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As part of the reporting and audit process, the Institute of Internal Auditors’ (IIA) 
International Standards for the Professional Practice of Internal Auditing, 
Performance Standard 2500 - Monitoring Progress, require we “…establish and 
maintain a system to monitor the disposition of results communicated to 
management.” Internal Audit has established the Corrective Action Plan (CAP) 
process to meet this requirement. The process includes monitoring and reporting 
whether management has implemented corrective actions to address audit 
findings and recommendations.   
 
Internal Audit issued the Procurement Process for the Bond Program Management 
Advisory Services (RFQ #17-069) Audit Report to District management and 
administration on January 25, 2018. We performed the audit as part of the Board 
approved 2017-2018 Internal Audit Plan. The objective of the audit was to provide 
reasonable assurance to the Board of Trustees the procurement process for the 
Bond Program Management Advisory Services (RFQ #17-069) was conducted in 
a strategic, transparent, ethical, and impartial manner in accordance with 
local/state laws and regulations, and best practices. The scope covered the 
procurement process for RFQ #17-069 from the pre-solicitation phase to the award 
phase.  
 
Our audit found the procurement process for RFQ #17-069 was conducted in 
accordance with District policies and state laws/regulations. However, we 
identified practices that give the appearance the pre-solicitation phase was not 
conducted in a strategic or transparent manner. In addition, we found indicators of 
vendor favoritism, insider information, and bid tailoring. These indicators, based 
on procurement best practices, give the appearance the pre-solicitation and 
evaluation phases were not conducted in a transparent, ethical, and/or impartial 
manner. To be clear, these indicators are a warning of a potential risk and not a 
certain sign of improprieties.  
 
The original audit report included four (4) findings and nine (9) recommendations. 
For reference, a summary of original audit report results is provided in Exhibit A. 
District management and administration agreed with our recommendations and 
developed a corrective action plan (CAP) to address the findings. 

 

 
The objective and scope of this follow-up review was to determine whether 
management implemented the 26 CAP activities or took other actions to address 
the four (4) findings and nine (9) related recommendations outlined in the 
Procurement Process for the Bond Program Management Advisory Services (RFQ 
#17-069) Audit Report.  

 
 

To achieve our follow-up review objective, we: 
 
• Held meetings and communicated with persons responsible for carrying out 

the CAP activities. 
• Reviewed supporting documentation maintained by management as evidence 

of completion of the CAP activities provided to Internal Audit.  
 
 

Background 

Objective 
and Scope 

Methodology 
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Management and Leadership Response: Agreed with recommendation and incorporated into 
the CAP as activities one (1) through six (6) as follows: 
 
Activity 1: “The Board will develop a policy that outlines the District’s commitment to 
procurement key values of ethics, transparency, impartiality, and accountability. The policy will 
include the following:”  
Person Responsible: Board Policy Committee; General Counsel as Chair of the Board Policy 
Committee; Deputy Superintendent for Finance and Operations; and Executive Director for 
Procurement Services 

 
Status: Implemented 
 
Activity 2: “Outline the Board’s expectations that all employees are expected to ensure all 
vendors are treated fairly, equally, and receive the same opportunities, so that they may all 
compete for the District’s business on an even basis with the same information and knowledge.” 
 
Person Responsible: Board Policy Committee; General Counsel as Chair of the Board Policy 
Committee; Deputy Superintendent for Finance and Operations; and Executive Director for 
Procurement Services 

 
Status: Implemented 
 
Activity 3: “Establish a period of silence that covers the procurement process from the pre-
solicitation phase to the award phase, during which vendor visits and meetings are not allowed, 
to protect the integrity of the procurement process. This will help safeguard the process from 
undue influences prior to the recommendation of award. Also, it ensures there is no appearance 
of favoritism nor an opportunity to sway or obtain information on the competitive activity.” 
 
Person Responsible: Deputy Superintendent for Finance and Operations; and Executive 
Director for Procurement Services 

 
Status: Implemented 
 
Activity 4: “A statement which explains that it is not acceptable for a potential/current vendor 
to participate in determining the scope of work, strategic direction, technical specifications, or 
evaluation criteria for competitive bids/proposals for which the vendor may be bidding.” 
 
Person Responsible: Board Policy Committee; General Counsel as Chair of the Board Policy 
Committee; Deputy Superintendent for Finance and Operations; and Executive Director for 
Procurement Services 

 
Status: Implemented 
 
Activity 5: “Outline the Board’s expectations of all employees regarding 
interactions/communications with vendors, especially those who may be seeking to bid or are 
currently going through a bid process.” 
 
Person Responsible: Board Policy Committee; General Counsel as Chair of the Board Policy 
Committee; Deputy Superintendent for Finance and Operations; and Executive Director for 
Procurement Services 

 
Status: Implemented 
 
Activity 6: “Employees who do not meet the Board’s expectations will be held accountable for 
their actions.” 
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Person Responsible: Board Policy Committee; General Counsel as Chair of the Board Policy 
Committee; Deputy Superintendent for Finance and Operations; and Executive Director for 
Procurement Services 

 
Status: Implemented 

 

2 

Original Recommendation: Based on the Board’s expectations regarding 
interactions/communications with vendors, the District’s Procurement Manual should include 
examples of when it is appropriate and not appropriate to meet with vendors for all employees.  
 
For example (not all inclusive): 

It is appropriate to meet with 
vendors as follows: It is not appropriate to meet with vendors under the following circumstances: 

• When the vendor has an existing 
contract with the District and there is 
a need to provide support or updates 
on service levels. 

• When there are issues with existing 
contracts that need to be addressed. 

• When a bid or competitive activity is likely or in progress. 
• If it is a new vendor seeking to do business with the District, they should be directed to 

Procurement Services. 
• When new products or information on new products is needed, meeting with a supplier 

for informational purposes only is acceptable (i) if it does not meet one of the criteria 
listed above and (ii) it does not create any perceived advantage or commitment. 

• When a special favor or special treatment is requested or you are being pressured to 
make decisions that do not seem to be in the District’s best interest. 

 
 

 

 

Management and Leadership Response: Agreed with recommendation and incorporated into 
the CAP as activity seven (7) as follows: 
 
Activity 7: “Based on the Board’s expectations regarding interactions/communications with 
vendors, the District’s Procurement Manual will include examples of when it is appropriate and 
not appropriate to meet with vendors for all employees.” 
 

Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 

 

3 

Original Recommendation: The Board and the CBAC should have an opportunity to review 
and comment upon major changes in Bond-funded activities, allocations, and projects prior to 
final action being taken. The Board should determine the threshold for what a major change 
entails based on a dollar amount or percentage of the Bond funds. 

 

 

Management and Leadership Response: Agreed with recommendation and incorporated into 
the CAP as activity eight (8) as follows: 
 

Activity 8: “The Board and the CBAC will have an opportunity to review and comment upon 
major changes in Bond-funded activities, allocations, and projects prior to final action being 
taken. The Board will determine the threshold for what a major change entails based on a dollar 
amount or percentage of the Bond funds.”  
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director of Planning and Innovative Schools Construction 
 

Status: In-progress Past Due (original due date for activity was March 31, 2018). 
The Facilities & Construction Administrative Reference Guide will be updated to reflect what will 
be taken to the Board for review and approval as it relates to the bond. Updated manual will be 
taken to leadership for review before it is considered officially updated and will be uploaded to 
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myepisd. Once the finalized manual is uploaded to myepisd, this activity will be considered 
implemented. According to management, they expect to implement this activity by August 30, 
2019.   

 

4 

Original Recommendation: Define the role, expectations, and responsibilities of a bid owner 
involved in the bidding process to build ownership and ensure accountability throughout the 
entire procurement process. This should also include the process to follow if a transfer of 
ownership is necessary. 

 

 

Management and Leadership Response: Agreed with recommendation and incorporated into 
the CAP as activity nine (9) as follows: 
 
Activity 9: “Define the role, expectations, and responsibilities of a bid owner involved in the 
bidding process to build ownership and ensure accountability throughout the entire procurement 
process. This will also include the process to follow if a transfer of ownership is necessary.”  
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 

Status: Implemented 
 

5 
Original Recommendation: A manual, similar to standard operating procedures (SOP), should 
be developed to support the CBAC Charter. The purpose of it is to provide assistance to CBAC 
committee members on how to carry out their duties and responsibilities. 

 

 

Management and Leadership Response: Agreed with recommendation and incorporated into 
the CAP as activity ten as follows: 
 
Activity 10: “A manual, similar to standard operating procedures (SOP), will be developed to 
support the CBAC Charter. The purpose of it is to provide detailed instructions to CBAC 
committee members on how to carry out their duties and responsibilities.”  
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 
 

6 

Original Recommendation: We recommend the District develop procurement ethics training 
for all employees involved in the procurement process. The following components should be 
included: 

 
6.1 The training should be phase-specific (pre-solicitation, solicitation, evaluation, and award 

phases). 
 

6.2 Training for employees should be tracked using the District’s Professional Development 
System to ensure records are in a central location and available for future audit purposes.   
 

6.3 Appropriate and not appropriate District-vendor interactions/communications should be 
covered in the training, including socialization with vendor scenarios. 
 

6.4 Procurement Services’ staff should receive procurement ethics training at least on a yearly 
basis. 
 

6.5 Procurement ethics training should be provided to all District employees involved in any of 
the procurement phases. The frequency of training should be established by 
administration. 
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6.6 Non-employees should also receive ethics training prior to them serving on any District’s 

evaluation committee. The frequency of training should be established by administration.  
 

 

Management and Leadership Response: Agreed with recommendation and incorporated into 
the CAP as activities 11 through 16 as follows: 
 
Activity 11: “The District will develop procurement ethics training for all employees involved in 
the procurement process. The following components  will be included:  
 6.1 The training will be phase-specific (pre-solicitation, solicitation, evaluation, and award 
phases).”  
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: In-progress Past Due (original due date for activity was July 1, 2018). 
Management submitted training program materials as well as a draft copy of the procurement 
manual with the proposed section update. Procurement manual is pending review from 
leadership before it is officially updated and uploaded to myepisd. Once the finalized 
procurement manual is uploaded to myepisd, this activity will be considered implemented. 
According to management, they expect to implement this activity by August 30, 2019.   
 
Activity 12: “The District will develop procurement ethics training for all employees involved in 
the procurement process. The following components will be included:  
 6.2 Training for employees will be tracked using the District’s Professional Development 
System to ensure records are in a central location and available for future audit purposes.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: In-progress Past Due (original due date for activity was July 1, 2018). 
Management submitted training program materials as well as a draft copy of the procurement 
manual with the proposed section update. Procurement manual is pending review from 
leadership before it is officially updated and uploaded to myepisd. Once the finalized 
procurement manual is uploaded to myepisd, this activity will be considered implemented. 
According to management, they expect to implement this activity by August 30, 2019.   
 
Activity 13: “The District will develop procurement ethics training for all employees involved in 
the procurement process. The following components  will be included:  
 6.3 Appropriate and not appropriate District-vendor interactions/ communications be covered 
in the training, including socialization with vendor scenarios.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: In-progress Past Due (original due date for activity was July 1, 2018). 
Management submitted training program materials as well as a draft copy of the procurement 
manual with the proposed section update. Procurement manual is pending review from 
leadership before it is officially updated and uploaded to myepisd. Once the finalized 
procurement manual is uploaded to myepisd, this activity will be considered implemented. 
According to management, they expect to implement this activity by August 30, 2019.   
 
Activity 14: “The District will develop procurement ethics training for all employees involved in 
the procurement process. The following components  will be included:  
 6.4. Procurement employees will receive procurement ethics training at least on a yearly basis.” 
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Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: In-progress Past Due (original due date for activity was July 1, 2018). 
Management submitted training program materials as well as a draft copy of the procurement 
manual with the proposed section update. Procurement manual is pending review from 
leadership before it is officially updated and uploaded to myepisd. Once the finalized 
procurement manual is uploaded to myepisd, this activity will be considered implemented. 
According to management, they expect to implement this activity by August 30, 2019.   
 
Activity 15: “The District will develop procurement ethics training for all employees involved in 
the procurement process. The following components  will be included:  
 6.5 Procurement ethics training will be provided to all District employees involved in any of the 
procurement phases. The frequency of training will be established by administration.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: In-progress Past Due (original due date for activity was July 1, 2018). 
Management submitted training program materials as well as a draft copy of the procurement 
manual with the proposed section update. Procurement manual is pending review from 
leadership before it is officially updated and uploaded to myepisd. Once the finalized 
procurement manual is uploaded to myepisd, this activity will be considered implemented. 
According to management, they expect to implement this activity by August 30, 2019.  
 
Activity 16: “The District will develop procurement ethics training for all employees involved in 
the procurement process. The following components will be included:  
 6.6 Non-employees will also receive ethics training prior to them serving on any District’s 
evaluation committee. The frequency of training will be established by administration.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Not implemented. Management decided to not allow non-employees to serve in 
evaluation committees and stated so in the Procurement Manual. This activity is no longer 
applicable and considered closed.  
 

7 

Original Recommendation: We recommend the District develop and implement procedures 
and related internal controls to guide the pre-solicitation phase of the procurement process. 

These should be incorporated into the District’s Procurement Manual. The purpose is to have 
a consistent procurement process that focuses on transparency and fair competition, which can 
minimize the risk of ethical misconduct or the appearance of it. The following components 
should be incorporated: 
 
7.1 A formal needs assessment is a procurement best practice and should be performed and 

documented during the pre-solicitation phase when services/goods reach a dollar limit 
established by administration: 
 
• The purpose of the needs assessment should be to evaluate and help determine 

whether the proposed services/goods are aligned with the District’s/Board goals and 
fits a strategic plan (either financial, instructional, or other). 
 

• In the long term, a needs assessment can promote transparency of the procurement 
process, which could lead to improving public confidence that District employees are 
good stewards of public funds. 
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• Professionals, knowledgeable in the services being sought, should participate during 
the needs assessment in order to ensure all related variables are taken into 
consideration to identify the need and extent of it. For major initiatives, District key 
stakeholders should be involved to ensure the needs of the District are clearly 
identified. 

 
7.2 The scope of work should be developed by professionals knowledgeable in the services 

being sought by the District. 
 

 

Management and Leadership Response: Agreed with recommendation and incorporated into 
the CAP as activities 17 through 19 as follows: 
 
Activity 17: “The District will develop and implement procedures and related internal controls 
to guide the pre-solicitation phase of the procurement process. These will be incorporated into 
the District’s Procurement Manual. The purpose is to have a consistent procurement process 
that focuses on transparency and fair competition, which can minimize the risk of ethical 
misconduct or the appearance of it.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 
 
Activity 18: “A formal needs assessment is a procurement best practice.  This procedure will 
be performed and documented during the pre-solicitation phase when services/goods reach a 
dollar limit established by administration: 
• The purpose of the needs assessment should be to evaluate and help determine whether the 
proposed services/goods are aligned with the  
District’s/Board goals and fits a strategic plan (either financial, instructional, or other).   
• In the long term, a needs assessment can promote transparency of the procurement process, 
which could lead to improving public confidence that District personnel are good stewards of 
public funds.  
 • Professionals knowledgeable in the services being sought should participate during the needs 
assessment in order to ensure all related variables are taken into consideration to identify the 
need and extent of it. For major initiatives, District key stakeholders should be involved to ensure 
the needs of the District are clearly recognized/identified.”  
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 
 
Activity 19: “The scope of work will be developed by professionals knowledgeable in the 
services being sought by the District.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 
 

8 

Original Recommendation: We recommend the process followed during the evaluation phase 
be outlined and documented in the District’s Procurement Manual. The purpose is to maintain 
a consistent level of transparency, fairness, and impartiality during the evaluation phase. The 
following components should be included: 
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8.1 Establish a period of silence for members serving in an evaluation committee. The purpose 
is to have members refrain from any communication with any bidder for a defined time 
period to maintain the integrity, confidentiality, fairness, and impartiality expected for this 
process. 
 

8.2 Develop an evaluation committee member questionnaire for individuals to complete prior 
to beginning the evaluation selection process. The questionnaire should seek to identify 
any potential biases or disqualifying information (such as period of silence violations). 
Individuals should be disqualified from participating in the evaluation committee when 
appropriate. This questionnaire will complement the conflict of interest control form already 
in place. 
 

8.3 Develop a form that requires bidding vendors to disclose if they have had any contact with 
District employees or Board members during the period of silence. Contact also includes 
providing assistance in developing specifications, scope of work, presentations, or 
educating/training District employees/Board members. The disclosure should be submitted 
as part of their bid response. Vendors should be disqualified from bidding when 
appropriate. 

 
8.4 Develop a set of criteria or requirements bid owners should follow when selecting 

evaluation committee members. Bid owners should select key stakeholders that possess 
the professional knowledge in the goods/services being sought to obtain the best value for 
the District. 
 

8.5 Incorporate language on whether it is allowable to have non-employees serve in a bid 
evaluation committee, including a justification for having a non-employee serve in a bid 
evaluation committee as opposed to having an employee serve. If allowed, expectations, 
including whether non-employees will abide by same policies and procedures as District 
employees, should be established and documented in the District’s Procurement Manual. 
Ultimately the District is and will be held accountable for procurement decisions. The 
District can hold employees/contractors accountable for their actions, but cannot do the 
same for non-employees. 

 

 

Management and Leadership Response: Agreed with recommendation and incorporated into 
the CAP as activities 20 through 25 as follows: 
 
Activity 20: “The process followed during the evaluation phase will be outlined and documented 
in the District’s Procurement Manual. The purpose is to maintain a consistent level of 
transparency, fairness, and impartiality during the evaluation phase.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 

 
Activity 21: “Establish a period of silence for members serving in an evaluation committee. The 
purpose is to have members refrain from any communication with any bidder for a defined time 
period to maintain the integrity, confidentiality, fairness, and impartiality expected for this 
process.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 
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Activity 22: “Develop a process to include questions for proposed evaluation committee 
members to complete prior to beginning the evaluation selection process. The questions will 
seek to identify any potential biases or disqualifying information (such as period of silence 
violations). Individuals will be disqualified from participating in the evaluation committee when 
appropriate. This These (spelling) questions will complement the evaluation committee non-
disclosure statement control already in place.”  
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 

 
Activity 23: “Develop a process that requires bidding vendors to disclose if they have had any 
contact with District employees or Board members during the period of silence. Contact also 
includes providing assistance in developing specifications, scope of work, presentations, or 
educating/ training District employees/Board members. The disclosure will be submitted as part 
of their bid response. Vendors will be disqualified from bidding when appropriate.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 

 
Activity 24: “Develop a set of criteria or requirements bid owners will follow when selecting 
evaluation committee members. Bid owners will select key stakeholders that possess the 
professional knowledge in the goods/services being sought to obtain the best value for the 
District.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 
 
Activity 25: “Incorporate language on whether it is allowable to have non-employees serve in 
a bid evaluation committee, including a justification for having a nonemployee serve in a bid 
evaluation committee as opposed to having an employee serve. If allowed, expectations, 
including whether non-employees will abide by same policies and procedures as District 
employees, will be established and documented in the District’s Procurement Manual. 
Ultimately the District is and will be held accountable for procurement decisions. The District 
can hold employees/contractors accountable for their actions, but cannot do the same for non-
employees.” 
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 

 

9 

Original Recommendation: Develop a process to handle filings of the relatively new form 
Certificate of Interested Parties (Form 1295). Procurement Services should follow-up on (to the 
best and reasonable extent possible) information listed on this form and share its results with 
all parties affected as early as possible in the evaluation procurement phase in case it may 
disqualify a vendor. This process should be included in the District’s Procurement Manual. 

 

 Management and Leadership Response: Agreed with recommendation and incorporated into 
the CAP as activity 26 as follows: 
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Activity 26: “Develop a process to handle filings of the relatively new form Certificate of 
Interested Parties (Form 1295). Procurement Services will develop written procedures related 
to the Form 1295 to include timelines/timing when form should be submitted by vendors and 
reviewed by Procurement Staff.   This will be incorporated into the Procurement Manual.”  
 
Persons Responsible: Deputy Superintendent for Finance and Operations and Executive 
Director for Procurement Services 
 
Status: Implemented 







 

 

 
 

 

 

 

 

 

 

 

 




