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Executive Summary 

Objective  
To evaluate construction project recordkeeper training and development through assessment of 
resource capacity, project record compliance, and training completion. 

Control mechanisms are not designed or operating to optimize program efficiency and effectiveness. 
Programmatic improvements can be achieved by addressing control deficiencies identified. 
Improvements to address deficiencies include redesign, execution, and performance measurement.  
 

Summary Results 
Management concurs with the below findings and prepared management action plans to address 
deficiencies. 

Finding 1: Management of Project Records    
Control 
Design X Operating 

Effectiveness X Division Construction Division (CST)  District Yes 

District management of project records does not always align with Federal Highway Administration and 
TxDOT recordkeeping and retention requirements. In addition, documents were not retained, as required in 
the following areas: 
 
Labor Interviews 
 75 of 213 (35%) labor interviews.  
 

Subcontractor Approval 
 27 of 80 (34%) subcontractor approval forms. 
 95 of 326 (29%) subcontractor approval forms were missing approval (i.e., Area Engineer signature). 
 

Prompt Pay Certification 
 35 of 134 (26%) prompt pay certifications. 
 

Barricade Inspection Reports 
 27 of 334 (8%) barricade inspection reports. 
 

Material Source Letters 
 7 of 7 (100%) material source letters. 
 
(Impact): Without proper records management, TxDOT could be challenged to provide support of compliance 
to receive federal-aid funding, nor traceability for the construction activities performed and decisions made 
during the course of project. An independent review of $12.1M in pay items identified $5.4M (45%) did not 
have all required supporting documentation (i.e., approved material testes, haul tickets, calculations, 
material source verification) within the project records as required. 

 
Finding 2: Interim Project Reviews  
Control 
Design X Operating 

Effectiveness X Division Construction Division (CST)  District Yes 

Interim project reviews are not always performed. These reviews are required to verify project compliance 
with all federal regulations and performance of work according to plans and specifications.    
 7 of 25 (28%) projects did not have an interim project review completed. 
 Variation in understanding steps of the review was also identified in the employee performing review, 

number of items reviewed, level of review performed, and frequency. 
 

(Impact): Without timely, consistent, and standardized monitoring, there is an increased risk of not properly 
reviewing state/federal requirements and loss of project federal participation (funding) could be a result. For 
the seven projects that did not have a district conducted interim project review, exceptions were identified for 
a judgmental sample of pay items totaling $817K.  

Overall Engagement Assessment 
 

  X  
Priority 1 Priority 2 Priority 3 Priority 4 
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Finding 3: Recordkeeping Segregation of Duties  
Control 
Design X Operating 

Effectiveness X Division Construction Division (CST)  District Yes 

The primary responsibility of construction project recordkeeping is not limited to the construction 
recordkeeper job title. Misalignment between work performed and job classification/description was 
identified for some construction records auditors. 
 Twelve different job titles were identified for the 211 district employees assigned to manage 

construction project records. 
 11 of 15 (73%) construction records auditors identified as also performing construction recordkeeper 

duties along with their primary construction records auditor responsibilities. 
 4 of 15 (27%) construction records auditors identified as only performing construction recordkeeper 

duties (i.e., job responsibility does not align with job title).  
 
(Impact): A conflict was identified with two district employees that performed interim project reviews for 
projects in which they were assigned daily with recordkeeper responsibility. 

 
Finding 4: Recordkeeper Training   
Control 
Design X Operating 

Effectiveness X Division Construction Division (CST)  District Yes 

There is variation in the methods used to provide construction project management training leading to 
inconsistencies in job performance.  
 
Recordkeeper Training Completed 
 Of the 211 district employees assigned to manage construction project records, 43% have completed 

the Recordkeeper Boot Camp training provided by the Construction Division. 
 

District Survey 
 65 of 91 (71%) survey respondents stated the primary method in which training was delivered to them 

for their recordkeeping duties was on-the job training.  
 64 of 91 (70%) survey respondents stated pay items is the recordkeeper job duty area most needing 

additional training. 
 40 of 91 (44%) survey respondents stated their primary training method received was not adequate to 

perform recordkeeping job duties. 
 

(Impact): Without adequate training, there is an increased risk of state and federal requirement 
noncompliance and inaccurate payment to the contractor. 

 
Audit testing completed not resulting in management action plans. 

Scope Area 1: Training and Capacity 
 A comparison of the Recordkeeper Boot Camp training (CON320) materials to the CCAM determined 

CON320 aligns with CCAM and support records management compliance. 

 
Control Environment  
Construction project contract administration involves the management of tasks occurring before and 
after contract execution. All work must be completed in accordance with the contract specifications, 
terms and conditions, state and federal laws and regulations, and department policy. Complete and 
accurate records are important for proper administration of construction projects. 
 
Primary responsibility for the management of construction projects resides with district recordkeepers 
and includes maintaining construction project records and approving payments due to contractors. 
For fiscal year (FY) 2022, a total of 18,247 estimate payments totaling $6B were processed in the 
construction and maintenance contract management system (SM) and paid to third-party contractors 
for construction projects.  
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CST is responsible for the development of policies and procedures for the construction project 
administration and provide technical assistance and training to district personnel as needed. The 
Recordkeeper Development Program was created in 2019 by CST in response to district recordkeeper 
requests for instruction and standardization. CST’s goal was to improve recordkeeping quality, 
uniformity, and records management processes; however, participation is not mandatory and there is 
no established method to measure program success.  Training to educate recordkeepers about their 
job duties, assignment of project(s) to be managed, and project retention location is left to the 
discretion of the districts. 
 
Background 
Construction contracts are utilized by TxDOT to help deliver and complete transportation 
improvements to address highway infrastructure needs. SM was implemented in 2001 to assist 
districts with the management of construction contracts. SM includes checklist event dates to be 
used in documenting and tracking key contract records/activities. (See Table 1) 
 
Table 1 

Contract Record/Activity Purpose of Record/Activity 

Labor Interview To verify accurate payment to contractor/subcontractor employees. 

Subcontractor Approval To document approval for subcontractor to perform work on the project. 

Prompt Payment Certification To confirm payment to project subcontractor(s) by contractor. 

Barricade Inspection Report To document inspections of project traffic control devices. 

Daily Work Report (DWR) TxDOT’s official record for project inspection documentation. 

Material Source Letter To document material sources proposed for use on the project. 

Source: Construction Contract Administration Manual as of August 2021. 
 
As of October 2022, TxDOT had a total of 155 construction recordkeepers managing an average of 
seven to 10 active projects with an average tenure of 4.3 years. (See Table 2) 
 
Table 2 

District 
Type 

Number of 
Recordkeepers 

Total Projects 
Managed 

Average Projects 
Managed 

Total Low Bid 
Value of Projects 

Average Estimated  
Value Managed 

Average Years 
of Experience* 

Metro 57 557 10 $ 8.1 B $ 143 M 5 

Urban 58 388 7 $ 3.7 B $ 64 M 4 

Rural 40 314 7 $ 1.1 B $ 24 M 4 

Totals 155 1,259  $ 12.9 B $ 231 M  
Source: SM and enterprise resource planning system data as of October 2022. 
* Average years of experience calculated by averaging the number of years in the recordkeeper position. 
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Detailed Audit Report 

Scope and Methodology 

The audit was conducted during the period from November 1, 2022 to March 21, 2023. Testing 
focused on training provided to construction recordkeepers in all 25 districts and project records for 
25 active federally funded construction projects with a total of $522.3M paid as of November 2022 
within the Amarillo, Dallas, Houston, Lubbock, and Odessa districts. 
 

Scope Area 1: Training and Capacity  
Evaluated construction recordkeeper training resources, training completion rate, and workload capacity. 
 Reviewed internal TXDOT criteria to identify recordkeeper training resources and requirements. 
 Conducted interviews with key Construction Division (CST) personnel responsible for training 

development, implementation, and support. 
 Assessed division and district recordkeeper training resources to determine the availability and quality 

of recordkeeper training. 
 Identified all TxDOT recordkeepers using information obtained from the enterprise resource planning 

system (ERP) and all 25 districts to verify employees managing construction project contract records. 
 Assessed the reliability of recordkeeper training data by comparison with construction recordkeepers 

identified by the districts to determine data was sufficiently reliable for the purposes of evaluating 
recordkeeper training completed. 

 Analyzed data obtained from ERP detailing service time and job tenure for identified construction 
recordkeepers to evaluate the current level of knowledge and experience. 

 Analyzed attendance data obtained from ERP for training classes related to recordkeeper duties to 
identify formal training completed by employees performing recordkeeping duties. 

 Evaluated standard operating procedures requested from the 25 districts.  
 Evaluated district recordkeeper training plans requested from the 25 districts and determined if training 

plans support records management duty compliance. 
 Analyzed data obtained from the construction and maintenance contracts management system (SM) 

and districts to determine the average dollar value and number of projects managed by recordkeepers. 
Scope Area 2: Construction Project Record Compliance 
Evaluated district and CST project record reviews for project record and pay item compliance. 
 Reviewed federal, state, and internal TXDOT criteria to identify interim project review requirements. 
 Conducted interviews with key district personnel responsible for management of construction project 

records to identify district construction project record compliance methodologies. 
 Judgmentally selected five districts based on district type (metro, urban, rural), value of construction 

project work paid to date, and exceptions identified in district performed final project reviews. 
 For the five sampled districts, judgmentally selected five active federally funded construction projects 

from each district (25 total projects) based on SM project completion percentages. 
 Performed an interim project review to evaluate construction project records compliance. 
 For the 25 sample projects selected, judgmentally sub-selected 75 individual pay items from the 

November 2022 monthly estimates based on the line item dollar value. 
 For the 75 line items selected, verified support and accuracy for payments made to contractors. 
 Assessed the reliability of construction project line item payment data by comparing to supporting 

documentation (i.e. haul tickets, invoices) to determine if data was sufficiently reliable for the purposes 
of analyzing construction payment accuracy and support. 

 Evaluated exceptions noted during district interim project reviews performed and compared to the 
exceptions noted during testing to identify themes/trends. 

 Compared exception themes/trends to training completed by individual recordkeepers to determine if 
related training was provided. 
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Detailed Audit Findings and Management Action Plans (MAPs) 

Finding No. 1: Management of Project Records  
 
Condition 
Districts have developed various methods to manage project records which has resulted in multiple 
approaches and variability in records management practices. 
 
Effect/Potential Impact   
Without proper records management techniques, TxDOT may not be able to fully support compliance 
requests for federal-aid funding, nor traceability for the construction activities performed and 
decisions made during the course of a project in the event there is an issue with the integrity of the 
roadway and/or contractor dispute.  
 
Additionally, an independent review of $12.1M in pay items identified $5.4M (45%) did not have all 
required supporting documentation (i.e., approved material tests, haul tickets, calculations, material 
source verification) within the project records as required.  
 
Criteria 
Code of Federal Regulations Title 23 §1.9 states that federal-aid funds shall not participate in any 
cost which is not incurred in conformity with applicable federal and state law. 
 
The CCAM (August 2021) includes the following: 
 Chapter 1 states proper contract administration includes complying with contract documents and 

specifications, ensuring compliance with state and federal regulations, and creating and 
maintaining accurate project records. 

 Chapter 3 states the material source letter be provided by the contractor to designate sources of 
all materials proposed for use. 

 Chapter 4 states paper copies of Form 599 (Traffic Control Devices Inspection Report) are 
contained in a folder that includes all 599s required for monthly day and night inspections. 

 Chapter 10 states all subcontractors require engineer written approval prior to performing work. 
 Chapter 11 requires the contractor to submit Form 2177 (Prompt Payment Certification) monthly 

during the course of the project and the month following final acceptance. 
 Chapter 15 states that for federally funded projects, at least three employee labor interviews be 

conducted per quarter to determine contractor and subcontractor compliance with labor laws. 
 Chapter 16 states all projects be reviewed on a regular basis to ensure compliance with the 

contract requirements and that the work is performed according to the plans and specifications. 
 
The construction and maintenance contract management system (SM) Contract Administration 
Manual chapter two states the system creates default checklist scheduled events (barricade 
inspections). Users record occurrence dates for routine contract activities. The district construction 
office edits as needed; but, should only delete events that do not apply to the contracts. 
 

The Project Records Checklist outlines the minimum required documentation needed within the 
project file to support pay items to include material tests, calculations, and haul tickets.  
 
Cause  
Established retention locations are not always used to store records throughout the life of the project, 
nor are they consistently monitored for compliance. SM checklist events are not utilized by all districts 
for tracking and monitoring of barricade inspection completion. Variation exists with recordkeeper 
project management roles and responsibilities including no detailed standard operating procedures 
or formalized or required district training for recordkeeping job duties.  
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Evidence 
A review to evaluate project record compliance for labor interviews, subcontractor approval, prompt 
payment certification, barricade inspections, and material source letter was performed for 25 
federally funded construction projects from five judgmentally selected districts. An independent 
review of pay items was performed to verify all required supporting documentation was within the 
project records as detailed in the Effect/Potential Impact. 
 

Labor Interviews 
A review to verify three employee labor interviews were conducted per quarter for the sampled 
projects (486 required as of December 2022) was performed.  
 

Exception Identified Required Exceptions % 
 Labor interviews not in project file. 486 213 44% 

- Labor interviews not in project file, nor could not be provided. 213 75 35% 
 

Subcontractor Approval 
A review to verify all subcontractors were approved by the district area engineer (AE) for the 
sampled projects (353 required as of December 2022) was performed. 

 
Exception Identified Required Exceptions % 

 Subcontractor approval not in project file. 353 80 23% 

- Subcontractor approvals not in project file, nor could not be provided. 80 27 34% 
 Subcontractor approval not in project file; however, were provided did not 

have approval (i.e., missing AE signature). 326 95 29% 

 
Prompt Payment Certification 
A review to verify receipt of monthly prompt payment certifications from the contractor for all 
subcontractors for the sampled projects (446 required as of December 2022) was performed. 
 

Exception Identified Required Exceptions % 

 Prompt pay certification not in project file. 446 134 30% 

- Prompt pay certification not in the project file, nor could not be provided. 134 35 26% 
 

Barricade Inspection Reports 
A review to verify two barricade inspections (Form 599) were conducted per month for the 
sampled projects (908 required as of December 2022) was performed.  
 

Exception Identified Required Exceptions % 

 Barricade inspection dates not entered in the SM checklist events. 908 334 37% 
- Barricade inspection reports not entered in the SM checklist event dates, 

nor could not be provided for observation. 334 27 8% 

 
Material Source Letter 
A review to verify receipt of material source letters for the sampled projects (26 required as of 
December 2022) was performed. 
 

Exception Identified Required Exceptions % 
 Material source letter not in project file. 26 7 27% 

- Material source letter not in project file, nor could not be provided. 7 7 100% 
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Management Action Plans (MAPs): 

MAP 1.1 Completion Date: February 15, 2024 Division: Yes District: Yes 
The Construction Division (CST) will work with the districts to standardize the retention location for 
construction project records and provide training (as needed) for project record retention in Project Wise.  
 
Districts will be required to use Project Wise including the folder structure developed by CST for projects let 
after January 2024. Districts without the capability to use Project Wise by the required date, will be required at 
minimum to implement the folder structure developed by CST, with full Project Wise implementation once the 
district has the capability.  
 
CST will update the Construction Contract Administration Manual (CCAM) for the retention of construction 
project records and include review of folder structure and use of Project Wise into semiannual monitoring 
performed by CST. 

MAP Owners: Duane Milligan, P.E., Director, CST 
District Director of Construction 

 
MAP 1.2 Completion Date: July 15, 2024 Division: Yes District: Yes 

By the March 2024 Director of Construction (DOC) meeting, the Construction Division (CST) will assemble a 
district work group to assist CST in developing:  
 draft required SiteManager checklist events.  
 draft project management job duties for recordkeepers, inspectors, and project managers.  
 
The checklist event dates and project management job duties will be discussed during the March 2024 DOC 
meeting and 2024 Annual Recordkeepers meeting. Updates will be made based on feedback received from 
the districts.  
 
By June 2024, the checklist event dates and project management duties will be published to CST’s web page 
and communicated to the District DOC. 
 
CST will update the Construction Contract Administration Manual (CCAM) for SiteManager checklist event 
dates and include review of required checklist event dates into semiannual monitoring performed by CST. 
 
Upon communication by CST, the District DOC will communicate required SiteManager checklist events for 
implementation and project management job duties guidance to applicable project management personnel 
(i.e., Area Engineer, project manager, inspector, recordkeeper, records auditor, etc.).  

MAP Owners: Jason Duncan, P.E., Deputy Director, CST 
District Director of Construction 

 
MAP 1.3 Completion Date: June 15, 2025 Division: Yes District: Yes 

The Construction Division (CST) will assemble a district work group to assist CST and a third-party consultant 
in developing job aids for each documented recordkeeper job duty.  
 
As individual job aids are created, they will be posted to CST’s web page, communicated (emailed) to the 
District Director of Construction (DOC), and discussed in the applicable quarterly DOC meetings. 
 
As the job aids are created and communicated by CST, the District DOC will communicate the job aids with 
district employees responsible for performing recordkeeper duties and/or training employees on recordkeeper 
duties.  

MAP Owners: Jason Duncan, P.E., Deputy Director, CST 
District Director of Construction 
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Finding No. 2: Interim Project Reviews 
 
Condition 
Interim project reviews are not always performed by the districts. These reviews are required to verify 
project compliance with all federal regulations and performance of work according to plans and 
specifications.  
 
Effect/Potential Impact  
Without timely, consistent, and standardized monitoring, there is an increased risk of not properly 
reviewing state/federal requirements and loss of project federal participation (funding) could be a 
result.  
 
For the seven projects that did not have a district conducted interim project review, exceptions were 
identified for a judgmental sample of pay items totaling $817K.    
 
Criteria 
Code of Federal Regulations Title 23 §1.9 states that federal-aid funds shall not participate in any 
cost which is not incurred in conformity with applicable federal and state law. 
 
The Construction Contract Administration Manual (CCAM) (August 2021) Chapter 16 states:  
 interim project reviews are required for federally funded projects and consist of informal field 

inspections and audits (coordinated with applicable district construction office auditor) that assist 
the Area Office with interim evaluations of project compliance with all federal regulations.  

 all projects be reviewed on a regular basis to ensure compliance with the contract requirements 
and that the work is performed according to the plans and specifications. 

 
Cause  
Although required, not all districts are currently performing interim project reviews due to resource 
availability and competing priorities. In addition, employees responsible for performing review, 
specific items to be reviewed, and frequency is left to the discretion of the districts. There is no 
monitoring performed to ensure interim project reviews are completed, as required by the CCAM. 
 
Evidence 
A review to evaluate interim project review completion, items reviewed, and frequency in which 
interim reviews are conducted was performed for five judgmentally selected districts.  
 
Project Review Completion 
A review to verify interim project reviews were completed for 25 selected projects was performed.  
 7 of 25 (28%) projects did not have an interim project review completed. 

- exceptions were identified for a judgmental sample of pay items totaling $817K.  
 
Project Review Checklist 
An evaluation of the items reviewed during interim project reviews was performed using district 
created project review checklists for the selected districts. 
 Although all checklists included project record items that complied with the CCAM, there was 

variation in the number of items to be reviewed and level of detail to utilize in performing review.  
 
Project Review Timing 
A review to determine the timing in which interim reviews are conducted was performed for the 
selected districts.  
 The timing frequency for the performance of interim project reviews varied (i.e., no review, 

45/75% complete, 30/60/90% complete, or quarterly review). 
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Management Action Plans (MAPs): 

MAP 2.1 Completion Date: July 15, 2024 Division: Yes District: Yes 
The Construction Division (CST) will assemble a district work group to assist CST in developing a required:  
 interim project review checklist. 
 interim project review schedule based on project duration. 
 
The interim project review checklist and schedule will be discussed during the March 2024 Director of 
Construction (DOC) meeting and 2024 Annual Recordkeepers Meeting. Updates will be made based on 
feedback received from the districts. CST will also recommend that DOCs perform an annual auditor allocation 
review based on interim project review schedule and District upcoming workload.  
 
By June 2024, the interim project review checklist and schedule will be published to CST’s web page and 
communicated to the District DOC. 
 
CST will update the Construction Contract Administration Manual (CCAM) for interim project reviews to include:  
 project interim reviews are to be completed by a district construction records auditor who is independent 

of the day-today management of the project records.  
 verification of interim project review completion into semiannual monitoring performed by CST. 
 
Upon communication by CST, the District DOC will communicate required use of interim project review 
checklist and schedule to applicable project management personnel (i.e., Area Engineer, project manager, 
recordkeeper, records auditor, etc.). 

MAP Owners: Jason Duncan, P.E., Deputy Director, CST 
District Director of Construction 
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Finding No. 3: Recordkeeping Segregation of Duties 
 

Condition 
The primary responsibility of construction project recordkeeping is not limited to the construction 
recordkeeper job title. Misalignment between work performed and job classification/description was 
identified for some construction records auditors among other job titles. 
 
Effect/Potential Impact  
A conflict was identified with two district employees  that performed interim project reviews for 
projects in which they were assigned daily with recordkeeper responsibility. 
 
Employees with additional construction project related titles (i.e., contract specialist, construction 
inspector, transportation engineer, etc.) who perform recordkeeping duties could create segregation 
of duty conflicts if performing reviews or approvals of project records in which they also 
created/maintained. 
 
Criteria 
The Human Resources Procedure Manual Chapter 4, Section 1 states the purpose of a job 
classification is to ensure that all employees are classified in accordance with the State’s Position 
Classification Plan and compensated appropriately and equitably for the work performed. 
 
Cause  
Assignment of project records management is left to district discretion based on resource availability. 
In addition, there was unawareness that employees performing reviews for the projects in which the 
employee had day-to-day management of was a conflict.  
 
District employees with a construction recordkeeper title were promoted into a construction records 
auditor title due to salary range limitations for the recordkeeper job position.   
 
Evidence 
Employees Performing Recordkeeping 
An assessment to determine the number and job title of the district employees who are responsible 
for construction project record management was performed for all 25 districts. (See Table 1) 
 

Table 1 

Employee Job Title 
Number of Employees by District Type Total Number  

of Employees Metro Urban Rural 
1 Construction Recordkeeper 57 58 40 155 
2 Construction Records Auditor 10 3 2 15 
3 Contract Specialist 15 0 0 15 
4 Construction Inspector  7 0 5 12 
5 Maintenance Support Tech 0 1 2 3 
6 Transportation Specialist 1 1 1 3 
7 Transportation Engineer  0 0 2 2 
8 Engineering Assistant 1 0 1 2 
9 Engineering Support  0 0 1 1 

10 Special Project Coordinator  0 0 1 1 
11 General Transportation Tech 1 0 0 1 
12 Traffic Systems Administrator 0 0 1 1 

Totals 92 63 56 211 
Source: Enterprise resource planning system as of October 28, 2022 and confirmed by the 25 districts 
 

 Twelve different job titles were identified for the 211 district employees assigned to manage 
construction project records. 
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Construction Records Auditor 
Further assessment of primary job duties/responsibilities and employee job descriptions was 
performed for the 15 employees with the construction records auditor title (See Table 1). 
 11 of 15 (73%) construction records auditors identified as also performing construction 

recordkeeper duties along with their primary construction records auditor responsibilities. 
- Two construction records auditors performed interim project reviews of projects for which 

the employee was assigned recordkeeper responsibility. 
 4 of 15 (27%) construction records auditors identified as only performing construction 

recordkeeper duties (i.e., job responsibility does not align with job title). 
 
 

Management Action Plans (MAPs): 

MAP 3.1 Completion Date: November 15, 2023 Division: No District: Yes 
The Directors of Construction will communicate to applicable project management personnel (i.e., Area 
Engineer, project manager, recordkeeper, records auditor, etc.) that when making assignments for project 
records management, segregation of duties should be ensured to prevent employees from performing reviews 
of the projects and/or specific items in which the employee had day-to-day management of (i.e., record-
keepers auditing their own project records, inspectors reviewing their own DWRs, etc.). 
MAP Owners: District Director of Construction 

 
MAP 3.2 Completion Date: June 15, 2024 Division: Yes District: No 

The Construction Division (CST) will: 
 update the Construction Contract Administration Manual (CCAM) to include segregation of duties for 

project records management.  
 assemble a district work group to assist CST reviewing the job descriptions related to project records 

management titles to ensure job descriptions are in alignment with job duties. Based on review, CST will 
recommend updates to the Human Resources Division (HRD) as necessary. 

MAP Owner: Jason Duncan, P.E., Deputy Director, CST 
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Finding No. 4: Recordkeeper Training 
 
Condition 
There is variation in the methods used to provide construction project management training leading to 
inconsistencies in job performance. A survey of applicable statewide personnel revealed not all 
employees considered their primary training method adequate, nor received proper instruction needed 
to perform recordkeeping job duties.  
 
Effect/Potential Impact  
Without adequate training, there is an increased risk of state and federal requirement noncompliance 
and inaccurate payment to the contractor.  
 
Criteria 
The Construction Contract Administration Manual (CCAM) (August 2021) Chapter 16 states proper 
contract administration includes complying with contract documents and specifications, ensuring 
compliance with state and federal regulations, and creating and maintaining accurate project records.  
 

The construction recordkeeper job profile states the recordkeeper is to maintain construction project 
records and process related paperwork, review and modify contract documents to reflect changes to 
the original contract, monitor records to verify compliance with state and federal laws, and determine 
payments due to contractor for work completed. 
 
Cause  
There is no mandatory training curriculum for construction recordkeepers. Training requirements and 
the level of effort delivered is based on the discretion of the district. 
  
Evidence 
Recordkeeper Training Completed 
An assessment to determine the training completion percentage for the Recordkeeper Boot Camp 
(CON320) was performed for employees identified as being responsible for construction project 
records management within all 25 districts. 
 

 Of the 211 district employees assigned to manage construction project records, 43% have 
completed the Recordkeeper Boot Camp training provided by the Construction Division.  

 

Recordkeeper Training Survey Feedback  
A survey to obtain feedback on recordkeeping training was performed in January/February 2023. 
Responses from 91 survey recipients in 25 districts was received. 

 

Training Received  
An assessment was performed to determine the primary method in which recordkeeping training 
was delivered and if that primary method was adequate to execute recordkeeping job duties. 
 

Training Method 
Number of Responses 

Primary Method Training Not Adequate 
On-the-job training from another construction recordkeeper 48 24 
On-the-job training from construction records auditor 14 2 
Self-taught (i.e., learned on own) 13 9 
Recordkeeper Boot Camp (CON320) 10 5 
On-the-job training from a non-recordkeeper/auditor 3 0 
Formal training classes conducted by district 2 0 
District recordkeeper meetings 1 0 

Totals 91 40 
Source: Recordkeeper training survey responses  
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 65 of 91 (71%) survey respondents stated the primary method in which training was delivered 
to them for their recordkeeping duties was on-the job training.  

 40 of 91 (44%) survey respondents stated the primary training method received was not 
adequate to perform recordkeeping job duties. 

 

Additional Training Needed  
An assessment was performed to determine the area in which additional training is needed per 
recordkeepers.  
 

Training Topic # Responses Requested Area of Training Focus 

Pay Items 64 
Understanding of item being paid, specific support needed for pay 
items, measurements/calculations, project records checklist, and 
tracking of items/payments 

DWRs 16 Information to be included in DWRs by inspector and how to review 
the information/items in the DWRs 

Prompt Pay 11 Certification purpose, training on systems (LCP Tracker, DMS) 
Total 91  

Source: Recordkeeper Training Feedback/Survey Responses  
 

 64 of 91 (70%) survey respondents stated pay items is the recordkeeper job duty area most 
needing additional training. 

 
 

Management Action Plans (MAPs): 

MAP 4.1 Completion Date: July 15, 2024 Division: Yes District: Yes 
The Construction Division (CST) will assemble a district work group to assist CST in developing a training 
matrix to include existing trainings that should be mandatory for all new TxDOT recordkeepers.  
 
The training matrix and mandatory trainings will be discussed during the March 2024 Director of Construction 
(DOC) meeting and 2024 Annual Recordkeepers Meeting. Updates to the training matrix including 
consideration for training of CEI recordkeepers will be made based on feedback received from the districts.  
 
By June 2024, the training matrix will be published to CST’s web page and communicated to District DOCs. As 
new job aids and new trainings are developed, the training matrix will be updated, published to the CST web 
page, and communicated to the District DOCs. 
 
Upon communication by CST, the District DOC will communicate the availability of the training matrix to 
applicable project management personnel (i.e., Area Engineer, project manager, recordkeeper, records 
auditor, etc.). 

MAP Owners: Jason Duncan, P.E., Deputy Director, CST 
District Director of Construction 
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Summary Results Based on Enterprise Risk Management Framework 

The Internal Audit Division uses the Committee of Sponsoring Organizations of the Treadway 
Commission (COSO) Internal Control – Integrated Framework version 2013. 

A defined set of control objectives was utilized to focus on operational and compliance goals for the 
identified scope areas. Our audit opinion is an assessment of the health of the overall control 
environment based on (1) the effectiveness of the enterprise risk management activities throughout 
the audit period and (2) the degree to which the defined control objectives were being met. Our audit 
opinion is not a guarantee against operational sub-optimization or non-compliance, particularly in 
areas not included in the scope of this audit. 
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Closing Comments 

This report is prepared for the Texas Transportation Commission and for the Administration and 
Management of TxDOT. The report presents the results of the Construction Project Management – 
Recordkeeper Development audit which was conducted as part of the Fiscal Year (FY) 2023 Audit 
Plan.  
 
We conducted this performance audit in accordance with Generally Accepted Government Auditing 
Standards and in conformance with the International Standards for the Professional Practice of 
Internal Auditing. Those standards require that we plan and perform the audit to obtain sufficient, 
appropriate evidence to provide a reasonable basis for our findings and conclusions based on our 
audit objectives. Recommendations to mitigate risks identified were provided to management during 
the engagement to assist in the formulation of the management action plans included in this report.  
 
The results of this audit were discussed with the Construction Division Director and District Engineers 
on August 16, 2023. The Internal Audit Division appreciates the cooperation and assistance received 
from the personnel contacted during this audit. 
 


