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TC (8) Work Step 
 
Review and assess the internal controls related to the overall administration of Bond and 
Vendor contracts to ensure these contracts: 
 
- Are thoroughly evaluated, appropriate and complete 
- Are now being memorialized and all administrative/regulatory guidelines and procedures 

are being followed 
- Are now being submitted to the Board for approval and are within the approved budget  
 
Ensure internal controls are in place, which address communications with the Board related to 
budgeting and vendor contracting and are thorough and complete. Perform a test of these 
internal controls to determine overall effectiveness. 
 
Results of Testing 
 
The results included here relate only to the approval, execution, and administration of vendor 
contracts. The results of testing for vendor due diligence and bidding are included in TC (7) and 
TC (9), respectively. 
 
The Director of Contract Administration became a full-time employee with the District beginning 
in July 2015. Since then, processes and procedures have been documented that provide a step 
by step process of the requirements for contract approval. In addition, certain forms have been 
created to document the steps that occur as part of the contract approval process. The forms 
and their purpose are as follows:  
 

• Proposal Approval Checklist: Serves as the proposal cover sheet and documents the 
review and approval of a proposal. The form identifies key project information related 
to the contract, including project information, contract number, funding source, vendor 
name, length of project, cost, and delegated authority approval, and serves as the 
budget review document. This form is used for construction contracts under $45,000 
and all professional services contracts.40 
 

• Notice of Award Checklist: This form is completed once a proposal is approved 
(whether by delegated authority or by the Board). It documents the contract amount, 
estimated project dates, and approval or ratification by the Board. This form is required 
of all construction contracts over $5,000. 

40 The District has adopted and follows the California Uniform Public Construction Cost Accounting Act 
(CUPCAA), which raises and simplifies informal quote thresholds and expedites bidding processes for 
construction contracts. Under CUPCCAA, the District can negotiate construction contracts if $45,000 and 
under and complete an informal bid process for construction contracts between $45,000 and $175,000. 
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• None of the contracts tested were entered into the Primavera software. According 
to the Director of Contract Administration and the Master Scheduler, it takes time 
for the professional services contracts to be entered into Primavera. The Master 
Scheduler does not receive a copy of the contract when approved/executed to enter 
it into Primavera. 

 
All Contract Types: 
For contracts tested: 
 

• All were noted to have been ratified or approved (based on contract threshold) by the 
District’s Board of Education. 
 

• All were appropriately assigned a contract number in the MUNIS financial system only 
after the contract was approved. 
 

• The approval process used (e.g., delegated authority, formal/informal bid) was 
appropriate based on the contract threshold amounts established. 
 

• Contract amounts were within project budgets.46 
 

Based on interviews with the Director of Contract Administration, procedures are in place for 
vendor approval, bidding approvals and contract administration; however, overall updated 
policies and manuals are a work in progress and, therefore, could not be fully evaluated. 
According to the Director of Contract Administration, once proposals are evaluated and a 
contract is recommended for approval, all of the information is captured in the Board précis. 
The précis includes all bids received including firm information, bid amounts, and 
recommendations by evaluating parties (for example, this could be from the Associate 
Superintendent of Operations and Bond Program, the Facilities Subcommittee, or 
other/multiple parties if recommendations differ). See TC8-7 and TC8-8 recommendations for 
this area. 
 
The District is currently working on creating a universal template for contracts. The current 
contract template was noted to include sections related to contract timing, contract rates, and 
contract scope. Based on the review performed, there was a Financial Interest Certification 
document included as part of the agreement templates, however, acknowledgment from the 
vendor that they have reviewed, understand, and will comply with the District’s conflict of 
interest policy is also recommended.47 See TC8-3 and TC8-4 recommendations for this area. 

46 Although all contracts tested were within budget, there is no line item or section on the Proposal 
Approval Checklist to document that the budget review was performed. See recommendation TC8-2. 
47 Refer to recommendation TC8-4. 
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New Score 
 
Medium 
 
Recommendations 
 
See recommendation TC15-2 in the TC (15) section related to ensuring that contract information 
is entered into Primavera in a timely manner. 
 
TC8-1. Ensure the Proposal Approval Checklist is fully implemented and includes the final 

approval signature by the delegated authority.  
 

TC8-2. Add a budget review section on the Proposal Approval Checklist to document that a 
review of the project budget was performed by appropriate personnel as part of the 
proposal review and approval process. The signature should either (1) confirm that the 
contract will not result in the project exceeding budgeted amounts or (2) identify when 
the budget is not sufficient so that appropriate budget adjustment steps can be taken. 
 

TC8-3. Require that District legal counsel perform a regular review of contract templates to 
ensure that contracts include all necessary sections and language to adequately protect 
the District. Significant deviations from the contract template should be forwarded to 
the District’s legal counsel for review. 
 

TC8-4. Require that vendors comply with District conflict of interest policies and disclose to the 
District, within an established time frame, when potential conflicts of interest arise. 
Update vendor contract templates to include language related to the District conflict of 
interest policies and what actions by the vendors are prohibited and reportable. Require 
that vendors sign acknowledgment forms indicating that they will comply with the 
District’s conflict of interest policy and that there are no known relationships (or 
financial transactions) that would create a conflict. 
 

TC8-5. Update District policies to prohibit vendors from beginning work and receiving payment 
until all necessary documents have been submitted and the District executes the 
contract (except for work that qualifies as an emergency under California Public 
Contract Code). This will help protect the District and ensure that only appropriate 
vendor disbursements are made. The Payment Approval Form, which documents 
invoice approvals, should require that an executed contract is in place prior to payments 
being made.48 
 

48 This is the form used to approve payments to vendors. Refer to TC (11) Section for information 
pertaining to this form. 
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