San Jacinto Community College District	

Internal Audit Work Program
	
AUDIT NAME: Maintenance Inventory Audit
AUDIT PERIOD:  

	Program Based on Presumed or Anticipated Conditions

	
	WP Ref
	Date



	GENERAL:

The SJCCD Maintenance Department is based at the Central Campus with operations at all three campuses within the district.  The department is responsible for maintaining the functionality of District facilities and systems as well as providing a resource for District staff in maintaining a safe learning environment.

This audit will concentrate on ensuring internal controls are in place to maintain an accurate account of warehouse inventory to meet the objectives stated above.

	
	

	OBJECTIVES:

1. Ensure that comprehensive policies and procedures have been established for maintenance inventory management, such as procedures over ordering, receiving, use, and physical inventory.

2. Ensure that the management over maintenance inventory is in compliance with established policies and procedures.

3. Ensure that maintenance inventory is adequately secured, maintained, and access is properly controlled.

4. Determine that the distribution or use of maintenance inventory is efficient, adequately controlled, and accurately recorded.

5. Ensure that a physical count of parts inventory is performed and reconciled to TMA data.

6. Ensure that maintenance tools and equipment are adequately secured, maintained and access is properly controlled.
	
	

	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 taken to minimize these.

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 audited 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 and Procedures

a. Request and review all policies and procedures relating to maintenance inventory and ensure that these documents accurately reflect the processes and controls surrounding:
i. Additions to inventory via purchases.
ii. Proper check-out and uses of inventory.
iii. Reconciliation of inventory.
iv. Security of Inventory.
v. Segregation of Duties.
vi. Documentation Standards.

b. Determine whether personnel responsible for using, receiving, and inventory control are adequately trained and knowledgeable of maintenance inventory operations and requirements.



	
	

	2. Physical Inventory Storage

a. Evaluate the overall physical condition of warehouse space.

i. Determine if bins for small goods are labeled appropriately.

ii. Ensure that large and expensive inventory is labeled or logged in some fashion.

iii. Ensure inventory is properly secured and access is properly controlled.

b. Determine that provided space is efficiently utilized.

	
	

	
3. Inventory Tracking

a. Determine whether TMA is updated to reflect additions to and subtractions from inventory-on-hand.

b. Ensure that inventory can be easily traced to the original purchasing documentation.

c. Ensure that TMA data such as descriptions and unit prices are accurate, and that all items listed are correctly classified as inventory.

d. Ensure that adequate documentation exists to support the annual inventory count performed at the end of Fiscal Year 2010.
e. Determine that Pcard spending on inventory purchases is adequately tracked and traced to individual work orders.

	
	

	4. Tool Management

a. Determine that all tool and equipment purchases are logged properly and checked out or assigned to applicable staff.

i. Ensure that staff signs a log or form signifying receipt of tools or equipment.

ii. Ensure that tools and equipment are stored in safe, secure areas with controlled access.

	
	

	5. Database Functions

a. Ensure that key functions related to the day-to-day tasks of the TMA system are performed by maintenance personnel.
	
	

	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.
	
	

	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.


	
	

	Auditor Signature:	
Date: 	





