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The Division of Procurerment and Contracts (DPAC) has attached the 180-Day Response to the
DGS Contract Ielegation Audit Report dated June 30, 2014, DPAC has completed the remaining

action items as scheduled.
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Audits and Investipations (A&T) - 180 Day Response

A&I Audit Recommendation

Auditec Response te Draft Report

Date

[Andit Name: __DGS Contract Delegation | Audit No. _ P4000-0390
Auditee Division of Procurement and Contracts
Audit Report Finding # 1 o :
|List Finding Here  Smalf Doilar Valne Contracts did not Always Comply with the State Confracting Manual
Estimated Completion $talf Responsible

A&T Analysis

Audits recommends that DPAC implement appropriate oversight and
training to ensure that the preparers of small dollar value confracts
obtain at least two quotes or cost justification documentation when
sefecting vendors; and retain documentation in the contract files,

A training module has been developed and published on the DPAC intranet site
for use by Caltrans staff statewide. The comprehensive training discusses the
requirements for obtaining two quotes {or cost justification) and file
documentation,

Aupust 31,2013

Charles Gray

Audits recommends that DPAC continue with the actinns taken 1o
address split purchases and monitor simall dollar contracts penodically
for split purchases.

DPAC deveioped and implemented a tracking system to evaluate each incoming
small doilar contract request to identify split purchases in real time. if a request
appears to be split, it is denied and returned to the requestor,

January 31, 2614

Charles (ray

Andit Report Finding # 2

List Fiuding Here  Some CAY-Card Purchase did not Comply »
Audits recornmend DPAC continue (o meonitor CAL-Card purchases
and notify cardholders and approving officials when the cardholders
have violated established rules.

vith the CAT-Card Handbeok

The program includes the review of Statement of Accounts, evaluation of
purchases, and progressive notification of vielations which, if not corrected, may

DEAC implemented a new comprehensive compliance program in October 2013,

Qctober 31, 2013

Mari Jo Spider

result in card cancetiation

Audits recommend DPAC take appropriate action for violations to

DRAC implemented a new comprehensive compliance program in October 2103,

10 start for expert witness centracts is followed up in writing and
fretained in the contract fife.

regarding written notification to Coniractor to begin work and the requirement 1o
retain such notification in the contract file, The requirement is currently

contained in the Contract Manager Handbook.

ensure cardholders and approving officials comply with established A5 pragm i Jach ﬂfc i Dr.smmém D? Awou_n s ?va;"amn of October 31, 2013 Marti Jo Snider
- pu:.cha_ses, and progressive notification of violations which, if not corrected, may
- result in card cancellation.
Audit Report Finding # 3
List Finding Here Work on Same Contracts Started Before Contract Approval
DPAC developed and maintains a mandatory Contract Manager Training. The
Audits recommend DPAC ensure that verbal communication for work  {training moduls has been revised to include direction to Contract Managers
June 27,2014 Lisa Mariin

Andits recommend DPAC emphasize procedures to ensure that

DPAC developed and maintains & mandatory Contract Manager Training, The
training module has been revised to emphasize the requirement for Coniract

accurate reporting of afl contract data.

was properly entered before signine any contract.

contructs are fully executed by requiring autherized signatures before | Managers to provide writien notification to Contractor to begin work only after June 27, 2014 Lisa Martin
work sleris. the contract is fully execcted {all required signatures are obtained). The
requirement is currently contained (n the Contract Manager Handbook.
Audits recommend DPAC emphasize to contract managers that D?’A‘.C fevgiopes ﬂ?d "na!nt—a‘l..ms 2 mandatory Contrgct M:an?!ger Tr‘arnmg. Ll
payrment for services rendered may only be amthorized after contract ding oduls !135, D W b i phanze fhat INVOIee ApDT r‘J.vaJ i June 27, 2014 Lisa Martin
S pamen: pracessing cannot be zuthpnzed prior fo comiract execution. The
requirement s cwrently contained in the Contract Manages Handboek.
Audit Report Finding # 4 .
List Finding Here  Hazardous Wagte Contracts were not Submjitted to DGS for Approval
On November 25, 2014, the Department of General Services' (DGS) Office of
Audits recommend DPALC implement appropriate oversight and Risk and Insurance Management {ORIM) provided training to DPAC contract
trairing for contract analysts to ensure all hazardous waste contracts and procurement analysts. The contract risk management insurance Training November 30, 2014 Lisa Martin
were approved by DGS. session focused on insurance requirements and DGS ORIM's role, including the
topic of contracts for hazardous activities,
: X ; DPAC will remind staff of the requirements for entering contract data into the
SRR ERARIITIE I G CUBUEES M DRI SR DRl N o contract tracking system (CATS) and remind Contract Officers to ensure coding July 1, 2034 Sabrina McGilothin
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Audits and Investigations (A&¥) - 180 Day Response

|Andit Name: __DGS Centract Delegation [

[ Audit No. _P4000-0350

Auditee. Division of Procurement and Contracts

Audit Report Finding ¥ 5

{List Fim Here Contract
Angits recommend DPAC remind contract managers of their contract
administration responsibilities through written correspondence and by

DPAC facilitated issuance of policy notifying Contract Managers of their
responsibilities and requiring annual Contract Manager training (DD-112 issued
March 13, 2014),

March 13, 2014

Lisa Martin

requiring formai on-poing training.
Audit Report Finding #. 6

List Finding Here  Missing Contract Files and Docuntentation

Audits recommand DPAC continue to locate the missing contract files,

The contract fite deemed missing during the audit (contract number 32A0149)
has been Jocated. DPAC has implemented 2 new filing system which imposes
controls to ensure files are accounted for when checked out of the primary filing
locations,

December 31, 2014

Sabrina MeGlothin

Audits recommend DPAC implement a process such as a checkout
cards requiring staff o sign for files when checked ot

DPAC adjusted the filing system process, leveraging current technology, to track
the retrieval, storage. and return of files within the filing system.

October 31, 2014

Sabrina McGlothin

Audits recomtend DPAC retain all contract files in accordance with
the record retention policy.

The Caltrans Records Retention Schedule (RRS) Coordinator is facilitating a
regular department-wide update of all RRS on file with DGS. DPAC has
updated its RRS through this process and is awaiting review and approval
scheduled for February 3, 2015,

October 31, 2014

Sabrina McGlothin

Audits recommend DPAC record the registration number assigned by
SCPRS on all purchase documents dunng the procurement process.

DPAC will remind staff of the requirements for recording the SCPRS number an
the purchasing docurnents and remind Comtract Officers to ensure the
mformation is properly recorded before signing any contract or purchase order.

July 1, 2014

Sabrina McGlothin

Audits recommend DPAC develop and implerment a process o ensure
that the contract/contractor evaluation form, STD 4, s prepared within
60 days of the completion for ali consultant services for 55,000 or more;
and retain the form for 36 months.

Contract managers are currently advised of the evaluation requirements through
¢ontent in the contract mangers training, handbook and distribution letter.
DPAC has revised content in the contract managers fraining to emphasize and
clarify the reguirement to complete and submit the contractor evaluation form
(Std. 4) within 60 days afler the expiration of consuiting services contracts in
excess of $3,000 as required by PCC 10367 and PCC 10369, DPAC has
developed and irmplemented 2 process to ensure the contractor evaluation form
{Std. 4} is prepared and submitted within 60 days afier the expiration of the
consuiting coniract; and retention of the form for 36 months.

August 31, 2014

Sabrina McGlothin

Audit Repori Finding# 7

List Finding Here  Data discrepancies in the Contract Administri

Audits recommend DPAC carrect the inaccurate data identified in
CATS and implement procedures to ensure data accuracy.

tion Tracking System

DPAC will correct the ipaccurate data in CATS, remind Contract Officers to
ensure coding was propesly entered before signing any contract, and implement a
process ta review a sampling of CATS entries for accuracy on a quarterly basis

Tuly 1, 2044

Sabrina McGlothin

Audits recommend DPAC ensure contract analysts review the data in
CATS at the time of contract execution to ensure its acouracy.

DPAC will remind staff of the requirements for entering contract data into the
contract tracking system (CATS) and remind Contract Officers to ensure coding

was properly entered before sipning any conrract,

July 1, 2014

Sabrina McGlothin
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To: WILLIAM E. LEWIS batee  September 12, 2014
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- e 4 '
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M
From: FRANCESCA NEGRI;A' A (-
Division Chief b
Division of Procorement and Contracts
Subject: 60 - DAY RESPONSE TO THE DGS CONTRACT DELEGATION AUDIT

The Division of Procurement and Contracts (DPAC) has attached the 60-Day Response to the
DGS Contract Delegation Audil Report dated June 30, 2014. DPAC has impiemesnted 13 of the
17 audi {inding dispesitions and is on track to complete the remaining aclion items as
scheduled.

Attachments:
(13 60 Dav Res
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Audits and Investigations (A&T) - 60 Day Response
|

A&I Audil Recommendation

Auditee Response (o Drafl Report

Date

|Andit Name: ___DGS Contract Delegation | Audit No. _P4000-0380 |
Auditee: Division of Procurement and Contracts
Audit Report Finding # 1
List Finding Here  Small Dollar Valoe Contract: not Always Comply with the State Contracti nual
Estimated Completion Staff Responsible

A&! Analysis

Audits recommends that DPAC implement appropriate oversight and
training lo ensure that the preparers of small dollar value contracts
oblain a1 least two quotes or cost justification documentation when
selecting vendors: and retain documentation in the contract files.

A training module has been developed and published on the DPAC intranet site
for use by Caltrans staff statewide. The comprehensive training discusses the
requirements for oblaining two quoles {or cost justification) and file
documentation.

Augusi 31, 2013

Charles Gray

Finding addressed. No further
follow-up necessary.

Andits recommends shat DPAC continue with the actions taken to
address split purchases and monitor small dollar contracts periodically
for split purchases.

DPAC developed und iimplemented a tracking system to evaluale each incoming
small dollar contract request to identify split purchases in real fime. If & request
appears to be split, il is denied and returned to the requesior.

January 31, 2014

Charles Gray

Finding addressed. Mo further
follow-up necessary.

Audit Report Finding # 2

List Finding Herv Some CAL-Card Purchase did pot Comply v
Audits recommend DPAC continue 1o monitor CAL-Card purchases

and notify cardholders and approving officials when the cardholders
have violated established rules.

vith the CAL-Card Handbook
DPAC implemented @ new comprehensive compliance program in October 2013,

The program includes the review of Staiement of Accounts, evaluation of
purchases, and pragressive notificstion of violations which, if not corrected, may
result in card cancellation.

October 31, 213

Mari Jn Snider

Reviewed by A&l

Audits recommend DPAC take appropriaie action for violations to
ensure cardholders and approving officials comply with established
handbook rules.

DPAC implemented a new comprehensive compliance program in October 2103.

The program includes the review of Statement of Accounts, evaluation of
purchases, and progressive notification of violalions which, if not corrected, may
result in card cancellation.

October 31, 2013

Mari Jo Snider

Reviewed by A&

Audit Report Finding # 3

List Finding Here ‘Work on Some Coniryc

Audits recommend DPAC ensure that verbal communication for work
1o start for expert witness contracts is followed up in writing and
retained in the contract file.

ried Before Contracl

Tuval

DPAC developed and maintains « mandatory Contract Manager Training. The
training module has been revised to include direction to Contract Managers
regarding written notification 10 Contractor to begin work and the requirement to
retain such notification in the contract file. The requirement is currently
contained in the Contract Manager Handbook.

Tune 27, 2014

Lisa Martin

Confirmed by A&

Audits recommend DPAC emphasize procedures o ensure that
contracts are fully executed by reguiring authorized signatures before
work starts.

DPAC developed and maintains a mandatory Contract Manager Training, The
training mndule has been revised to emphasize the requirernent for Contract
Managers to previde written notification to Contractor lo begin work only after
the contract is fully executed (3l required signatures are obtained). The
requirement js currently contained in the Contract Manager Handbook.

June 27, 2014

Lisa Martin

Confirmed by Ak}

Audits recommend DPAC emphasize o contract managers that
payment for services rendered may only be avthorized after contract
appraval.

DPAC developed and maintains a mandatory Contract Manager Training. The
training module has been revised to emphasize that invoice approval and
payment processing cannot be authorized prior to contract execution. The
requirement is currently contained in the Contract Manager Handbook.

lune 27, 2014

Lisa Martin

Confirmed by A&t

jAudit Report Finding & 4

Audits recommend DPAC implement appropriate oversight and training
for contract analysts to ensure all hazardous waste contacts were
approved by DGS.

Liss Finding Here _ Harardous Waste Contracts were not Submitied tp DGS for Approval

DPAC will partner with DGS Office of Risk and Insurance Management to
develop and isswe training to Contract Analysts regarding the requirements for
hazardous waste contract approvals.

November 30, 2014

f.isa Martin

Pending

Audits recommend DPAC ensures @ll contracts are properly ceded for
accurate reperting of all contract data.

DPAC will remind staff of the requirements for entering contract data into the
contract tracking system (CATS) and remind Contract Qfficers Lo ensure coding
was properly entered before signing any contract.

July 1, 2014

Sabrina McGlothin

Action appears adequate to
address finding and
recommendation.

laf2




Audits and Investigations (A&I) - 60 Day Response

|_Andit No._P4600-0396

JAudit Name: __DGS Contract Delegation |

Auditee: Division of Procurement and Contracts

Audit Report Finding # 5

List Finding Here Contract Managers il s Review

Audits recormnmend DPAC remind contract managers of their contracl
administration responsibilities through written correspondence and by
requiring formal on-geing training.

March 13, 2014).

DPAC facilitated issuance of policy notifying Contract Managers of their
responsibilities and requiring annual Contract Manager training (DD-112 issued

March 13, 2014

Lisa Martin

Reviewed by A&I. Action appears
adequate to address finding and
recommendation.

Andit Report Finding # 6

ing Contract Files and Docomentstion

List Finding Here

Audits recommend DPAC continue to locate the missing contract files.

DPAC will continue efforis to locate the missing contract files.

December 31, 2014

Sabrina McGlothin

Pending

Audits recommend DPAC implement a process such as a checkout
cards requiring staff to sign for files when checked out.

filing location.

DPAC will adjust the existing checkout filing systern using current technology to
track the location of files when they are checked out and not in their primary

October 31, 2014

Sabrina McGlothin

Pending

Audits recommend DPAC retain all contract files in accordance with the
record retention palicy

DPAC will modify the current records retention process and schedule and
implement changes deemned necessary to improve internal controls.

October 31, 2014

Sabrina McGlothin

Pending

Audits recommend DPAC record the registration number assigned by
SCPRS on all purchase documents during the procurement process.

DPAC will remind sta

the purchasing documents and remind Contract Officers to ensure the
information is properly recorded before signing any contract or purchase order.

{f of the requirements for recording the SCPRS number on
July 1, 2014

Sabrina McGlothin

Reviewed by A&L Action appears
adequate to address finding and
recommendation.

Audits recommend DPAC develop and implement a process o ensure
that the contract/contractor evaluation form, STD 4, is prepared within
60 days of the completion for all consultant services for 35,000 or more;
and refain the form for 36 menths.

content in the contract

within 60 days after th
$5.000 as required by

Contract managers are currently advised of the evaluation requiremenis through

has revised content in the contract managers training to emphasize and clarify the
requirement to complete and submit the contractor evaluation form (Std. 4)

implemented a process o ensure the contractor evaluation form (Std. 4) is
prepated and submitied within 60 days after the expiration of the consultiog
contract; and retention of the form for 36 months.

mangers fraining, handbook and distribution letter. DPAC

¢ expiration of consulting services confracts in excess of August 31, 2014

PCC 10367 and PCC 10369. DPAC has developed and

Sabrina McGlothin

Reviewed by A&I. Action appears
adequate to address finding and
recommendation.

Audit Report Finding #_7

List Finding Here ta discre; jes in the Contract Adminis

Audits recommend DPAC correct the inaccurate data idemified in
CATS and implement procedures fo ensure data accuracy.

tion Tracking Svstem

DPAC will correct the inaccurate data in CATS, remind Contract Officers to
ensure coding was properly entered before signing any contract, and implement a
process 1o review a sampling of CATS entries for accuracy on a quarterly basis.

July 1, 2014

Sabrina McGlathin

Reviewed by A&I. Action appears
adequate to address finding and
recommendation.

Audits recommend DPAC ensure contract analysts review the data in
CATS at the time of contract execution to ensure its accuracy.

DPAC will remind staff of the requirements for entering contract datz into the
contract tracking system (CATS) and remind Contract Officers to ensure coding
was properly entered before signing any contract.

July 1, 2014

Sabrina McGlothin

Reviewed by A&l Action appears
adequate to address finding and
recommendation.

20f2
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