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Corporate Aircraft Audit Program

	Audit Scope: 
To book a flight, a flight request is completed by a designated flight 

Authorizer.  The request, which lists individuals flying on that date and the business purpose, is signed by the authorizer and forwarded to ‘authorizer’.  Marge reviews the requests for authorization and prepares an itinerary listing all individuals on each flight and the number of vacant seats remaining. 

Determine who receives copies of itineraries and verify these have been  forwarded to those responsible in an effort to fill the flights.

If determined that an individual is not authorized to travel on company 

business, or if an individual is not an employee, proper approval must 

be received by a flight authorizer.  The approval must be communicated to the scheduler prior to the flight or to the flight captain if advance notice is not possible.  An individual is not allowed to board the aircraft until such approval is received.

All passengers boarding aircrafts are required to sign in on the Company Aircraft Information Form (manifest).  This form requires all passengers to sign and state their purpose of the flight.  The manifest is then submitted to ‘authorizer’ for review.  All manifests are maintained with ‘who at your location’.

Along with the flight manifest, a flight log is kept in each aircraft 

(required by FAA regulations).  The flight log lists flight number, pilot, schedule, and various engine readings.  These flight logs cannot be removed from the aircraft.


	Audit Objectives:
Obtain an understanding of the process flow for the corporate aircraft function. 

Through discussions with the appropriate personnel, update the overview as necessary.  Include any changes in the results section.



	Risks:

	Audit Procedures
	Done by
	Date
	W/P Ref

	Ensure that corporate aircraft use adheres to corporate policy.

In order to test the flights for valid business purpose, authorization, and compliance, the following procedures were performed:

1) Obtain listing of individuals authorized for flights.
	
	
	

	2) Select 50 flight manifests from files maintained.  Update the sample selection for the current year and include in the Results section.
	
	
	

	3) Obtain the “Request for Corporate Aircraft Form for the manifests selected above.
	
	
	

	4) Test sample items for attributes “A” through “E” defined as follows:
a. Verify that the flight authorizer is valid, by noting that he/she was an addressee on the authorization.
b. Verify that the “Request for Corporate Aircraft Form” was completed, submitted, and authorized.
c. Verify that the flight manifests were properly completed.
d. Note that passengers are current employees or individuals approved by the authorizer.
e. The business purpose is documented and reasonable.
	
	
	

	Complete this testing on the spreadsheet located in the Results section below:

Aircraft
Flight Date
From
Stops
To
Authorizer
A
B
C
D
E
	
	
	


(Signature of Manager or Supervisor)
