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subject: 	 180- DAY RESPONSE 1'0 THE DGS CONTRACT DELEGATION AUIHT 

The Division ofProcurement and Contracts (DPAC) has attached the 180-Day Response to the 
DOS Contract Delegation Audit Reporl dated .ltme 30, 2014. DPA C has completed the remaining 
action items as scheduled. 

Attachments: 

"Provide l! SC"je, sustainable, mtegrated and ejf1cie111 lrunsportotion system 
to enhance Col!fomra seconomy and llvubili(J'" 



Audit~ and lnvestiJ!:ations (A&I)- 180 Day Response 
IAndit Name: DGS Contract Dele2atloo I AuditNo. P4000-0J90 I 

Auditee Division ofProcurement and Contracts 
Audit Report Findin2 # 1 
List FiudinK Here SmsU.Dollar Valp~trJeb did not Alwavs Comnlv with tM State Contractio11. Manual 

btimated Completion 
StaIfR~sponsibleA&I Audit Recommendation Auditee Respon~ to Draft Report Date A&JAnah~i~ 

Audits recommends that DPAC implement appropriate oversight and A !mining module has been developed and published on the DPAC intranet site 
training to ensure that the prepamrs of small dollar value contracts for use by Caltrans staff statewide. The comprehensive training discusses the 

Aug,u~t 31, 2013 Charles Gray
obtain at lenst two quotes or cost justification documentation when requirements for o:,tainir.g two quotes (or cost justification) and ftle 
selecting vendors; and retain docurnentation in the contract files. documentation. 

Audits recommer.ds that DPAC continue with the a.ctinns taken 10 DPAC devcioped and implemented a tracking system to ev3!uate each incoming I 

address split purchases and monitor small dollar contracts pc:riodically small dollar contract request to identify split purchases in real time. lf a request January J l, :w 14 Charles Gray 
for split purchases. appears to be split, it is denied and returned to the requestor. 

Audit Report .lfindiog # 2 
List Finding f:lcrt' Som~: CAL-( ar~tPg..,;bl\$e"did not( o~j)Jy with the CAL-C:atd Handbook 

Audits recommend DPAC continue to monitor CAL-Card purchases 
DPAC implemented a new comprehensive compliance program in October 20l3. 

and notify cardholders and approving officials when the cardholders 
The program mcludes the review ofStatement of Accounts. evaluation of Octorer 3 J, 201J \.ian Jo Snider 

have violated established rules. 
purchases, and progressive notification ofviolations which, if not corrected, may 
result in card cance!lati.on. 

Audits recommend DPAC take appropriate action for violations to 
DPAC implemented a new comprehensive compliance program in October 2103. 

ensure cardholders and approving officials comply with established 
The program includes the review ofStatement of Accounts, evaluation of October 31 , 2013 Mari Jo Snider 

handbook rules. 
purchases, and progressive notification of violations which, ifnot corrected, may 
result in card canceHation. 

Audit Report Findlnell 3 
List Finding Hen Work on Some Contracts Startn Befor-e Coetr:act Auoroval 

DPAC developed and maintains a mandatory Contract Manager Training. The 
Audits recommend DPAC ensure that verbal communication for work training module has been revised to include direction to Controct Managers 
to start lor expert witness contracts is followed up in llll'iting and regarding written notification to Contractor to begin work and the requirement to June 27, 2014 Lisn Martin 
retained in the contract file. retain such noti!ica1ion in the contract file. The requirement is currently 

contained in the Contract Mana£er Handbook. 

DPAC developed and maintains a mandatory Contrnct Manager Training. The 
Audits recommend DPAC emphasize proredures to ensure that training module has been revised to emphasize the requirement for Contract 

contrncts are fully executed by requiring authorized signatures before Managers to provide written notification to Contractor to begin work only after June 27,2014 Lisa Martin 

work stnrts. the contract is fully executed (all required signatures are obtained). The 
requirement is currently contained in the Contracl Manager Handbook. 

DPAC developed and maintains a mandatory Contract Manager Training. The 
Audits recommend DPAC emphasize to contract managers that 

training module has been revised to emphasize that invoice approval and 
payment for services rendered ma)' only be authorized after ~ontra.ct 

payment processing cannot be authorized prior to comract execution. The 
June 27,2014 Lisa Manin 

approval. 
rcqui~rncnt is currently contamed in. the Contract Manager H•ndbook. 

Andit RePOrt Fioding # 4 ... 
List Filtdine Hen Hazardous W11ste Contractt. were not Submit ed toDGS fGr A_pp_rO.al 

On November 25,2014, the Department of General Services' (DGS) Otlice of 
Audits recommend DPAC implement appropriate oversighl and Risk and Insurance Management (ORIM) provided training to DPAC contract 
training for contract walysts to ensure all hazardous waste contracts and procurement analysts. The contract risk management insurance Training November JO, 2014 Lisa Martin 
were approved by DGS. session focused on insurance requirements and DGS ORJM's role, including the 

tonic of contracts for ha2ardou.~ activities. 

Audits re<:ommend DPAC ensures all contrncts are properly coded for 
DPAC will remind staff of the requiremeniS for entering contra<.'\ data into the 

accurate reporting ofall controct data. contract tracking system (CATS) and remind Contract Officers to ensure coding July 1, 2014 Sabrina McGlothin 
was urooerlv entered before si<mine anv contract. 

lof 2 12/31/2014 



Audih and Io~·cstigations (A&I)- 180 Day Response
IAudit Name: DGS Contract Dele2.ation I I AuditNo. P4000-m90 I 

Auditee. Division ofProcurement and Conttacls 
Audit Report Finding# 5 
List FiDdfn2 Here Contract M.oa~:en are not Alwavs Review1D2Iuvokes.Adeauatelv 
Audits recommend DPAC remind contract managers oftheir contract DPAC facilitated issuance ofpolicy notifYing Contract Managers of their 
administration responsibilities through written correspondence and by responsibilities and requiring annual Contract Manager training (DD-112 issued March 13, 20!4 Lisa Martin 
requiring fonnal on-_going trainine. March !3, 2014). 
Aud.it Report FI.Ddllll! .# 6 
List Fladlng Here l\>tis!ine.Contr:lct Files and OOI!umentatmn 

The contract file dccmca missing during the audit (contract number J2AO t49) 

Audits recommend DPAC wntinue to locate tl1e missing contract Jiles. has been located . DPAC has implemented a new fil in g syst~m which imposes 
December 31, 2014 Sabrina McGlothin 

controls to ensure files are accounted for wh<!ll checked out ofthe primary tiling 
locations. 

Audits recommend DPAC implement a pn>cess such as a checkout DPAC adjusted the filing system process, leveraging current technology, to track 
October 3 1, 2014 Sabrina McGlothin 

cards ~equiring staff to sign for fi lcs when checkw out the retrieval storage, and return of files within the fi!ino. svstem. 
The Caltrans Records Retention Schedule (RRS) Coordinator is facilitating a 

Audits recom me nd DPAC retain all co ntract files in a~ordance with regular department-wide update of all RRS on file with DGS. DPAC ha.~ 
October 3 ! , 20 .! 4 Sabrina McGlothin 

the record retention policy. updated its RRS through this process and is awaiting review and approval 
scheduled for Februarv 3 20[5. 

Audits recommend DPAC record the registration number assigned by 
DPAC will remind staff of the requirements for recording the SCPRS number on 
the purchasing documents and remind Contract Officers to ensure the July I, 2014 Sabrina McGlothin 

SCPRS on all purchase documents during the procurement process. 
information is properly recorded before signing any contract or purchase order. 

Contract managers are currently advised ofthe evaluation requirements through 
content in the contmct mangers training, handbook and distribution letter. 

Audits recommend DPAC develop and implement a process to ensure 
DPAC has revised content in the contract managers Training to emphasize and 
clarify the requirem ent to complete and submit the contractor evaluation fonn

that the contract/contractor evaluation form, STD 4, is prepared within 
(Std. 4) within 60 days after the expiration ofconsulting services contracts in August 31 , 2014 Sabrina McGlothin 

60 days of the completion for all consultant services for $5,000 or more: 
and retain the form for 36 months. 

excess of$5,000 as required by P CC 10367 and PCC \0369. DPAC has 
developed and implemented a process to ensure the contmctor evaluation form 
(Std. 4) is prepared and submitted within 60 days after the expiration of the 
consulting contract; and retention ofthe form for 36 months. 

A udlt Reoori FJndiJII!! # 7 
List Flndiaa Re"' D•Uo di$!;~neies ill th4.'_( onfniCI AdmlnistratioA Trackin_a_System 

Audits recommend DPAC correct the inaccurate da ta identified in 
DPAC will correct the inaccurate data. in CATS, remind Contract Officers to 

CATS and implement procedures to ensure data accuracy. 
ensure coding was properly entered before s igning any contract, and implement a July 1, 2014 Sabrina McGlothin 
process to r""iew a sam pling of CAT S entries for accuracy on a quarterly basis. 

Audits recommend DPAC ensure contract analysts review the data in 
DPAC will remind staffof the requirements fur entering contract data into the 

C ATS at the time of controct execution !o ensure its accuracy. 
contract trac~ing system (CATS) and remind Contract Officers to ensure coding July t. 2014 Sabrina McGlothin 
was pronerly ~ntered before sigoin2 any contract. 

2 ol2 12/3V20l4 
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Memorandum Seriou.~ tlmul/hC. 
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To: WILLIAM E. LEVv'IS D:1te: September 12, 2014 
ASSISTANT DIRECTOR 
AUDITS AND INVESTIGATIONS File: P4000-0390 

\\J.J~ 
From: 	 FRANCESCA NEGRI1A. '-'!-~~ 

Division Chie.f 1'1 
Division of Procurement and Contracts 

Suhj~ct: 	 60 ·DAY RESIJONSE TO THE DGS CONTRACT DELEGATION AUDIT 

The Division of Procurement and Contracts (DPAC) has attached the 60-Day Response to the 
DOS Contract Delegation Audit Report dated June 30, 2014. DPAC ha~ implemented 13 of the 
17 audit Ending disposrtians and is on track to complete the remaining action items as 
scheduled. 

Attachments: 
(r· 60 D R . . 	 -- .. ~'· -··~. --.- . .. . 

"hol'Iril· o ·''~(e..w5/CllfUiblc. imegroted cmd ej(icienl froll~ponct/twr .~t·stem 
to ~uhniiC~ Califomia s ~conr>myand li~ahility'' 

http:DI!.PAlft'MJ.Wr


Audits and lnvesti2alions (A&r)  60 Day Response 
IAudit Name: DGS Contract Deleaatio11 I I Audil No. P4000-0390 

Auditee: Division of Procurement and Contracts 

Audit Report FiadinR tl 1 
List Fiadillg Here SguJJ Dollar Value Coatrxu did not Alwan Camilli~ with the State Cootradinll Manual 

Estimated Completion 
Staff Responsible

A&I Audit Recomme11dalioo Auditee Response to Draft Report Dale A&I Analysis 

Audit~ recommends that DPAC implement appropriate oversight and A training module has been developed and published on the DPAC intra net site 
training to ensure that the prcparers of small dollar value contracts for use by Callrans staff statewide. The comprehensive training discusses the 

August JJ, 20B Charles Gray 
ohtain at least two quotes or cost juslilication documentHtion when requir~ment~ for obtaining two quotes (or cost justification) and file 
selecting vendors: and retain documentation in the contract files. documentation. Finding addressed. No further 

follow·up neces~ry. 

Audits recommends th:ll DPAC continue with the uctions taken to DPJ\C developed and implemented a trucking system to evaluate each incoming 
address split purchase.« and monitor small dollar contracts periodically small dollar contract rcque.~t to identify split purchases in real time. If a requc<t .January 31. 2014 Charles Gray 

f'inding addressed. No further
for split purchHses. aprears to be split, it is denied and returned to the reque.~tm. 

follow-up necessary. 

Audit Report Finding II 2 

List l'illd~ Hcru Some CAL-Card I~rcbase did not Co~u!v with the CAL-Card Handbook 

Audits recommend DPAC continue to monitor CAL-Card purchases 
DPAC implcmcnteu ~new comprehensive compliance program in O<.:tohcr 2013. 
The program includes the review of Statement of Accounts, evaluation of

and notify cardholders and approving officials when tho cardholders 
purchases, and progressive notification of violation.~ which, if not corrected. may 

October 31. 2013 Mari Jn Snider 
have violated established ru I e.<. 

result in card cancellation. Reviewed by A&l 

Audits recommend DPAC take appropriate action for violations to 
DPAC implemented a new comprehensive compliance program in October 2103. 
The program includes the review of Statement of Accoums. evaluation of 

ensure Cllrdholders and approving officials comply with established 
purchases. and progressive notification of violations which. if not corrected, may 

October 31.2013 Mari J o Snider 
handhook rules. 

result in card cancellation. Reviewed by A& I 
Audit Report Fiud.ing II 3 
Ust Fiudill2 Here Work on Some Co11trecb Started Before Contract ADvroval 

DPAC developed and maintains a mandatory Contract Manager Training. The 
Audits recommend DPAC ensure that verbal communication for work training module has been revised to include direction to Contract Managers 
to start for expert witness contracts is followed up in writing and regarding written notific-.ation to Contractor to begin work and the requirement to June 27. 2014 Lisa Martin 
retained in the contract file. retain such notification in the contract file. The requirement is currently 

contained in the Contract Manager Handbook. Confirmed by A&l 

DPAC developed and maintains a mandatory Contract Manager Training. The 
Audits recommend DPAC emphasize procedures to ensure that training module has been revised to emphasize the requirement for Contract 
contract~ are fully executed by requiring authori7.ed ~ignature.~ before Managers to provide written notification to Contractor to begio work only after June 27.2014 Lisa Martin 
work starL~. the contract is fully executed (a.ll required signatures are obtained). The 

requirement is currently contained in the Contract Manager Handbook. 
Confirmed hy A&! 

Audits recommend DPAC emphasize ro contract managers that 
DPAC developed and maintains a mandatory C.ontract Manager Training. The 

payment for service~ r~ndered may only be authorized after contract 
training module has t>eeo revised to emphasize that invoice apprnval and 

June 27, 21114 Li.<;a Martin 
approval. 

payment proces~ing cannot be authorized prior to contract execution. The 
requirement is currently contained in the Contract Manager Handbook. Confirmed by A&l 

iAuclit Report FladiDa I 4 
List Fiodia11 Hen HazanloWI Waste Contnlcls were aof. SubuaiUeclto DGS ror Aouroval 
AudiL~ recommend DPAC implement appropriate oversight and training DPAC will partner with DGS Office of Risk and Insurance Management to 
for contract analysts ro en.~ure all hazardous waste contacts were develnp and is.~ue training to Contract Analysts regarding the requirements for November 30, 2014 Usa Martin 
approved by DGS. hazardous waste contract approvals. Pending 

Audits recommend DPAC ensures all contraCL~ are properly coded for 
DPAC will remind staff of the requirements for entering contr~ct data into the Action appears adequ;~te to 

accurate reporting of all contract data. 
contract tracking system (CATS) and remind C(lnUact Officers to ensure coding July 1. 2014 Sabrina McGlothin address finding and 
was properly entered before signing any contract. recommendation. 

lof2 



Audits aad lnvestiaatioas (A&n  60 Day Respoose 
Audit Name: DGS Contnct Ddel!ation I I AuditNo. P4000-0390 

Auditee: Division of Procurement and Contracts 

Audit Re~rt Flndill211 S 
Ust Flnd.iDg Hen Contract Ma11.12ers are not Alwavs Reviewiatz IDvoices Adeouatelv 
Audits recommend DPAC remind contract managers of their contract DPAC facilitated i~suance of policy notifying Contract Managers of their Reviewed by A&L Action appears 

administration respon.~ibilities through writttn correspondence and by responsibilities and requiring annual Contract Manager !mining (DD-112 issued March 13, 2014 Lisa Marlin adequate to addres.~ finding and 

requiring formal on-going training. March 13, 2014). recommendation. 

Audit RePOrt FlndlnRill It 
r.i.~t Findin~ Rert' Missine.Contract Files 11nd Docurneotation 

Audits recommend DPAC continue to locate the mis.~ing contract files. DPAC will continue efforts to locate the missing contract files. December 31. 2014 Sabrina McGlothin 
Pendino 

Audits recommcml DPAC impl~ment a proL-ess such ~s • checkout 
DPAC will adjust the existing checkout filing system using current technology to 
track the location nf files when they are checked out and not in their primary October 31,2014 Sabrina McGlothin 

cards requiring staff to sign for file.~ when checked out. 
filing location. Pending 

Audit~ n:cummenu DPAC retaiu all contract files in ac.:cordance with the DPAC willmodi(y the current n:c.:urds relention proc.:~ss and schc<lule ~nd 
October 31. 2014 Sabrina McGlothin 

record retention policy implement changes deemed necc~sary to improve internal controls. Pcndina 

AudiL<; reco mmend DPAC record the registration number assigned by 
DPAC will remind staffof the requirements fur recording the SCPRS number on 

Reviewed by A&I. A.:tion appears
the purchasing documents and remind Contract Officers to ensure the July 1, 2014 Sahrina McGillthin 

SCPRS on all purchase documents during the procuremem process. 
information is properly recorded before signing any contract or purchase order. 

adequate to address finding and 
recommendation. 

Contract managers ar~ currently advised of the evaluation requirement~ through 
content in the contract mangers training. handbook and distribution letter. DPAC 

Audit• recommend DPAC develop and implemem a process to en~ure 
has revised content in the contract managers training to emphasize and clarify the 

that the contract/contractor evaluation form, STD 4, is prepared within 
requirement to complete and submit the contractor evaluation form (Std. 4) 

60 da~ of the completion for all consultant services for S5,000 or more; 
within 60 days after the expiration of consulting services contracts in exces,:; of August31. 2014 Sabrina McGlothin 
$5,0{H) a.~ required by PCC JOJ67 and PCC 10369. DPAC ha.' developed and 

and retain the form for 36 months. 
implemented a process to ensure the contr~ctor evaluation form (Std. 4) is 
prepared and submiued within 60 da~ after the expiration of the consultiog Reviewed by A&I. Action appears 

contract; and retention of the form for J6 months. adequate to address finding and 
recommeod~tion. 

Audit Report Finding, 7 
List Finding Here Data lliscreuandealn tbe Coatnc:tAdmlnbtntioo Trac:lllns!: Svstern 

Audits recommend OPAC correct the inaccurate data identified in 
DPAC will correct the inaccurate data in CATS, remind Contract Officers to 

Reviewed by A&l. Action appears 
ensure coding was properly entered before signing any contract, and implement a July 1, 2014 Sabrina McGlothin 

CATS and implement procedures to ensure data accuracy. 
proce:>s to review a S<Ompling of CATS entries for accuracy on a quarterly basis. adequate to address finding and 

recommendation. 

Audit~ recommend DPAC ert<ure contract anal~ts review the data in 
DPAC will remind staff of the requirements for entering contract data into the Reviewed by A&I. Action appears 

CATS at the time of contract execution to ensure its accuracy. 
contract tracking s~tem (CAT$) and remind Contract Officers to ensure coding July I. 2014 Sabrina McGlothin adequate to address finding and 
was properly entered before signing any contract. recommendation. 
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