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INTERNAL CONTROL QUESTIONNAIRE

	Department:


	Auditable Function:

Maintenance and Materials Management 

	Discussed with:


	Date:



	Instructions: Note: 
If the answer to a question concerning a policy or procedure is “yes,” please provide a copy of the cover page of the policy or procedure.


	Question
	Yes
	No
	N/A
	Comments

	A.
General Management
	 
	 
	 
	 

	1. What is the mission of  [organization] Maintenance? How well is that mission being accomplished?
	
	
	
	

	2. What are the performance measures of [organization] Maintenance?
	
	
	
	

	3. What are the objectives of [organization] Maintenance for FY 2004-05?
	
	
	
	

	4. What were the objectives of [organization] Maintenance   for FY 2003-04? Further, please explain the degree to which each objective was accomplished. If certain objectives were not completely accomplished, please state the reason.
	
	
	
	

	5. Do you have an ethics policy?
	
	
	
	

	6. Do you have a set of “work rules” designed to maintain orderly conduct among employees and to eliminate conditions that interfere with efficiency, encourage cooperation, and protect the rights of all?
	
	
	
	

	7. Do you have a maintenance manual? (If yes, please provide a copy of the entire manual to the auditor).


	
	
	
	

	8. Do you have a materials management manual? (If yes, please provide a copy of the entire manual to the auditor).
	
	
	
	

	9. If out-of-date, what is your plan for updating the maintenance and/or the materials management manual?
	
	
	
	

	10. What procedures does the Maintenance Manager use to insure that work is performed in safe manner using appropriate equipment and tools and performed efficiently with a minimum of down time?
	
	
	
	

	11. Is your organization enrolled in the State driver license Employer Pull Notice Program, which allows the organization to monitor driver license records of employees who drive on the organization’s behalf? If not, why not?
	
	
	
	

	12. How do you recognize personnel who have accomplished their work in an exemplary manner?
	
	
	
	

	B. Health and Safety
	
	
	
	

	1. What was your recordable injury rate for calendar year 2004?
	
	
	
	

	2. OSHA regulation requires that supervisory employees shall conduct “toolbox” or “tailgate” safety meetings with their crews at least every 10 working days. How do you document that such meetings are held? Please provide the documentation.
	
	
	
	

	3. OSHA regulation requires that periodic meetings of supervisory employees shall be held under the direction of management for the discussion of safety problems and accidents that have occurred. How do you satisfy this requirement? If documented, please provide the documentation.
	
	
	
	

	4. Do you have a Safety Committee? If so, how often does it meet and are there Committee minutes available?
	
	
	
	

	5. How many of your employees who are eligible for modified duty are currently enrolled in that program?
	
	
	
	

	C. Asset Control
	
	
	
	

	1. What controls are used to provide reasonable assurance that work crews are where they are supposed to be and doing what they are supposed to be doing?


	
	
	
	

	2. How are shop tools and equipment controlled?
	
	
	
	

	3. What is the date of your last inventory of shop tools and equipment? Please provide a copy of the inventory results.
	
	
	
	

	4. Is there a policy prohibiting use of vehicles, tools, or equipment for personal use?
	
	
	
	

	
	
	
	
	

	D.
Maintenance Planning and Scheduling
	
	
	
	

	1.
What are your categories of maintenance work (e.g., capital improvement projects, corrective maintenance, preventive maintenance, etc.)?
	
	
	
	

	2.
For FY 2003-04, how many hours were charged to each category?
	
	
	
	

	3.
How is your maintenance work planned?
	
	
	
	

	4.
How is your maintenance work scheduled?
	
	
	
	

	5.
To what extent do you use MAXIMO in planning and scheduling work?
	
	
	
	

	6.
How do you measure the productivity of maintenance work? Please provide the auditor with a copy of any recent productivity reports. 
	
	
	
	

	7.
Wrench time is the primary measure of work force efficiency and of planning and scheduling effectiveness. Wrench time is the proportion of available-to-work time during which craft persons are not being kept from productively working on a job site by delays such as waiting for assignment, clearance, parts, tools, instruction, travel, coordination with other crafts, or equipment information. Work that is planned before assignment reduces unnecessary delays during jobs and work that is scheduled reduces delays between jobs.

Do you measure wrench time? To your knowledge, have there been any wrench time studies performed of your maintenance work?

Whether or not there have been any wrench time measurements taken or studies performed, what wrench time enhancements have you taken on a common sense or intuitive basis?
	
	
	
	

	8.
How are maintenance concerns considered in engineering design? Is a [organization] Maintenance representative a member of the project team on [organization] capital projects?
	
	
	
	

	E.
Maintenance Work
	
	
	
	

	1.
How do you assess the quality of maintenance work? Have there been any surveys, formal or informal, of maintenance clients, internal and/or external?


	
	
	
	

	2.
Is [organization] Maintenance   required to obtain permits for any of the work it performs? Please explain. 
	
	
	
	

	3.
For FY 2003-04 please provide the auditor with the following workload data for [organization] Maintenance   as a whole, including administrative personnel.

a.
Total hours available (i.e., Number of FTE x 8 x 261)

b.
Total hours of on-the-job, regular work

c.
Total hours of administrative work, training. etc.

d.
Total hours of vacation

e.
Total hours of sick leave

f.
Total hours of “other” time

g.
Total hours of overtime (hours of overtime worked, not paid for)

h.
Total hours of compensatory time
	
	
	
	

	4.
Are their written procedures requiring supervisors to physically inspect the work of their crews?
	
	
	
	

	5.
What controls are in place to ensure that maintenance expenditures are tracked and reviewed for proper allocation?
	
	
	
	

	F.
Management Reporting
	
	
	
	

	1.
Do you produce and disseminate routine maintenance reports? If so, who in your chain-of-command are the reports submitted to? Please provide the auditor with a sample of all maintenance reports that you develop.
	
	
	
	

	2.
How do you define your maintenance workload? Please provide a written report of your current workload (preferably, a single page showing the number of hours for however your maintenance work is categorized).
	
	
	
	

	3.
How do you define your maintenance backlog? Please provide a written report of your current backlog (preferably a single page showing the number of backlog hour for however your backlog work is categorized).
	
	
	
	

	4.
For FY 2003-04, please provide the number of hours expended on each maintenance category?
	
	
	
	

	5.
Please provide the auditors with 

maintenance reports that you generate and use to track adherence to planning and scheduling.
	
	
	
	

	
	
	
	
	

	G.
[organization] Maintenance  Organization
	
	
	
	

	1.
Is the [organization] Maintenance organizational structure functioning well? If not, how should the organizational structure be changed?
	
	
	
	

	H.
Budget Management
	
	
	
	

	1.
Does [organization] Maintenance’s budget provide sufficient funding for the Division to serve the users of its services in an effective and efficient manner?

a.
If not, please state what the budget shortfall is, the effects of the shortfall, and exactly how additional funding would be used.

b.
Has the top management of the Water Supply and Treatment Division been advised as to any [organization] Maintenance budget shortages and the consequences thereof?
	
	
	
	

	I.
Materials Management
	
	
	
	

	1.
Some elements within the Public Utilities Commission believe that the materials management function would be significantly enhanced were the following actions taken:

a.
Provide authority for divisions to approve their own Prop Q purchase orders.

b.
Provide authority for divisions to print regular purchase orders so as to allow materials management to generate their own MRRs in-house.

c.
Provide authority for division accounts payable staff to generate vouchers for submission to PUC Finance.

Please comment on whether you support the foregoing authorities and provide the reason for each.


	
	
	
	

	2.
Some maintenance organizations maintain an “auxiliary” storage yard or building (sometimes called the “bone yard”) for storing parts and other materials, often old and obsolete, and not in formal inventory, that may become needed at some time in the future. Does you organization maintain such a facility?
	
	
	
	


Maintenance & Materials Management Questionnaire

