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	GENERAL:

The scope of this review of the Maintenance Work Orders process will include an evaluation of the internal controls and operational efficiency of the Maintenance Work Orders program.  The review will require Maintenance Department personnel to be available for interviews and provide documentation upon request.

	
	

	OBJECTIVES:

1. Determine that policies, procedures and internal controls regarding the Maintenance Work Orders process exist and are adequate.

2. [bookmark: _GoBack]Determine whether the end-users are completely and clearly made aware of the proper procedures necessary to initiate a valid work order.

3. Determine the adequacy and efficiency of the assignment of work orders to appropriate crafts with the Maintenance Dept.

4. Determine whether controls are adequate regarding the tracking of goods stored at SJCCD warehouses.

5. Ensure that adequate controls are in place regarding the purchase of outside goods and services not contained in the warehouse.

6. Ensure that processes are in place for adequate review of field work by a supervisor before a work order is closed out in the TMA system.

7. Ensure that employee time (especially overtime) is being accurately input into the TMA system and reconciles with the payroll system.

8.  Determine the adequacy of the process for entering preventive Maintenance Work Orders into the TMA system and completion of these Work Orders.

	
	

	PLANNING (Planning Section):

1. Prepare an engagement memo to announce the audit. 

2. Prepare Auditor’s Independence Statement. 



3. Obtain an understanding of the auditee’s operations through research and interviews.  Document the system of the area being audited, this includes all significant day-to-day operations and processes as it relates to contract administration; verify the accuracy of your understanding with auditee. 

4. Perform a general overview of the internal control environment and establish the scope of the audit, document in general section above.

5. Ensure that management has considered potential fraudulent activities by inquiring with management about their knowledge of fraud opportunities within the department and the steps they have taken to minimize these opportunities.   

6. Develop appropriate audit tests to provide assurance that management’s objectives are being met, and that fraudulent activities have not occurred.  Document in audit work program. 

	
	

	INITIAL AUDIT PROCEDURES (Section A):

1. General
a. Obtain the following, where applicable:
i) Policies and Procedures (P&P)



ii) Organizational Charts
iii) Prior Audit Reports
iv) External Auditor Management Reports
v) Regulatory Examination Reports
vi) Related Information Regarding Laws and Regulations

b. Review all information above to ensure:
· Compliance with all relevant policies and procedures;
· Proper segregation of duties exists (org chart + system doc);
· Corrective action plans to address noted deficiencies in prior examination reports or by external auditors have been implemented;
· Compliance with all relevant regulatory laws and guidelines.

	
	

	INFORMATION UTILIZED (Section B):

1. Forms Utilized [where applicable]

a. Obtain copies of all forms used by the department/within the area of the audit.  
b. Evaluate for adequacy and effectiveness.
c. Review forms used and practices to ensure that redundancies or inefficiencies do not exist.

2. Generated Reports [where applicable]

a. Obtain copies or samples of all reports generated for the Maintenance Work Orders function and determine their use and distribution.  Include system reports and manual reports if necessary. Ensure that the information presented in these reports is tested or analyzed at some point in the audit program.  

	
	

	AUDIT TESTING  (Section C):

1. Policies, Procedures and Compliance

a. Review all policies and/or procedures currently being utilized by SJCCD Maintenance personnel and evaluate for adequacy.

b. Review the process documentation provided to end users, as well as the delivery method for information relating to creating a Work Order and evaluate for adequacy.

c. Obtain a sample of all open Non-Preventive Maintenance Work Orders in the TMA system and determine:
i.  Whether they have been open for a lengthy period of time.
ii. The reasons for not closing work orders in a timely manner.

d. Obtain a sample of all closed Non-Preventive Maintenance Work Orders in the TMA system and determine:
i. Whether they were closed in a reasonably timely manner.
ii. That the completion date is after the initial requested date.
iii. The reasons for not closing work orders in a timely manner.

e. Inquire through interview or research all of the current capabilities of the TMA system and evaluate against current use of the system.  
i. Determine whether there are functions which are not currently being utilized or are performed manually.

f. Inquire as to how the Maintenance Department ensures that all Work Orders are entered into the TMA system.  Determine whether the process is adequate.

	
	

	2. Materials Purchases and Inventory

a. Obtain the inventory sheets items stored on SJCCD property and evaluate the tracking of goods through the TMA system.  Perform a reconciliation between last year’s inventory, TMA materials drawdown, and the most recent inventory count.

b. Obtain a sample of materials that required purchase during the calendar year and evaluate whether purchasing guidelines were followed and whether expenditures were reasonable and appropriate.

	
	

	3. Supervisory and Personnel

a. Obtain a sample of work orders closed-out during the year and obtain documentation showing that a supervisor reviewed the technician’s work and TMA entry.  Document the process for closing out Work Orders and evaluate its effectiveness.

b. Obtain a sample of employees and evaluate the number of hours in TMA that are spent on various jobs.  Compare the entries in TMA to the Kronos payroll system for each sampled employee.  Evaluate time tracking endeavors and appropriateness of the time charged to particular projects.

	
	

	4. Preventive Maintenance

a. Document the process by which preventive maintenance work orders are scheduled for completion.

b. Obtain listing from TMA of all equipment that requires preventive maintenance and their timetable for completion.  Evaluate for adequacy (i.e. right tasks, right frequency).

c. Inquire with Maintenance Dept. personnel of any items requiring preventive maintenance that has not been entered into the TMA system.  Evaluate the reasons for not entering preventive maintenance into the system.

d. Obtain a sample of past due preventive maintenance Work Orders.  
i. Determine the reasons these particular Work Orders were not completed.

e. Obtain a sample of completed PM work orders.
i. Work orders were completed timely and by due date.
ii. Work orders were adequately completed.

	
	

	5. Customer Service

a. Document the process the Maintenance Department evaluates the service which is provided through work orders.

b. Review what is sent to the end user to obtain feedback.

c. Review surveys received and note any reoccurring issues or problems.
	
	

	REPORTING:
1. Document summaries of all audit findings as soon as exceptions are noted.

2. Recommend to auditee any appropriate adjustments, internal control or operational recommendations as a result of the review.

3. Determine whether to include each audit finding in final audit report based on the audit disposition, the overall materiality to the audit and the relative risk exposure.

4. Prepare the draft audit report for review by auditee.

5. Distribute tentative and preliminary report to VCFA for review.

6. Conduct closing conference with auditee and obtain corrective action plan.

7. Compile final audit report.

8. Submit final report to distribution list.

9. Present final report the Board Budget and Audit Committee.

	
	

	POST AUDIT:
1. Organize all relevant workpapers in a clear and logical and manner and cross reference audit steps to their corresponding workpapers.

2. Compile and securely store audit CYA files for reference if needed.

3. Update Audit Index with audit information.

4. Send Post Audit Survey to auditee.

	
	

	Auditor Signature:	_________________	
Date: 				_____________	




