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CITY COUNCIL 
AGENDA REPORT 

 

Subject: COUNCIL EXPENSE AUDIT AND PROCESS REVIEW 
 
Recommendation(s) 
 
1. That the draft reports entitled Council Expense Report and Expense Process 

Review provided as Attachment 1 and 2 and dated April 7, 2015, be received 
for information. 

 
2. That each Council member provide written comments relative to the findings on 

their individual expense submissions to the City Manager by April 17, 2015. 
 

3. That the City Manager include Council member comments in the Council 
Expense Report and return to Council by May 25, 2015. 

 
4. That the recommendations on the Expense Process Review contained in the 

report be used by Administration to develop new policies and/or amend existing 
policies and report back to Council by August 31, 2015. 

 
Purpose of Report 
 
The purpose of this report is to provide an overview of the Council Expense Audit 
and Process Review that was requested by Council and conducted by 
Administration. 
 
Council Direction 
 
On October 27, 2014 Council passed the following motions: 
 
(C499-2014) 
That Administration perform an audit of expense claims to the City of St. Albert and 
the Capital Region Board for all current Councillors for 12 months and for the 
Mayor for 36 months. 
 
C500-2014 
That following the audit, Administration consult with the RCMP to determine 
whether an investigation is warranted; 
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That Administration review the processes and controls for the reimbursement of 
Council expenses; 
 
That Administration report to Council the conclusions of the audit and consultation 
with the RCMP; and 
 
If appropriate, recommend to Council amendments to processes and controls for 
the reimbursement of Council expenses. 
 
Background and Discussion 
 
Administration was directed by Council to conduct an audit of the travel, per diems 
and professional development expense claims of all members of Council and to 
review the process and procedures for expense management.  A work plan was 
created that called for two review teams – one for the expense reviews and one for 
the process reviews.  In addition a Process Oversight Team was established to 
ensure that the process is thorough and that the information is accurate and each 
Review Team met with the Oversight Team during the process to stay on track. 
 
Expense Review 
The Expense Review Team examined all the submitted expense reports for the 
Mayor over the past 36 month period to the City and to the Capital Region Board 
and for all six Councillors over the past 12 month period to the City and Capital 
Region Board.  The review included: 
 

• All expense months and all individual expense claims 
• General expenses, travel & meeting expenses, per diems and professional 

development expenses 
• Basic verification of activity completion (i.e. attendance at specified meeting) 
• Compliance with existing policies 
• A fairness test on the amount claimed 
• Accounting accuracy 
• Inclusion of receipts 
• Accuracy of mileage claims 
• Duplication assessment 
• Reconciliation of expense reports to payments made 
• Excluded will be expenses previously not claimed 

 
Expense Process Review 
The Expense Process Review Team examined the current practice in use for all 
members of Council including who prepares the expense claims, who 
reviews/approves the expense claims and who processes the expense claims for 
payment.  The current Council policies relative to travel expenses and per diems 
were analyzed for completeness and compared to travel and expense polices used 
by Administration.  In addition, research was conducted on the practices used for 
Council members in 3-4 larger Alberta municipalities. 
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RCMP Consultation 
The Council Expense Report Review was provided to the RCMP for comment as 
per the Council motion.  The response from the RCMP was that no criminal 
investigation is warranted and as such the file will be concluded. 
 
 
Stakeholder Communications or Engagement 
 
The nature of this project did not warrant public consultation at this time. 
 
Implications of Recommendation(s) 
 
a) Financial: 
 None at this time 

 
b) Legal / Risk: 

None at this time 
 

c) Program or Service:   
Approval of new/updated policies will require additional administrative work. 
 

d) Organizational: 
None at this time 

 
Alternatives and Implications Considered 
 
If Council does not wish to support the recommendation, the following alternatives 
could be considered: 
 
1. Council can accept the report as is and take no further action. 
2. Council can refer the report to external consultants for review and comment. 
 
Strategic Connections 
 
a) Council’s Strategic Outcomes and Priorities (See Policy C-CG-02) 

• CULTIVATE EXCELLENCE IN GOVERNMENT:  A responsive, accountable 
government that delivers value to the community.  Enhanced Council expense 
policies and processes will ensure increased transparency. 

 
b) Long Term Plans (e.g. MDP, Social Master Plan, Cultural Master Plan, etc.) 

• N/A 
 
 

c) Corporate Objectives (See Corporate Business Plan) 
• N/A 
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d) Council Policies 
• Council Remuneration and Expense Reimbursement Policy C-CC-03 
• Council Learning and Development Policy C-CC-04 
• Travel Allowance Administrative Policy A-HRS-3.14 
 

e) Other Plans or Initiatives (Business Plans, Implementation Strategies, etc.) 
• N/A 

 
 
Attachment(s) 
 
1. Council Expense Report Review 
2. Council Expense Process Review  
 
 
 
 
Originating Department(s): City Manager’s Office 
Author(s): 
General Manager Approval: 

Patrick Draper, City Manager 
N/A 

 
City Manager Signature:   

Date: 
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BACKGROUND 

On October 27, 2014 Council passed the following motions: 

(C-499-2014) 
That Administration perform an audit of the expense claims to the City of St. Albert and 
the Capital Region Board for all current Councillors for 12 months and for the Mayor for 
36 months. 

(C500-2014) 
That following the audit, Administration consult with the RCMP to determine whether an 
investigation is warranted; 
That Administration reviews the processes and controls for the reimbursement of 
Council expenses; 
That Administration report to Council the conclusions of the audit and consultation with 
the RCMP; and 
If appropriate, recommend to Council amendments to processes and controls for the 
reimbursement of Council expenses. 

Based on the directions set forth in the above motions, the City Manager established 3 
teams involving staff from various departments to fulfil the requirements: 

• The Oversight Team was a team of 3 senior city staff.  Purpose of this team was 
to review the completeness and integrity of the work plans and scope established 
by the other two teams and to periodically monitor progress of the project. 
 

• The Expense Report Review Team examined all the submitted expense reports 
for the Mayor over the past 36 month period (October 2011 – September 2014) 
to the City of St. Albert and the Capital Region Board (CRB) and for all six 
Councillors over the past 12 month period (October 2014 to September 2014) to 
the City of St. Albert and the Capital Region Board. The review included: 
 

o All expense months and all individual expense claims 
o General expenses, travel & meeting expenses, per diems and 

professional development expenses 
o Basic verification of activity completion (i.e. attendance at specified 

meeting) 
o Compliance with existing policies 
o A fairness test on the $ amount claimed 
o Accounting accuracy 
o Inclusion of receipts 
o Accuracy of mileage claims 
o Duplication assessment 
o Reconciliation of expense reports to payments made 
o Excluded will be expenses previously not claimed 
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• The Expense Process Review Team examined the current practice in use for all 

members of Council including who prepares the expense claims, who 
reviews/approves the expense claims and who processes the expense claims for 
payment. The current Council policies relative to travel expenses and per diems 
were analyzed for completeness and compared to travel and expense polices 
used by Administration. In addition, there was research on the practices used for 
Council members in 3-4 larger Alberta municipalities. The final report will include 
recommendations on process and policy improvements. 
 

While being referred to as an “audit” within the above motions, the following items 
should be considered 

1) No member of the Expense review team are trained or certified as an 
“auditor” under any legislative bodies within Canada or the Province of 
Alberta. 

2) Audits typically involve sampling of data.  This review was very 
comprehensive and assessed every individual expense encompassed 
within the review period stated above. 

 

GUIDING PRINCIPLES – EXPENSE REPORT REVIEW TEAM 

• No preference would be given to any team member, as to which Council 
member(s) files would be assigned to them. 

 
• Where specific discrepancies or concerns are noted within this report, the team 

members do not purport, nor should any reader infer, any ill intent of the Council 
member who submitted the claim. 

 
• The review does not contemplate the appropriateness of attendance at any event 

or meeting.  The review focused on confirmation of attendance if possible, 
confirmation that event occurred if possible, mileage claimed, and supporting 
receipts for the events/meetings. 

 
• The specific items found within the report and the corresponding comments are 

based solely on the information available to the team within the file.  Other 
information such as calendar entries may/may not be available that would 
provide further clarification. 

 
• Only expense claims and items actually submitted and paid to a Council member 

during the time period of the review were analyzed.  Any claims that could have 
been claimed but were not or claims that were subsequently corrected/submitted 
after the date of the review, are outside the scope of this review. 
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• Where general indication of the location of meeting was given, but understanding 
of exact location of event/meeting or route taken was not known, judgement was 
used to assess “Reasonability of mileage” based on a Google maps search.  If 
trip was to or from St. Albert, St. Albert Place was used as the location point. If 
no indication of the location of the meeting, no judgement was made as it is 
assumed the approver would be privy to this information or would have 
questioned the submitter. 

 
• Verification of “events” such as AUMA, FCM conferences, parades, State of the 

City addresses etc. were done through internet searches where possible.  It was 
not possible to verify all events and for those where the event was verified, 
attendance at the event could not be confirmed. 

 
• Attendance at CRB meetings where a per diem was claimed were verified 

through review of meeting minutes. 
  

EXPENSE REPORT REVIEW AUDIT PLAN 

The expense review plan involved a comprehensive process to ensure the production of 
an accurate, complete and unbiased report.  Below are the steps that were taken to 
ensure this objective was met: 

• Team members were assigned files alphabetically by Councillor last name to 
reduce the chance of bias of any of the members. 

• All expense claims were verified for mathematical accuracy. No issues were 
encountered. 

• All payments made to Council were pulled from the Accounts Payable system 
and reconciled to the paper expense claims.  100% of all monies paid to Council 
during the review period are supported by approved detailed expense claims with 
the exception of one claim form for Councillor MacKay that could not be located.  
Details around this will be referenced in the report. 
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OVERALL COMMENTS 

• The reader of this report should consider the following to provide context to the 
findings. 

o The nature of the roles and hours of work for Councillors and the Mayor 
vary in expectations 

o The review period for Councillors was 12 months verses 36 months (for 
each of 2 organizations)for the Mayor 
 

The chart below summarizes the transactions for each Council member by category 
for the time period under review. 

 

• An approval process is in place requiring the Mayor to approve all Councillor 
expense claims and the Deputy Mayor to approve the Mayor’s expense claims.  
All expense claims reviewed had the appropriate authorization.  By signing the 
expense claim form the approver is stating that all items being claimed are 
appropriate and within policy.  It is the responsibility of the approver to satisfy 
themselves with this compliance with the documentation provided.  Any concerns 
should be resolved with the submitter prior to approval and payment being 
issued. 

 

• There is evidence of inconsistency between policy and standard practice.  
Several areas within the Council and Administrative policy documents are 
relatively vague which has the potential for differing interpretations.  As an 
example it is not clear within policy if daily per diems (not meal allowance per 
diems) can be claimed for travel days/times. Another example is that the per 
diem policy says that members of Council can claim only $100 for 
meetings/events under 5 hours.  Most CRB meetings are 1.5 to 2 hours in length 
however all of Council claims the full $200 full day per diem.  In this particular 
example however CRB pays $200 regardless of the length of the meeting. 

 

Mayor 
Crouse

Councillor 
Broadhead

Councillor 
Heron

Councillor 
Hughes

Councillor 
MacKay

Councillor 
Osborne

Councillor 
Prefontaine

Mileage 524 71 21 6 21 16 40
Meals 312 10 9 4 7 14 6
Per Diems 110 12 16 1 2 13 8
Hotel 12 3 2 2 2 4 4
Flights 3 1 1 0 0 4 2
Parking 74 11 2 2 8 6 5
Cabs 1 0 1 0 0 1 3
General 157 36 21 21 61 18 41

Transaction total 1,193          144             73                36                101             76                109             

$ Value 188,241$   16,901$      11,144$      6,403$        10,138$      14,388$      12,871$      

# of Transactions
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• While most of Council follows a standard practice of attaching the actual 
restaurant receipt for meal expenses (rather than just a credit card slip) this is not 
stated as a requirement within the policy. 

 

• While most of Council follows a standard practice of writing the names of people 
in attendance as well as the nature of the business meal on the receipt, this is 
not stated as a requirement within the policy. 

 
• In many instances, for all members of Council, there is not clear indication of 

where meetings/events take place which makes it challenging to assess mileage. 
The expense claim form does not currently provide an appropriate space to 
indicate “to” and “from” locations. Consideration should also be given to 
implementing standard mileage amounts to various frequently travelled sites. 

 
• Policy requires clearer definitions as to what types of business/home office 

expenses (including quality & amount) are allowable.  Currently the only items 
specifically listed in the policy are cell phone, internet, fax, ipad, laptop, and 
landline.  No reference is made related to furniture, printers, consumables, etc. 

 
• Policy should consider pre-approval (maybe in Council) for out-of-region/province 

travel. 
 

• Policy states that claims for events of a social or political nature are not 
allowable. More clarity is required in the policy with regard to what this means.  
For example, where does a fundraiser fall within this? Can a donation be made 
from the City? 

 
• In the Council orientation materials, it stated that expense claims need to be 

submitted by the 10th of the following month.  This should be embedded within 
the policy.  Currently many Councillors submit claims months after the expense 
has occurred.  Consider late claims to have to go through a different approval 
process. 

 
• Currently Councillors are claiming between $50 and $100+ monthly for cell 

phones.  As Councillors have the option to use a City cell phone, a consideration 
for policy adjustment could be that a maximum monthly amount will be 
reimbursed equivalent to the City’s cellular plans. 
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MAYOR CROUSE 

General Findings 
• All payments made to Mayor Crouse by the City of St. Albert and CRB were 

supported by approved detailed expense claim forms. 
• A total of 1,193 transactions were claimed during the period of October 1, 2011 

to October 27, 2014 to the City of St. Albert, the Capital Region Board as well as 
items charged on a City of St. Albert credit card. 

• In most cases claims were made within a reasonable time period following the 
transaction date. 

• There were 312 meal claims of which 244 (78%) were supported by receipts.  
There were a few occasions where a credit card receipt was provided for backup 
rather than the restaurant receipt. 

• The large majority of meal receipts included notation of who was at the meal 
along with a description of the nature of the business involved. 

• General expenses claimed include items such as business supplies, phone/fax 
charges, entry fees to larger events like symposiums and smaller events like 
school and minor sport events, cards, flowers etc.  There were a total of 157 
claims under this category of which 142 (90%) were supported by receipts. 

• In many cases, the reasonableness of mileage claimed was assessed as the 
location was indicated within the description area for that line item.  In some 
cases, reasonableness of the mileage claimed was not assessable as the 
specific location of the meeting/event was not indicated (there is currently no 
specific place on the expense claim form to put this information). 

• All mileage was claimed at the correct rate of $0.515/km. 
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Specific Findings 
Item  #1 

Nature of Concern:  AUMA Conference 2011 Per Diem amounts claimed  

Conference ran Sep 28, 2011 (half day) to Sep 30, 2011.  Per Diem for this event was 
claimed and paid once in November 2011 (Chq 131) for $600 and then again in April 
2012 (Chq#137) for $500.  This appears to be either a double billing or a later billing 
related to travel days. Administrative Procedure City Council Remuneration and 
Expense Reimbursement C-CC-03 allows per diems “for attendance at specified 
activities.” The Policy is not clear as to if travel time/days are eligible for per diem 
billings.  

Date of 
Payment 

Date of 
Transaction 

Amount Description 

November 7, 
11 

September  29, 
11 

600 AUMA Conference 2011 per diem claim 

April 11, 12 September 30, 
11 

500 AUMA Conference 2011 per diem claim 

 

Item  #2 

Nature of Concern:  Potential over claim on mileage 

Claim titled as CRB Meeting and 60km was claimed.  Most CRB meetings are either 
downtown Edmonton at the Bell tower or at Chateau Louis in the Kingsway Area.  The 
return mileage to the further of the two (Bell Tower) is between 40-45 km. 

Date of 
Payment 

Date of 
Transaction 

Amount Description 

November 7, 
11 

October 17, 11 30.9 60 km return claimed for CRB 
Meeting 
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Item  #3 

Nature of Concern:  AUMA Conference 2010 Per Diem amounts claimed  

Conference ran November 23-25, 2010.  Per Diem claimed was for 2 full days and 2 
half days.  Was unable to confirm specific agenda for 2010 conference however the 
2011 conference was only 2.5 days in length.  Also, claim for this event was made in 
November 2011 (1 year later) but confirmed that it had not been previously claimed. 
Administrative Procedure City Council Remuneration and Expense Reimbursement C-
CC-03 allows per diems “for attendance at specified activities” and is not clear as to if 
travel time/days are eligible for per diem billings and as well the policy has no limitations 
as to how far in the past a claim can be made. 

Date of 
Payment 

Date of 
Transaction 

Amount Description 

December 14, 
11 

November 25, 
11 

600 AUMA Conference 2010 per diem 
claim 

 

Item  #4 

Nature of Concern:  Potential over claim on mileage 

Claim titled as CRB Meeting and 50km was claimed.  Most CRB meetings are at the 
Bell Tower downtown or in the Kingsway area.  Usual billing is 30-40km dependant on 
location. 

Date of 
Payment 

Date of 
Transaction 

Amount Description 

February 8, 
12 

January 16, 12 25.75 50km claimed for CRB Meeting 

 

Item  #5 

Nature of Concern:  Potential over claim on mileage 

Claim titled as State of City Fort Sask and 100km was claimed.  Google maps states 
round trip from SAP is approx 80 km. 

Date of 
Payment 

Date of 
Transaction 

Amount Description 

March 15, 12 February 1, 
2012 

51.50 100 km return claimed for meeting in 
Fort Saskatchewan 
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Item  #6 

Nature of Concern:  CRB function “Sheard’s – CRB Chair” billed to City of St Albert yet 
appears to be a CRB event. 

Date of 
Payment 

Date of 
Transaction 

Amount Description 

April 11, 12 March 17, 12 10.30 Sheard’s – CRB Chair – 20 km  
($10.30) claimed 

 

Item  #7 

Nature of Concern:  CRB Transit meeting was cancelled (information provided by CRB) 
however per diem was claimed. 

Date of 
Payment 

Date of 
Transaction 

Amount Description 

July 23, 12 June 29, 12 200.00 Per Diem was claimed to CRB 
however meeting was cancelled. 

 

Item  #8 

Nature of Concern:  Potential over claim on mileage 

Description of event was “pre tour Spruce Grove Housing” and 89km was claimed for 
mileage.  Google maps indicates 60km return from SAP. Potential over claim of 29km 
($14.94) 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

August 13, 12 July 5, 12 45.84 Pretour Spruce Grove Housing 
 

Item  #9 

Nature of Concern:  CRB Transit meeting occurred however Mayor Crouse was not 
listed as an attendee on the minutes.  A $200 per diem was claimed to CRB. 

Date of 
Payment 

Date of 
Transaction 

Amount Description 

August 2, 12 July 27, 12 200.00 Per Diem was claimed to CRB 
however attendance cannot be 
confirmed via minutes. 
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Item  #10 

Nature of Concern:  CRB Governance meeting occurred however Mayor Crouse was 
not listed as an attendee on the minutes.  A $200 per diem was claimed to CRB. 

Date of 
Payment 

Date of 
Transaction 

Amount Description 

August 2, 12 July 30, 12 200.00 Per Diem was claimed to CRB 
however attendance cannot be 
confirmed via minutes. 

 

Item  #11 

Nature of Concern:  Potential over claim on mileage 

Description of event was “Legal Parade” and 100km was claimed for mileage.  Google 
maps indicates 80km return from SAP. Potential over claim of 20km ($10.30) 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

August 13, 12 July 28, 12 51.50 Legal Parade 
 

Item  #12 

Nature of Concern:  Double claim on mileage to City of St. Albert and Capital Region 
Board 

On August 1, 2012 the City of St. Albert received a mileage claim for event titled “New 
Sarepta Meeting” for 166 km ($85.49) as well as a meal claim for $9 which was not 
supported by a receipt.  On the same day a claim was made to the Capital Region 
Board for an event titled “New Sarepta Leduc County meeting” for 120km (63.64) as 
well as a meal claim of $25 which was not supported by a receipt. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

September 
11, 12 

August 1, 2012 85.49 Mileage – New Sarepta Meeting – 
St. Albert 

September 
11, 12 

August 1, 2012  9.00 Meals – St. Albert 

September 
10, 12 

August 1, 2012 63.64 Mileage – New Sarepta Meeting – 
CRB 

September 
10, 12 

August 1, 2012 25.00 Meals - CRB 
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Item  #13 

Nature of Concern:  Double claim on meals to City of St. Albert and Capital Region 
Board 

On October 18, 2012 the City of St. Albert received a meal claim for event titled “New 
UDI Meeting and presentation” for $13 which was not supported by a receipt.  On the 
same day a claim was made to the Capital Region Board for an event titled “UDI drinks 
(non alcohol) for $14.  As there was also a mileage & per diem claim to CRB for this 
meeting, it is assumed that this event should be linked to CRB and the not City of St. 
Albert 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

November 26, 
12 

October 18, 
2012 

13.00 UDI meeting and presentation – St. 
Albert 

November 6, 
12 

October 18, 
2012 

14.00 UDI drinks (non alcohol) - CRB 

 

Item  #14 

Nature of Concern:  Meal for $108.32 was paid for on St. Albert credit card and again on 
St. Albert expense claim. 

On November 26, 2012 the City of St. Albert received a meal claim for event titled 
“Affordable Housing Lunch” for $108.32 which was supported by a receipt.  On the 
same day a St. Albert credit card charge was made for an event titled “Business Lunch 
4 people” for $108.32 (No receipt attached with credit card statement).   

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 17, 
12 

November 26, 
2012 

108.32 Affordable Housing Lunch –St. Albert 
expense claim 

December 18, 
12 

November 26, 
2012 

108.32 Business Lunch 4 people – St. Albert 
Credit Card 
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Item  #15 

Nature of Concern:  Potential duplicate claim on mileage 

On January 15, 2013 St. Albert expense claim description of event was “state of town 
address - Beaumont” for 99km ($50.99).  On the same day CRB had a claim for an 
event titled “Beaumont Berube + downtown meetings” for 99 km ($52.50). 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

February 11, 
13 

January 15, 13 50.99 State of Town Address – Beaumont 
– St. Albert 

February 7, 
13 

January 15, 13 52.50 Beaumont Berube + downtown 
meetings - CRB 

 

Item  #16 

Nature of Concern:  Potential duplicate claim on mileage 

On February 13, 2013 St. Albert expense claim description of event was “Mayor Mandel 
meeting re:  St. Albert position on Parkland County” for 42km ($21.63).  On the same 
day CRB had a claim for an event titled “Meeting with Mandel regarding parkland” for 40 
km ($21.21). 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

March 11, 13 February 13, 13 21.63 Mayor Mandel meeting re:  St. Albert 
position on Parkland County- St. 
Albert 

March 6, 13 February 13, 13 21.21 Meeting with Mandel regarding 
parkland - CRB 
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Item  #17 

Nature of Concern:  Potential duplicate claim on mileage 

On February 14, 2013 St. Albert expense claim description of event was “Meeting with 
MLA’s and AUMA reps” for 42km ($21.63).  On the same day CRB had a claim for an 
event titled “CRB Board meeting, then downtown”  for 40 km ($21.21).  Description of 2 
events implies that the route was SAP to CRB Meeting (downtown) to MLA 
meeting(downtown) back to SAP.   

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

March 11, 13 February 14, 13 21.63 Meeting with MLA’s and AUMA reps 
– St. Albert 

March 6, 13 February 14, 13 21.21 CRB Board meeting, then downtown 
- CRB 

 

Item  #18 

Nature of Concern:  Potential duplicate claim on parking 

On March 7, 2013 St. Albert expense claim description of event was “Business Leader 
Awards at SHAW” for $6.00 for parking which was not supported by a receipt.  On the 
same day CRB had a claim for an event titled “CHBA Gala at SHAW”  $6.00 for parking 
which was not supported by a receipt. The mileage of 40 km ($20.6) was claimed to the 
City.   

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

April 9, 13 March 7, 13 6.00 Business Leader Awards at SHAW – 
St. Albert 

April 9, 13 March 7, 13 20.60 Business Leader Awards at SHAW – 
St. Albert 

May 7, 13 March 7, 13 6.00 CHBA Gala at SHAW - CRB 
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Item  #19 

Nature of Concern:  Potential duplicate claim on mileage 

On March 8, 2013 St. Albert expense claim description of event was “Nanotechnology 
Meeting in Edmonton” for 40km ($20.60).  On the same day CRB had a claim for an 
event titled “Nanotechnology meeting downtown” for 40 km ($21.21). 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

April 9, 13 March 8, 13 20.60 Nanotechnology Meeting in 
Edmonton – St. Albert 

March 27, 13 March 8, 13 21.21 Nanotechnology meeting downtown - 
CRB 

 

Item  #20 

Nature of Concern:  Potential duplicate claim on mileage 

On March 11, 2013 St. Albert expense claim description of event was “Luncheon 
Budget Speech” for 40km ($20.60).  On the same day CRB had a claim for an event 
titled “Edmonton Chamber Lunch Horner” for 40 km ($21.21). 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

April 9, 13 March 11, 13 20.60 Luncheon Budget Speech – St. 
Albert 

March 27, 13 March 11, 13 21.21 Edmonton Chamber Lunch Horner - 
CRB 
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Item  #21 

Nature of Concern:  Potential duplicate claim on mileage 

On March 12, 2013 St. Albert expense claim description of event was “Meeting in 
Devon and public hearing with Sturgeon County in Morinville”” for 143km ($73.65).  On 
the same day CRB had a claim for an event titled “Fisher Devon State of town” for 103 
km ($54.62). 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

April 9, 13 March 12, 13 73.65 Meeting in Devon and public hearing 
with Sturgeon County in Morinville – 
St. Albert 

March 27, 13 March 12, 13 54.62 Fisher Devon State of Town - CRB 
 

Item  #22 

Nature of Concern:  Potential duplicate claim on mileage 

On March 22, 2013, St. Albert expense claim description of event was “Senior Housing 
Foundation Dinner in Leduc”” for 110km ($56.65).  On the same day CRB had a claim 
for an event titled “Leduc Foundation Dinner and Gala” for 110 km ($58.33). 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

April 9, 13 March 22, 13 56.65 Housing Foundation Dinner in Leduc 
– St. Albert 

March 27, 13 March 22, 13 58.33 Leduc Foundation Dinner and Gala - 
CRB 
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Item  #23 

Nature of Concern:  Potential triple claim on mileage 

On June 1, 2013 (pd in Aug-13 chq# 153) St. Albert expense claim description of event 
was “Regional event in Leduc”” for 105km ($54.08).  This same event titled “Leduc 
Parade” was claimed and paid on a St. Albert expense claim (pd Nov-13 chq#157) for 
106km ($54.59). On the same day CRB had a claim for an event titled “Leduc Parade” 
for 98 km ($51.97). 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

August 12, 13 June 1, 13 54.08 Regional event in Leduc – St. Albert 
November 13, 
13 

June 1, 13 54.59 Leduc Parade – St. Albert 

July 3, 13 June 1, 13 51.97 Leduc Parade – CRB 
 

Item  #24 

Nature of Concern:  Potential duplicate claim on mileage 

On July 20, 2013 St. Albert expense claim description of event was “Regional Event in 
Gibbons”” for 110km ($56.65).  On the same day CRB had a claim for an event titled 
“Gibbons Parade” for 110 km ($58.33). Google maps indicates 86km round trip. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

August 12, 13 July 20, 13 56.65 Regional Event in Gibbons – St. 
Albert 

August 7, 13 July 20, 13 58.33 Gibbons Parade - CRB 
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Item  #25 

Nature of Concern:  Potential triplicate claim on mileage 

On July 26, 2013 St. Albert expense claim ( pd Aug-13 chq # 153) description of event 
was “Regional Event in Leduc County”” for 120km ($61.80).  On the same day (pd Sep-
13 chq# 3451) CRB had a claim for an event titled “Leduc 50th Anniversary” for 122 km 
($64.70). On the same day (pd Oct-13 chq# 3518) CRB had a claim for an event titled 
“Leduc County 50th” for 114 km ($120.90). This last claim was a mathematical error in 
the spreadsheet (amount doubled).  This was corrected in Sep-14 and CRB was 
refunded $60.45. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

August 12, 13 July 26, 13 61.80 Regional Event in Leduc County – 
St. Albert 

September 
11, 13 

July 26, 13 64.70 Leduc 50th Anniversary - CRB 

October 31, 
13 

July 26, 13 120.90 Leduc County 50th - CRB 

 

Item  #26 

Nature of Concern:  Potential duplicate claim on mileage 

On August 10, 2013 St. Albert expense claim description of event was “Bon Accord 
Parade”” for 68km ($35.02).  On the same day CRB had a claim for an event titled “Bon 
Accord Parade” for 75 km ($79.54). This last claim was a mathematical error in the 
spreadsheet (amount doubled).  This was corrected in Sep-14 and CRB was refunded 
$39.77. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

September 
10, 13 

August 10, 13 35.02 Bon Accord Parade – St. Albert 

December 10, 
13 

August 10, 13 79.54 Bon Accord Parade - CRB 
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Item  #27 

Nature of Concern:  Potential duplicate claim on event 

On August 15, 2013 St. Albert expense claim description of event was “UDI event”” for 
$190.00.  On the same day CRB had a claim for an event titled “UDI registration” for 
$190.00.  

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

January 9, 14 August 15, 13 190.00 UDI Event– St. Albert 
October 31, 
13 

August 15, 13 190.00 UDI registration - CRB 

 

Item  #28 

Nature of Concern:  Potential duplicate claim on mileage 

On August 17, 2013 St. Albert expense claim description of event was “Redwater 
Parade”” for 104km ($53.56).  On the same day CRB had a claim for an event titled 
“Redwater Parade” for 133 km ($141.05). This last claim was a mathematical error in 
the spreadsheet (amount doubled).  The original submission to CRB was paid in 
October 2013.  In May 2014, Mayor Crouse discovered this error and refunded CRB the 
full $141.05.  In September 2014 it was discovered that the original submission had 
mathematical errors in the spreadsheet (doubled) and CRB was refunded $70.53. In 
essence Mayor Crouse over refunded CRB $70.53. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

September 
10, 13 

August 17, 13 53.56 Redwater Parade – St. Albert – paid 
in Sep-13 

October 31, 
13 

August 17, 13 141.05 Redwater Parade – CRB – paid in 
Oct-13 

May 29, 14 May 29, 2014 -141.05 Refund to CRB 
 September 

2014 
-70.53 Refund to CRB 
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Item  #29 

Nature of Concern:  Per Diem amounts claimed. 

On November 19, 2013, $300 were claimed for per diems, On the same claim form 
dates November 21, 2013 another $400 was claimed for per diems.  It is unclear as to 
whether this relates to FCM or AUMA so cannot determine length of event.  Event was 
listed as being in Calgary. Administrative Procedure City Council Remuneration and 
Expense Reimbursement C-CC-03 allows per diems “for attendance at specified 
activities.” The Policy is not clear as to if travel time/days are eligible for per diem 
billings.  

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 12, 
13 

November 19, 
13 

300.00 Travel to Calgary + full day  

December 12, 
13 

November 21, 
13 

400.00 Travel from Calgary including 2 full 
day  

 

Item  #30 

Nature of Concern:  Potential duplicate claim on mileage 

On January 14, 2014 St. Albert expense claim description of event was “Regional State 
of Address Beaumont”” for 104 km ($53.56).  On the same day CRB had a claim for an 
event titled “Beaumont State of” for 104 km ($55.15).  

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

February 11, 
14 

January 14, 14 56.56 Regional State of Address Beaumont 
– St. Albert 

February 12, 
14 

January 14, 14 55.15 Beaumont State of - CRB 
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Item  #31 

Nature of Concern:  Potential duplicate claim on mileage 

On January 16, 2014 St. Albert expense claim there were 3 events where mileage was 
claimed.  The 3 events description was “Meeting in Sherwood Park – Mayor”, “Urban 
Development Institute event” and “Minister Hughes/Leg.” The first 2 were claimed to 
City of St. Albert and the 3rd was claimed to CRB. All three events appear to claim 
mileage “round trip” from St. Albert.     

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

February 11, 
14 

January 16, 14 30.39 Meeting in Sherwood Park – Mayor – 
St. Albert (59km) 

February 11, 
14 

January 16, 14 22.66 Urban Development Institute event – 
St. Albert (44 km) 

February 12, 
14 

January 16, 14 23.33 Minister Hughes/Leg – CRB – 
(44km) 

 

Item  #32 

Nature of Concern:  Overbill to CRB for per diems 

On February 20, 2014 Mayor Crouse attended both the Land Use Committee and 
Regional Services Committee meeting at CRB and claimed a $200 per diem for each 
meeting.  CRB has indicated that the $200 per diem is allowed only once in a day. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

March 12, 14 February 20, 14 200.00 Land Use Committee - CRB 
March 12, 14 February 20, 14 200.00 Regional Services Committee - CRB 
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Item  #33 

Nature of Concern:  Unclear as to which organization expense is associated 

On February 27, 2014 Mayor Crouse has a mileage claim to CRB related to an event 
entitles “Meeting Krischke”, a parking claim (supported by a receipt) to the City of St. 
Albert and a Business breakfast claimed to the City (Mayor, Councillor Prefontaine 
Council matters).  From the information available it is not clear as to which organization 
the parking charge relates to. Only the Parking charge is at issue, other data below is 
for information only. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

March 12, 14 February 27, 14 19.09 Meeting Krischke - CRB 
March 18, 14 February 27, 14 14.50 Business Meeting parking – St. 

Albert 
March 18, 14 February 27, 14 15.61 Business Breakfast-2 ppl – St. Albert 
 

Item  #34 

Nature of Concern:  Overbill to CRB for per diems 

On March 27, 2014 Mayor Crouse attended both the Transit Task Force and Growth 
Task Force meetings at CRB and claimed a $200 per diem for each meeting.  CRB has 
indicated that the $200 per diem is allowed only once in a day. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

March 31, 14 March 27, 14 200.00 Transit Task Force - CRB 
March 31, 14 March 27, 14 200.00 Growth Task Force - CRB 
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Item  #35 

Nature of Concern:  Potential duplicate claim on mileage 

On May 13, 2014 there were 3 events where mileage was claimed.  The 3 events 
description was “Strathcona Meeting” (claimed to St. Albert), “Dobbs meeting” claimed 
to CRB and “ Fort Sask-Morinville” claimed to CRB. All three events appear to claim 
mileage “round trip” from St. Albert.     

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

September 
23, 14 

May 13, 14 30.39 Strathcona Meeting St. Albert (59km) 

May 29, 14 May 13, 14 19.09 
 

Dobbs Meeting (36km) - CRB 

May 29, 14 May 13, 14 49.31 Fort Sask-Morinville (93km) – CRB  
 

Item  #36 

Nature of Concern:  Overbill to CRB for per diems 

On May 23, 2014 Mayor Crouse attended both the Housing Committee meeting and the 
Transit meetings at CRB and claimed a $200 per diem for each meeting.  CRB has 
indicated that the $200 per diem is allowed only once in a day 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

May 29, 14 May 23, 14 200.00 Housing - CRB 
May 29, 14 May 23, 14 200.00 Transit - CRB 
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Item  #37 

Nature of Concern:  Potential double claim for per diems for May/Jun 2014 FCM 
conference 

In late may 2014 Mayor Crouse claimed for 2.5 days of Per Diems for the FCM 
conference (paid on July 21, 2014). In September another claim was submitted for 4 
days of Per Diems for the May/Jun FCM conference (paid on September 23, 14). The 
conference ran from May 30 to June 2, 2014. Administrative Procedure City Council 
Remuneration and Expense Reimbursement C-CC-03 allows per diems “for attendance 
at specified activities.” The Policy is not clear as to if travel time/days are eligible for per 
diem billings.  

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

July 21, 14 June 1, 14 200.00 FCM Per Diem 
July 21, 14 June 2, 14 200.00 FCM Per Diem 
July 21, 14 June 3, 14 100.00 FCM Per Diem 
September 
23, 14 

May 28, 14 800.00 FCM in Niagra 4 days in May 
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COUNCILLOR BRODHEAD 

General Findings 
• All payments made to Councillor Brodhead by the City of St. Albert were 

supported by approved detailed expense claim forms.  
• A total of 144 transactions were claimed during the period of October 1, 2013 to 

October 27, 2014 to the City of St. Albert as well as items charged on a City of 
St. Albert credit card (admin card where item charged was indicated as being for 
Councillor Brodhead). 

• Claims were made within a reasonable time period following the transaction date. 
• There were ten (10) meal claims of which four (4) were claims as per the City 

travel policy, and the remaining six (6) supported by receipts containing 
attendees and in some cases the nature of the business. 

• General expenses claimed include items such as business supplies, phone/fax 
charges, entry fees to events like fund raisers, golf tournaments, etc.  There were 
a total of 36 claims under this category of which 36 (100%) were supported by 
receipts. 

• In many cases, the reasonableness of mileage claimed was assessed as the 
location was indicated within the description area for that line item.  In a few 
cases, reasonableness of the mileage claimed was not assessable as the 
specific location of the meeting/event was not indicated (there is currently no 
specific place on the expense claim form to put this information). 

• All mileage was claimed at the correct rate of $0.515/km. 

Specific Findings 
Item  #1 

Nature of Concern:  Unable to determine if the expenses claimed are 
acceptable/allowable expenses as per policy. 

Councillor Brodhead claimed expenses for paper and toner. (These items were 
purchased at Staples.) 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

October 31, 
14 

July 17, 14 $118.63 Paper and Toner  
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Item  #2 

Nature of Concern:  Per diem amounts claimed. 

Councillor Brodhead claimed six (6) days per diems ($1200) for the FCM Conference in 
Niagara Falls. The Conference dates were from May 31, 2014 to June 2, 2014 – 4 days. 
Policy is not clear as to whether per diems can be claimed for travel days/time. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

July 18,  14 May 28, 14 $1200.00 FCM Conference Niagara Falls, 
Ontario.  
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COUNCILLOR HERON 

General Findings 
• All payments made to Councillor Heron by the City of St. Albert were supported 

by approved detailed expense claim forms.  
• A total of 73 transactions were claimed during the period of October 1, 2013 to 

October 27, 2014 to the City of St. Albert as well as items charged on a City of 
St. Albert credit card (admin card where item charged was indicated as being for 
Councillor Heron). 

• It appears not all claims are made within a reasonable time period following the 
transaction date, as the date of the latest expense submitted prior to the review is 
June 26, 2014. 

• There were nine (9) meal claims of which 9 (100%) were supported by receipts 
containing attendees and in some cases the nature of the business. 

• General expenses claimed include items such phone/fax charges, entry fees to 
events like fund raisers, golf tournaments, etc.  There were a total of 21 claims 
under this category of which 21 (100%) were supported by receipts. 

• In many cases, the reasonableness of mileage claimed was assessed as the 
location was indicated within the description area for that line item.  In a few 
cases, reasonableness of the mileage claimed was not assessable as the 
specific location of the meeting/event was not indicated (there is currently no 
specific place on the expense claim form to put this information). 

• All mileage was claimed at the correct rate of $0.515/km. 
 

Specific Findings 
Item  #1 

Nature of Concern:  Per diem amounts claimed. 

Councillor Heron claimed six (6) days per diems ($1200) for the FCM Conference in 
Niagara Falls. The Conference dates were from May 31, 2014 to June 2, 2014 – 4 days.  
Policy is not clear as to whether per diems can be claimed for travel days/time. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

July 18,  14 May 28, 14 $1200.00 FCM Conference Niagara Falls, 
Ontario.  
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COUNCILLOR HUGHES 

General Findings 
• All payments made to Councillor Hughes by the City of St. Albert were supported 

by approved detailed expense claim forms. 
• A total of 36 transactions were claimed during the period of October 1, 2013 to 

October 27, 2014 to the City of St. Albert as well as items charged on a City of 
St. Albert credit card (admin card where item charged was indicated as being for 
Councillor Hughes). 

• It appears claims were made within a reasonable time period following the 
transaction data for those expenses submitted within the timeframe of this audit. 

• General expenses claimed included items such as business supplies, phone/fax 
charges, home internet, paper shredder, Sherpa throw and an article of clothing. 
There were a total of 21 claims under this category of which 19 (91%) were 
supported by receipts.  

• In all cases of vehicle travel the mileage claim assessed against the location 
appeared to be reasonable.  

• All mileage was claimed at the correct rate of $0.515/km.  
 

Specific Findings 
Item  #1 

Nature of Concern:  Unable to determine if the expenses claimed are 
acceptable/allowable expenses as per policy. 

Councillor Hughes claimed a business supply expense for the following item and there 
is nothing stated in policy to confirm these types of purchases would be covered. There 
is a document published for those running for Mayor, Council or School Trustee 
positions with City of St. Albert; “Additional Candidate Information & Resources” that 
states what the City will supply for their home office and it includes, laptop computer, I-
pad, personal digital assistant (i.e. Blackberry), facsimile machine, reimbursement for a 
dedicated telephone line and reimbursement for a high-speed internet connection upon 
request.   

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 20, 
13   

November 3, 
13  

$49.99 Shredder    
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Item  #2 

Nature of Concern: Unable to confirm if expenses claimed are acceptable/allowable 
expenses as per policy. 

Councillor Hughes submitted a receipt for a Magic Jack 5 year platinum service, which 
according to their website provides unlimited local and long distance calling in Canada 
& US. Councillor Hughes also has a cell phone plan through Virgin Mobile that is being 
expensed to the City. In review of the Virgin Mobile billing for the plan it states it 
includes unlimited Canadian calling. Given that, we are unsure if Councillors are 
required to make long distance calls to the US.    

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

April 17, 14  January 24, 14   $107.53 Cell phone long distance plan   
 

Item  #3 

Nature of Concern: Unable to confirm if expenses claimed are acceptable/allowable 
expenses as per policy. 

Councillor Hughes claimed a business supply expense that listed on the Costco receipt 
a KC Reaction. The Costco website listed a “KC Reaction” as a Kenneth Cole Reaction 
jacket and there is no clothing allowance coverage within City policy. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 20, 
13  

November 3, 
13  

$39.99 KC Reaction  

 

Item  #4 

Nature of Concern: Councillor Hughes claimed expenses for the following items with no 
receipt.   

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 20, 
13  

December 31, 
13  

$52.50  Virgin Mobile   
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Item  #5 

Nature of Concern: Unable to confirm if expenses claimed are acceptable/allowable 
expenses as per policy. 

Councillor Hughes claimed a business supply expense for a “Sherpa Throw” from 
Costco and there is no allowance coverage within City policy for this type of expense.  

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 20, 
13  

November 2, 
14   

$19.99  Sherpa Throw    
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COUNCILLOR MACKAY 

General Findings 
• All payments made to Councillor MacKay by the City of St. Albert were supported 

by approved detailed expense claim forms with the exception of the April 2014 
claim for $203.73.  This claim form was missing from the Accounts Payable file 
for Councillor MacKay.  As no payment would be processed through Accounts 
Payable without authorizing signatures, it is assumed that this claim was misfiled.  
The review team was able to obtain an unsigned copy (excel version) of the 
claim form so the individual items listed were assessed as if it was a signed 
version.  As the supporting documentation for this claim would be with the 
original, the assumption was that all items on this claim were adequately 
supported to the satisfaction of the approver. 

• A total of 101 transactions were claimed during the period of October 1, 2013 to 
October 27, 2014 to the City of St. Albert as well as items charged on a City of 
St. Albert credit card (admin card where item charged was indicated as being for 
Councillor MacKay). 

• It appears most claims, with the exception of one, were made within a 
reasonable time period following the transaction data for those expenses 
submitted within the timeframe of this audit. 

• General expenses claimed included items such as business supplies, phone/fax 
charges, home internet, briefcase, and courses. There were a total of 61 claims 
under this category of which 50 (82%) were supported by receipts.  

• There were 7 meal claims of which 7 (100%) were supported by receipts.   
• In all cases of vehicle travel the mileage claim assessed against the location 

appeared to be reasonable.  
• All mileage was claimed at the correct rate of $0.515/km.  
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Specific Findings 
Item  #1 

Nature of Concern:  Unable to determine if the expenses claimed are 
acceptable/allowable expenses as per policy. 

Councillor MacKay claimed expenses for the following business supply items and there 
is nothing stated in policy to confirm these types of purchases would be covered. There 
is a document published for those running for Mayor, Council or School Trustee 
positions with City of St. Albert; “Additional Candidate Information & Resources” that 
states what the City will supply for their home office and it includes, laptop computer, I-
pad, personal digital assistant (i.e. Blackberry), facsimile machine, reimbursement for a 
dedicated telephone line, and reimbursement for a high-speed internet connection upon 
request.   

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 27, 
13  

November 13, 
13  

$328.42 Printer ink & budget related business 
supplies – Staples  

 

Item #2 

Nature of Concern:  Unable to determine if the expenses claimed are 
acceptable/allowable expenses as per policy. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

January 17, 
14  

 $316.85 New Printer – Staples (also no receipt)  

January 17, 
14 

 $36.75 Ink cartridge – Future Shop (also no 
receipt)  
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Item #3 

Nature of Concern:  Unable to determine if the expenses claimed are 
acceptable/allowable expenses as per policy. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

June 13, 14 May 12, 14  $67.71 Several small consumable office 
supplies were purchased from Staples, 
as well as a “BP Fisher Space” Chrome 
ball point pen for $30.80  

 

Item #4 

Nature of Concern:  Unable to determine if the expenses claimed are 
acceptable/allowable expenses as per policy, same as above.  

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

October 31, 
14  

July 14, 14  $16.48 FOIP request submission (CRB) 
mileage  

October 31, 
14 

July 14, 14 $6.00 FOIP request submission (CRB) 
parking  

October 31, 
14  

August 31, 14 $205.65 Ink cartridges  

 

Item #5 

Nature of Concern:  Unable to determine if the expenses claimed are 
acceptable/allowable expenses as per policy. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 27, 
14  

October 31, 14 $167.90 Briefcase  
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Item  #6 

Nature of Concern: Incomplete receipt 

This concern has been grouped together as Councillor MacKay claimed all TELUS cell 
phone bill expenses with incomplete receipts (i.e. missing pages of multi page bill) 
which listed shared data and talk time with a secondary phone. This made it impossible 
to verify specifically how the total charges broke down. City policy is silent about 
whether complete receipts are required or not.    

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 20, 
13  

December 30, 
13 

$110.80 TELUS 

March  21, 14 February 28, 14  $85.05 TELUS 
June 13, 14 May 30, 14 $81.19 TELUS 
June 13, 14 June 30, 14 $81.31 TELUS 
July 18, 14 April 30, 14 $87.14 TELUS 
October 31, 
14 

July 30, 14 $143.40 TELUS 

October 31, 
14 

August 30, 14  $98.05 TELUS 

October 31, 
14 

September 30, 
14  

$86.27 TELUS 

January 17, 
14 

December 30, 
14 

$125.84 TELUS 

 

Item  #7 

Nature of Concern: Expense more than 1 year old.  

Councillor MacKay claimed $10.50 for business supplies with a receipt that was dated 
November 7, 2012.          

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 20, 
13  

November 7, 
12  

$10.50 Business supplies  
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Item  #8 

Nature of Concern:  Potential over claim on mileage 

Councillor MacKay claimed what appeared to be more mileage than the identified 
destination would be as per mileage calculator on Google maps.  

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

October 31, 
14 

August 8, 14  $38.11 74 KM claimed to attend a U of A 
Course at Enterprise Square Campus 
in downtown Edmonton.  Google maps 
indicates approximately 30km return 

October 31, 
14  

August 21, 14  $31.93  62 KM claimed to attend meeting at 
Crown & Rose restaurant in downtown 
Edmonton with Edmonton Councillor 
Mike Nickel.  Google maps indicates 
approximately 36-40km return  

October 31, 
14  

August 25, 14  $31.93 62 KM claimed to attend meeting at 
Canada Place in downtown Edmonton 
with Thomas Lukaszuk. Google maps 
indicates approximately 30-35km return 

 

Item  #9 

Nature of Concern: Councillor MacKay claimed more than the receipt stated.   

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

March 21, 14  March 6, 14  $7.32 Claimed $7.32 for meal at Tim Horton’s 
while attending a U of A Land Use 
Course at Enterprise Square Campus 
when the receipt stated $3.37 

March 21, 14  March 6, 14  $3.00 Claimed $3 in parking to attend a U of 
A Land Use Course at Enterprise 
Square Campus when the receipt 
stated $1 & in writing it showed + $2.  
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COUNCILLOR OSBORNE 

General Findings 
• All payments made to Councillor Osborne by the City of St. Albert were 

supported by approved detailed expense claim forms. 
• A total of 76 transactions were claimed during the period of October 1, 2013 to 

October 27, 2014 to the City of St. Albert as well as items charged on a City of 
St. Albert credit card (admin card where item charged was indicated as being for 
Councillor Osborne). 

• In most cases claims were made within a reasonable time period following the 
transaction date. 

• There were 14 meal claims of which 14 (100%) were supported by receipts.  
There was one occasion where a gift card redemption receipt for Starbucks was 
included rather than the restaurant receipt. 

• The large majority of meal receipts did not include a notation of who was at the 
meal along with a description of the nature of the business involved, although 
such is not required by policy. 

• General expenses claimed include items such as entry fees to events like 
symposiums, conferences, luncheons and fund raisers.  There were a total of 18 
claims under this category of which 15 (83%) were supported by receipts. 
Councillor Osborne did not make any expense claims for phone charges during 
the period of October 1, 2013 to October 27, 2014. 

• In many cases, the reasonableness of mileage claimed was assessed as the 
location was indicated within the description area for that line item. In some 
cases, reasonableness of the mileage claimed was not assessable as the 
specific location of the meeting/event was not indicated (there is currently no 
specific place on the expense claim form to put this information). 

• All mileage was claimed at the correct rate of $0.515/km. 
 



Attachment 1 

 
Council Expense Report Review Page 38 

 

Specific Findings 
Item  #1 

Nature of Concern: AUMA Convention 2013 per diem amounts claimed.  

Councillor Osborne claimed four (4) days per diems ($800) for the AUMA Convention 
and AMSC Trade Show 2013 in Calgary. The convention dates were from November 
20, 2013 to November 22, 2013 – 3 days. Administrative Procedure City Council 
Remuneration and Expense Reimbursement C-CC-03 allows per diems “for attendance 
at specified activities.” Policy is not clear as to if per diems can be claimed for travel 
days/times. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 20, 
2013 

November 19-
21, 2014 

$800.00 AUMA Convention, Calgary. 

 

Item #2 

Nature of Concern: Flight for FCM Sustainable Communities Conference 2014 in 
Charlottetown reimbursed without a receipt. Administrative Travel Policy A-HRS-3.14 
states that reimbursement for flights “must be supported by receipts.” 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

March 28, 
2014 

February 20, 
2014 

$639.61 Flight to Charlottetown for FCM 
Sustainable Communities Conference 
2014, airline unknown. 
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Item #3 

Nature of Concern:  FCM Sustainable Communities Conference 2014 per diem 
amounts claimed. 

Councillor Osborne claimed five (5) days per diems ($1000) for the FCM Sustainable 
Communities Conference in Charlottetown, PEI. The Conference dates were from 
February 11, 2014 to February 13, 2014 – 3 days. Administrative Procedure City 
Council Remuneration and Expense Reimbursement C-CC-03 allows per diems “for 
attendance at specified activities.” Policy is not clear as to if per diems can be claimed 
for travel days/times. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

March 28, 
2014 

February 10-
14, 2014 

$1000.00 FCM Sustainable Communities 
Conference, Charlottetown.  

 

Item #4 

Nature of Concern:  FCM 2014 Annual Conference per diem amounts claimed. 

Councillor Osborne claimed six (6) days per diems ($1200) for the FCM Annual 
Conference and Trade Show in Niagara Falls, ON. The Conference dates were from 
May 30, 2014 to June 2, 2014 – 4 days. Administrative Procedure City Council 
Remuneration and Expense Reimbursement C-CC-03 allows per diems “for attendance 
at specified activities.”  Policy is not clear as to if per diems can be claimed for travel 
days/times. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

July 18, 2014 May 28-June 2, 
2014 

$1200.00 FCM Annual Conference 2014, Niagara 
Falls. 
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Item #5 

Nature of Concern: Councillor Osborne claimed expenses for the following items without 
a receipt.   

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

July 18, 2014  April 16, 2014 $60.00  Shaw Cable home internet 
July 18, 2014 June 16, 2014 $60.00 Shaw Cable home internet 
September 
26, 2014 

July 8, 2014 $60.00 Shaw Cable home internet 
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COUNCILLOR PREFONTAINE 

General Findings 
• All payments made to Councillor Prefontaine by the City of St. Albert were 

supported by approved detailed expense claim forms. 
• A total of 109 transactions were claimed during the period of October 1, 2013 to 

October 27, 2014 to the City of St. Albert as well as items charged on a City of 
St. Albert credit card (admin card where item charged was indicated as being for 
Councillor Prefontaine). 

• In most cases claims were made within a reasonable time period following the 
transaction date. 

• There were 6 meal claims of which 5 (83%) were supported by receipts and the 
other was a meal claim based on a meal travel allowance, for which receipts are 
not required.   

• The meal receipts did not include a notation of who was at the meal along with a 
description of the nature of the business involved, although such is not required 
by policy. 

• General expenses claimed include items such as business supplies, phone/fax 
charges, entry fees to events like symposiums, conferences, luncheons and fund 
raisers and golf tournaments. There were a total of 41 claims under this category 
of which 41 (100%) were supported by receipts. 

• In many cases, the reasonableness of mileage claimed was assessed as the 
location was indicated within the description area for that line item.  In some 
cases, reasonableness of the mileage claimed was not assessable as the 
specific location of the meeting/event was not indicated  (there is currently no 
specific place on the expense claim form to put this information). 

• All mileage was claimed at the correct rate of $0.515/km. 
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Specific Findings 
Item  #1 

Nature of Concern: AUMA Convention 2013 per diem amounts claimed.  

Councillor Prefontaine claimed four (4) days per diems ($800) for the AUMA Convention 
and AMSC Trade Show 2013 in Calgary. The convention dates were from November 
20, 2013 to November 22, 2013 – 3 days. Administrative Procedure City Council 
Remuneration and Expense Reimbursement C-CC-03 allows per diems “for attendance 
at specified activities.”  Policy is unclear as to whether a per diem is claimable for travel 
days/time. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

December 20, 
2013 

November 19-
21, 2013 

$800.00 AUMA Convention, Calgary. 

 

Item #2 

Councillor Prefontaine claimed six (6) days per diems ($1200) for the FCM Annual 
Conference and Trade Show in Niagara Falls, ON. The Conference dates were from 
May 30, 2014 to June 2, 2014 – 4 days. Administrative Procedure City Council 
Remuneration and Expense Reimbursement C-CC-03 allows per diems “for attendance 
at specified activities.” Policy is unclear as to whether a per diem is claimable for travel 
days/time. 

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

July 18, 2014 May 28-June 2, 
2014 

$1200.00 FCM Annual Conference 2014, Niagara 
Falls. 
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Item #3 

Nature of Concern:  Unable to determine if the expenses claimed are 
acceptable/allowable expenses as per policy. 

Councillor Prefontaine claimed a business supply expense for the following item and 
there is nothing stated in policy to confirm that this type of purchase would be covered. 
There is a document published for those running for Mayor, Council or School Trustee 
positions with City of St. Albert; “Additional Candidate Information & Resources” that 
states what the City will supply for their home office and it includes laptop computer, I-
pad, personal digital assistant (i.e. Blackberry), facsimile machine, reimbursement for a 
dedicated telephone line, reimbursement for a high-speed internet connection, and 
upon request.  

Date of 
Payment 

Date of 
Transaction 

Amount 
Claimed 

Description 

October 17, 
2014   

No date 
provided on 
receipt 

$103.95 MS Office 365 Annual License 

 



Attachment 2 

 
Council Expense Review Page 1 

 

 

 

 

 

 

 

 

 

City of St. Albert 
Council Expense Process Review 
 
 
 
 
 
 
 
 
 
 
 
 
April 7, 2015 
 



Attachment 2 

 
Council Expense Review Page 2 

 

TABLE OF CONTENTS 

Introduction ................................................................................................................... 3 

Methodology .................................................................................................................. 3 

Recommendations ........................................................................................................ 4 

Policies, Procedures and Process ............................................................................... 4 

Budget Planning, Management and Reporting ............................................................ 7 

Council Training ........................................................................................................... 8 

Summary of findings ..................................................................................................... 9 

 

  



Attachment 2 

 
Council Expense Review Page 3 

 

INTRODUCTION 

On October 27, 2015 Council directed Administration to conduct an audit of travel, per 
diems and professional development expense claims of all members of Council and to 
review the expense processes and controls. As a result, the City Manager initiated the 
project to focus on Council’s directions with two project teams: the Expense Report 
Review Team and the Expense Process Review Team.   

This is the final report for the Expense Process Review Team that focused on 
examining the current practice in use for all members of Council,  researching best 
practices, reviewing policies from external boards and other municipalities and providing 
recommendations to improve policies, procedures and processes at the City of St. 
Albert. 

The report is organized in the following sections: 

1. Methodology 
2. Recommendations 
3. Summary of findings 

METHODOLOGY 

The review was undertaken according to the work plan prepared in advance and 
approved by the oversight team.  The oversight team ensured that the process for this 
review was thorough and information accurate.  

To complete the project objectives, the team reviewed the City’s current practices, 
processes, policies and procedures to identify opportunities for improvement.  The team 
researched policies in place in other municipalities that had fully developed and detailed 
policies related to Council expenditures to identify best practices.   

Using this information, recommendations were developed to provide guidance for 
improving our current policies, procedures and processes. 
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RECOMMENDATIONS 

The following section lists recommendations developed based on the key findings of the 
internal and external research conducted for this review.   

Policies, Procedures and Process 
Recommendation 1: Develop an all inclusive Council Expense Policy and 
Procedures  
This all inclusive Council policy would include all relevant information rather than 
making a reference to the City’s administrative policies.  This policy would provide 
detailed, updated guidelines for budget planning, spending, expense reimbursement, 
budget spending review and reporting.  This updated policy will allow for a more 
consistent implementation of the policy among all Council members.    
 
It is recommended that the new policy includes but not be limited to the following 
sections: 
 

1. Definitions: 
Provide an extensive list of definitions for terms used in the policy to ensure 
common understanding. 

2. Process and roles and responsibilities:  
Prepare a clearly defined process including deadlines for expense claim 
submissions and defined roles and responsibilities of parties involved in the 
expense claim process in order to ensure clear and consistent policy application 
and accountability. 

3. Eligible and ineligible expenses: 
Provide a list of items and/or activities that are eligible and those that are 
considered ineligible including any applicable conditions to ensure appropriate 
spending of City’s funds.  

4. Appeal process: 
Document an appeal process for ineligible expenses and/or activities to provide 
staff and Council with a process to follow when an expense and/or activity is not 
approved. 

5. Budget (expense) planning, monitoring, reporting and disclosure: 
Document in the policy how Council will approach budget (expense) planning, 
monitoring, reporting and disclosure of expenses.   
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It is recommended that the new policy addresses but not be limited to the following 
elements of Council expenses: 

• Set deadlines for submission of expense claim forms for processing in order to 
provide accurate quarterly financial reports.  Council members should be 
requested to submit their expenses on a monthly basis.   

• Guidelines for supporting documentation to be submitted with each expense 
claim (ex. Mileage claims, parking, etc.) and a process for handling claims that 
lack supporting documentation.  

• Guidelines for per diem claims with a clear definition of what constitutes a  per 
diem for Council.  Provide direction for: 
a) Per diem received from external agencies 
b) travel per diem,  
c) attendance time, and  
d) a clear direction for when  per diem can be claimed for travel (days/times). 

• Clear guideline what constitutes external revenue and how this is to be handled 
(Council member Chair of the Board).   

• Set standards and limits for reimbursement of common expenses including office 
supplies, equipment/furniture, telephone, mileage (include standard mileage from 
St. Albert Place as starting point to most frequently attended locations), other 
travel expenses, etc. This would include implementing the City’s practice of 
choosing cost effective options.  

• Guidelines for management of corporate assets (any items purchased with City’s 
money). 

• Establishment of pre-approval process for expenses over a certain amount.  
• Guidelines for out of province travel including pre-approval process.  
• Guidelines for eligible training activities and the process to follow for pre- 

approval of the annual training activities as well as emerging training 
opportunities that may arise throughout the year but were not planned for in the 
budget.  

• Guidelines for acceptable/unacceptable spousal expense claims. 
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Recommendation 2: Implement new process for expense claims  
Introduce an improved administration process for expense claims, including revised 
roles and responsibilities for more efficient management of Council expense claims. 
 
A number of processes were considered including a discussion of pros and cons of 
each version.  The following process is recommended as it addresses the main 
challenges identified with the current practice. 
 

 
 
Key changes: 

• Council members submit receipts to Administrative Assistants/Executive 
Assistant by policy stated deadline. 

• Administrative Assistant/Executive Assistant prepare expense claim using 
submitted receipts and following established policies and procedures. 

• Council member signs off on their expense claim form. 
• Once signed, the form is submitted to Accounts Payable for review of 

mathematical accuracy and expense coding.  
• The form is then submitted to Chief Financial Officer for the final review and 

approval. 
• The Chief Financial Officer may consult with the City Manager if there are any 

expenses that require further review.   
 
Advantages of the new process: 

• Provides a formal approval mechanism for Council expense claims. 
• Provides Council with increased administrative support for expense claims. 
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• Clearly defined roles and responsibilities of each stakeholder involved in the 
process. 

• Tasks are assigned to a party with appropriate knowledge and authority to most 
efficiently and accurately complete the task assigned to them. 

• More centralized approach for preparing expense claims ensures increased 
accuracy and consistent implementation of expense claim policies and linkage to 
planned and pre-approved activities. 

Budget Planning, Management and Reporting 

Recommendation 1:  Implement budget planning, management and monitoring 
process for Council 
Facilitating an opportunity for Council to review and plan specifics of their budget 
(expenses) on an annual basis will allow Council to take a more active role in planning 
their expenses for the following year, including pre-approving training activities and 
travel for Council members.   
 
There should be a management and monitoring process that would provide Council 
members an opportunity to review budget status and ensure they stay within the 
allocated budget and/or make decisions required to meet emerging needs that Council 
did not foresee during the budget planning process.   
 
For items not pre-planned, the Council member would submit a Council agenda 
report/backgrounder and seek preapproval for additional expenses by Council to ensure 
agreement to either re-allocate budget and accommodate new request or spend 
additional money and potentially go over budget. 
 
A status update should be sent to each Council member by Administrative 
Assistant/Executive Assistant, on a monthly/quarterly basis, with details on their 
individual expenses to date compared to their budget.    
 
Recommendation 2:  Provide breakdown of budget and expenses by councillor 
Allocate individual budget for each Council member for all eligible expense categories 
and update the expense claim form according to new process and practice.  The 
accounting codes need to be set up to provide information by Councillor. 
 
Recommendation 3:  Provide a Quarterly Financial Summary to Council that lists 
budget and expenses by each Council member 
Quarterly reporting of each Council’s budget would provide Council accurate information 
on their individual spending as well as provide improved transparency to residents.   
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Recommendation 4:  Include additional information on status of the Council 
expense claim 
Include a statement on the quarterly Council expense report (posted on City’s website) 
for any Council member that has not submitted their expense claims for a particular 
quarter.   

Council Training 

Recommendation 1:  Implement training module for Council - budget 
management and expense administration  
Having a budget management and expense administration training for Council members 
would provide a proactive approach to ensure that Council members have required 
information and knowledge of policies, procedures and practices in order to effectively, 
efficiently and consistently manage their budget and expenses.   
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SUMMARY OF FINDINGS 

This section provides a summary of findings from an internal, current practice review.  
Key observations identified during the review are outlined in this section under the 
following headings: 

1. Policies  Procedures and Process 
2. Budget Planning, Management and Reporting 
3. Council Training 

 
Policies, Procedures and Process 

Policies and procedures are not up to date and in a number of cases, policies are not 
clear and/or specific as required for consistent interpretation and implementation. The 
council policy refers to the City’s administrative policy which in some cases, contradict 
each other.  In addition, the policy does not appear to be consistent with practice. 

Roles and Responsibilities within the Process 
Roles and responsibilities for Council expense processing are not clearly defined and 
documented both for the budget process and expense claim management process. For 
the expense reporting, there is no documentation on who prepares expense claims, 
who reviews and what the review consists of, who follows up with Council for any items 
not eligible and who is responsible for providing the final approval for the expense claim.  
Currently, Council members prepare their own expense claims that are then reviewed 
and submitted to accounts payable by the Administrative Assistant/Executive Assistant.   

Expense claims timeliness  
Current policy does not state the deadline by which expense claims are to be submitted 
(two weeks, one month, etc. after an expense occurred). Expenses are submitted late 
which makes budget used to date and reporting inaccurate.  

Purchasing of office supplies 
Currently, it is not clearly documented what office supplies Council members receive at 
the beginning of their term aside from electronics that are listed in the policy. There are 
no clear guidelines stating the City’s preferred practice when it comes to purchase of 
office supplies by Council members. Specifically, whether office supplies should be 
purchased through the City due to discounts the City receives or independently by each 
Council member.   

Corporate Assets 
Except for information technology items, the current policy does not clearly state what 
corporate assets (any items purchased with City’s funds) a Council member receives, or 
may purchase and what needs to be returned once their term is completed.  
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Expense Eligibility 
The City does not identify eligible or ineligible expenses in current policies to provide a 
guideline for Council.  As a result, there is a different interpretation of what is an eligible 
vs. ineligible expense.  In addition, it is not clearly documented what the City’s practice 
is when the expense occurs from a trip that was combination of City business and that 
of an organization where the Council member may be serving.      

Out of Province Travel 
Currently, out of province travel is not pre-approved other than for FCM and AUMA. In 
addition, the City’s regular practice of reimbursing only the equivalent of the most 
economical way for transportation (rental vs. driving own car (mileage)) does not appear 
to apply for Council.   

Per Diem Reimbursement 
The interpretation of per diem for Council is not consistent with the definition of per diem 
within the Administration Policy that applies for City employees. Specifically, definition of 
per diem in the Administration Policy may not be appropriate for how per diem applies 
for Council members and when a per diem for Council is considered an acceptable 
expense. This guideline is not clear, which creates confusion and at times 
inconsistencies between Council members’ expense claims.  In addition, it is not clearly 
stated that reimbursements from external boards are to be paid directly to the City and 
set amounts are then reimbursed to Council.   

External Revenue  
Guidelines are not clearly articulated and/or documented for what preferred practice is 
when a Council member is acting in an official capacity for an external organization.  In 
addition, the City doesn’t have a policy for which additional sources of external revenue 
need to be reported to the City.   

Also, it is not clear how is decided for a Council member to serve on an external board 
where they may generate additional revenue from per diems and what the separation 
between what the City would pay for Council’s per diem versus the organization they 
serve on would pay for Council to be their board member.  It is not clear how these 
payments should be differentiated and managed (compensation, travel and travel 
expenses, etc. when Council serves on an external board). 

Corporate Credit Card 
Currently, the Councillors do not have individual corporate credit cards to use for 
expenses.  The Mayor has an individual corporate credit card for expenses that the 
Executive Assistant manages and tracks expenses for. 
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The Administrative Assistant has one City Councillor’s corporate credit card for which 
expenses are tracked (e.g. ticket to an event, air fare and conference registration).  The 
monthly reconciliation is done by the Administrative Assistant and any expenses related 
to a specific Councillor are transferred to the monthly expense report supported by 
receipts.  If the expenses reach the limit of the Councillor’s corporate credit card (e.g. 
AUMA or FCM conference related expenses), the Administrative Assistant uses the 
corporate credit card to support additional expenses if required. 

During the review of other municipal policies it was noted that some of the municipalities 
issue corporate credit cards to all of Council. 

Training and Development Activities 
Currently, the policy does not specify which training opportunities qualify.  Also, there is 
no process in place for approval of training including associated costs to ensure 
consistency among Council members.   

Budget Planning, Management and Reporting  

Budget Planning 
Council members are currently not involved in planning their budget.  Budget categories 
and amounts are pre-set and provided to Council by Administration.  There is no 
practice in place that provides opportunity for Council to take a more active role in 
planning their budget for the following year.  In addition, budget expenses such as 
training, are not reviewed and pre-approved prior to the activities occurring.   

Budget Management  
Currently, there is no practice in place for Council to review and manage their budget.  
There are no clear and documented guidelines to ensure Council’s budget is within 
approved budget allocations and what happens if Council members go over their 
allocated budget.   

The current accounting codes do not provide information by Councillor which makes it 
difficult to manage and report Council expense budget by Councillor.  Councillors share 
one budget amount for telephone and operating costs.  They also have one budget 
amount for AUMA and FCM rather than each Council member having their own budget 
allocation.  Therefore, spending may be inequitable.  Some changes were made for 
2015 but those changes have not been formalized within policy.   
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Budget Reporting 
The current practice with expense coding doesn’t allow for the budget to be properly 
analyzed by expense and by each Council member.  Specifically, the expense 
categories do not break down expenses in enough detail.  The City Council Policy C-
CC-03 states that the City Manager should submit a summary of all Council expense 
claims and budget use from previous year, to Council as information.  This has been 
difficult to provide due to lack of data of expenses for each Council member.   

Council Training   

In the past, there was no formal training for Council members to inform them of 
guidelines and preparing expense claims.  The training provided is one-on-one based 
on the expense claim submitted.  An informal update is provided to Council members on 
the status of their training and development budget.   
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