B) Corporate Services (Finance and Information Technology). 

1C) Corporate Services (Finance and Information Technology). 
1D) Corporate Services (Finance and Information Technology). 

iii) Completion date of Action Plan: 

1A) Q1, 2018. 

1B) Q1, 2018. 
1C) Q1, 2018 and Q3, 2018 for overtime meals. 

1D) Q1, 2018.

2: Inadequate Supporting Documentation 

During the audit, a total of 86 samples related to employee expense reimbursements 
were tested in general ledger accounts relating to employee expenses, for example, 

staff development, meal allowance, coffee break allowance, and mileage.

Based on the 30 mileage samples tested, we noted several claims which did not contain 

sufficient information for Operating Department approvers to substantiate the expenses. 
This was a previous audit finding from the 2012 Employee Business Expenses Audit. 

Our testing indicated the following: 

 12 occurrences (or 40% of the sample) were found to be missing destination 

maps to support the addresses they were travelling to, and in some instances the 
description of the location was incomplete such as “various site visits”, 

“Scarborough”, and “multiple locations”. 

 19 occurrences (or 63% of the sample) represented several monthly mileage 

claims submitted for a full year, or twelve months of travel at year end.

The majority of these instances related to employees who are required to travel as part 
of their job responsibilities.

Priority 2 
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Given the above findings, there is a risk that employees may inflate the mileage claimed 
in order to increase their reimbursement. Additionally, there is no governance document 
that informs employees of the need for timely submission of mileage expenses.

Finally, the current policy calculates the mileage reimbursement based on the driving 

distance from City Hall to the destination location. Mileage reimbursement calculated 
based on “incremental mileage” basis, where employees are paid based on the excess 
kilometers travelled from their normal travel to their home office, would reflect a more 

accurate cost of mileage. Total mileage claims in 2016 amounted to approximately 
$650K. Based on sample testing, the estimated cost savings to the City when using 

“incremental mileage” calculation was approximately $8K.

Recommendations: 

i) The expense reimbursement policy should specify the supporting documentation 

required to be submitted, and consider establishing a deadline for mileage 
submission; and 

ii) With mileage expenses increasing each year, Finance management should 

consider adopting the “incremental mileage” calculation in the policy, as this will 
result in increased costs savings to the City.

Management’s Response: 

i) Description of Action Plan to address recommendation: 

Management agrees with the recommendation. 

 Management will update relevant Policies and SOPs to include specific 

supporting documentation requirements as well as establish a deadline for 
mileage submission. 

 Management will explore the feasibility of implementing an “incremental 
mileage” calculation through the following steps: 

a. Benchmarking with other municipalities as well as other industries 
b. Conducting a cost/benefit analysis of implementing such a policy and 

monitoring its compliance 

c. Evaluate any privacy concerns if employees are to provide their specific 
home address for calculating the “incremental mileage” to non-HR staff 

ii) Department responsible for completion of Action Plan: 
Corporate Services (Finance). 

iii) Completion date of Action Plan: 

Q1, 2018.
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Conclusion: 

The objective of this audit was to review the efficiency of the employee expense 

process, and to determine if employee expense reimbursements are appropriate, 
authorized and in compliance with City’s policies and procedures. Based on our audit 

work, Internal Audit found that processes are inefficient and require enhancements. The 
current process is manual, refers to multiple policies and procedures and requires 
several hard copy forms to be completed which are time consuming and prone to human 

error. 
In order to make Brampton “Future Ready” and a leader in the public sector, it is 

recommended that management consider reviewing the current policies and procedures 
and identify improvements such as automating the expense management process and 
consolidating policies and procedures to enhance the efficiency.

Prepared by: 
Reem Elchaer, CPA, CA 

Internal Auditor, Internal Audit

Reviewed by: 
Swati Taneja, CPA, CGA 

Senior Advisor, Internal Audit

Approved by: 
Foruzan Velji, CPA, CA 

Director, Internal Audit

Attachments: 

Appendix A: Criteria for Audit Report Writing 

Appendix B: Criteria for Evaluating Audit Findings

Report authored by: Reem Elchaer, CPA, CA 

Internal Auditor, Office of Internal Audit
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Appendix A: Criteria for Audit Report Rating

Effective

- Key controls are adequately and appropriately designed, and are operating
effectively to support objectives and manage risks.

- Audit recommendations resulted in only minor enhancements to the
effectiveness or efficiency of controls and processes.

- One or more Priority 3 findings.
- Insignificant cumulative financial impact when all audit findings have been

considered.
- Audit findings would not be subject to a follow-up by Internal Audit.

Enhancement
Required

- A few key control weaknesses were noted that require enhancements to
better support objectives and manage risks.

- One Priority 2 finding and Priority 3 findings.
- Priority 3 findings only where the cumulative financial impact is significant.
- Corrective action and oversight by management is needed.
- Audit findings could be subject to a follow-up by Internal Audit.

Significant
Improvement

Required

- Numerous key control weaknesses were noted that require significant
improvement to support objectives and manage risks.

- One Priority 1 finding, or more than one Priority 2 findings and Priority 3
findings.

- Priority 2 and 3 findings only where the cumulative financial impact is
significant.

- Corrective action and oversight by senior management is required.
- Audit findings will be subject to a follow-up by Internal Audit.

Immediate
Action

Required

- Key controls are either not adequately or appropriately designed and are not
operating effectively, or there is an absence of appropriate key controls to
support objectives and manage risks.

- More than one Priority 1 finding, combined with Priority 2 or 3 findings.
- Regardless of the type of findings, the cumulative financial impact is

material to the City's financial statements.
- Confirmed fraud by management or staff.
- Corrective action and oversight by Corporate Leadership Team is required

immediately.
- Follow-up of such audit findings by Internal Audit would be of high priority.

The audit report rating is intended to provide management with an indication of the overall status
of internal controls and processes in the audited area. The audit report rating is based on Internal
Audit's overall assessment of the significance of issues identified during the audit process, and in
conjunction with professional judgement also considers the following:

1. Design and effectiveness of internal controls, processes, procedures, policies, and systems.
2. Compliance with policies, standard operating procedures, and other requirements (i.e. legal,

regulatory, accounting, contractual).
3. Quality of the data and information provided by management and related systems.
4. Efficiency of systems, processes and procedures.
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Appendix B: Criteria for Evaluating Audit Findings

Priority 1 (P1)

One or more of the following conditions exist that require immediate attention of the
Corporate Leadership Team. Corrective actions by senior management must be
implemented within 3 to 6 months of the audit report date.

Priority 2 (P2)

One or more of the following conditions exist that require attention by senior
management. Corrective actions by management should be implemented within 6 to
12 months of the audit report date.

Priority 3 (P3)

One or more of the following conditions exist that require attention by management.
Corrective actions by management should be implemented within 12 to 18 months of
the audit report date.

- Financial impact of both actual and potential losses is material.

- Management's actions, or lack thereof, have resulted in the compromise of a key process or control, which
requires immediate significant efforts and/or resources (including time, financial commitments, etc.) to mitigate
associated risks. Failure by management to remedy such deficiencies on a timely basis will result in the City
being exposed to immediate risks and/or financial loss.

- One or more of the following conditions is true: i) management failed to identify key risks; ii) management
failed to implement processes and controls to mitigate key risks.

- Management's actions, or lack thereof, have resulted in a key initiative to be significantly impacted or delayed,
and the financial support for such initiative will likely be compromised.

- Management failed to implement effective control environment or provide adequate oversight, resulting in a
negative pervasive impact on the City or potential fraudulent acts by City staff.

- Fraud by management or staff, as defined by the Corporate Fraud Prevention Policy (policy 2.14).

- Financial impact of both actual and potential losses is significant.

- Management's actions, or lack thereof, may result in a key process or control to be compromised, which
requires considerable efforts and/or resources (including time, financial commitments, etc.) to mitigate
associated risks.

- Management correctly identified key risks and have implemented processes and controls to mitigate such
risks, however, one or more of the following is true: i) the processes and controls are not appropriate or
adequate in design; ii) the processes and controls are not operating effectively on a consistent basis.

- Management's actions, or lack thereof, have impacted or delayed a key initiative, and the funding for such
initiative may be compromised.

- Management failed to provide effective control environment or oversight on a consistent basis, resulting in a
negative impact on the respective division, or other departments.

- Management failed to comply with Council-approved policies, by-laws, regulatory requirements, etc., which
may result in penalties.

- Management failed to identify or remedy key control deficiencies that may impact the effectiveness of anti-
fraud programs.

- Financial impact of both actual and potential losses is insignificant.

- A non-key process or control if compromised may require some efforts and/or resources (including time,
financial commitments, etc.) to mitigate associated risks.

- Processes and controls to mitigate risks are in place; however, opportunities exist to further enhance the
effectiveness or efficiency of such processes and controls. Management oversight exists to ensure key
processes and controls are operating effectively.

- Minimal risk of non-compliance to Council-approved policies, by-laws, regulatory requirements, etc.

- Low impact to the City's strategic or key initiative.

- Low impact to the City's operations.
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Section One 

Executive Summary 
Conclusion 

7.1-3

We have completed a specified procedures audit over Mayor and Councilor’s expenses claimed in 2016 at the City of Brampton. 
Although there are fundamental pol icies and procedures in p lace to govern expenses, we noted that two of the expenses 
claimed are not eligible and we did not receive supporting documentation for three expenses to determine if these expenses 
were allowable. Per information received from the Finance department, these expenses were not reimbursed to the Member 
of Council. Work is needed to further enhance the policies and train members of Council on the type of expenses eligible for 
reimbursement. 

We reviewed the Mayor and Councilors’ Expense Policy, as well as, other City Policies and Standard Operating Procedures that 
govern the expense reimbursement process. We noted that these policies and procedures require judgement in some areas 
and use terms such as “reasonable” and “may include but is not limited to”. We found this lack of clarity can make it difficult 
to determine the eligibility of expenses. As it is not feasible for the Mayor and Councilors’ Expense Policy to outline all allowable 
expenses, we would recommend the Mayor and Councilors sign a monthly disclaimer indicating that all expenses requested 
for reimbursement were incurred carrying out the duties of a Member in Council. 

During our  pol icy r eview, w e not ed t hat s ome of  t he C ity P olicies a nd S tandard O perating P rocedures a re o utdated, a s 
demonstrated by the effective date on the document. There should be documented frequent reviews, in order, to ensure that 
the pol icies a nd procedures a re a ddressing t he c urrent n eeds of  a  M ember i n C ouncil a nd B rampton C ity em ployees. 
Additionally, t here a re f ive di fferent expense po licies t hat apply t o t he M ayor and C ouncilors ( one administrative and f our 
corporate policies – see Appendix C for a detailed breakdown). We recommend that the City consolidate these policies to one 
policy document that is specifically designated to the Mayor and Councilors, and covers all types of  expenses, and have a 
separate policy for all staff. 

A review was performed of training materials provided to the Mayor and Councilors. The training materials assessed included 
onboarding material for newly appointed Councilors and the Mayor, as well as, a presentation from a public council workshop. 
Neither of the training materials provided appropriate guidance or insight into eligible expenses and key processes relating to 
expenses and the policies. 

Throughout our specified procedures audit, we sampled 25 expenses for each of the 10 Councilors, the Mayor, the Councilor’s 
Office, and the Mayor’s Office for the year of 2016. As previously mentioned, there were two expenses which did not appear 
to be eligible and in compliance with the Mayor and Councilors’ Expense Policy. There were also expenses that we were unable 
to verify eligibility, as the policy has unclear guidelines on what is allowable. One of the most common issues was data roaming 
and long distance charges on cell phone bills. Even though the Councilor and/or Mayor indicated that these costs were incurred 
carrying out the duties of a Member of Council, we were not able to verify the business purpose of these costs. Lastly, there 
were issues identified with the reimbursement process, including t imeliness of  expense submissions, insufficient detail on 
requisition forms, and lack and/or inconsistency of documentation. 

We noted that some expenses were gifts to individuals (e.g. volunteers, celebrities, foreign public officials, etc.). The Mayor 
and Councilors’ Expense Policy does not have any guidelines for these type of expenses. If gifts to individuals are deemed as 
an allowable expense by the City of Brampton, we recommend that Mayor and Councilors’ Expense Policy be revised. 

Further, we identified expenses for the Mayor and/or Councilor that were purchased through their staff’s purchasing card (p-
card), presenting a risk of unapproved and/or incorrectly coded expenses. Through discussions with the City of Bampton Finance 
Team, we were informed of compensating controls; however, these controls were not tested by KPMG, as they are out of the 
scope for the engagement. 
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Background 

KPMG was engaged by the City of Brampton to perform a review of their policies and training around expense reimbursement 
and a specified procedures audit. The specified procedures consisted of selecting a sample of expenses reimbursed for the 
Mayor, 10 Councilors, the Mayor’s Office, and the Councilor’s Office; validating compliance with the City’s policies.

Objectives 

Objective Description of work undertaken 

Objective one

Governance of 
Councilor and
Mayor’s office 
expenses

We undertook a review of the governance framework around expenses incurred by City Councilors 
and the Mayor’s office within the current 2014-2018 term.

This review involved: 
1) Examining policies related to expenses incurred by Councilors and the Mayor for areas of 
weakness or inconsistency. Current policies reviewed include (refer to Appendix B for a complete 
list):

• The Mayor and Councilors’ expense policy
• Travel policy
• Purchase card (p-card) policy
• Professional memberships policy
• Mileage and vehicle policy
• Purchasing By-Law
• User Fee By-Law
• The current policy for use of City resources by Councilors and/or the Mayor’s office
• Code of Conduct for Councilors and the Mayor’s Office

2) Examining training materials provided to Councilors and the Mayor’s Office including:

• Frequency of training
• Completeness of training materials, with reference to the applicable policies
• Attendance of training

7.1-4

Objective two

Compliance of the
Councilors and
Mayor’s office 
expenses with 
applicable 
policies/by-laws

We reviewed a sample of expenses incurred by Councilors and the Mayor’s Office to determine 
compliance with the City of Brampton’s applicable policies and by-laws.  The sample tested included 
expense transactions incurred by the Mayor’s Office and each of the 10 Councilors within the current 
2014-2018 term.

Areas of good practice 

 Accuracy of reimbursement – We noted reviews were regularly performed by the AP team, which successfully detected 
instances where the Accounts Payable Requisition Form did not agree with the underlying supporting documentation 
allowing for reimbursements to be corrected before payment was issued. 

 Continuous Improvement – Through a review of Member Service Committee meeting minutes and the Special Meeting 
minutes, we observed requests for regular, proactive reviews of expense policies, as well as, requests for benchmarking 
exercises to be performed to other municipalities to identify opportunities for improvement.
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Areas for development

• Detail of policy – The pol icies contains discretionary terminology (e.g. “reasonable” or  the phrase “includes but  i s not 
limited to”). This language allows for interpretation as to what is an eligible expense. For this reason, there were a number 
of instances where we were unable to determine the eligibility of the expense through our review. (Recommendation 1)

• Review of policy – Many City Policies and Standard Operating Procedures have not been recently reviewed, including the 
Mayor and Councilors’ Expense Policy (see Appendix B for details). There should be an annual review of the policies and 
procedures in order to ensure they remain up to date. (Recommendation 2)

• Scope of policy – There are document enhancement opportunities in the expense reimbursement process based on the 
numerous p olicies in existence, without clear di fferentiation bet ween staff requirements a nd t hat of t he M ayor a nd 
Councilors. (Recommendation 3) 

• Training material – There is minimal evidence to suggest staff have adequate training in relation to expense reimbursement, 
as we were not provided with any such training material for review. (Recommendation 4)

• Expense reimbursement process – Through our testing, we noted expenses that were reimbursed with a lack of timeliness, 
little detail on the requisition form, and lack of and/or inconsistent supporting documentation. This demonstrates that there 
are limitations to the expense reimbursement process as currently designed. (Recommendation 5)

• Purchasing cards – Upon our review of expenses, we noted that there were some expenses for the Mayor and/or Councilors 
that were purchased using their staff’s p-card. This increases the r isk of  incorrect coding of expenses and unapproved 
purchases bei ng incurred. We w ere i nformed by  the City o f Bra mpton Finance Team that th e Ci ty h as m ultiple 
compensating controls for this r isk. These controls were not tested by KPMG, as they are outside of the scope of this 
engagement. (Recommendation 6)

• Gifts to individuals – During our review of the expenses, we noted that there are some expenses for gifts given to 
individuals, including volunteers and foreign public officials. If gifts to individuals are deemed allowable by the City of 
Brampton, we recommend the policies be updated to include guidelines in this area. (Recommendation 7) 

Recommendations raised 

We have raised the following recommendations (high priority represents the most urgent and high risk category): 

High Medium Low Total 

Raised 0 2 5 7 

Accepted 0 2 5 7 

7.1-5
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Section Two 

Recommendations 
This section summarizes the recommendations that we have identified from our work.  We have given each of our observations 
a risk rating as follows: 

Priority rating for recommendations raised 

High – (Priority One): Issues arising referring to important matters that are 
fundamental and material to the system of internal control. The matters 
observed might cause a system objective not to be met or leave a risk 

unmitigated and need to be addressed as a matter of urgency. 

Medium – (Priority Two): Issues arising referring mainly to issues that have 
an important effect on the controls but do not require immediate action. A 

system objective may still be met in full or in part or a risk adequately 
mitigated, the weakness represents a deficiency in the system. 

Low – (Priority Three): Issues arising that would, if corrected, improve 
internal control in general but are not vital to the overall system of internal 

control. These recommendations are of leading practice, as opposed to 
weaknesses that prevent systems objectives being met. 

7.1-6
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# Risk Issue Recommendation Management Response, Executive and Deadline 

1  
(two) 

Detail of the policy 

While some sections of the Mayor 
and Councilors’ Expense Policy 
include specific detail on what are 
permitted amounts, we noted 
there are many instances where 
the word “reasonable” is used 
when describing the eligibility of 
an expense. In addition, when 
listing eligible expenses, the policy 
uses “may include but are not 
limited to:” This wording provides 
the opportunity for interpretation 
and abuse, when deciding if an 
expense is eligible.

The policy should contain enough detail to 
ensure that the Member in Council is 
receiving sufficient guidance on what is an 
allowable expense. From our findings this 
specifically relates to home, internet, and cell 
phone charges. Upon review of the Mayor 
and Councilors’ Office Technology, 
Equipment, and Furniture Policy, we noted 
that Appendix A goes into detail on allowable 
amounts per equipment. However, we 
believe there is room for improvement, in 
terms of allowable phone and internet plans, 
and spending limits. 

We understand that the Mayor and 
Councilors’ Expense Policy will not be able to 
address every expense that a Mayor and/ 
Councilor will incur while carrying out their 
duties as a Member in Council. Therefore, 
we recommend that a monthly disclaimer 
form be signed by the Mayor and/or 
Councilor. This disclaimer should outline that 
all expenses, even the ones that are not 
directly addressed in the policy, were 
incurred as part of the duties of a Member in 
Council.

Management agrees with the recommendation in principle.  

Action Plan: 
Finance management is currently in the process of reviewing and updating all 
Finance Policies and Standard Operating Procedures, as well as, related 
processes.  This includes policies specific to Mayor and Councilor expenses.  
During the first quarter of 2017, City’s Finance staff held one-on-one meetings 
with members of Council to solicit their feedback on the current Mayor and 
Councilors’ Expense Policy.  Their comments, along with a benchmarking 
analysis, Corporate Policy and Standard Operating Procedures review and 
feedback from this audit will be utilized to update relevant policies, procedures 
and processes. 

The objective of the updated policies will be to provide sufficient guidance on 
what constitutes appropriate expenses for elected officials and their staff while at 
the same time providing enough flexibility to efficiently conduct business on 
behalf of the constituents.     

Additional guidelines will be provided in the following areas: 
• Telephone long distance and roaming charges – providing a requirement 

to register for applicable plans and/or reimbursement for any identified 
incremental personal usage; 

• Completion of telephone disclaimer form –  consideration will also be 
given to expanding the existing disclaimer form to include all expenses 
charged to the elected official’s business account; and 

• Community Involvement – development of information requirements 
related to community involvement. 

Once completed, draft policies will be presented to the Member Services 
Committee for approval. When approved, a formal plan will be prepared and 
executed in order to train elected officials and their staff. 

Department Responsible: 
Corporate Services (Finance) and Chief Administrative Office (Service Innovation 
and Corporate Performance). 

Completion Date: 
Q4, 2017.

                  7.1-7
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# Risk Issue Recommendation Management Response, Executive and Deadline 

2  
(three) 

Review of the policy 

Upon our review of the Mayor and 
Councilors’ Expense Policy, we 
noted that the policy has not been 
updated since February 4th, 2015. 
This indicates that the policy may 
be outdated and may not address 
the current needs of a Member in 
Council. In addition, there are 
other City Polices and Standard 
Operating Procedures that are not 
subject to a timely review (as 
shown on Appendix B).

A mandated periodic review of the City 
policies, especially the Mayor and Councilors’ 
Expense Policy, and Standard Operating 
Procedures should be implemented. This 
review should ensure that the policies and 
procedures are still addressing applicable 
guidelines that are in line with the current 
expectation for a Member in Council and a 
Brampton City employee.

Management agrees with the recommendation in principle.  

Action Plan: 
Finance management is currently in the process of reviewing and updating all 
Finance Policies and Standard Operating Procedures, as well as, related 
processes.  This includes policies specific to the Mayor, Councilors, and City 
staff.  This review is being done in parallel with the corporate wide initiative, led 
by the Service Innovation and Corporate Performance Team, to modernize the 
City’s policy framework. This framework will include guidance for how a policy is 
developed, approved, reviewed, and made public. 

Review of corporate policies that impact Members of Council (individually or their 
office more broadly) will be part of the first round of recommendations, to be 
presented to the Corporate Leadership Team and Council in the fourth quarter of 
2017. Concurrently, the City’s Clerk’s Department is preparing a Council Office 
Handbook. The handbook will be implemented for future Councils, starting with 
the 2018-2022 term. This handbook will be a resource to provide Councilors with 
key information, applicable policies, procedures, and forms related to day-to-day 
operations, decision-making processes and the City’s framework for 
accountability, integrity and transparency. 

Department Responsible: 

                  7.1-8

Corporate Services (Finance) and Chief Administrative Office (Service Innovation 
and Corporate Performance, and City Clerk). 

Completion Date: 
Q4, 2017.
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3  
(three) 

Scope of policy 

During our review of City Policies 
and Standard Operating 
Procedures, we noted that there 
are three corporate policies and 
one administrative policy that 
apply to the Mayor, Councilors and 
City staff. There is also one 
corporate policy, in addition to the 
Mayor’s and Councilors’ Expense 
Policy, that applies only to the 
Members of Council (as shown on 
Appendix C). The Mayor and 
Councilors should only have one 
policy regarding expenses that 
contains specific rules that applies

The Mayor and Councilors’ Expense Policy 
should be enhanced to specify all eligible 
expenses for the Mayor and Councilors. In 
addition, the three corporate policies and 
administrative policy should only be directed 
towards the City staff, excluding the Mayor 
and Councilors. This can be accomplished by 
reviewing and updating the scope of each 
policy. Having separate policies allows for 
easier understanding of expense eligibility for 
the different job positions.

only to them. Having multiple
polices directed towards the
Mayor and Councilors can cause 
confusion when determining
whether an expense is eligible.

Management agrees with the recommendation in principle.  

Action Plan: 
Finance management is currently in the process of reviewing and updating all 
Finance Policies and Standard Operating Procedures, as well as, related 
processes. This includes policies specific to the Mayor, Councilors, and City staff. 
This review is being done in parallel with the corporate wide initiative, led by the 
Service Innovation and Corporate Performance Team, to modernize the City’s 
policy framework. This framework will include guidance for how a policy is 
developed, approved, reviewed, and made public. 

Consideration will be given to fully segregating policies and procedures, 
impacting Members of Council from ones impacting City staff. 

Department Responsible: 
Corporate Services (Finance) and Chief Administrative Office (Service Innovation 
and Corporate Performance). 

Completion Date: 
Q4, 2017.

                  7.1-9
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4  
(two) 

Training material 

There is no evidence of documented 
expense training being made 
available to the Mayor and 
Councilors. Without training there is 
a risk of an ineligible expenses being 
reimbursed, due to lack of 
knowledge or applied learning. We 
were provided the following 
documents to review as training 
material: 

1. Council’s Accountability and 
Transparency Framework and 
Meeting Procedures held on 
November 27th, 2014 

This is a Council orientation session 
that is held for the newly elected 
Councilor and Mayor. Upon review 
of the slide deck, we noted that it 
contains a list of the City’s policies, 
by-laws, and protocols. Within this 
list, the Expense Policy of Mayor 
and Members of Council is listed. 
There is no evidence that the policy 
was reviewed during the orientation. 

2. Council Code of Conduct, 
Lobbyist Registry and Gift Registry 
held on February 26th, 2016

This Council’s Workshop is part of 
the City’s continuous commitment 
to enhance accountability and
transparency. Upon review of the 
slide deck, we noted that there is no 
mention of the Expense Policy of 
Mayor and Members of Council or 
any training around what is an 
eligible expense.

From our review of the training material, 
we noted that there is no formal training on 
expenses for the Mayor and Councilors. 
The City should consider holding a training 
session as part of the Mayor’s and 
Councilors’ orientation sessions, where 
they review the Mayor’s and Councilors’ 
Expense Policy in detail. 

Also, as the policy is updated, any changes 
should be communicated to the Mayor, 
Councilors and their staff.  

We were informed by the Finance 
department that they conduct informal 
training to City staff and all City Policies are 
availed to staff in their internal City portal. 
However, we recommend that this training 
be formalized and ongoing. It should also 
be specifically directed towards the 
Mayor’s and Councilors’ staff (as they are 
the individuals who fill out the expense 
forms) and the Finance department.

Management agrees with the recommendation in principle.  

Action Plan: 
Currently, all Corporate Policies and Standard Operating Procedures are available 
on the City Portal, available to all City staff and elected officials. Review of 
relevant Polices and Standard Operating Procedures is part of the new employee 
onboarding process. More specifically, it is part of ‘New Employee Orientation 
Department Checklist’. This checklist must be reviewed by the new employee 
and their immediate supervisor within the first week of the employee’s start 
date, signed by both and submitted to Human Resources. This process is also 
applicable to Mayor and Council office staff. 

During current and previous terms of Council, Finance staff has held numerous 
informal training sessions with the Mayor and Council staff and are always 
available for questions. With the aim of formalizing the training and 
communication process (including expense reimbursement guidelines), Finance 
staff will schedule quarterly meetings with the Mayor and Council office staff to 
address any issues and communicate any applicable changes to the Policy and 
Standard Operating Procedures. 

In order to further enhance training for elected officials and their staff, the City’s 
Clerk’s Department is preparing a Council Office Handbook (inclusive of expense 
guidelines). The handbook will be implemented for future Councils, starting with 
the 2018-2022 term. This handbook will be a resource to provide Councilors with 
key information, applicable policies, procedures, and forms related to day-to-day 
operations, decision-making processes and the City’s framework for 
accountability, integrity and transparency. 
. 
Department Responsible: 
Corporate Services (Finance) and Chief Administrative Office (City Clerk). 

Completion Date: 
Q4, 2017. 
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5  
(three) 

Expense reimbursement process

Throughout our specified 
procedures audit we noted that 
there were instances where an

We recommend: 

1) Councilors and the Mayor submit

expense is reimbursed with lack of expenses at least every two

timeliness, insufficient 
documentation, inconsistent

months. In order to enforce this, 
the City should consider making

documentation, and/or inadequate this a requirement on the Mayor

expense descriptions on the and Councilors’ Expense Policy.

Requisition Form. 2) Staff filling in Account Payable
Payment Requisitions and 
submitting supporting
documentation for reimbursement
should be informed to: (i) be more
descriptive on requisition forms, 
(ii) provide consistent supporting 
documentation, and (iii) provide
sufficient back-up to support the
eligibility of an expense.

Management agrees with the recommendation in principle.  

Action Plan: 
The City currently has strong controls around elected officials’ expense 
reimbursement and reporting processes. These controls include Finance review 
of p-card registers, Accounts Payable Payment Requisitions, and mobility 
disclaimer forms. In addition, detailed operating statements for Mayor and 
Councilors’ business accounts are generated on a monthly basis and submitted 
to elected officials for review and approval. 

In order to further enhance accuracy and relevance of elected official expenses 
reporting, the Mayor and Councilors’ Expense Policy will be updated to include a 
specific requirement that expenses must be submitted within 60 days of the 
incurred date. 

Further, the Policy will be updated to include additional guidelines on what type 
of information and supporting documentation is required in order to adequately 
determine expense appropriateness. This will cover all expenditures charged to 
elected official’s business expenses, as well as, corporate accounts.

Department Responsible: 
Corporate Services (Finance). 

Completion Date: 
Q4, 2017.
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11

6  
(three) 

Purchasing cards 

Of the 309 expenses sampled, 16 
cases are p-card expenses for the 
Mayor’s and Councilors’; of those 
16 cases, 10 cases are purchased 
using a staff member’s p-card. 
While we understand the business 
rationale behind this, section 13.8.1 
of the Purchasing Card Policy does 
not address the process of using 
someone else’s p-card; thereby, 
increasing the risk of purchasing or 
coding errors. We understand 
management has compensating 
controls in place, including (i) review

We recommend that management update 
the relevant expense policies to address 
Council Member/Mayor usage of a staff 
member’s p-card.  At a minimum, 
management should test the effectiveness 
of these compensating controls 
communicated, to ensure adequate 
coverage of the p-card disbursement 
exposure.

of p-card statements from the
Accounts Payable supervisor, (ii) 
detailed summary statements
separated by accounts are prepared 
on a monthly basis for the Mayor, 
Councilors, and Mayor’s office, and 
(iii) expense account owners are 
responsible for the expenses 
charged to their account. However, 
these controls were not tested by 
KPMG, as they are outside of the 
scope of the engagement.

Management agrees with the recommendation in principle.  

Action Plan: 
The City currently has adequate controls around reviewing elected officials’ and 
corporate staff p-card registers, to ensure that the expenses are being reported 
correctly. These controls include a thorough review of all p-card registers and 
monthly reviews of the Mayor and Councilors’ detailed summary statements of 
expenses. In addition, the City’s current p-card policy requires the cardholder’s 
supervisor or manager to approve the monthly p-card reconciliation. 

In addition to the current controls in place, the Policy will be updated to include 
additional guidelines for Council Member/Mayor’s usage of staff member p-cards.  

Department Responsible: 
Corporate Services (Finance) and Corporate Services (Purchasing) 

Completion Date: 
Q4, 2017. 
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7  
(three) 

Gifts to individuals 

Of the 309 expenses reviewed, 3 
cases are gifts given to individuals 
(including volunteers and foreign 
public officials) on behalf of the City; 
which is not clearly defined under 
the Mayor and Councilors’ Expense 
Policy.

If gifts to individuals are allowed at the City 
of Brampton, the policy should have 
guidelines on what is eligible when giving a 
gift to an individual (i.e. whether there are 
restrictions on whom the gifts may be 
given to and a maximum threshold that is 
allowable for these gifts).

Management agrees with the recommendation in principle.  

Action Plan: 
The gifts identified in this audit were given to specific individuals acting in their 
official capacity. Two of the gifts were vases provided to the Consul General of 
UK and the Consul General of India in the amounts of $ 22.64 and $ 64.11, 
respectively. The third gift was “Get-well soon flowers”, provided to a long-
serving City volunteer, in the amount of $ 45.02. 

Providing token gifts of nominal value to foreign dignitaries, acting in an official 
capacity, is common practice for municipalities. 

Further, the Policy will be updated to include additional guidelines on eligible gifts 
provided by the Mayor and Council, to individuals. 

Department Responsible: 
Corporate Services (Finance) and Economic Development and Culture (Economic 
Development) 

Completion Date: 
Q4, 2017.

                  7.1-13
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Appendices 

Appendix A: Summary of Findings 
We obtained a listing of all expense reimbursed to the Mayor, the 10 Councilors, the Mayor’s Office and the Councilor’s 
Office from January to December 2016. As per KPMG sampling policy, we selected 25 samples for each individual. As some 
of the Councilors had less than 25 expenses for the year of 2016, we sampled a total of 309 expenses.

Below is a list of expenses that are not eligible in terms of the rules and regulations set out by the City Policies and Standard 
Operating Procedures that govern the expense reimbursement process: 

Findings of Non-Compliance from KPMG Comments 

1. Expenses that did not comply 

• Of the 309 expenses reviewed, there are 2 cases where the 
expense reimbursed is not eligible: 

• The first case is for the purchase and distribution of 
Christmas cards. Upon inspection of the Christmas 
cards, we noted that it contained a picture of the 
Member of Council with their family. Under section A, 
sub-section f, of the Mayor and Councilors’ Expense 
Policy it states that “purchases of bags, pens, pins, and 
similar items or any promotional materials with 
Councilors’ name on the item is not permitted”. 

• The second case deals with the reimbursement of two 
tickets for an event by a Member of Council. Per the 
Mayor and Councilors’ Expense Policy section A, sub-
section e, “any Member in Council may purchase only 
(1) ticket for attendance at any lunch, dinner or other 
event…”

No further comments. 

2. No evidence provided 

7.1-14

• Of the 309 expenses, there are 3 cases in which we were 
not provided any supporting documentation.

• Due to a change in staff, the supporting 
documentation has not been located and we were 
unable to determine whether these expenses are 
eligible for reimbursement. Per information received 
from the Finance department, these expenses were 
not reimbursed to the Member of Council. 
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Below is a list of findings from the expenses sampled that provide support for the recommendations highlighted in section 2. 
These findings should be taken in consideration when implementing the recommendations.

Findings for Policy Consideration (recommendation 1) Comments 

1. Extra charges on home phone, cell phone, and internet

Through our review, we noted trends regarding expensing of 
internet, home phone, and mobile phone expenses:

• Of the 309 expenses reviewed, 95 cases are the Mayor’s 
and/or Councilors’ cell phone bills; of those 95 cases, 32 
cases included long distance and/or roaming charges. 

• As per the Mayor and Councilors’ Expense Policy, home 
phone and internet bills are allowable expenses. However, 
the policy does not give any guidelines on what types of 
plans or dollar limits can be reimbursed.

• Of the 309 expenses reviewed, 95 cases are the Mayor’s 
and/or Councilors’ cell phone bills; of those 95 cases, 11 
cases did not have a completed disclaimer form. The 
disclaimer form indicates whether the full amount of the bill 
was incurred carrying out the duties of a Member in Council. 
Unavailable information included a missing name, date of the 
phone bill, and whether any charges incurred were personal.

• There are no guidelines on the Mayor and 
Councilors’ Expense Policy in regards to long 
distance or roaming charges for cell phone bills. The 
City should consider updating the policy to include 
pre-approved cell phone plans or to specify 
acceptable usage of roaming and long distance. 

• Similar to above, the Mayor and Councilors’ 
Expense Policy should detail allowable plans or a 
spending limit that a Member in Council can 
expense for home phone and internet charges.

• The Mayor and Councilors’ Expense Policy does not 
have any requirements in regards to the completion 
of a disclaimer form. The policy should be updated 
to make this a requirement for all Councilors and the 
Mayor.

2. Expenses related to travel

7.1-15

• Of the 309 expenses reviewed, 11 cases are travel 
expenses; of those 11 cases, 4 cases were submitted after 
30 days of returning to the City of Brampton. Under the 
Mayor and Councilors’ Expense Policy it states that 
expenses must be submitted within 30 days. 

• These cases relate to p-card expenses. The Mayor 
and Councilors’ Expense Policy should be revised to 
consider allowing a longer period of time between 
returning to Brampton and submitting expenses, 
due to the turnaround time required for p-cards.

3. Toll charges

• Of the 309 expenses reviewed, 8 cases are highway tolls. 
The Mayor and Councilors’ Expense Policy states that 
highway toll charges are eligible expenses. However, we 
were unable to determine if the trip is for the purpose of 
carrying out the duties of a Member in Council.

• Leading practice requires the individual to provide 
the purpose of the trip when requesting 
reimbursement, allowing clear determination of 
expense eligibility.
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Findings for Training Consideration (recommendation 4) Comments 

1. Amount on accounts payable payment requisition is not 
correct 

• Of the 309 expenses reviewed, 148 cases require an 
Account Payable Payment Requisition; of those 148 cases, 6 
cases had the incorrect amount on the requisition. Upon 
review, the Finance department caught the errors and the 
correct amount was reimbursed.

• Providing training to the Mayor, Councilors and their 
staff will reduce this type of error. Most of the 
inconsistencies relate to the inclusion of tax 
amounts for reimbursement.

2. Amount on supporting documentation does not match 

• Of the 309 expenses reviewed, one case had supporting 
documentation that did not match to the description on the 
expense register.

• The initial supporting documentation received was 
incorrectly provided. Upon review of the new 
supporting documentation, we noted that the 
reimbursement amount matched; however, the 
contract number and description did not match the 
expense report listing. We were informed that the 
description and contract number on the expense 
report listing was entered incorrectly.

3. Error in coding 

• Of the 309 expenses reviewed, 3 cases are coded to the 
wrong business expense account. All of these expenses 
were from the Mayor’s or Councilors’ Office.

• The Business Expense Coding Standard Operating 
Procedure was recently updated in January of 2017. 
The Standard Operating Procedure goes into detail 
of the different expense accounts and what 
expenses should be included or excluded in each 
account.  Consider additional training to alleviate 
future errors of this type. 

7.1-16

Findings for Improvements in the Expense Reimbursement 
Process (recommendation 5)

Comments 

1. Timeliness of expenses 

• Of the 309 expenses reviewed, 148 cases require an 
Account Payable Payment Requisition; of those 148 cases, 
41 cases had a date in the system that did not match the 
date on the Account Payable Payment Requisition form with 
a variance larger than 2 months. Policies around expenses 
(excluding travel expenses) do not specify any requirements 
around when the expense was incurred vs. when it should 
be submitted for reimbursement vs. when it should be 
recorded into the system for reimbursement. 

• To ensure timeliness, all policies related to expense 
reimbursement should be updated to include a time 
requirement for reimbursing expenses. Leading 
practice dictates that expenses are required to be 
submitted on a bi-monthly basis.
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2. Insufficient documentation 

• Of the 309 expense reviewed, 2 cases did not have sufficient 
documentation to conclude if the expense is valid according 
to policy requirements.

• Upon discussion with the Finance department, we 
were informed that these cases were investigated 
and the expenses were paid to a vendor directly. 

3. Inconsistent documentation

• Of the 309 expenses reviewed, 37 cases are home internet 
expenses; of those 37 cases, 3 cases did not have a break 
down or the supporting documentation for the internet 
charges. On previous internet charges the break down was 
provided.

• We were informed that as long as the supporting 
documentation has a total for the bill, the Finance 
department does not require a breakdown of 
internet charges.

• We were informed that room rentals are paid to the
• Of the 309 expenses reviewed, 5 cases are rental agreement 

expenses; of those 5 cases, 3 cases did not have approvals. 
There is no policy requirement for approvals on rental 
agreement; however, there were other room rentals with 
approvals.

provider and not reimbursed through the Councilor 
and/or Mayor. Therefore, they do not require 
approvals, as per the Mayor and Councilors’ 
Expense Policy.

• We were informed that cell phone bills for
• Of the 309 expenses reviewed, 95 cases are the Mayor’s 

and/or Councilors’ cell phone bills; of those 95 cases, 9 cases 
did not have approvals. The policy does not require approval 
for this type of expense; however, there were other cell 
phone bills with approvals.

Members of Council are paid to the provider and not 
reimbursed through the Councilor and/or Mayor. 
The cell phone bill is reviewed by the user. As 
evidence of this review, the Member of Council 
signs a disclaimer form that is then approved by the 
Treasurer or Deputy Treasurer. Since it is not a 
policy requirement to fill out the form, not all phone 
bills have this approval (please refer to point 1 on 
Findings for Policy Considerations Table).

4. Insufficient description on requisition form

7.1-17

• Of the 309 expense reviewed, 148 cases require an Account 
Payable Payment Requisition; of those 148 cases, 9 cases 
are not descriptive enough to determine if the expense was 
eligible.

• We were informed that the Finance staff processing 
expense reimbursement have sufficient knowledge 
on the duties of a Member of Council to determine 
the eligibility of expenses. Leading practice dictates 
that the Account Payable Payment Requisition form 
be sufficiently descriptive to determine expense 
eligibility. 

5. Issues related to approvals of expenses

• Of the 309 expenses reviewed, 171 cases require approvals; 
of those 171 cases, one case did not have approvals.

• A ticket purchased through use of a Member of 
Council’s staff p-card included a description that 
states the ticket was purchased for the Member of

• Of the 309 expenses reviewed, 171 cases require approvals; 
of those 171 cases, 70 cases are not dated.

Council; however, there is no Treasurer or Deputy 
Treasurer approval.

• While signatures are not required to be dated, it is 
good practice to date signatures related to approval 
to ensure that the expense was not approved after 
it was reimbursed.
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Appendix B: Policy and Procedure Effective Dates
Throughout our policy review, we requested additional policies and/or standard operating procedure to execute the relevant 
test steps.  Below is a list of all the documentation, including training material, reviewed with the effective date as stated on 
the document: 

Policy Review Last effective date 

2.11.0 Information Technology Use Policy (corporate policy) Oct, 14th, 2014

13.1.0 Automobiles for Council and Senior Staff (corporate policy) Dec. 11th, 2013

13.3.1 Expenses-Business (corporate policy) Feb. 9th, 2011

13.3.2 Expenses-Mileage (corporate policy) Oct. 16th, 2002

13.3.4 Expenses-Professional Membership (corporate policy) Feb. 9th, 2011

13.3.5 Expenses-Travel (corporate policy) Feb. 4th, 2015

13.3.6  Mayor and Councilors' Expense Policy (corporate policy) Feb. 4th, 2015

13.3.6.2 Mayor and Councilors’ Office Technology Equipment and Furniture Policy Dec. 1st, 2014

13.8.1 Purchasing Card Policy (administrative policy) Jun. 1st, 2015

14.1.1 Community Grant Policy Dec. 9th, 2015 

Brampton Code of Conduct  and Complaint Protocol - COUNCIL APPROVED version February 
1 2016 

Feb. 1st, 2016

Business Expense Coding (standard operating procedure) Jan. 1st, 2017 

Expenses - Personal Telephone (standard operating procedure) May 1st, 2015 

Mobile Administrative Procedure (corporate policy procedure) Jul. 17th, 2006 

Purchasing By-law 310-2015 Jun. 12th, 2006 

User Fee By-law Mar. 1st, 2016

7.1-18
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Training Materials 

Member Services Committee – Meeting Minutes (September 14, 2015) 

Special Meeting – Budget Approval – Meeting Minutes (December 14, 2016) 

Council’s Accountability and Transparency Framework and Meeting Procedures – Council Elect Orientation (November 27, 
2014) 

Council Code of Conduct, Lobbyist Registry and Gift Registry – Workshop (February 26, 2016)

7.1-19
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Appendix C: Mayor and Councilors Expense Policy vs Other Policies 
Below is a list of the four corporate policy and one administrative policy that refer to the Mayor and Councilors, providing a 
comparison to the Mayor and Councilors’ Expense Policy.

Other Policy Applicability Compared to the Mayor and Councilors’ Expense 
Policy 

Community Grant Policy City departments, city staff, 
Mayor and Members of Council

The Community Grant Policy has the same guidelines 
as the Mayor and Councilors’ Expense Policy in 
respect to community donations. However, the 
Community Grant Policy is more descriptive. 

Automobile for Council & 
Senior Staff Policy

Mayor, City Councilors, 
Regional Councilors, Chief 
Administrative Officer, 
Department Chiefs, Executive 
Directors, Fire Chief and 
Deputy Fire Chiefs 

Both polices refer to monthly car allowances for 
Councilors and the Mayor. However, the two polices 
have no overlapping information. 

Information Technology (IT) 
Use Policy

All and any person or entities 
who have access to or make 
use of the City’s Information 
and Communication 
Technology 

Information covered in this policy is not included in the 
Mayor and Councilors’ Expense Policy. 

Purchase Card Policy City staff and elected officials 
who have been provided a p-
card 

Information covered in this policy is not included in the 
Mayor and Councilors’ Expense Policy.

Mayor and Councilors’ Office 
Technology, Equipment, and 
Furniture Policy

All members of Brampton City 
Council (including the Mayor, 
City Councilors and Regional 
Councilors)

The Mayor and Councilors’ Expense Policy makes 
reference to the Mayor and Councilors’ Office 
Technology, Equipment, and Furniture policy when 
mentioning non-standard technology, equipment and 
furniture. This also includes home internet, home 
phone, and cell phones that are provided to members 
of Council for their home office. The Mayor and 
Councilors’ Office Technology, Equipment, and 
Furniture Policy goes into more detail on allowable 
amount of items. However, we recommend the 
inclusion of more detail on the types of allowable 
plans and the dollar amount of spending (please refer 
to recommendation #1).

7.1-20
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Appendix D: Data and Analytics 
Mayor and Councilors
The graph below represents the dollar amount of expenditures spent by the Mayor and each Councilor. Each expense is 
categorized into four groups: 

1. Business Office Expenses: Includes 407 charges, translation fees, printer ink, certificate charges and folders. 
2. Community Development and Sponsorship: Includes tickets to charity events, souvenirs, donations, and any other 

types of sponsorship to events. 
3. Conferences and Seminars: Includes expenses related to Federation of Canadian Municipalities, Association of 

Municipalities of Ontario, and other events such as the Big City Mayor’s Caucus or the Israel Trade Mission. 
4. Telephone and Cellular: Includes cellphone, home phone and internet charges. 

*refer to the chart below for exact dollar amounts 

D
O

LL
A

R
 A

M
O

U
N

T 
(C

A
D

)

10 COUNCILOR AND MAYOR

B U S I N E S S  
O F F I C E  

E X P E N S E

C O M M U N I T Y  
D E V E L O P M E N T  

&  
S P O N S O R S H I P

C O N F E R E N C E S  
&  S E M I N A R S

TYPE OF EXPENSE

T E L E P H O N E  &  
C E L L U L A R

Pat Fortini

Michael Palleschi

Mayor Linda Jeffrey

Martin Medeiros

John Sprovieri
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Grant Gibson
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Elaine Moore

Doug Whillans
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Councilor/Mayor Business Office 
Expense

Community 
Development & 

Sponsorship 

Conferences & 
Seminars 

Telephone & Cellular 

Doug Whillans $0.00 $755.91 $0.00 $475.12

Elaine Moore $0.00 $458.89 $0.00 $2,106.98

Gael Miles $0.00 $854.42 $0.00 $1,559.10

Grant Gibson $0.00 $35.25 $0.00 $1,681.95

Gurpreet Dhillon $737.44 $2,733.33 $741.52 $1,116.08

Jeff Bowman $0.00 $1,133.52 $0.00 $248.34

John Sprovieri $113.32 $331.98 $0.00 $1,337.61

Martin Medeiros $0.00 $5,459.19 $0.00 $730.28

Mayor Linda Jeffrey $6,910.26 $6,189.51 $7,870.53 $671.26

Michael Palleschi $0.00 $6.14 $0.00 $729.96

Pat Fortini $50.10 $1,467.63 $0.00 $1,488.60

Grand Total $7,811.12 $19,425.77 $8,612.05 $12,145.28 

7.1-22

Observations 

Explanation for large variations between Councilors and Mayor expenses are result of the following: 

1. Business Office Expense 

• Large disbursements from the Mayor are due to the purchase of 2,000 certificate folders, 10,000 envelopes, and 
Christmas cards. 

• Large purchases from Councilor Dhillon are for translation services. 

2. Community Development and Sponsorship 

• Large purchases from the Mayor for the Eid Celebration. 

• Large purchases from Councilor Medeiros are due to sponsorship of various events.  

3. Conferences and Seminars 

• Large purchases from the Mayor is due to the Israel Trade Mission.
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Observations 
4. Telephone and Cellular

• Variations in this category is due to some Councilors and/or the Mayor expensing their internet, home phone and 
mobile phone while others only expense some of these services. Further, bills in this category tend to vary 
because of extra charges (e.g. long distance and roaming). 

Mayor’s and Councilor’s Office 
The chart below represents the dollar amount of expenditures spent by the Mayor’s and Councilor’s Office. Each expense is 
categorized into one of seven groups: 

1. Miscellaneous: Includes parking 
2. Mobile Communication 
3. Office Expenses: Includes office supplies, cable, newspaper subscription, charges on the corporate express card, 

imperial vending 
4. Outside Misc. Services: Includes cable 
5. Printer: Includes Xerox and Ricoh Canada Inc. equipment 
6. Professional Services: Includes media coaching 
7. Staff Development: Includes taxi, hotel accommodation, flights to the Association of Municipalities of Ontario (AMO) 

conference and the Mayor’s Caucus meeting 

*refer to the chart below for exact dollar amounts 

Council Office Mayor's Office

7.1-23
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Councilor/ 
Mayor

Miscellaneous Mobile 
Communication

Office 
Expense

Outside 
Services - 

Misc 

Printer 
Lease

Professional 
Services

Staff 
Development 

Councilor’s 
Office 

$259.05 $330.33 $10,248.17 $233.83 $3,482.33 $0.00 $0.00 

Mayor’s 
Office 

$913.21 $2,125.19 $5,902.88 $804.1 $1,621.94 $5,088.01 $1,426.78 

Grand Total $1,172.26 $2,455.52 $1,6151.05 $1,037.93 $5,104.27 $5,088.01 $1,426.78 

7.1-24

Observations 

Explanations for large variations in business expenses include: 

1. Mobile Communication 

• The Councilor’s Office only has one employee expensing their phone bill, while the Mayor’s Office has six. 

2. Printer Lease

• We are unable to determine the difference in this area. Both offices have lease expenses. The variation may be from 
the size of the office or equipment needs/demands. 

3. Professional Services and Staff Development 

• The Councilor’s Office did not have any expense in these categories while the Mayor’s Office had a media coach and 
employees that attended the AMO conference and the Mayor’s Caucus meeting. 
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