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 FILLIN "Committee, Place, and Date and Time..." \* MERGEFORMAT 
INTERNAL AUDIT REPORT
Confidential

To:
Design Manager - Roads Design

cc:
Head of Roads

Executive Director - Infrastructure Services


Head of Finance


Chief Executive

From:
Service Manager - Internal Audit

INFRASTRUCTURE SERVICES - ROADS DESIGN (incorporating Laboratory Services)
1.
Auditee and Background
1.1
The auditee is the Design Manager - Roads Design who has a direct line responsibility to the Head of Roads.

1.2
The Design Manager is responsible, through the Head of Roads Services, for the effective management and development of projects to improve the Council’s road network including the delivery of design, tendering, supervision, testing and specialist engineering services.

Specific tasks of the Design Manager are:

· To control, organise and programme projects allocated to the section;

· To ensure the service is delivered in accordance with Council Policy, Statutory and commercial requirements;

· To oversee Consultant Engineers, Contractors etc, engaged in specific projects;

· To assist the Head of Service in setting capital budgets and have responsibility for meeting budget targets.

1.3
The Design Manager has a direct line management responsibility for the Laboratory Section Leader. The laboratory has UKAS (United Kingdom Accreditation Service) accreditation to carry out testing of construction materials. 

1.4
The main legislation and policies relevant to Roads Design are:

· Roads (Scotland) Act 1984 

· New Roads & Street Works Act 1991

· Construction Design and Management Regulations 1994

· Capital Programme Methodology October 2003.

1.5
The current Roads Design establishment is:

	Design Manager
	1

	Engineer
	2

	Engineer / Technician
	4

	Clerk of Works
	1

	Technical Assistant - Roads
	1

	Laboratory Section Leader
	1

	Laboratory Assistant
	1

	Total
	11


1.6
The main software packages utilised other than the standard office applications are:

AutoCAD 2004 a fully customisable design and drafting tool used to create technical drawings.

Key TerraFirma a design package for roads, based on survey data.  This uses programmed cartographical parameters to produce detailed diagrams and plans.  The application is used in conjunction with AutoCAD 2004.

AutoTrack 5 an application that provides vehicle swept path analysis for highway design.  The application is used in conjunction with AutoCAD 2004.

LMS for WINDOWS is a Laboratory Information Management system that manages every stage in the processing of samples in a materials testing laboratory, from initial sampling to disposal.


1.7
The Design Manager is responsible for the management of the annual support budgets for the Design and Laboratory staff.  For 2003 / 2004 these amounted to £455,992 and £100,025 respectively.

2.
Audit Scope

2.1
This is an audit of Roads Design.

2.2
The audit scope period is the nine months to 31st January 2004.

2.3
The audit encompassed a review of the administration and controls surrounding the application of statute and Council policy, system access controls and their alignment with job responsibilities and segregation of duties, access to end-user systems and back-up routines, application of value for money; Human Resource Management including overtime and expense claims and training; Project Management, Laboratory Testing and Management, Financial Management incorporating purchase orders, invoices, journals, budget monitoring, virements, income, and sales invoices.
Details of areas tested during the course of the audit are attached, Appendix 1.

3.
 Audit Issues
3.1 Formal procedures do not exist for all Laboratory tests.  This is a requirement of UKAS standards.

3.2 Some Test Certificates and Test Result sheets did not comply with UKAS required standards and the Quality Manual.
3.3 Procedures for the recording of acquisitions and maintenance of inventories are not being followed in the Laboratory.
3.4 Back-ups to the Laboratory Information Management system are not being performed on a regular basis.

4.
Other Observations

4.1
We would like to take this opportunity to thank all the staff from Roads Design for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment.  The positive attitude shown by staff, together with a ready willingness to acknowledge and accept recommendations made by Internal Audit, was appreciated throughout the audit process.


4.2
This audit will be followed up in approximately twelve (12) months time when areas of concern identified will be reviewed.

5.
Auditee Response
5.1
A written response is required, to the Head of Roads with copies to all recipients of this report by 20 April 2004.


5.2
Attached as Appendix 2 is an action plan that requires to be completed and returned to Internal Audit.

Date:
23 March 2004
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