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EXECUTIVE SUMMARY 

Why We Did This Audit 

This audit was included in the 2017-2018 
Annual Audit Plan. 
  
The objectives were: 

• To review the effectiveness and efficiency of 
the contract management life cycle process. 
 

• To determine whether internal controls are 
effective. 

 
• To determine whether information reported to 

the School Board and others is accurate. 
 

What We Found  

Our overall conclusion is that management 
needs to improve its oversight processes in 
monitoring contracts. 

The extended scorecard data submitted to the 
School Board was generally accurate, but was 
not in complete agreement with the scorecard 
data maintained by individual Buyers. 

 

 

 

 

 

What We Recommended  

Operating Procedures should be updated to 
reflect current practices. 

Increase monitoring of data entered in Access 
Database to improve completeness and 
accuracy. 

Enhance organization and uniformity of 
contract files; ensure all Contracts are submitted 
to the School Board for approval; ensure end 
users are provided a copy of the final executed 
contract to effectively monitor terms and 
conditions. 

Ensure annual conflict of interest and ethics 
training documentation is maintained for all 
employees involved in the procurement process. 

Ensure individual scorecards are updated and 
data transferred to the annual extended 
scorecard is in agreement with supporting 
documentation. 

 

This report has been discussed with 
management and they have prepared their 
response which follows. 
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BACKGROUND: 

The Procurement and Contracting department is responsible for the 
procurement of all goods and services that are not related to 
construction. These purchases include supplies, technology, software 
programs, furniture, fixtures and equipment and many other products 
and services. 
 
The Departments’ organization structure consists of a Senior Director, 
two Directors, two Assistant Directors, three Administrators, six Senior 
Specialists (Buyer II), five Specialists (Buyer I) and five Procurement 
Clerks. 
 
The Department has received the National Procurement Institute, Inc. 
“Achievement of Excellence in Procurement” award and the Florida 
Association of Public Procurement Officials, Inc. “Award of Excellence 
in Public Procurement.” 
 
During fiscal year 2016/2017, the department asserts that more than $23 
million was saved through negotiations and competitive solicitations. 
 

OBJECTIVES, SCOPE AND METHODOLOGY: 
 
Objectives 
 
To review the effectiveness and efficiency of the contract management 
life cycle process. 

To determine whether internal controls are effective. 

To determine whether information reported to the School Board and 
others is accurate. 

 

 

 

 

 

 

 

The Procurement 
Department was the 
recipient of two 
procurement awards. 
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Scope 
 
Our scope included non-construction contracts with an expiration date 
on or after July 1, 2016 and an award date prior to March 31, 2018. 
 
Methodology 
 
To obtain reasonable assurance, our methodology included: 

• Reviewing the contract management life cycle processes. 
• Reviewing and evaluating the effectiveness of the policies and 

procedures in use by the Procurement Department to 
administer contracts. 

• Reviewing the accuracy of information submitted to the School 
Board. 

The Department maintains an Access Database to manage and track 
contracts. The Department provided us a listing of the database 
converted to an Excel format. From a population of 1,426 contracts we 
used an online statistical calculator to determine how many contracts to 
sample at a 90% confidence level and an error rate of 10%. We 
determined we needed a total of 65 contracts in our sample for testing. 
We exported the list to Interactive Data Extraction and Analysis (IDEA) 
audit software and generated a sample of 65 contracts to test. In 
addition to the 65 statistically selected contracts, we judgmentally 
selected an additional five contracts for testing. 
 
We developed our test criteria from Florida Administrative Code 6A-
1.012, School Board policies, Procurement’s internal procedures, the 
Procurement Customer Service Manual, and two items which we 
believe to be best practices. Our testing consisted of reviews of policies 
and procedures, the accuracy of the contract list, ethics training and 
conflict of interest disclosures, and the accuracy of Extended Scorecard 
Calculations. 
 
Our audit was conducted in accordance with the International Standards 
for the Professional Practice of Internal Auditing of the Institute of Internal 
Auditors and included such procedures as deemed necessary to 

 

 

 

 

 

 

 

 

 

Our sample of contracts 
was designed to provide 
90% confidence with a 
maximum error rate of 
10%. 

 

We randomly selected 65 
contracts and 
judgmentally selected 5 
for a total sample of 70 
contracts. 
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provide reasonable assurance regarding the objectives. Internal 
Auditing is an independent, objective assurance and consulting activity 
designed to add value and improve an organization’s operations. It 
helps an organization accomplish its objectives by bringing a 
systematic, disciplined approach to evaluate and improve the 
effectiveness of risk management, control, and governance processes. 
We are required to note any material deficiencies in accordance with 
Florida Statutes, School Board Policy and sound business practices. We 
also offer suggestions to improve controls or operational efficiency and 
effectiveness. 
 
FINDINGS & RECOMMENDATIONS: 
 
1) ACCESS DATABASE ERRORS (Low Risk) 
 
Best Practice: 
Information should be accurate and complete. 
 
Audit Finding: 
The Department maintains an Access database to manage and track 
contracts. We were informed that entries are made primarily by the 
Procurement Clerks. We were provided the database in an Excel format 
and used filters to review the completeness of the data. We noted the 
following errors: 
 

COLUMN ERROR EXAMPLE 
Type ITB listed as a PBX and an RFP 
Status  Canceled used instead of Expired 
Expiration Date Years 3021 and 2038 noted 
Annual Renewal 21 years instead of 2, 1 year renewals 
Vendor Name & Number, 
Department & Division 

Some Information Left Blank 

 
Recommendation: 
Develop and implement a process to monitor data entries. This 
monitoring should include quality reviews by an Administrator to 
verify accuracy and completeness. 

 

 

 

 

 

 

 

 

 

 

 

 

We noted inaccuracies in 
the department’s database 
(used to manage and track 
contracts). 

 

 

 

 

Quality review procedures 
should be developed and 
implemented. 
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2) CONTRACT FILES SUPPORTING DOCUMENTATION 
(Moderate Risk) 
 
Best Practice:  
Contract supporting documentation should be filed in an organized 
manner and easily accessible. 

Audit Finding: 
We requested and received access to the Departments’ network server 
files to review contract supporting documentation. We reviewed 
documentation for 70 contracts and noted the following: 

DOCUMENTATION AUDIT FINDING 
Expenditure Request (ER) One not completed; three not signed 

and two from a different time period 
Acquisition Plan Incomplete with actual dates and 

signatures missing 
SunBiz/Debarment Verification documentation not 

always available or signed 
Scorecard Not always updated with contract 

information 
School Board Approval Athletic Officials contract not 

submitted to School Board for 
approval 

Final Contract to End User Not consistently provided 
 

Expenditure Request forms which list the detailed specifications or 
scope of services were not always completed, were not signed by all 
individuals or were for a different fiscal period – noted in six contracts. 

The Acquisition Plan forms, which serve as a checklist for the contract 
process, were not always completed with actual dates and signatures – 
noted in 30 contracts. 

SunBiz/Debarment documentation was not always available to support 
verification of vendor legal names and that the vendor is registered to 
conduct business in Florida – noted in 10 contracts. 

Individual scorecards were not always updated with contract 
information – noted in seven contracts. Scorecard data is compiled by 
Buyers to document savings associated with contracts. 

 

 

 

 

Accurate and complete 
supporting documentation 
should be maintained. 
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A contract with Athletic Officials was not submitted to the School 
Board for approval. A review of the SAP and School Funds Online 
(SFO) (Internal Accounts) systems vendor payment history showed 
expenditures totaling more than $299,000 and $111,000, respectively, 
for two Athletic Officials vendors during the 2017/2018 period. 

End users/customers were not always provided a copy of the final 
executed contract. We learned that the Procurement department does 
not have a procedure in place to send a copy of non-construction final 
agreements to end users unless the end user specifically requests a 
copy. The department has created a supportive document titled “How 
to Manage a Contract” dated March 7, 2016 so it seems reasonable that 
the end user should have a copy of the final executed contract in order 
to effectively manage and monitor the terms and conditions of the 
contract. 

Recommendations:  

Ensure supporting documentation is completed and available for 
review. 

Ensure contracts with expenditures exceeding $50,000 are approved by 
the School Board. 

Develop and implement a process to provide end users a copy of the 
final executed contract. 
 
3) ANNUAL DISCLOSURES AND ETHICS TRAINING (Moderate 
Risk) 
 
Best Practices: 
Conflicts of interest disclosures and evidence of ethics training should 
be completed and maintained for all employees involved in the 
procurement process to reduce fraud risk. 

Audit Finding: 
The Department does not have a specific conflict of interest disclosure 
and ethics training procedure but does require Administrators to 
acknowledge School Board Policy KCE Ethics and Lobbying each year. 
 

The Athletic Officials 
contract was not 
submitted to the School 
Board for approval. 

 

The department’s “How to 
Manage a Contract” aid is 
a valuable tool for district 
managers, but they also 
need to receive copies of 
their contracts for effective 
oversight. 

 

 

 

 

 

 

 

 

 

It is best practice to obtain 
signed conflict of interest 
statements annually and 
to maintain evidence of 
ethics training. 
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In addition, it was stated that all candidates and certified professionals 
must adhere to the Universal Public Procurement Certification Council 
Code of Ethics. 
 
Recommendations: 
Develop conflict of interest disclosure and ethics training procedure. 
Employees involved in the procurement process should at least 
annually document their disclosures of possible conflict of interest and 
maintain evidence of periodic ethics training. 

 
4) OPERATING PROCEDURES UPDATE (Low Risk) 
Best Practices: 
The Operating Procedures should reflect current practices to ensure 
consistent performance and aid in training new personnel. 

Audit Finding: 
We noted several areas of inconsistencies. 
 
For a Request for Proposal (RFP) solicitation, the Department 
procedures state SunBiz and Debarment websites will be checked to 
verify vendor legal names and that the vendor is registered to do 
business in Florida. We inquired and learned that SunBiz is checked 
during the Vendor application process and Debarment certification is 
part of the standard bid package that vendors sign and websites are not 
checked. 
 
The Departments’ Customer Service Manual states that a Request for 
Exemption form is required for justification for exemption from the 
competitive and/or bidding process.  We learned through inquiry that 
these forms are typically not required. 
 
The Departments’ Customer Service Manual states that the 
Expenditure Request (ER) form is required to extend an existing 
contract.  We observed an email that stated the process has changed and 
an email from the department head approving an extension was 
sufficient. 
 

 

 

 

 

 

 

 

 

Operating procedures 
should reflect current 
practices. 

 

We observed that 
department practice 
deviates from procedures 
in several areas. 
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Recommendations: 
Review current procedures and revise where necessary to ensure 
procedures are consistent with current practices. 

5) EXTENDED SCORECARD DATA (Moderate Risk) 
 
Best Practices: 
Data should be accurate and consistent with supporting 
documentation. 
 
Audit Finding: 
The data reported to the School Board and published on the 2016/2017 
extended scorecard did not agree with the supporting documentation 
maintained on the departments’ network server. The discrepancies are 
as follows: 
 
Extended Scorecard Savings Reported  $23,170,597 
Buyers’ Individual Scorecard Savings  $22,220,488 
Buyers’ Summary Scorecard Savings   $22,579,508 
 
Extended Scorecard Competitive Spend Percentage  86% 
Supporting Documentation Spend Percentage  88% 
 
Extended Scorecard Savings Percentage   3.4% 
Supporting Documentation Savings Percentage  4.1% 
 
The variances may be a result of data being entered on individual 
scorecards by 10 to 12 buyers and then entered again on the summary 
scorecards. We noted that data was entered directly and data was also 
populated by using Excel formulas. 
 
We also noted that the extended scorecard percentage calculations were 
derived by taking an average of the monthly percentages instead of 
dividing the total competitive amount spent by the total expenditures 
and the total savings amount divided by the total expenditures. This 
results in an “average of averages” which is not a reliable indicator. 
 
 

 

 

 

 

 

 

 

 

 

 

Scorecard data did not 
agree with supporting 
documentation. 

 

 

 

 

Data is manually entered 
in more than one place. 

 

Certain information was 
calculated using an 
average of averages, which 
produces unreliable 
results. 
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Recommendations: 
 
Develop a process to ensure individual scorecards are updated and data 
transferred to the extended scorecard is in agreement with supporting 
documentation. Use actual data to calculate reported amounts instead 
of averaging averages. 
 
 
We wish to express our appreciation to the Procurement Department 
for their cooperation and assistance during this audit. 
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OCPS0274Int 

AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: FY17-18Audit Plan __________________

Department / School Name Contract Management/Procurement Services 

Administrator / Department Head Robert Waremburg, Sr. Director, Procurement Services 

Cabinet Official / Area Superintendent Roberto Pacheco, Chief Operations Officer 

Exception Noted 
(Finding / recommendation) 

Management Response 
(Corrective Action) 

Responsible 
Person 

(Name & Title) 

Expected Outcome & 
Completion Date    

What is the evidence of 
the corrective action? 

What is?  What should be? What needs to be done? Who needs to do 
it? 

When will the action be 
completed? 
(MM/YYYY) 

The Department maintains an Access database to 
manage and track contracts. We were informed 
that entries are made primarily by the 
Procurement Clerks. We were provided the 
database in an Excel format and used filters to 
review the completeness of the data.  

The recommendation is to develop and 
implement a process to monitor data entries. 
This monitoring should include quality reviews by 
an Administrator to verify accuracy and 
completeness. 

Administrators in the Department will 
review entries into the Database to 
verify accuracy by matching against 
the Board Approved Bid Matrix data. 
Solicitation tracking numbers will be 
assigned to one Procurement Clerk to 
maintain consistency and avoid 
corruption of the data. The process 
will be documented. 

Suzanne Lopez, 
Assistant Director, 
Procurement and 
Contracting 

09/2018 Senior Buyers in 
the Department will 
conduct reviews on a 
monthly basis. This task will 
be completed by the 10th of 
each month for the month 
prior.  

Audit requested and received access to the 
Departments’ network server files to review 
contract supporting documentation. We 
reviewed documentation for 70 contracts.  

The recommendations are to ensure supporting 
documentation is completed and available for 

Department Staff will review each 
requisition to ensure supporting 
documentation is completed and 
available for review and ensure 
contracts with expenditures exceeding 
$50,000 have been approved by the 

Suzanne Lopez, 
Assistant Director, 
Procurement and 
Contracting 

09/2018 An additional 
check list item has been 
added to the Acquisition 
plan to verify contracts and 
the instructions for 
contract management are 
sent to the end user after 
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review, ensure contracts with expenditures 
exceeding $50,000 are approved by the School 
Board, and to develop and implement a process 
to provide end users a copy of the final executed 
contract. 
 

School Board. The process will be 
documented. 
We will provide end users a copy of 
the final executed contract along with 
the training materials on how to 
manage a contract. 

the contracts have been 
fully executed.  

The Department does not have a specific conflict 
of interest disclosure and ethics training 
procedure but does require Administrators to 
acknowledge School Board Policy KCE Ethics and 
Lobbying each year. 
 
In addition, it was stated that all candidates and 
certified professionals must adhere to the 
Universal Public Procurement Certification 
Council Code of Ethics. 
 
The recommendation is to develop conflict of 
interest disclosure and ethics training procedure. 
Employees involved in the procurement process 
should at least annually document their 
disclosures of possible conflict of interest and 
maintain evidence of periodic ethics training. 
 
 

The district KCE Ethics and Lobbying 
Policy is rigorous and exceeds the 
basic legal requirement for a District 
Ethics Policy. It applies to all OCPS 
employees and addresses conflicts of 
interest and ethics compliance. 
Procurement Officials are provided 
additional instructions within the 
policy related to their responsibilities. 
All District administrative personnel 
are required annually to acknowledge 
the school board policy and 
management directives each year. 
These measures already addressed 
conflict of interest issues in an 
operational manner.  

N/A  We will continue to 
monitor the efficacy of the 
KCE Policy and work with 
the legal team for any 
adjustments if applicable.  

The Operating Procedures should reflect current 
practices to ensure consistent performance and 
aid in training new personnel. 
 
For a Request for Proposal (RFP) solicitation, the 
Department procedures state SunBiz and 
Debarment websites will be checked to verify 
vendor legal names and that the vendor is 
registered to do business in Florida. We inquired 

The Department will review current 
procedures and revise where 
necessary to ensure procedures are 
consistent with current practices. 
 

David Wheeler, 
Director, 
Procurement and 
Contracting 

06/2019 A comprehensive 
review of all Operating 
Procedures will be 
completed and revisions 
made accordingly. Because 
of our effort to seek 
continuous improvement, 
the Director of 
Procurement and 
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and learned that SunBiz is checked during the 
Vendor application process and Debarment 
certification is part of the standard bid package 
that vendors sign and websites are not checked. 

The Departments’ Customer Service Manual 
states that a Request for Exemption form is 
required for justification for exemption from the 
competitive and/or bidding process.  We learned 
through inquiry that these forms are typically not 
required. 

The Departments’ Customer Service Manual 
states that the Expenditure Request (ER) form is 
required to extend an existing contract.  We 
observed an email that stated the process has 
changed and an email from the department head 
approving an extension was sufficient. 

Contracting will 
subsequently perform an 
annual review to address 
any new or discontinued 
practices.  

The data reported to the School Board and 
published on the 2016/2017 extended scorecard 
did not agree with the supporting documentation 
maintained on the departments’ network server.  

The recommendation is the department develop 
a process to ensure individual scorecards are 
updated and data transferred to the extended 
scorecard is in agreement with supporting 
documentation. Use actual data to calculate 
reported amounts instead of averaging averages. 

Modifications to the department 
scorecard will be made to ensure 
calculations are correct. Individual 
scorecards from the buyers will be 
reviewed to ensure they match 
department scorecard. 

Nila Yates, 
Administrator, 
Procurement and 
Contracting 

09/2018 Calculations have 
been reworked and Nila 
Yates will verify individual 
scorecards from the buyers 
match department score 
card. Competitive Spend 
Percentage and Extended 
Savings Percentage will be 
calculated month to 
month, but annual or year-
to-date calculations will be 
recalculated rather than 
averaging monthly results.  
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