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PROGRAM INTRODUCTION 
 
 
General Information 
 
1.   Peer reviews are conducted by members of the Peer Review Committee (PRC) to ensure 

compliance with all provisions of the International Registration Plan (IRP). The peer review 
process also lends to the sharing of ideas between the jurisdictions and helps identify areas 
within the International Registration Plan (Plan) and Audit Procedures Manual (Manual) 
where further clarification is needed. 

 
2.   The Peer Review Compliance Guide (Guide) assists in conducting peer reviews of IRP 

jurisdictions. The Guide provides direction for the review of the two components of the Plan 
– Administration and Audit. Section I contains the procedures used during the review of a 
jurisdiction's IRP administration program followed by the specified Plan references. Section 
II contains the procedures used during the review of a jurisdiction’s IRP audit program, 
followed by the Plan and Manual references. Attachments to the Guide illustrate the 
specific forms, worksheets, etc., available to the peer review team when performing and 
documenting the review. 

 
3.   Use of the Compliance Guide will ensure that all Member Jurisdictions are evaluated by the 

same criteria. The peer review team may be required to perform additional and/or alternate 
procedures in order to determine a jurisdiction’s compliance. Remote reviews and on-site 
review procedures and timelines may differ to account for more time to review documents 
or the jurisdiction’s system(s). Working papers will document the use of additional or 
alternative procedures. Evaluation criteria not applicable to a jurisdiction under review will 
be noted in the working papers. 

 
 
Peer Review Schedule 
 
4.   Member Jurisdictions are reviewed once within a five-year cycle. The review period begins 

with the earliest un-reviewed calendar year and ends with the most recently completed 
calendar year. 

 
5.   When a jurisdiction is found out of compliance with any section of the Plan and/or Manual, 

they are required to participate in a follow-up review approximately one year from the date 
of the peer review. The purpose of the follow-up is to determine if areas of non-compliance 
have been corrected. The IRP, Inc. staff liaison and PRC will continue working with the 
jurisdiction during the one-year period to assist with achieving full compliance by the date of 
the follow-up review. 

 
6.   The peer review schedule is managed by the staff liaison and is approved annually by the 

IRP Board of Directors. 
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Preliminary Review 
 
7.   Once the schedule of reviews has been approved by the IRP Board of Directors, the staff 

liaison assigns the PRC members to their respective reviews for the following year and 
notifies the jurisdictions to be reviewed of their placement on the schedule. 

 
8.   Within 120 days of the scheduled review, the staff liaison sends a letter to the jurisdiction’s 

contact person identifying information that will be required prior to and during the review 
(attachments 1, 2 and 3). Failure of a jurisdiction to respond timely with the requested 
information may cause a delay in the review process and/or result in non-compliance 
findings. The staff liaison sends copies of the information submitted by the jurisdiction to 
the review team. 

 
9.   Prior to the review of any documents, the review team will sign a confidentiality statement 

regarding all registrant information included in the documents. The review team discusses 
the status of incoming documents from the jurisdiction (90 days prior to the scheduled 
review) and examines the information submitted by the jurisdiction under review.  The 
review team makes contact with the jurisdiction, identifies any missing documents and 
reports any concerns with the document formats (60 days prior to scheduled review).  If 
account/audit selections have been made, those lists are provided to the jurisdiction.  If 
account/audit selections have not been made, the review team will provide the jurisdiction a 
date in which the selections will be sent.  Information submitted for the review may require 
additional explanation. 

 
10. The review team may research the jurisdiction’s website and online information prior to the 

review. 
 
11. Thirty days prior to the scheduled review, the review team will request missing documents from 

the jurisdiction, identify new or additional contacts, and discusses any preliminary concerns 
with the staff liaison (if necessary). 

 
12. For on-site reviews, the staff liaison, along with IRP, Inc.’s travel agent, coordinates the 

team’s travel and accommodations. For remote reviews, the staff liaison schedules the 
appropriate conference calls.  

 
 
On-site Review 
 
13. Each review begins at approximately 8:30 a.m. on the first day, continues through the 

jurisdiction’s normal business hours, and concludes no later than 1 p.m. on the following 
day.  At the conclusion of the first day, the staff liaison provides the jurisdiction with an 
estimated time for the closing conference. 

 
14. Reviews begin with an opening conference. Introductions are made, and the jurisdiction’s 

staff and the review team discuss any areas of concern identified in the preliminary review. 
The review process is explained and any questions are answered. Documents required shall 
be available to the team at this time unless previously sent. 
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15. The opening conference may be followed by a tour of the jurisdiction’s IRP facilities, at 
which time the team may ask questions of the jurisdiction’s IRP staff. 

 
16. The administrative review consists of a random selection of registrant accounts and an 

interview with the jurisdiction’s IRP staff (section I, attachment 5). The jurisdiction’s 
administrative contact or qualified designee shall be available to assist and/or answer 
questions. Potential areas of non-compliance will be discussed throughout. 
 

17. The audit review consists of the examination of pre-selected registrant audit files and 
interviews with the IRP audit staff (section II, attachment 6). An audit contact or qualified 
designee shall be available to assist and/or answer questions. Potential areas of non-
compliance will be discussed throughout. 

 
18. As early as possible, the team and staff liaison begin preparing a preliminary report, which 

includes all findings of compliance/non-compliance, and confirms with the jurisdiction the 
time for the closing conference. 

 
19. Copies of the preliminary report and supporting documentation are provided for all 

attendees at the closing conference. The team discusses the findings with the jurisdiction, 
which may include recommendations for the jurisdiction to consider. The jurisdiction’s IRP 
staff is encouraged to ask questions. 

 
 
Remote Review 
 
20. The review begins with an opening conference call. Introductions are made and the 

jurisdiction’s staff and the team discuss any areas of concern identified in the preliminary 
review. The review process is explained, questions are addressed and any additional 
documentation is requested. 

 
21. The administrative review consists of a random selection of registrant accounts and an 

interview with the jurisdiction’s IRP staff (section I, attachment 5). The jurisdiction’s 
administrative contact or qualified designee shall be available to assist and/or answer 
questions. Potential areas of non-compliance will be discussed throughout. 

 
22. The audit review consists of the examination of pre-selected registrant audit files and 

interviews with the IRP audit staff (section II, attachment 6). An audit contact or qualified 
designee shall be available to assist and/or answer questions. Potential areas of non-
compliance will be discussed throughout. 

 
23. As early as possible, the team and staff liaison begin preparing a preliminary report, which 

includes all findings of compliance/non-compliance, and confirms with the jurisdiction the 
time for the closing conference. 

 
24. Copies of the preliminary report and supporting documentation are provided for all 

attendees at the closing conference. The team discusses the findings with the jurisdiction, 
which may include recommendations for the jurisdiction to consider. The jurisdiction’s IRP 
staff is encouraged to ask questions. 
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Follow-up Review 

 
25. Following the completion of a review, the jurisdiction has 30 days to respond to the findings 

in writing. After 30 days, the preliminary report becomes final. The Final Report, with the 
jurisdiction’s response, are posted on the IRP, Inc. website and provided to the jurisdiction. 

 
26. An action plan will be provided for any findings of non-compliance. 
 
27. A jurisdiction found out of compliance with any area(s) of the Plan and/or Manual is subject 

to a follow-up review approximately one year after the review, as indicated in the action 
plan. This follow-up review is conducted with the PRC via conference call. 

 
28. The action plan indicates the date of the follow-up and documentation required to be 

submitted. The staff liaison provides the documentation to the PRC for review prior to the 
conference call. All documentation will be reviewed by the PRC to determine compliance in 
those areas where the jurisdiction was found out of compliance.  

 
29. After the follow-up conference call, if the PRC determines the jurisdiction has not taken 

corrective action, the staff liaison shall inform the jurisdiction. Unless corrective action is 
taken within the time frame specified by the PRC, the jurisdiction will be placed on the 
agenda of the next Dispute Resolution Committee (DRC) meeting. When less than 60 days 
remain until the next DRC meeting, the jurisdiction will be placed on the following year’s agenda.  
The jurisdiction is encouraged to continue resolving any remaining areas of non-
compliance and to submit documentation supporting those efforts prior to the specified 
deadline. The staff liaison shall notify the jurisdiction of the next DRC meeting. 

 
30. If prior to the DRC meeting, the jurisdiction submits evidence demonstrating compliance, 

the PRC may reassess the information and make a recommendation of compliance to the 
DRC. 
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SECTION 1 
Administrative Review Procedures 

 

Jurisdiction:       Review Period:                  to         

Reviewer:       Review Dates:                to           

 
Indicate any noteworthy information in the Comments section. Be sure to record account 

numbers and mark “In” or “Out” where applicable.  

Findings of non-compliance and sections in compliance but requiring additional explanation 
are to be documented in the Final Report. 
 

Jurisdiction Questionnaire 

Review for any unique responses or inconsistencies with Plan requirements. 

Comments:        

 

Final Reports 

Review previous Final Report(s) to identify recurring issues. 

Comments:       

 

Article I, Section 115, Effect of the Plan on Other Agreements 

Ask if the jurisdiction has laws, agreements or procedures in place that supersede the Plan. 

Comments:       

 

Article II, Definitions In Out 

Review the jurisdiction’s laws, instructions, application forms and information manual to ensure 
the following definitions are consistent with the current Plan definition: 

Apportionable Fee 

Apportionment Percentage  

Base Jurisdiction 

Established Place of Business 

Household Goods Carrier 

Rental Fleet  

Reporting Period  

Residence 

Restricted Plate (Review the list of restricted license plates and verify the plates reflect the 
criteria established in the definition.) 

Total Distance  

Comments:       

 

Article III, Section 305, Selection of Base Jurisdiction In Out 

Verify the jurisdiction's procedures for selection of Base Jurisdiction (Established Place of 
Business and Residency). 

Review the jurisdiction’s list of accounts with business addresses to ensure there are physical 
addresses listed (no post office boxes). 

Review the jurisdiction's list of accounts to ensure no business addresses reflect other IRP 
jurisdictions. 
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Review the list of accounts to ensure no business addresses indicate Service Providers. 

Review the list of accounts with business addresses. If multiple accounts list identical 
addresses, select three accounts to ensure the registrants meet the requirements. 

                  

Select five new accounts qualified under residency to ensure the jurisdiction requires 
registrants to meet at least three of the nine qualifiers for the determination of the base 
jurisdiction. 

                              

Comments:       

 

Article III, Section 315, Application Process In Out 

Select five accounts and review the application documents to ensure all information elements 
required by the Plan are indicated.  

Verify the registrant lists the actual distance operated for the correct Reporting Period. 

Verify new account distance corresponds to the applicable Average Per-Vehicle Distance 

chart.                                

Comments:       

 

Article III, Section 320, Average Per-Vehicle Distance (APVD)  
 

In Out 

Review the jurisdiction’s procedures to determine the process for verifying eligibility to use 
APVD. 

Verify the jurisdiction’s APVD chart is updated annually by March 31. 

Comments:       

 

Article III, Section 325, Variance of Registered Weights In Out 

Verify that the jurisdiction reviews weight variances that differ by more than 10% between 
Member Jurisdictions.  

 

Article IV, Section 410, No Minimum Registration Fee In Out 

Verify there are no minimum fees except base jurisdiction statutory fees. 

Comments:      

 

Article IV, Section 420, New Fleets In Out 

Review the jurisdiction’s procedures for ensuring the reporting of actual distance when a new 
Fleet is composed entirely or primarily of vehicles over which the applicant exercised control 
during the Reporting Period.  

Comments:       

 

Article IV, Section 425, Additional Vehicles In Out 

Select five accounts with multiple supplements and confirm the distance percentage on the 
original supplement is unchanged with the addition of new supplements. 

If jurisdiction statue allows calculation of fees for less than a full month, obtain a copy of 
enabling statute. 

                              

Comments:       
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Article IV, Section 430, Fleet Consolidation In Out 

Review the jurisdiction’s procedures for fleet consolidations and ensure they comply with the 
provisions of Section 420. Ensure that the actual distances from all vehicles in the resulting 
fleet are used in determining the apportionable fees. 

Comments:       
 

Article IV, Section 435, Refunds and Credits In Out 

Review the jurisdiction’s procedures for added/deleted vehicles (vehicle transfer) supplemental 
transactions. Ensure the apportionable fees for the remainder of the registration are available 
for transfer to a replacement vehicle or subject to the law of the jurisdiction, may be credited or 
refunded to the registrant. 

Comments:       
 

Article IV, Section 440, Credit for Replacement Vehicles In Out 

Ensure that the jurisdiction calculates credits in accordance with the laws of the affected 
jurisdictions. 

Comments:       
 

Article IV, Section 445, Foreign Exchange In Out 

If the jurisdiction uses the exchange rate for transmittal of U.S./Canadian funds, verify the 
jurisdictions procedures to ensure the proper rate is consistently being used and the 
appropriate fees are being calculated. 

If the jurisdiction is billing in the other member jurisdiction’s units of currency, visually examine 
five U.S. applications listing Canadian jurisdictions or five Canadian applications listing U.S. 
jurisdictions for verification that fees are being billed in the appropriate dollars and that fees are 
being properly deposited into two separate bank accounts. 

                              

Comments:       
 

Article V, Section 505, Cancellation of Registration In Out 

Verify the jurisdiction’s procedures to cancel, suspend or revoke apportioned registration if the 
registration was granted erroneously, or if the Registrant fails to pay any apportionable fees. 

Comments:       
 

Article V, Section 530, Unladen Vehicle Registration (Hunter's Permits) In Out 

Review the jurisdiction’s Unladen Weight Permit. Ensure the weight is clearly limited to 
unladen weight, that the jurisdiction honors those issued by other IRP jurisdictions and that any 
qualifying carrier is able to obtain the permit. 

Comments:        
 

Article VI, Section 600, Credentials for Apportioned Registration In Out 

Visually inspect an apportioned license plate to ensure it displays "apportioned," "APP" or 
"PRP" and the jurisdiction name. 

Determine if the jurisdiction issues Cab Cards by electronic means and if so, verify the 
jurisdiction provides a means by which law enforcement can verify the validity of the Cab Card. 

Verify the jurisdiction’s procedures to ensure apportioned credentials are not issued until the 
registrant has paid all apportionable fees due or past due. 

Comments:       
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Article VI, Section 605, Display of Registration Credentials In Out 

Verify the jurisdiction’s procedures for the display of registration renewal credentials. Ensure 
that registrants are allowed to display both the new base plate and Cab Card upon issuance 
and instructed to carry the previously-issued Cab Card until the new registration year begins. 

Comments:       
 

Article VI, Section 610, Contents of the Cab Card In Out 

Obtain a registration cab card and verify it displays: 

 All IRP member jurisdictions 

 The weight or other qualifying information for which the vehicle is registered according to the 
application (pounds for U.S. jurisdictions, kilograms for Canadian jurisdictions, and axles for 
Quebec). 

 The date the vehicle was registered, date of issuance or effective date of registration 

 The Expiration date of the cab card and enforcement date if a grace period applies 

 The Vehicle model year, make & VIN 

 The Plate number 

 The Equipment number 

 The Registrant name and address 

 The Account number 

Comment:       
 

Article VI, Section 620, Temporary Evidence of Apportioned Registration In Out 

If the jurisdiction issues temporary evidence of apportioned registration pending the issuance 
of Credentials, verify: 

 The temporary evidence identifies all member jurisdictions and the vehicle weight or axles for 
Quebec.  

 The temporary evidence specifies the effective date and has an expiration date that is not 
later than 60 days following the effective date. 

 The temporary evidence can be verified by law enforcement if issued electronically. 

 The jurisdiction recognizes temporary evidence of apportioned registration issued by other 
member jurisdictions. 

If the jurisdiction allows registrants to issue their own temporary evidence of apportioned 
registration online or by bulk issuance, verify the jurisdiction’s procedures for ensuring the 
apportionable fees are collected in a timely manner. 

Comments:       
 

Article VII, Section 705, Registration in Base of Service Representative In Out 

Obtain samples of Household Goods Carrier files to verify the jurisdiction lists both the Service 
Representative name and that of the carrier as lessee, with the apportionment of fees 
according to the records of the carrier. 

Comments:       
 

Article VII, Section 710, Registration in Base of Carrier In Out 

Review the jurisdiction’s procedures, laws, instructions or information manual to ensure the 
combined distance is required when registered according to Sections 700 and 705. 

Obtain samples of Household Goods Carrier files to verify the jurisdiction lists the Carrier as 
the registrant and the Service representative as Lessor. 

Comments:       
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Article VIII, Motor Bus Apportionment, Section 805, Determination of Distance In Out 

Obtain procedures for bus registration in the jurisdiction’s laws, instructions or information 
manual to ensure both options for determination of distance are offered.  

Comment:       

 

Article IX, Section 905, Rental Passenger Cars In Out 

Determine what department or agency within the jurisdiction handles rental passenger car 
registration (ensure the department or agency provides samples of revenue reports filed by 
rental car agencies). 

If handled by the IRP section, verify whether the jurisdiction calculates the percentages 
correctly. Comments:       

 

Article IX, Section 910, Rental Utility Trailers In Out 

Determine what department or agency within the jurisdiction handles registration (ensure the 
department or agency provides samples of revenue reports filed by rental utility trailer 
agencies). 

If handled by the IRP section, verify whether the jurisdiction calculates the percentages 
correctly. Verify the jurisdiction correctly calculates the trailers rented in the preceding year. 

Comments:       

 

Article IX, Section 915, One-Way Vehicle In Out 

Determine what department or agency within the jurisdiction handles registration (ensure that 
the department or agency provides samples of revenue reports filed by rental truck agencies, 
and verify from these samples that allocation percentages are calculated correctly). 

If there is evidence of one-way rental vehicle fleets based in the jurisdiction, randomly select 
three applications of one-way rental vehicle fleets and verify the vehicles are allocated to 
member jurisdictions in proportion to the distance operated in each member jurisdiction by the 
rental fleet. 

                  

Comments:       

 

Article X, Section 1050, Netting of Audit Adjustments In Out 

Verify the jurisdiction has procedures in place to properly collect and refund audit adjustments. 

Verify the jurisdiction collects or refunds only the net amount from the Registrant in a single 
payment. 

Ensure that the collection of any underpayment is transmitted within 30 days following the 
transmittal period during which such payment was received. 

Comments:       

 

Article X, Section 1060, Audit Transmittals In Out 

Determine whether the jurisdiction is netting its audit adjustments as defined in the Plan to 
both Clearinghouse and non-Clearinghouse member jurisdictions. 

Determine the jurisdiction’s procedures and timeframe for transmitting audit reports. 

Obtain from the peer review auditor five audit reports with transmittal activity in which fees 
were adjusted as a result of audit. Verify the reports include: 

 Registrant’s name and account number. 

 The registration year or years audited. 
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 The adjusted fees due to or from the jurisdiction. 

 The total of adjusted fees transmitted or due regardless of any collection/refund thresholds. 

                              

Comments:       

 

Article XII, Section 1200, Cooperative Agreement In Out 

Document the jurisdiction’s procedures used to assist other jurisdictions with the collection of 
delinquent or outstanding fees. 

Ask for any correspondence received from other jurisdictions requesting assistance. 

Comments:       

 

Article XII, Section 1205, Fee Changes (verified by IRP, Inc staff) In Out 

Determine if the jurisdiction had a fee change within the review period and that the jurisdiction 
notified IRP, Inc of the fee change in the appropriate format as approved by the IRP, Inc Board 
of Directors.  

Effective Date of Change:        Date Submitted to IRP, Inc:       
Formatted Correctly: Yes   No 

Verify the jurisdiction implemented other jurisdictions fee changes and collected proper fees 
due by the effective date. If the jurisdiction failed to implement a fee change by the effective 
date, verify the jurisdiction performed the appropriate re-bill and/or credit adjustment caused by 
the time delay. 

Comments:       

 

Article XII, Section 1210, Timely Collection of Apportionable Fees In Out 

Verify the jurisdiction has procedures for suspending the registration or temporary evidence of 
apportioned registration of a registrant that has failed to pay all apportionable fees due within 
90 calendar days of issuance. 

Comments:       

 

Article XII, Section 1215, Fee Transmittals In Out 

Review the prior 12 calendar months to ensure the jurisdiction transmitted the funds and 
required information to the non-Clearinghouse member jurisdictions (if a CH member) or all 
member jurisdictions (if not a CH member) within 30 days of the close of its transmittal period.  

If the jurisdiction is not transmitting the fees within the allotted time period, compare the 
sample transactions documented by the reviewer in the preliminary review with the transaction 
and transmittal information supplied by the jurisdiction (dates of checks, dates of postmarks, 
dates received). 

The reviewer shall ensure the jurisdiction’s transmittals, or supporting documentation contains 
the information identified in Section 1215 and the transmittals include all the information 
necessary for the receiving jurisdiction to verify the funds received. 

If the jurisdiction is a member of the IRP Clearinghouse, ensure the jurisdiction is in good 
standing and all fees and information are being transmitted to the Clearinghouse within the 
appropriate time frame. (Verified by IRP, Inc. staff) 

Comments:       

 

Article XII, Section 1220, Annual Report (verified by IRP, Inc staff) In Out 

Verify the annual report was submitted timely. 
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Article XII, Section 1225, Fee Test (Verified by IRP, Inc. staff) In Out 

Verify the jurisdiction completed the annual Fee Test and provided the results to the 
Repository timely. Ensure that any calculation discrepancies have been corrected or 
addressed. 

Comments:       

 

Article XIV, Section 1400, Board Action-Raising of Issues (verified by IRP, Inc staff) 

Comments:       

 



Jurisdiction:  

Review Date:  

Review Period:

 renewed for each year of the peer review period.  

One audit will reflect the records examined for one fleet for the respective preceding year.

Three record reviews will be equivalent to one audit.

1 2 3 4 5 6 7 8

Previous 

Calendar Year

Renewed 

Fleets Calendar Year

Reported 

Audited Fleets

Verified 

Audited Fleets

% Audited Per 

Calendar Year

Required 

Audits Per 

Calendar Year

Record 

Reviews 

Annual Report Annual Report Annual Report Annual Report

Schedule of 

Completed Audits Col 5 / Col 2 Col 2 * 3%

Totals -                  

Excess / (Deficit) 0 0 Max RR credit allowed

Summary:

Verified Audited Fleets 0

Record Reviews 0

Audited Fleets 0

The base jurisdiction shall perform a number of audits equivalent to at least an average of 3% of the number of IRP fleets

Compliance with Section 1025, Frequency of Audits

Appendix A

International Registration Plan

1 of 1 Frequency of Audits Matrix



Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / Comments

601(a)

(i)

(ii)
Name of auditor(s)

(iii)
Date issued

(iv)

(v)
Registrant's address

(vi)
Registrant's phone number

(vii)
Registrant's representative, if any

(viii)

(ix)
Fleet number

Plan/Manual Requirement

Registrant Information

A copy of the Audit Report is in the audit file.

Name of Registrant

Account number

Audit Report contains at least the following:

Name of Base Jurisdiction
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

(xi)

(xii)
Reporting period

(xiii)
Number of apportioned vehicles

(xiv-xv)

(i)(1)      

(i)(2) Note strengths/weaknesses

(i)(3) Note any changes in accounting procedures 

during audit period

(i)

(i)

(ii)

Sampling Methodology

Describe sampling methodology or reason for not 

sampling

Indicate sample periods and vehicles

Distance Examination

Registration year(s) audited

Summary of Registrant's business operations noting 

any unusual trends or variances

Opening Conference

Evaluation of Internal Controls

Note reliability of controls

Provide the date and persons attending
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

(i)

(ii)

(iii)

(iv)

(v)

(vi)

(vii)

(i)

(ii)

Indicate date and persons attending

Evaluate adequacy of records

Identify source documents used to determine distance

Identify elements reflected in the source documents

Describe audit procedures used to verify reported 

distance

Describe methodology used to allocate any unreported 

distance

Note any discrepancies between summary and reported 

data

Identify any vehicles removed and assessed full fees

Closing Conference & Recommendations

Document recommendations made to Registrant
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

(i)

601(b)

(i)

(ii)

(iii)

(iv)

(v)

1040(a)                           

1055                         

1065(a)                                  

Reported distance traveled, percentage and fees by 

Jurisdiction.

Audited distance traveled, percentage and fees by 

Jurisdiction.

Change in percentages per Jurisdiction

Net fees due by Jurisdiction

Net fees owed by or due to the Registrant

Upon completion of the audit, ensure that the 

Registrant and the Jurisdictions were provided with a 

copy of the audit report, and afforded the specified 

review period – AT LEAST 30 days for the Registrant 

and 45-days for the Jurisdictions. Ensure the file 

includes evidence that timely notification was given to 

the affected Jurisdictions.

Billing Summary

Summary

Narrative of procedures, findings and any other 

necessary info
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

401(a) 

401(b)

401(c )

402

403

All audit communication (written and oral) is 

documented in the audit file.  

An opening conference was held with the Registrant, 

and the date, participants and details are documented 

in the audit file.  If no opening conference was held, the 

reason is documented in the audit file.

The auditor requested records to support the 

apportioned registration.  The audit file documents all 

requests.  

If notification requirements were waived, documentation 

is in the audit file.

Ensure the Registrant was contacted in writing at least 

30 days prior to audit.  Through contacts, Registrant 

was advised of 1) year(s) to be audited, 2) reporting 

period, 3) type of records to be audited and 4) proposed 

start date. 
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

404

501(b)

501(c)

501(d)

501(e)

The auditor identified and documented the population of 

vehicles in the registration year and in the reporting 

period and used such to select sample vehicles

Any findings of non-compliance from previous audits 

are documented in the audit file

The audit file documents the exit conference and 

includes an overview of the process, participants, right 

of appeals and recommendations for improvements.  If 

no exit conference was held, the reason why is 

documented in the audit file.

The auditor analyzed the application, summarized the 

application information, noted any unusual 

trends/variances and drew conclusions, which are 

documented in the file 

Sample vehicles are representative of the Registrant's 

operations
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

202(a) / 502 (a)(b)

502(b)

202 (b) / 502 (c)(d)

503(a) The auditor reviewed source documents for no less 

than three representative months within the appropriate 

mileage reporting period.  The auditor discussed the 

sample with the Registrant.

Auditor conducted a walk-through test of the 

Registrant's distance accounting system to ensure 

internal controls are functioning as described.  

The auditor studied, evaluated and documented the 

Registrant's reporting and accounting systems and 

evaluated/tested the internal controls.  Any changes 

and weaknesses are documented in the audit file and 

communicated to the Registrant.

The file contains sample exhibits of the records 

examined
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

503(b) (d)

503(c)

202 (c )

203(b)

205
An audit program was utilized and any deviations from 

prescribed procedures are documented in the audit file 

and approved by audit supervisor.

The audit file reflects supervisory review/approval

When projecting recurring errors, the auditor 

determined if the summary distance or the application 

distance should be used in projecting these errors. The 

auditor documented, in the audit file, his or her 

conclusions regarding the adequacy of the summary or 

application distance for the purpose of error projection.

Auditor's conclusions were reasonable and based on 

sufficient evidence.

If the auditor was unable to determine a method of 

assigning a portion of the unreported distance traveled, 

the distance was prorated based on the audited 

distance in each Member Jurisdiction.
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

206(a) 

206(b) 

302(a)

504(a)

504(b)

Working papers provide the principal support for the 

audit and document the audit procedures performed 

and conclusions reached.

Working papers support the findings and 

recommendations in the audit report and are sufficiently 

detailed so a knowledgeable reader can understand 

them without extensive oral explanations from the 

auditor. 

The audit was conducted without bias toward the 

Registrant or any Member Jurisdiction

For new fleets, If application was correctly based on 

APVD, that distance was not subject to audit. 

If the auditor found actual distances where APVD 

distances were reported, the distance was appropriately 

converted to actual distance and fees corrected. 
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

504(c)

504(d)

504(e)

1015

1050(c)
Underpayments were collected and transmitted within 

30 days following the transmittal period in which the 

payment was received; if uncollectable, any credits due 

or partial payments were distributed on a pro-rata basis

If actual distances were found and not reported, fees 

were calculated for the member jurisdictions.

If the records were inadequate, an inadequate records 

assessment was issued at the required percentage

If actual distances were not found but reported, 

incorrectly reported actual distances were removed

If non-qualified vehicles are found, non-qualifed 

distances removed and distance percentages adjusted.  

Full (100%) fees calculated for non-qualified vehicle's 

jurisdiction and non-qualifed vehicle fees included in 

transmittal. 
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer: Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / CommentsPlan/Manual Requirement

1060 Fees adjusted pursuant to audit were transmitted in the 

form of an appendix to the required periodic transmittals 

and include the required information.
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer(s): Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / Comments Yes / No / Comments Yes / No / Comments Yes / No / Comments Yes / No / Comments

802(a)

802(a)(i)

802(a)(ii)

802(a)(iii)

802(a)(iv)

802(a)(v)

802(a)(vi)

802(a)(vii)

802(a)(viii)

802(a)(ix)

802(a)(x)

802(b)

803(a)

803(b)

803(b)(i)

803(b)(ii)

803(b)(iii)

803(b)(iv)

803(b)(v)

803(b)(vi)

803(b)(vii)

803(b)(viii)

803(b)(ix)

803(b)(x)                                           

1035          

1040(a)              

802(a)                   

803(a)

601(a)

601(b)

Account number.

Registration years audited.

Number of vehicles apportioned.

Reported distance traveled, distance percentage, and 

fees by jurisdiction.

Audited distance traveled, distance percentage, and fees 

by jurisdiction.

A brief narrative of the audit procedures, findings and any 

other necessary information.

Date the audit report was issued and the name of the 

auditor.

Contains a statement on whether the registrant’s distance 

accounting system is adequate or inadequate; if 

inadequate, the reason why is to be noted. 

Upon completion of the audit, the registrant and the 

jurisdictions were provided with a copy of the audit report 

and afforded the specified review period – 30 days for the 

registrant and 45-days for the jurisdictions. The file 

includes evidence that timely notification was given to the 

affected jurisdictions.

The Registrant was contacted in writing at least 30 days 

prior to audit and advised that an audit of their operational 

records is to be conducted.

A copy of any Pre-audit correspondence or 

documentation of pre-audit contact is retained in the audit 

file.

Name and address of registrant.

Distance traveled & percent as originally filed.

Distance traveled & percent as a result of audit.

Amount of percent factor change.

Net fees due (or credit) for each Member Jurisdiction.

Remarks, recommendation and findings, including a 

description of the type records audited and audit 

techniques employed.

Identification of any vehicles removed from the fleet which 

have full plate fees assessed in the audit.

Date the audit report was issued and the name of the 

auditor.

The Registrant Audit Report contains enough information, 

including detailed schedules, to allow the Registrant to 

verify any adjustments made.

A copy of the Interjurisdictional Audit Report is kept in the 

audit file.

Interjurisdictional Audit Report contains at least the 

following information:

Name of base jurisdiction.

Registration years audited.

Plan/APM Requirement

A copy of the Registrant Audit Report is kept in the audit 

file.

Registrant Audit Report contains at least the following 

information:

Name and address of registrant.

Account number and fleet number.
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer(s): Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / Comments Yes / No / Comments Yes / No / Comments Yes / No / Comments Yes / No / CommentsPlan/APM Requirement

801

703(a)

703c

703c

203

203

702(g)

703(d)

603(a)

204(a)

206(a)

701(b)

302c

704(a)

1055

The audit was not conducted on estimated distances.

Determine by inquiry and review of audit working papers 

that the audit policy of the jurisdiction will allow for 

examinations inclusive of the records retention period, but 

not beyond.  

The auditor conducted the audit giving each member 

jurisdiction equal and fair consideration. 

The auditor reviewed source documents for no less than 

three representative months within the appropriate 

mileage reporting period

The auditor considered all of the Registrant's operational 

records when determining the acceptability of the 

Registrant's reporting system.

If the auditor was unable to determine any reasonable 

method to assign or allocate unreported distance, the 

unreported distance was assigned to all jurisdictions on 

the basis of each jurisdiction’s audited percentage of total 

distance.

The auditor studied, evaluated and documented the 

Registrant's reporting and accounting system.

The auditor reviewed and documented the Registrant's 

system of internal controls. 

Any weaknesses in the Registrant's internal control 

system were reported to the registrant and documented in 

the audit file.

When projecting recurring errors, the auditor determined 

if the summary distance or the application distance should 

be used in projecting these errors. The auditor 

documented, in the audit file, his or her conclusions 

regarding the adequacy of the summary or application 

distance for the purpose of error projection.

Credits based on inadequate records were not included in 

any fee adjustments. Review jurisdiction's written 

guidelines or policies to ensure that credits based on 

inadequate records are not allowed and that procedures 

exist to prevent such a circumstance from occuring.

The audit work was adequately planned and supervised.  

A standardized audit program (or checklist), describing 

the audit procedures contained in the Audit Procedures 

Manual and other recommended audit procedures, should 

be utilized.

The audit report is supported by adequate working 

papers, which document the basis for the findings and 

recommendations contained in the audit report. The 

working papers should be sufficiently detailed so that a 

reviewer, either internal or external, can understand them 

without extensive oral explanations from the auditor. 

The population of vehicles operated during the audited 

registration year was identified, and the vehicle listing was 

included as a workpaper.

The audit file contains evidence that a documented exit 

conference was held.  If no exit conference was held, the 

reason why was documented in the audit file.
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Jurisdiction: 0 Name: 

Review Period: 0 Acct#:

Reviewer(s): Fleet#: 

Vehicles:

Assess

Reg Yr:

Cite Yes / No / Comments Yes / No / Comments Yes / No / Comments Yes / No / Comments Yes / No / CommentsPlan/APM Requirement

1065(d)             

901(c) 

1065(a-d)

1070

The auditor either denied credits or issued a full fee 

assessment if records were not made available or were 

inadequate.

Underpayments are collected and transmitted within 30 

days following the transmittal period in which the payment 

was received; if uncollectable, any credits due or partial 

payments are distributed on a pro-rata basis

Fees adusted pursuant to audit are transmitted in the 

form of an appendix to the required periodic transmittals 

and include the required information.

Page 3 of 15 Audit Workpaper Examination Pre 7/2013



Jurisdiction: 0

Peer Review Date:  0

Peer Review Period: 0

AUDITORS, AUDITING STANDARDS & RECORD REVIEWS

Cite (Pre 07/01/13) Comments

AUDITOR QUALIFICATIONS AND RESPONSIBILITIES

(301) / 301(a) Jurisdiction auditors meet the qualifications of the jurisdiction's personnel guidelines.

301(b) Internal and/or external training opportunities are provided to the audit staff.

302(a) All licensees and member jurisdictions are given equal consideration; no preferential treatment is 

given.

(302(d)) / 302(b) Auditors conduct themselves in a manner which promotes cooperation and good relations. 

GENERAL AUDITING STANDARDS

201 Auditors exercise due professional care and have adequate technical training and proficiency.  

(204(a)) / 203(a) Audits are adequately planned.

(204(b))  / 203b The audit function includes supervisory review, which is documented in the audit file. 

(205(a)) / 204 The auditor and organization must be free from personal, external and organizational impairments to 

independence.  Auditors should not be involved with the processing of IRP applications.

(1005) / 1000(a)   The base jurisdiction requires that registrants preserve the records for a period of three years after 

the close of the registration year.  Such records shall be made available for audit.

(401)   1005(a) Review policies and procedures pertaining to the adequacy of the distance accounting system 

maintained by the registrant.  Records 1) contain the kind of information needed and 2) substantially 

cover the fleet's operations.

1005(b) Records may be produced through any means and retained in any format or medium accessible by 

the base jurisdiction.  

1010 The base jurisdiction provides the registrant with information that supports what types of information 

constitutes adequate records

1010 Pre 7/1/2013, inadequate records assessments reflect credit denial and/or full fees for the base.  

1015 Post 7/1/2013, indaquate records prompt the graduated assessment: 1st offense = 20% for all 

jurisdictions; 2nd = 50%; 3rd + = 100%.

(202(b)) / 1020(b) Audits are conducted on behalf of all member jurisdictions, and the base makes assessments and 

collections based on its audits.

(1015) / 1025 Determine how audits are counted, and verify other numbers on the annual audit report. Document if 

by fleet, account, etc   

(1025) / 1055 The base jurisdiction provided pertinent information to the member jurisdictions concerning the 

registrant selected for audit.

1040                             1045 Request and examine the jurisdiction’s reexamination correspondence, if any. Verify that affected 

member jurisdictions were properly notified.

COMMUNICATIONS

303(c) / 404(a)(ii) Auditors are able to make recommendations to a licensee.

303(b) / 404(c) Auditors are allowed to discuss any discrepancies with a licensee.

RECORDS REVIEWS (effective 07/01/2013)

701 Reflect no fee adjustments

702(a)(i) Comply with Articles 2 and 3 of the Manual

702(a)(ii) Documents the distance accounting system, items in source documents and source used to 

determine distances

702(a)(iii) Documents/assesses internal controls

702(a)(iv) Determines/documents adequacy of records, identifying specific deficiencies

702(a)(v) Results in a written report to the registrant citing specific deficiencies

702(a)(vi) Documents all contacts with the registrant

702(a)(vii) Retained in accordance with prevailing audit retention requirements

702 If conducted by personnel who are processing applications, all other provisions of the Manual are 

met.
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Attachment 1 – Preliminary Review Questionnaire  

 

International Registration Plan, Inc. 

 

 

IRP Peer Review 
Preliminary Review Questionnaire 

 
 
Please return the completed questionnaire to Ken Carey via email kcarey@irpinc.org  or fax (703) 908-
2836 no later than 60 days prior to your upcoming peer review. 
 

 
GENERAL ADMINISTRATIVE INFORMATION 
 
Please check all other motor carrier functions performed in conjunction with the IRP section. 
 

 IFTA (International Fuel Tax Agreement) 

 UCR (Unified Carrier Registration) 

 OS/OW Permits  

 Intrastate Registration 

 PRISM/CVISN 

  Other 

___________________________________________________________________________ 
 
 
Are IRP registrations processed in a single location or multiple locations? 
 

 Single Location 

 Multiple Locations 

How many?  ____________________________________________________________          
______________________________________________________________________ 
 
Full IRP service / Limited IRP service-(define / Contractor :)                                                                                                                                                                                                           

(circle one) 

 
 
How many employees (or full-time equivalents) regularly process IRP transactions? 

 
___________Number of administrative employees 
___________Number of full-time equivalents 
 
 

INTERNATIONAL REGISTRATION PLAN, INC. 

   JURISDICTION: Jurisdiction 

mailto:kcarey@irpinc.org


 

Attachment 1 – Preliminary Review Questionnaire  

 

 
Does your jurisdiction offer online IRP registration? 
 

 Yes What types of transactions are available? 

___________________________________________________________________ 
      ______________________________________________________________________ 
 

 No 

 
Anticipate implementing by _____________________________________________________ 
 
____ Do not anticipate implementing 
 
Do you have any registrants or other agencies approved to issue temporary operating authority 
(TOA’s)? 
 

 Yes (answer next question) 

Explain the internal procedures in place to ensure the required registration fees are collected: 
  

  

  

 No 

 
 

What programming system is used for processing IRP registrations? 
 

 In House 

 Vendor _______________________________________________ 

 Other 

Explain 
______________________________________________________________________ 

 
Can your registration system be accessed remotely by the peer review team? 
 

 Yes  

 No 

 
Comment:_________________________________________________________________

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
Explain the availability of motor carrier account records (i.e., timeframe and content):                                                                         
                                                                                                                                                  
              
   
              



 

Attachment 1 – Preliminary Review Questionnaire  

 

Can the use of Go to Meeting or other types media be used as part of the peer review process 
to verify jurisdiction system data? 
 

 Yes  

 No 

 
Comment:_________________________________________________________________

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
 
Check the appropriate registration schedule.  

 

 Fixed Registration 

Expiration month ________________ 
Grace period _____________________ 

 

 Staggered Registration 

Monthly ________________ (indicate the number of months if other than 12) 
Quarterly ________________ 

 
 
If your jurisdiction is not a member of the IRP Clearinghouse, when do you anticipate joining?  
 
 ____________________________________________ 

 
 
 

PEER REVIEW INFORMATION 
 
Does the IRP programming system include an automatic edit to ensure data is entered in at 
least two jurisdictions? 
 

       Yes 

 No 

 
Explain any inconsistencies discovered in the previous year’s IRP fee calculation test. 

  
 
  

 
 

a. Were the jurisdiction(s) in question contacted?  
 

      Yes 

     No 

 
b. Were the discrepancies corrected? 
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     Yes 

     No 

 
 

 
Has your jurisdiction had a fee change since the last peer review? 
 

      Yes; date of notification to IRP, Inc. _____________________ 

      No 

 
 
Check the transmittal period 
 

Monthly 

Weekly 

Other 
 
 

 Explain:            
  
                                     
 
How are fees and transmittal information distributed to non-Clearinghouse member 
jurisdictions? 
 

Combined 

Separately 

 
Are IRP registration fees disbursed by another office/agency within your jurisdiction? 
 

Yes (office/agency name)         
    No 

 
Are fees and transmittals disbursed to all jurisdictions within 30 days following the close of the 
transmittal period? 
 

Yes  

No                   Explain the process  ________     
  

 
 

       ____________________  
   

        __________________ 
    
Which method is used to calculate Canadian fees? 
 

 Determined by the exchange rate set each month in accordance with the U.S. Federal 
Reserve Board 

 Bill registrants for travel in U.S. in U.S. dollars and in Canada in Canadian dollars 
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If using the exchange rate to calculate Canadian fees indicate the name and contact 
information of the individual who receives the Canadian rate of exchange. 
 
      ______________________________________________________________________ 

 
 
The Plan is a cooperative agreement, membership in which entails the fulfillment of certain 
duties. Since the last peer review, has your jurisdiction been approached by another jurisdiction 
requiring assistance in collecting delinquent registrant fees? 

 
Yes Explain         

 ______________________________________________ 

No 

 
Does your jurisdiction ensure for calculation of fees  for an entire month regardless of the 
registration date?  

 
Yes 

No 

 
For registrants traveling to Quebec, does the IRP cab card indicate the total number of axles in 
the vehicle’s configuration (e.g. truck/trailer, tractor/trailer or semi-trailer)? 
 

Yes 

No, power unit only 

No, cab card does not reflect the number of axles 

 
For vehicles based in other jurisdictions and with appropriate operating authority for your 
jurisdiction, do you allow inter and intra jurisdiction movement? 
 

Yes 

No Explain 
__________________________________________________________
_________ 

 
Does your jurisdiction permit refunds and/or credits? 
 

Refunds: 
Yes Specify types 

____________________________________________________________ 
____________________________________________________________
____________________________________________________________ 

No 

 
Credits: 

Yes Specify types 
_______________________________________________________ 
____________________________________________________________ 

No 
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Explain the calculation method used to create your jurisdiction’s estimated distance chart. 
 

  
 
How often does your jurisdiction update the estimated distance chart? 
 

  
 
 
Are the names of both the lessee and the lessor required on the application forms when the 
carrier is the registrant of the owner-operator’s vehicle? 
 

Yes 

No 

 
Is your jurisdiction’s IRP section responsible for issuing Unladen Vehicle Registration – Hunter’s 
Permits? 
 

Yes 

No___________________________________(agency name) 

 
Does your jurisdiction honor Unladen Vehicle Registration – Hunter’s Permits from other 
jurisdictions? 
 

Yes 

No 

 
Does your jurisdiction register any rental fleets? 
 

Yes  

No 

 
What department or agency handles the allocation of rental passenger cars/rental trailers and 
utility trailers?  If handled by a department other than the IRP section, can a copy of the yearly 
revenue reports and allocation process be provided to the Review Team.? 
 

Rental 
passenger cars 

_________________________________________ 

Rental trailers _________________________________________ 

Utility trailers _________________________________________ 

 
Does your jurisdiction register any fleets of one-way vehicles? 
 

Yes  

No 
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Does your jurisdiction offer trip permits? 
 

Yes 

No 

 
 
If yes, are trip permits issued by the IRP staff in your jurisdiction, another department, or a 
permitting service? 
 

IRP Staff 

Department __________________________________________________________ 

Permitting Service 
 

     Other________________________________________________ 

Is your jurisdiction netting audit adjustments pursuant to Article X, Section 1065 of the Plan for 
both Clearinghouse and non-Clearinghouse member jurisdictions and transmitting 
apportionable fees adjusted pursuant to audit in form of an appendix to required periodic 
transmittals in accordance with Section 1070? 
 

Yes  

No : 
Explain:_______________________________ 
 
 
 
__________________________________________________________
_____:_____________________________ 

 
Identify the department and contact person(s) responsible for the following: 
 
      Clearinghouse administrator: _________________________________________________ 
 

Preparing audit transmittals:   

Audit refunds and billings:   

Reviewing audit transmittals or incoming audits:   

Sending audit reports to registrants: ___________________________________________ 

Sending audit reports to jurisdictions:   

 

Are current registrant accounts and audit information for the peer review period readily 
available?  
 

Yes ________________________________ 

No For what time frame are they available? 
__________________________________________________________
_______________ 

Can the information be provided to the PRC in PDF or other electronic format? 

Yes  

No  How can the information be accessed? 
__________________________________________________________ 
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Please check the information available for the accounts: 
 

Applications Circle the applications available:  A, B, C, G 

Supplements  

Invoices 

Other Explain 
__________________________________________________________
____ 

 

 

GENERAL AUDIT INFORMATION 
 
Are audits conducted by your jurisdiction or hired out to another entity? 

 

 Conducted by jurisdiction ____________________________ (department/agency name) 

 Hired out ____________________________ (name of entity and date of contract) 

 
How many auditors (or full-time equivalents) regularly audit IRP accounts? (Answer only if 
jurisdictional personnel conduct audits.) 

 
___________Number of auditors 
___________Number of full-time equivalents 
 

Are audits conducted for IRP and IFTA separately or combined? 
 

 Separately 

 Combined 

 
How are the audit files (including work papers) maintained? 
 

 Paper copies 

 Electronically 

 Combined 

 
Please check all programs included in the audits performed by the IRP audit staff: 

 
Program 

 IRP 

 IFTA 

 Sales Tax 

 Fuel Tax 

      Other __________________________________________________ 

 
Does your jurisdiction require a minimum mileage difference before adjusting it through the audit?  If so, 
please explain. 
____________________________________________________________________________________
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____________________________________________________________________________________
____________________________________________________________________________________ 

  
Does your jurisdiction require a minimum percentage change per jurisdiction, or in total, before processing 
audit adjustments (i.e., 5% per jurisdiction, 2% overall, etc.)? If yes, please explain  
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

  

Does your jurisdiction require a minimum fee adjustment before processing and/or transmitting the audit 
results?  If yes, please define and state at what level (i.e., $1.00 per jurisdiction, $5.00 net and/or any 
jurisdiction, etc.) 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

          
  

Do you transmit all affected member jurisdiction’s fees regardless of your threshold?  
 
  Yes ___________ No _________ 
 
If no, explain process 
_____________________________________________________________________ 
                                   

 ______________________________________________________________________ 
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Jurisdiction:       
 

 

Review Date:       
 

Review Period:       

 
The following requests must be in PDF or other electronic format: 
 

 IRP Administrative Requests  Due Date Received 

 Completed Preliminary Review Questionnaire        

 Copy of (or link to) most current motor carrier manual        

 Sample IRP registration application forms        

 APVD Charts for applicable review period        

 Sample cab card reflecting all 59 IRP jurisdictions        

 Sample cab card for a household goods carrier with lessee/lessor        

 Sample IRP temporary registration        

 
Recaps reflecting a weight increase during the last registration period for the non-
Clearinghouse jurisdictions 

       

 Copy of IRP enacting legislation and IRP fee legislation        

 IRP organization chart        

 IRP revocation and suspension procedures        

 Sample revenue reports filed by rental car agencies (if applicable)        

 Sample Unladen Vehicle permit (Hunter’s permit)        

 Scanned copy of current apportioned license plate        

 
List of transmittals to non-Clearinghouse jurisdictions (this list should include the 
date transmittals were mailed and the date funds were mailed) 

       

 
The following lists must be in Excel format and reflect the most current accounts. If unable to format in Excel or 
if any of the lists are not applicable for your jurisdiction, contact the Peer Review Coordinator to discuss. 
 
The PRC will select a sample of accounts from the lists for review. The complete information (all related 
transaction documents) for the accounts selected should be made available in PDF or other electronic format. 
  
 IRP Administrative Lists Due Date Received 

 List of new accounts with business addresses (account #, name, address)        

 List of renewed accounts with business addresses (account #, name, address)        

 List of rental fleets         

 List of one-way vehicle fleets         

 List of household goods fleets        

 List of rental car accounts that have chosen to allocate         

 
List of service providers (third-party licensing agents) with physical and mailing 
addresses 

       

 List of restricted plates         
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The following requests must be in PDF or other electronic format: 
 

 IRP Audit Requests  Due Date Received 

 IRP organization chart (including management and audit staff)        

 IRP audit program/procedures manual        

 IRP audit selection process        

 IRP audit billing/refund process        

 IRP audit appeal procedures (i.e., Taxpayers’ Bill of Rights, etc.)        

 IRP audit collection process (if not available in audit program manual)        

 Auditor qualifications/hiring guidelines        

 Copy of any formal policy relating to the conduct of “joint audits”        

 
Copies of the Annual Report of IRP Audit Activity reports for the Peer Review 
Period (this ensures the data was accurately recorded on the IRP, Inc. website) 

       

 
 IRP Audit Lists Due Date Received 

 List of completed IRP audits conducted for the Peer Review Period        

 
The list of completed audits must be in Excel format and: 
 

 Be year specific 

 Include sufficient information to reference the account (i.e., account number, registrant name, fleet, years 
audited, dollar amount, mileage, auditor, etc.) 

 
Once the list is received, a sample of audits will be selected for review. The selection will be sent to you by 
email. Each sample audit file must be complete. A complete file includes: 
 

 The audit report/notification (both registrant and interjurisdictional) 

 All workpapers/schedules 

 The transmittal information, etc. 
 
Simply stated, each file should include everything relative to the audit process, both pre-audit, field work and 
post-audit. Each must be provided electronically (PDF preferred) and labeled in a manner that specifically 
identifies each file to the relative audit.  
 
A phone call between the jurisdiction audit contact and remote audit reviewer(s) will take place before the 
opening conference for the sole purpose of educating the reviewer(s) with your system and how the audit files 
will be organized.  
 
 
 



 Attachment 3 – Worksheet for Compliance with Section 1025 

INTERNATIONAL REGISTRATION PLAN 

WORKSHEET FOR COMPLIANCE WITH SECTION 1025 
 

JURISDICTION REVIEWED:                                               REVIEW DATE:  

 

The jurisdiction of (1) has been found out of compliance with Article X, Section 1025, of the International 

Registration Plan (Plan).  This determination resulted from a peer review conducted (2), for the calendar 

years (3) through (4). 

 

In order to come into full compliance, the Peer Review Committee recommends that the jurisdiction of (1) 

audit (5)% of its applicable calendar year fleet registration bases, encompassing the period of January 1, (6) 

through (7) in the following manner: 

 

1. (8) audits for calendar year (6) (3% of the number of fleets renewed during calendar year (9)). 

2. (10) audits for calendar year (11) (3% of the number of fleets renewed during calendar year (12)). 

3. (13)% of the number of fleets renewed during calendar year (14) (the fleet renewal number must be 

provided to the Peer Review Committee by January 15, (15), to determine the audit number). 

 

All audits must be finalized (as defined by Article X, Section 1025, of the Plan by (7).  In order to measure 

compliance, (1) is required to submit monthly reports of audit activity, beginning October 1, (14), and 

ending (7).   

 

In the event this issue remains out of compliance on (7), the issue will become a Class 1 dispute and placed 

on the agenda of the next Dispute Resolution Committee meeting, (16). 

 

 

(1) Name of jurisdiction reviewed. 

(2) Date of the peer review that identified the issue of noncompliance. 

(3) Calendar year of the first year in the review period. 

(4) Calendar year of the most recently completed calendar year. 

(5) The total percentage of the audits required between (6) and (7). 

(6) The calendar year of the first year after (4). 

(7) The final day of the full month which precedes the 60-day cut-off before the DRC meeting date.  

Example: If the DRC meeting is held April 15, 2007, the final day would be January 31, 2007. 

(8) 3% of the renewed fleets, identified by (1) for (9). 

(9) The calendar year prior to (6). 

(10) 3% of the renewed fleets, identified by (1) for (12). 

(11) The calendar year following (6). 

(12) The calendar year prior to (11). 

(13) 3% of the renewed fleets, identified by (1) for (14), divided by 12, then multiplied by the number of 

months prior to (7), including the month that (7) ends. 

(14) The calendar year following (12). 

(15) The calendar year following (14). 

(16) The date of the appropriate DRC meeting, which allows the jurisdiction a sufficient amount of time 

to come into compliance.  This distinction applies in one-year periods where multiple DRC meetings 

are held. 

 

EXPLANATION 

 

During the peer review, the jurisdiction is found out of compliance with Section 1025. 

 

Compliance at the time of the follow-up will be based upon whether or not the jurisdiction completes 3% 

within the calendar year immediately following the last calendar year of the review. 
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INTERNATIONAL REGISTRATION PLAN 

WORKSHEET FOR COMPLIANCE WITH SECTION 1025 
 

JURISDICTION REVIEWED:                                               REVIEW DATE:  

 

If the jurisdiction did not audit 3% of the applicable registration base as required, the jurisdiction will be 

placed on the next agenda of the DRC meeting. 

 

In order to be found in compliance (and removed from the agenda), the jurisdiction must complete the 

audits required, plus the prorated number of audits in the second calendar year following the last calendar 

year of the review (prorated to the number of months before the DRC meeting, less 90 days before the 

DRC meeting. 

 

Example: 

 

A peer review was completed March 20, 2007.  The jurisdiction was found to be out of compliance with 

Section 1025. 

 

To be in compliance at the time of the follow-up, by December 31, 2007, the jurisdiction has to audit 3% of 

the number of renewed fleets registered in 2006. 

 

If the jurisdiction did not complete the required 3% in calendar year 2007, they are out of compliance for 

follow-up review purposes, and placed on the agenda of the next DRC meeting (to be held November 

2008). 

 

To be removed from the agenda, the jurisdiction needs to audit the required 3% plus the prorated number of 

audits calculated through July 31, 2008. 

 

If a jurisdiction continues to be in non-compliance with Section 1025 during their follow-up review, the 

Peer Review Committee will develop an action plan to help the jurisdiction achieve compliance.  In 

addition, the Peer Review Committee will instruct the jurisdiction to submit monthly reports until 

compliance has been achieved.  The action plan will be presented to the Dispute Resolution Committee 

along with the Peer Review Committee’s recommendations. 
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INTERNATIONAL REGISTRATION PLAN 
ACTION PLAN FOR COMPLIANCE 

 
JURISDICTION REVIEWED:                                REVIEW DATE:   
 

FOLLOW-UP REVIEW DATE:    

 

SECTION:  

 

 

REQUIREMENTS FOR COMPLIANCE:   

 

DOCUMENTATION REQUIRED TO DETERMINE COMPLIANCE: 

 

TARGET COMPLETION DATE:   
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INTERNATIONAL REGISTRATION PLAN 

FOLLOW-UP PEER REVIEW PROCEDURES 
 

 
The purpose of the follow-up peer review procedures is to ensure that the jurisdiction found in material 
non-compliance with the Plan during their initial peer review has taken action to correct the areas out of 
compliance. 
 
A jurisdiction that continues to be out of compliance with the findings of the initial peer review shall be 
brought before the Dispute Resolution Committee for further action. 
 
For lists of accounts requested, if the jurisdiction is unable to send a list electronically, the jurisdiction 
must mail a list from which the peer review committee will select the requested number of accounts.  
The jurisdiction will be directed to submit the information within 15 days of the request.   
 
FOLLOW-UP REVIEW PROCEDURES: 
 
APPORTIONABLE VEHICLE:  Request a copy of internal procedures indicating that accounts are 
reviewed to ensure that at least two member jurisdictions are required to be listed on each account and 
procedures to ensure the vehicles to be registered meet the definition of an Apportionable Vehicle. In 
addition, request copies of five current registration year Schedule B’s to ensure at least two 
jurisdictions are listed on the accounts.  
 
BASE JURISDICTION:   Request a copy of internal procedures for verifying requirements for selecting 
a Base Jurisdiction. Request a list of current accounts with physical addresses from which the 
committee will randomly select five accounts to verify addresses within the Base Jurisdiction...  
 
BASE PLATE:   Request a copy of the jurisdiction’s apportioned license plate to ensure the plate 
displays “apportioned” or “PRP” and the jurisdiction’s name.  
 
ESTABLISHED PLACE OF BUSINESS:   Request a copy of the jurisdiction’s procedures for verifying 
the registrant’s established place of business, as well as a list of current accounts with physical 
addresses from which the committee will randomly select five accounts to verify that the accounts meet 
the definition of established place of business.  
 
REPORTING PERIOD:  Request copies of ten current accounts to confirm the reporting period is being 
used consistently.  
 
RESTRICTED PLATE:  Request a list of the jurisdiction’s restricted plates to verify that the restricted 
plates reflect the criteria established in the definition of restricted plates.  
 
TOTAL DISTANCE:  Request five applications and corresponding invoices of ARTICLE III 
APPLICATIONS FOR APPORTIONED REGISTRATION 
 
(IRP 305) Request a copy of the jurisdiction’s procedures for verifying renewal applications. Request a 
copy of five renewal applications to ensure that estimated distances are reasonable and include 
explanations and that second and subsequent year estimates are computed over 100%. 
 
(IRP 315) Request a copy of the jurisdiction’s procedures for processing new applications 
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FOLLOW-UP PEER REVIEW PROCEDURES 
 

(IRP 320) Request a current list of new accounts with estimated distance from which the committee will 
select ten accounts to verify estimated distances are reasonable and include explanations. Request a 
copy of the jurisdiction’s estimated distance chart to ensure the chart is based on actual distance.  
 
(IRP 325)  Request a copy of five applications with a 10 percent weight variance and/or the justifying 
documentation required by the jurisdiction.   
 
 
(IRP 400) Request procedures for calculating fees for jurisdictions with continuous registration. Review 
current fee test to ensure jurisdiction is calculating fees correctly  
 
(IRP 405) Request a copy of five applications with estimated and actual mileage to ensure calculation 
of second-year estimates are over 100%.  
 
(IRP 410) Request a copy of the jurisdiction’s rules stating that no minimum vehicle fees are collected 
for apportionable vehicles except base jurisdiction application fees.  
 
(IRP 415) Request a copy of five applications with jurisdictions added to ensure actual and/or 
estimated mileage is being used appropriately.  
 
(IRP 420)  Request a copy of five applications for a new fleet to verify the use of actual and estimated 
mileage.  
 
(IRP 425) Request a copy of the jurisdiction’s procedures for checking distance percentages on 
accounts with added vehicles and multiple supplements 
 
(IRP 430) Request a copy of the jurisdiction’s internal procedures for checking distance percentages on 
accounts where fleets have been combined. 
 
(IRP 435, 440) Request a copy of the procedures allowing credits, refunds, and transfer of registration 
to a replacement vehicle.  Request documentation from five accounts to ensure procedure is followed.   
 
(IRP 445) Request a list of transmittals for months between the initial review and the follow-up review. 
The list should include each transmittal months and the exchange rate used for that month.  
 
(IRP 505) Request a copy of the jurisdiction’s rule used to cancel, suspend, or revoke any apportioned 
registration. 
 
(IRP 510) Request a copy of the jurisdiction’s rules for allowing apportioned vehicles to be deemed fully 
registered for any type of movement or operation.  
 
(IRP 530) Request a copy of the jurisdiction’s Unladen Weight / Hunter’s permit.  
 
(IRP 600) Request a copy of the jurisdiction’s apportioned license plate to ensure the plate displays 
“apportioned” or “PRP” and the jurisdiction’s name.  
 
(IRP 605)  Request a copy of jurisdiction’s policy concerning the where and when credentials can be 
displayed. 
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FOLLOW-UP PEER REVIEW PROCEDURES 
 

 
(IRP 610) Request samples of five cab cards to ensure the cab cards appropriately comply with the 
requirements under these sections.  Verify the required items (9) on each cab card. 
 
(IRP 620) Request a copy of the procedures used by the jurisdiction for the issuance of temporary 
evidence of registration. 
 
(IRP 700, 710) Request a copy of the jurisdiction’s procedures for registering the household goods 
carrier as lessee with the service representative’s name on the application. Request five applications 
listing both the household goods carrier and the service representative.  
 
(IRP 800, 805) Request a copy of the jurisdiction’s policy allowing the apportionment of a passenger 
carrier or motor bus.  Request a copy of a completed application for a motor bus. 
 
(IRP 905) Request a copy of the jurisdiction’s procedures for the allocation of rental cars.  
 
(IRP 910) Request a copy of the jurisdiction’s procedures for the registration of utility trailers.  
  
(IRP 915) Request a copy of the jurisdiction’s procedures for the registration of one-way vehicles. 
Request five accounts of one-way vehicles to ensure the vehicles are registered according to this 
section.  
) (IRP 1000) Request a copy of the jurisdiction’s procedures for informing registrants of their records 
retention periods. 
 
  (IRP 1005, 1010) Request a copy of the jurisdiction’s procedures for verifying the registrant’s distance 
accounting system. 
 
(IRP 1015) If records are inadequate and inauditable, ensure that the jurisdiction imposes an 
assessment described in Section 1015. Request a selection of audits that impose the 20/50/100 
graduated assessment. 
 
 (IRP 1025) Request a copy of the jurisdiction’s annual audit report for the previous year as well as the 
number of audits finalized in the current year. 
 
 (IRP 1055) Request a copy of the jurisdiction’s procedures for mailing an audit  report to registrants 
and jurisdictions. 
 
(IRP 1030) Request a copy of the jurisdiction’s policies for conducting joint audits. 
 
  (IRP 1065) Request a copy of the jurisdiction’s procedures for notifying affected jurisdictions of the 
results of an appeal. Request copies of five such notifications to jurisdictions.  
 
(IRP 1040) (IRP 1045) Request a copy of the jurisdiction’s procedures for notifying affected 
jurisdictions of a reexamination, followed by the audit findings of the reexamination. Request copies of 
five such notifications. 
 
   
 (IRP 1035) Request a copy of the jurisdiction’s policies regarding assessments, interest on 
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FOLLOW-UP PEER REVIEW PROCEDURES 
 

assessments, refunds, credits, auditor’s per diem and travel expenses. 
 
 (IRP 1050, 1060) Request a copy of the jurisdiction’s procedures for collecting and refunding audit 
adjustments. Request five sample transmittal reports that include appendages of adjusted audit fees. 
 
 (IRP1200) Request a copy of the jurisdiction’s procedures for cooperating with and assisting 
jurisdictions with delinquent or outstanding fees.  
 
(IRP 1205) Request the documentation indicating that the jurisdiction performed the appropriate re-bill 
and/or credit adjustment caused by the previous year’s failure to implement a jurisdiction’s fee change 
by the effective date.  
 
(IRP 1210) Request a copy of the jurisdiction’s procedures and letter of suspension notice for failure to 
pa Apportionable fees within allowed time frame. 
 
(IRP 1215) Request a copy of transmittal recaps for three months. 
 
(IRP 1220 ) Request a copy of the jurisdiction’s current year annual audit report. 
 
(IRP 1305) Obtain from IRP, Inc. a report of the jurisdiction’s compliance with any decisions affecting 
the jurisdiction. 
 (APM 301) Request a copy of the jurisdiction’s policies for hiring auditors. 
 
 (APM 201) Request a copy of the jurisdiction’s procedures for conducting effective, uniform audits. 
 (APM 202)  Request a copy of the jurisdiction’s procedures for conducting a proper examination of the 
registrant’s reporting system and internal accounting controls.  Request copies of five audits to 
determine adequate examinations were conducted. 
 
 (APM 205)  Request a copy of the jurisdiction’s standardized audit program.  Request copies of five 
audits to determine if the audit program was used consistently. 
 
 (APM 204)  Request a copy of the jurisdiction’s procedures for ensuring auditor independence. 
 
(APM 206) Request the working papers of five audits. 
 
(APM 301) See (APM 201) 
 
(APM 302) Request a copy of the jurisdiction’s procedures for auditor responsibilities. 
 
 
 
 (APM 401)  Request a copy of the jurisdiction’s procedures for notifying the registrant of an audit.  
Request five copies of such notifications. 
 
 (APM 402)  Request a copy of the jurisdiction’s procedures for conducting initial audit conferences. 



 

Attachment 5 – Follow-up Procedures 

INTERNATIONAL REGISTRATION PLAN 

FOLLOW-UP PEER REVIEW PROCEDURES 
 

 
 (APM 403)  Request a copy of the jurisdiction’s procedures for subsequent requests for records 
following the receipt of inadequate records.  Request five copies of notifications to registrants of 
subsequent requests. Request documentation from five audits regarding the nature of estimate 
procedures employed when assessments of liability were imposed. 
 (APM 501)  Request a copy of the jurisdiction’s procedures for initial audit procedures.  
 
 (APM 502)  Request a copy of the jurisdiction’s procedures for the evaluation of internal controls. 
 
 (APM 503)  Request a copy of the jurisdiction’s sampling and extrapolation procedures.  Request 
copies of five audits to determine if sampling and extrapolation procedures were documented... 
 
 (APM 504, 505)  Request a copy of the jurisdiction’s procedures for auditing first year operations. 
Request a copy of the jurisdiction’s procedures for auditing registrants who listed estimated distances 
but were later discovered to have had actual distances.  Request copies of five audits of registrants 
whose estimated distances were converted to actual distances and audited. 
 
 (APM 404) Request a copy of the jurisdiction’s procedures for conducting exit conferences.  Request 
copies of five audits containing documentation of exit conferences held or documentation of the reasons 
why exit conferences were not held. 
 
 (APM 601) Request a copy of the jurisdiction’s procedures for maintaining complete audit reports.  
Request a copy of the jurisdiction’s procedures for preparing  audit reports.  Request copies of five  
audit reports.  Review the reports to ensure the reports contain the information required in this section. 
 
 (IRP 1220)  Request a copy of the jurisdiction’s current year annual  report of activity. 
 
(APM 701, 702) Request a copy of the jurisdiction’s procedures for performing Records Reviews.  
Request copies of five Records Reviews to determine if the jurisdiction is performing Records Reviews 
in accordance with APM 701 and APM 702. 
 

 



International Registration Plan, Inc. 
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Guidelines for Conducting 

Limited Scope Peer Reviews 

 

Under the International Registration Plan (Plan), each IRP jurisdiction’s administrative and audit 
procedures are reviewed on a periodic basis to ensure their compliance with the Plan. 
 
There have been instances outside of a regularly-scheduled peer review where the repository has 
been notified about a specific jurisdiction that did not appear to be complying with the Plan, 
warranting investigation prior to the jurisdiction’s next peer review. 
 
With the support of the IRP, Inc. Board of Directors, the IRP Peer Review Committee has 
developed procedures for following-up with notifications made to the repository. 
 
Individuals or jurisdictions wishing to submit an issue to the repository about a specific 
jurisdiction shall submit evidence of non-compliance by the jurisdiction in question before the 
issue will be presented to the Peer Review Committee. 
 
It is not the intent of the Peer Review Committee to arbitrarily examine jurisdictions for non-
compliance outside of the regularly-scheduled peer review program, but to acknowledge 
instances where reviewing a specific issue prior to a jurisdiction’s next peer review would help 
to enforce uniformity among the IRP jurisdictions. 
 
 
1. Issue Presented to Repository 

 

2. Review by Peer Review Committee (via monthly conference call) 

 

3. Peer Review Decision to Address Issue: 

 If no, the issue is discarded and the jurisdiction that presented the issue is notified. 

 If yes: 

 Contact jurisdiction in question: 

 Explain the issue. 

 Request information pertaining to issue, specifying the timeframes involved. 

 Peer Review Committee reviews information received (via monthly conference 

call), and decides on presenting to the IRP, Inc. Board of Directors for approval of 

a limited scope peer review. 
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 If no reply is received by the jurisdiction in question, present issue to IRP, Inc. Board 

of Directors for approval of a limited scope peer review. 

4. IRP, Inc. Board of Directors reviews the issue at their next regularly-scheduled meeting.  The 

Board will either: 

 Disapprove a limited scope review. 

 Approve a limited scope review: 

 The Peer Review Committee notifies the jurisdiction in question, and provides 

information to the jurisdiction on the process being taken by the Peer Review 

Committee. 

5. The Peer Review Committee shall use the IRP Peer Review Compliance Guide for 

conducting the limited scope peer review. 

6. The Peer Review Committee shall prepare a report for the jurisdiction. 

7. If the jurisdiction has not taken corrective action within 60 days of the next Dispute 

Resolution Committee meeting, the issue shall be placed on the agenda of the next Dispute 

Resolution Committee meeting. 
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