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A.

EXECUTIVE SUMMARY

INTRODUCTION

The City of Salem’s (the City) Contracts and Procurement Division (the Division) oversees
contracting and purchasing for the City. Procurement is largely decentralized across the
City, with each department making purchasing decisions for itself with general oversight by
the Division.

The City engaged Moss Adams, LLP, to conduct a performance audit focused on contracts
and procurement to help identify improvements that will increase effectiveness, efficiency,
and alignment with best practices. This audit was conducted under Generally Accepted
Government Audit Standards (GAGAS) and took place between October 2022 and February
2023. Our analysis included interviews with Division staff and other key stakeholders; review
of policies, procedures, and practices; testing; and research into best practices and industry
standards.

SUMMARY OF FINDINGS AND RECOMMENDATIONS

Findings and recommendations are summarized below.

FINDINGS AND RECOMMENDATIONS

Goal Alignment and Performance Management

- City procurement policies and practices could be refined to more closely align

Finding . : :

with City goals and strategies.

1. The City should develop and document explicit procurement activities and
goals that can be used to contribute to City goals and priorities. This may
take the form of updates in the next strategic plan, a distinct strategic
planning document focused on procurement, or another formal City

Recommendation strategy document.

2. The Division should update procurement policies and procedures in
response to the activities and goals identified in the previous
recommendation, to ensure that procurement processes align with
expected activities and goals.

The Division does not utilize a performance management framework to support

Finding procurement goal achievement.

The City should develop and implement a performance management

2
framework to promote continuous improvement of the procurement function
Recommendation relative to procurement goals. This framework should establish Key
Performance Indicators (KPIs) that are used to regularly assess procurement
efforts.
ORS Alignment
3.  Finding The City’s Procurement Contracting Rules (PCRs) largely align with the

assessed requirements from the Oregon Revised Statutes (ORS), with the PCR
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FINDINGS AND RECOMMENDATIONS

language either addressing elements or the City addressing them through
implication and actual practice. However, there were areas where language
could be refined.

1. The Division should update the competitive sealed procurements section of
the PCRs to align more closely with section 279B.060(12) of the ORS by
requiring that Requests for Proposals include a description of the manner
in which the proposers who are eliminated from further competition may
protest or otherwise object to the contracting agency’s decision.

2. The Division should update the special procurement section of the PCRs to
align more closely with sections 279B.085(2) and 279B.085(4) of the ORS
by:

A. Requiring that written special procurement requests describe the
contracting procedure, goods or services, or class of goods or
services that are the subject of the special procurement, and the
circumstances that justify the use of a special procurement

B. Establishing criteria to be used when determining whether to approve
a special procurement request, including the following: that the
request is unlikely to encourage favoritism in the awarding of public
contracts or to substantially diminish competition for public contracts;
that it is reasonably expected to result in substantial cost savings to
the City or to the public; or that it should otherwise substantially
promote the public interest in a manner that could not practicably be
realized by complying with standard requirements

Recommendation

Essential Training in a Decentralized Environment

The City does not have a formal procurement training program for department
Finding staff responsible for aspects of procurement, contributing to inconsistent
processes and understanding of procurement policies across departments.

The City should develop and implement a comprehensive procurement training
program that establishes standard procurement processes and responsibilities

Recommendation for staff relative to their roles. The program should establish training
requirements at the time staff begin in their relevant positions as well as regular
refresher training.

- Inconsistencies in records management may contribute to missing procurement

Finding .
documentation.

The City should ensure that training addresses procurement-related records

Recommendation management expectations, including for invoices (see Finding 4 and its

associated recommendation for more details).

Finding Staff do not consistently follow City corporate card policies, contributing to
purchases that may be out of alignment with City strategies and priorities.

The City should ensure that staff who are assigned corporate cards participate

in regular refresher trainings that include information on card care, prohibited

Recommendation purchases, required report documentation, policy violation consequences, and

reporting of card holder changes (see Finding 4 and its associated

recommendation for more details)
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FINDINGS AND RECOMMENDATIONS

Policies, Procedures, and Process Improvement

Finding

Recommendation

The City is missing procurement policies, procedures, or standard practices in
key areas, contributing to inconsistencies in receiving and in reconciliation
between invoices and Purchase Orders (POs).

1. Currently, there is no centralized receiving policy, contributing to
inconsistent collection of receiving documentation.

2. Existing policies and procedures do not address how POs and invoices
should be reconciled when they do not align.

1. The City should develop and implement central receiving policies and
procedures that designate required receiving activities and documentation.
2. The City should develop and implement central policies and procedures

that designate how differences between POs and invoices should be
reconciled when they do not align.

Central Oversight and Monitoring

Finding

Recommendation

The City does not have a process in place to consistently identify whether
businesses are owned by employees, preventing the City from ensuring
compliance with procurement rules designed to prevent conflicts of interest.

The City should develop and implement a process by which employee business
ownership can be determined for relevant procurements. Practices that address
this could include annual statements of conflicts of interest by employees, or
methods designed to ensure employee connections with procurement partners
can be consistently and comprehensively identified.

Finding

Recommendation

The City lacks clear processes to ensure all employees sign a cardholder
agreement before a corporate card is used.

1. The Division should develop a process by which they verify that every
employee with access to a corporate card fills out an agreement form.

2. The Division should work with departments to identify a current list of card
users and update current card listings.

10.

Finding

Recommendation

Cardholder applications are not consistently updated to reflect changes in
cardholders, inhibiting effective oversight over City corporate cards.

The Card Administrator should review on-hand cardholder applications against
the annual review of card locations and cardholder verification, to ensure
cardholder application forms are up to date and accurate.

1.

Finding

Recommendation

Controls over corporate cards vary significantly by department.

The Division should develop a process for physically verifying the location and
access control over corporate cards. This process may be uniform across
corporate cards or risk based.

12.

Finding

There may be instances where payments are split in order to remain under the
$5,000 purchase limit, preventing Division oversight over, and visibility into,

these purchases.
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FINDINGS AND RECOMMENDATIONS

The Division should develop a process for identifying and following up on
purchases that may be artificially fragmented. When artificial fragmenting is
identified, the City should ensure the behavior is addressed appropriately with
training, warnings, or sanctions.

Recommendation

Succession Planning

The City’s procurement processes often rely on a single individual to maintain
and train staff on those processes. This places the City at an increased risk of
institutional knowledge loss and reduced efficiency if the individual is not
present.

Finding

13.

The Division should establish and document backups for procurement
processes managed by single individuals. The City should conduct cross-
training among these employees to ensure adequate and consistent coverage
of key functions and duties.

Recommendation

Procurement Performance Audit 4
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Il. INTRODUCTION

A. BACKGROUND

Moss Adams conducted a performance audit of the City’s procurement and contract
management function assessing the following areas:

The structure, function, and role of procurement personnel
The alignment of procurement and contract management with:
City goals, policies, and strategic plan
Industry best practices
Applicable laws and regulations

Opportunities for improvement in service delivery, internal controls, organization,
operations, and process efficiency

This report is intended solely for the internal use of the City and may not be provided to,
used, or relied upon by any third parties.

B. SCOPE AND METHODOLOGY

This organizational analysis was designed to identify opportunities to increase the efficiency
and effectiveness of the City’s operations.

This analysis was informed by staff interviews, document reviews, testing, and research on
industry best practices. The study was conducted between October 2022 and
February 2023, and consisted of four major phases:

1. Project Initiation and Management: This phase concentrated on comprehensive
project planning and project management including scope setting, identifying staff to
interview and documents to review, and establishing a plan for fieldwork.

2. Fact Finding: This phase included staff interviews, document review, and research into
relevant laws and industry standards. We worked with City staff to obtain the most
currently available information and insights.

Staff Interviews: We conducted interviews with approximately 20 staff members,
including representation from the Division, department buyers, and key stakeholders.

Testing: We performed detailed testing designed to access the following:

Staff adherence to PCRs, by reviewing a sample of 32 transactions from the
procurement transaction listing from FY19-22.

Staff adherence to the Credit Card Policy, by reviewing a sample of 32 credit
card transactions from a listing of credit card transactions from FY19-22.

Cardholder adherence to cardholder responsibilities, by reviewing a sample of
five cardholders against the responsibilities outlined in the Credit Card Policy.
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Card Administrator responsibilities outlined in the Credit Card Policy, through
inquiry with the Card Administrator.

Document Review: We reviewed documents including policies and procedures,
templates and forms, and planning and goal documents.

Goal Alignment Review: We compared existing procurement policies and procedures
to the City’s organizational goal documents (such as the strategic plan) to assess the
extent to which City procurement practices align with organizational goals.

Regulatory Alignment Review: We compared existing procurement policies and
procedures to key sections of the Oregon Revised Statutes (ORS), namely 279B.055
relating to competitive sealed bidding, 279B.060 relating to competitive sealed
proposals, 279B.065 relating to small procurements, 279B.070 relating to
intermediate procurements, 279B.075 relating to sole-source procurements,
279B.080 relating to emergency procurements, and 279B.085 relating to special
procurements.

Industry Standards and Best Practice Research: Based on opportunities for the
improvements identified, we conducted research to ascertain industry standards and
best practices.

3. Analysis: This phase served as the assessment portion of the project. Based on the
information gathered, we evaluated the importance, impact, and scope of our
observations in order to develop recommendations to increase the efficiency of
operations.

4. Reporting: This phase concluded the project. We reviewed draft observations and
recommendations with the City leadership team to validate facts and confirm the
practicality of recommendations.

C. COMMENDATIONS

Although the focus of this engagement was to identify areas that need improvement within

the procurement function, it is important to note the areas of strength that can be leveraged
for further improvement within the City. The following is a summary of commendations that
the Moss Adams team would like to note.

The Division received high praise from many of the staff interviewed for their quick
responsiveness and technical assistance. The Division’s assistance provides consistent
support throughout the City to align practices and aid departments in purchasing functions.
This Division has considerable experience and a wealth of knowledge related to contracts
and procurement.

The organizational emphasis on continuous improvement was further evidenced in the
quality of information provided by staff during interviews. Throughout our analysis, staff
provided thorough information on the actors and factors influencing City procurement and
the unique context in which City purchasing occurs. The level of detail provided by staff
greatly enhanced the quality of observations and recommendations provided in this report.
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The City’s PCRs should also be commended. Although we highlight opportunities for
improvement, these rules are largely aligned with industry best practices and contain most
of the effective procurement practices specified in the sections of the ORS we reviewed.
These rules provide a solid foundation upon which to improve the procurement function.

We would like to commend the City and management for their willingness to assist us in this
assessment process. These commendations, coupled with our findings and
recommendations, provide an overview of areas of strengths and weaknesses that can help
improve operations and reduce risk at the City.

STATEMENT OF COMPLIANCE WITH GAGAS

We conducted this performance audit in accordance with Generally Accepted Government
Auditing Standards (GAGAS). Those standards require that we plan and perform the audit
to obtain sufficient, appropriate evidence to provide a reasonable basis for our findings and
conclusions based on our audit objectives. We believe that the evidence obtained provides
a reasonable basis for our findings and conclusions based on our audit objectives.

Procurement Performance Audit 7
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lll. FINDINGS AND RECOMMENDATIONS

Based on the input gathered from interviews, document review, and testing, as well as
comparisons to best practices, we prepared a comprehensive set of findings and
recommendations, which are presented in this section. Our aim is to provide the City with
actionable information on opportunities for improvement. Our recommendations are
intended to impact the operational effectiveness and efficiency of the City’s procurement
activities.

A. GOAL ALIGNMENT AND PERFORMANCE MANAGEMENT

Alignment of Procurement Practices

City procurement policies and practices could be refined to more closely align with
City goals and strategies.

FEEININEREEUGIM 1. The City should develop and document explicit procurement activities and
goals that can be used to contribute to City goals and priorities. This may take
the form of updates in the next strategic plan, a distinct strategic planning
document focused on procurement, or another formal City strategy document.

2. The Division should update procurement policies and procedures in response
to the activities and goals identified in the previous recommendation to ensure
that procurement processes align with expected activities and goals.

City procurement practices are strongly aligned with City goals for good governance
and fiscal sustainability, with policies being designed to deliver services as
affordably as possible. The City’s strategic plan includes “Good Governance” as one of the
City’s goals, with one element of this goal being to manage the enterprise to be fiscally
sustainable. Procurement is a key element of these fiscal sustainability efforts, and the
Public Contracting Rules (PCRs), the City’s primary policy document for procurement,
includes many rules designed to ensure the City receives services that are the most
affordable and tailored to the City’s needs. Applicable PCR elements include requirements
for competitive procurements for purchases above $5,000, reviews of exceptional purchases
such as sole-source procurements by the Contracts and Procurement Manager, and other
controls designed to provide oversight over City purchases.

Some elements of the PCRs are aligned with City goals relating to equity and
sustainability, but these elements are not applied on a regular basis. City goal areas
and priorities, as articulated in the current strategic plan, include increasing the equitable
delivery of City services and natural environment stewardship. City values articulated in the
strategic plan further describe commitments to equity across City services and creation of a
city where everyone can thrive. Procurement activities have the potential to further these
priorities by ensuring equitable access to work opportunities with the City, and guiding the
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City to make purchasing decisions that have positive environmental impacts. Several
elements of the PCRs directly align with these priorities, but the City has historically taken a
reactive approach to these preferences. For example:

PCR 7.4 allows for women, minority, disabled, veteran, and emerging small or
historically underutilized business to be used in selection criteria for informal written
solicitation; however, Division staff indicate this preference is rarely applied.

PCR 2.24 established a preference for recycled goods and the City includes this
preference in all bid documents but has yet to receive a bid with this preference. The
City may consider taking additional steps to educate vendors on the benefits of applying
for equity and sustainability preferences. Without clear procurement processes in place
to aid these goals, the City is missing an opportunity to forward key equity and
sustainability goals through one of their key activities.

The City has begun to draft policies and procedures that explicitly incorporate equity
and sustainability into procurement practices. The City recently approved a Sustainable
Business Operations policy that encourages employees to incorporate specific
environmental factors into procurement decisions, such as waste management and
reduction, greenhouse gas emissions, and pollutant releases when practicable. The City has
also drafted a policy designed to increase access to the City’s procurement processes. The
draft policy encourages the use of firms certified by the State of Oregon Certification Office
of Business Inclusion and Diversity (COBID) by encouraging staff to contact a minimum of
two COBID-certified firms for bids within a certain dollar threshold and setting an aspiration
of at least 10% participation of firms certified by COBID in its overall dollar amount of
contracting and purchasing activities.

While progress is being made toward aligning procurement practices with City goals,
efforts could be supported through goals that more explicitly address the role of
procurement. There is a procurement nexus with the City goals discussed above, but those
goals and priorities are high-level and the strategic plan does not identify specific
procurement activities to be used to achieve these objectives. Some other local
governments in Oregon identify explicit goals and procurement activities used to achieve
their equity and sustainability goals. For example:

The City of Portland is in the process of developing a procurement strategic plan that
establishes goals to maximize payments to Black, Indigenous, and people of color
(BIPOC) businesses, establish a fully funded procurement sustainability program,
develop effective social equity programs, and eliminate barriers to contracting.

Oregon Metro’s strategic plan identifies explicit goals to advance social equity by
alleviating barriers to contracting processes that prevent (COBID)-certified firms from
realizing contracting opportunities and by incorporating diversity, equity, and inclusion
metrics into contract proposal evaluation.
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By articulating specific procurement-related activities within strategic plans, the City can help
ensure tangible procurement processes are aiding its broader goals.

Recommendation: Establish City Strategy-Aligned Procurement Goals

The City should develop and document explicit procurement activities and goals that
can be used to contribute to City goals and priorities. This may take the form of
updates in the next strategic plan, a distinct strategic planning document focused on
procurement, or another formal City strategy document.

By defining more explicit goals, the City can create a clearer path for staff responsible for
procurement to act on those goals. Goals raised by other jurisdictions such as the City of
Portland and Oregon Metro (as discussed previously) provide examples of what these kinds
of tangible goals can looks like.

MANAGEMENT RESPONSE

Management

Concur

Agreement

Owner . . . .
DEI Coordinator, Climate Action Plan Coordinator, and Contracts & Procurement
Division

Target Completion FY 24/25

Date

Action Plan

Work with DEI Coordinator and Climate Action Plan Coordinator to review the
PCR’s to add any revisions.

Get Revisions to PCR’s approved by City Council.

Work through purchasing templates to update language.

Recommendation: Tailor Policies and Procedures to Goals

The Division should update procurement policies and procedures in response to the
activities and goals identified in the previous recommendation, to ensure that
procurement processes align with expected activities and goals.

Policies that have been developed up until this point have been based on existing high-level
City goals relating to procurement. Once the City defines clearer goals, the Division can help
ensure those goals are met by developing tactical policies and procedures meant to be
executive on those City priorities.
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MANAGEMENT RESPONSE

Management

Concur
Agreement .

Owner Contracts & Procurement Division

Target Completion

FY 24/2
Date /25

Action Plan Develop more detailed policies and procedures.

Procurement Performance Management

The Division does not utilize a performance management framework to support
procurement goal achievement.

FEE DI ENT M The City should develop and implement a performance management framework to
promote continuous improvement of the procurement function relative to
procurement goals. This framework should establish Key Performance Indicators
(KPIs) that are used to regularly assess procurement efforts.

Currently, the City does not systematically use data to continually monitor and
improve performance relating to procurement goals. Achievement of goals relating to
procurement can also be supported through implementation of a performance management
framework. The National Institute for Government Procurement (NIGP) specifies both
performance management and performance measurement as best practices for government
procurement.’ Performance management is the regular, methodical evaluation of data to
inform decision-making, enhance accountability, and drive continuous organizational
improvement. Performance measurement collects and develops the data used in
performance management.

A lack of performance improvement processes can result in challenges in the following
areas:

- Informed Decision-Making: Without clear goals and evaluative criteria, it is difficult to
objectively understand how effectively procurement is functioning. Without this
information, decisions can often be based on more subjective measures such as
anecdotal evidence. In addition, it is difficult for Division and City leaders to understand a
coherent, comprehensive, and consistent picture of procurement performance and track

" National Institute of Governmental Purchasing (NIGP): Strategic Procurement Planning

Procurement Performance Audit 11
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large-scale progress toward critical goals without a robust performance management
framework.

Accountability and Organizational Learning: Without clear reporting structures and
processes, it can be challenging to cultivate accountability or identify areas for
organizational learning and improvement.

External Communication: Data can help the City better tell its story to residents,
demonstrating the efficacy, value, and cost-efficiency of City procurement efforts.

A performance management framework can be used promote the continuous improvement
of the procurement function relative to procurement goals. Such a framework should
establish KPls that are used to regularly assess procurement efforts. A performance
management effort could tie directly into the development of explicit procurement goals by
establishing KPIs for the goals identified, collecting data relative to those KPIs, monitoring
progress toward those goals using that data, and monitoring processes for continuous
improvement. The NIGP recommends including the following KPIs for procurement
performance management; however, the chosen KPIs should ultimately relate to
organizational goals.

Timeliness of procurement processes

Vendor performance

Internal and external customer satisfaction

Cost savings

Costs of procurement operations

Development and retention of procurement staff

Recommendation: Establish a Performance Management Framework

The City should develop and implement a performance management framework to
promote the continuous improvement of the procurement function relative to
procurement goals. This framework should establish KPIs that are used to regularly
assess procurement efforts.

The performance management system should be designed following the development of
goals, which can be used to inform the appropriate KPls. By developing a system for
evaluating organizational performance on procurement goals, the City can help ensure that
procurement efforts continually improve in their ability to address organizational priorities.
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Management
Agreement

Concur.

MANAGEMENT RESPONSE

Owner

Contracts & Procurement Division

Target Completion
Date

FY 24/25

Action Plan

Look into the various performance measure programs. Identify the appropriate

KPI’s.

B. ORS ALIGNMENT

Recommendation

The City’s PCRs largely align with the assessed requirements from the Oregon
Revised Statutes (ORS), with the PCR language either addressing elements or the
City addressing them through implication and actual practice. However, there were
areas where language could be refined.

1. The Division should update the competitive sealed procurements section of
the PCRs to align more closely with section 279B.060(12) of the ORS by
requiring that Requests for Proposals include a description of the manner in
which the proposers who are eliminated from further competition may protest
or otherwise object to the contracting agency’s decision.

2. The Division should update the special procurement section of the PCRs to
align more closely with sections 279B.085(2) and 279B.085(4) of the ORS by:

A.

Requiring that written special procurement requests describe the
contracting procedure, goods or services, or class of goods or services
that are the subject of the special procurement, and the circumstances
that justify the use of a special procurement.

Establishing criteria to be used when determining whether to approve a
special procurement request, including the following: that the request is
unlikely to encourage favoritism in the awarding of public contracts or to
substantially diminish competition for public contracts; that it is reasonably
expected to result in substantial cost savings to the City or to the public; or
that it should otherwise substantially promote the public interest in a
manner that could not practicably be realized by complying with standard
requirements

The City PCRs are written in alignment with the ORS, with only minor differences.
Moss Adams compared the PCRs to the key sections of the ORS, namely 279B.055 relating
to competitive sealed bidding, 279B.060 relating to competitive sealed proposals, 279B.065
relating to small procurements, 279B.070 relating to intermediate procurements, 279B.075
relating to sole-source procurements, 279B.080 relating to emergency procurements, and
279B.085 relating to special procurements. In most areas, the City’s PCRs aligned directly
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with the ORS requirements. In some cases, the City’s PCR was stricter than those
requirements (for example, setting a lower threshold before formal competitive bidding must
be used).

There were areas where language in the PCRs deviated slightly from the ORS, excluded
some relevant details in the ORS, or were structured in a way that created potential
ambiguity. For example, language from ORS 279B.060 item 12 indicates that “The
contracting agency shall include [in the Request for Proposal] a description of the manner in
which the proposers who are eliminated from further competition may protest or otherwise
object to the contracting agency’s decision.” Within the PCRs, this requirement is included
only in the Professional Services Procurement section rather than in the broader
Competitive Sealed Proposals section. While there are other sections in the PCRs that
indicate that protests are allowed, these sections do not explicitly state that a description of
the manner of protest shall be provided to the proposer in the Request for Proposals.

In addition, the PCR section on special procurements does not articulate all elements that
must be included in written requests for special procurements and criteria that must be
considered to determine whether a special procurement will be approved. The special
procurement documentation reviewed did incorporate these elements, indicating that, in
practice, these elements are considered. By incorporating these details into the PCR, the
City can ensure the PCR aligns with both the ORS and actual practice in this area.

Recommendation: Update the PCR — RFP Protest Content

The Division should update the competitive sealed procurements section of the PCRs
to align more closely with section 279B.060(12) of the ORS by requiring that Requests
for Proposals include a description of the manner in which the proposers who are
eliminated from further competition may protest or otherwise object to the
contracting agency’s decision.

While this element is included in the PCR, the City can reduce ambiguity regarding its
interpretation by relocating the related language such that it is clear how widely it applies. By
clarifying these policies, the City can also help proactively ensure that any future changes to
related documents designed based on the PCR incorporate this requirement.

MANAGEMENT RESPONSE

Management

Agreement Coneur

Owner Contracts & Procurement Division

Target Completion

Date By the end of the 2023 calendar year or sooner.

Action Plan Update the PCR’s and take to City Council for review and approval.
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Recommendation: Update the PCR — Special Procurement Content

The Division should update the special procurement section of the PCRs to align
more closely with sections 279B.085(2) and 279B.085(4) of the ORS by:

A

Requiring that written special procurement requests describe the contracting
procedure, goods or services, or class of goods or services that are the subject of
the special procurement, and the circumstances that justify the use of a special
procurement.

Establishing criteria to be used when determining whether to approve a special
procurement request, including the following: that the request is unlikely to
encourage favoritism in the awarding of public contracts or to substantially
diminish competition for public contracts; that it is reasonably expected to result
in substantial cost savings to the City or to the public; or that it should otherwise
substantially promote the public interest in a manner that could not practicably be
realized by complying with standard requirements

Even when effective practices are in place, it is important to ensure that policies clearly
outline those practices. By clarifying these policies, the City can also help proactively ensure
that any future changes to related documents designed based on the PCR incorporate this
requirement.

MANAGEMENT RESPONSE

Management
Agreement

Concur

Owner

Contracts & Procurement Division

Target Completion
Date

By the end of the 2023 calendar year or sooner.

Action Plan

Update the PCR’s and take to City Council for review and approval.
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C. ESSENTIAL TRAINING IN A DECENTRALIZED ENVIRONMENT

Formal Procurement Training Program

The City does not have a formal procurement training program for department staff
responsible for aspects of procurement, contributing to inconsistent processes and
understanding of procurement policies across departments.

REEININERBEN (M The City should develop and implement a comprehensive procurement training
program that establishes standard procurement processes and responsibilities for
staff relative to their roles. The program should establish training requirements at
the time staff begin in their relevant positions as well as regular refresher training.

The City does not have a formal procurement training program that can be used to
ensure consistent processes across the City’s decentralized procurement
environment. In a decentralized procurement structure such as the City’s, it is essential that
the staff responsible for various procurement activities are trained to fulfill their roles. While
Division staff displayed a strong understanding of City procurement processes, some
departmental buyers across the City indicated that training was limited, with training not
occurring or occurring as on-the-job training. Buyers indicated that, consequently,
procurement processes differed across departments. Additionally, we heard from those
interviewed that procurement templates, guides, and other relevant documents are difficult
to find. Without access to policies and procedures or templates, key procurement processes
may be missed or conducted out of alignment with policies.

The City does not have a formal procurement training program for departmental buyers, with
training typically initiated by the departments. Departmental procurement staff indicated that
the Division makes itself available for training, but training is driven by the individual buyers
directly reaching out to the Division, and there is not regular refresher training for staff. The
Division relies on departments across the City to notify them that new buyers have been
hired, which limits their ability to identify staff who require procurement training.

The lack of a comprehensive training program contributes to a variety of inconsistencies,
including in records management and application of policy, as discussed later in this report.
One way the City can ensure relevant staff receive procurement training is by establishing
processes wherein HR refers employees involved in the procurement process to relevant
training with the Division as part of onboarding. Relevant staff could include those
responsible for buying, processing invoices, or approving purchases.

Recommendation: Develop a Comprehensive Procurement Training Program

The City should develop and implement a comprehensive procurement training
program that establishes standard procurement processes and responsibilities for
staff relative to their roles. The program should establish training requirements at the
time staff begin in their relevant positions as well as regular refresher training.
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The Division should create a procurement-specific onboarding program for all roles with
purchasing responsibilities. All new hires involved in procurement should receive these
onboarding trainings, along with any existing employees who acquire procurement
responsibilities through promotion or another change in employment.

Common approaches to training programs include:

Supported Training and Partner Connections: This can include an explanation of the
position, training or shadowing, communication of expectations and evaluation criteria,
and introductions to key partners in the procurement process within the Division.

Checklist: Efforts to convey information specific to the City’s procurement processes
can be guided by a comprehensive checklist. The checklist helps ensure that all relevant
information is covered in an effective and efficient manner.

Review of Policies, Procedures, and Systems: Trainings may include a review and
discussion of relevant policies, procedures, guidelines, the FIMS system, and any other
technology used in contracting and purchasing.

Communication Processes: This may include training on what information is expected
to be communicated throughout the procurement process, such as communications
within the City and between the City and vendors.

Unique Activities Identified by Individual Departments: Each department is unique
and may require additional focused or specialized onboarding activities.

Ongoing Learning: Onboarding is a comprehensive process expected to last between
one month to the entire first year. Providing ongoing training through semi-annual or
annual trainings to refresh skills and present new topics is necessary in retaining and
cultivating high-performing employees.

MANAGEMENT RESPONSE

Management

C
Agreement oneur

Owner Contracts & Procurement Division

Target Completion

Date By the end of June 2024

Action Plan This will be a big task with many layers and discussions.
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Inconsistent Records Management

Inconsistencies in records management may contribute to missing
procurement documentation.

N L The City should ensure that training addresses procurement related records
management expectations, including for invoices (see Finding 4 and its
associated recommendation for more details)

Records were not properly maintained in some cases. Records management is
important in documenting information necessary for decision-making, adhering to rules and
regulations, and ensuring proper internal controls. In testing a sample of transactions, we
found that two invoices out of the 32 samples could not be located by Accounts Payable.
Per the Oregon State Archives (OSA) 166-200-0210, invoices should be retained for a
minimum of three years. Retaining invoices is important not only to adhere to state policy,
but because missing invoices may lead to missed payments or improper record keeping. If
there is an issue with a PO, payment, or invoice later on, there is no way to confirm an
invoice if it is missing. The Contracts and Procurement Manager indicated that the City is
transitioning to an electronic document storage system, and that all contracts and
procurement-related documents and forms will be located in this system to improve access,
indicating this will help with records management.

Recommendation: Establish Records Management Training

The City should ensure that training addresses procurement related records
management expectations, including for invoices (see Finding 4 and its associated
recommendation for more details)

The City should ensure the training program addressed in recommendation established in
Finding 4 includes procurement-related records management expectations, including for
invoices. As a part of the ongoing procurement training, employees should be reminded of
proper records management procedures.

MANAGEMENT RESPONSE

Management

Agreement Coneur

Owner Contracts & Procurement, Accounts Payable, City Departments

Target Completion

E f 2024
Date nd of June 20

Action Plan Moving to an electronic document storage system for all records.
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Inconsistent Application of Corporate Card Policy

Staff do not consistently follow City corporate card policies, contributing to
purchases that may be out of alignment with City strategies and priorities.

The City should ensure that staff who are assigned corporate cards
participate in regular refresher trainings that include information on card
care, prohibited purchases, required report documentation, policy violation
consequences, and reporting of card holder changes (see Finding 4 and its
associated recommendation for more details)

Recommendation

Corporate Card policies are not consistently followed. The Corporate Card Policy was
established to promote proper use of corporate cards at the City and to explain applicable
rules, laws, and regulations related to corporate cards. Though a policy is in place at the
City, staff do not consistently follow that policy, presenting opportunities for operational
delays and potential compliance violations.

In testing a sample of corporate card transactions, we found two out of 32 corporate card
transactions sampled related to specific gear and equipment purchased from vendors with
existing City contracts, which is a violation of the Corporate Card Policy. According to the
Corporate Card Policy section 5.3.2., “The following are allowable card
purchases...Supplies/services that may not be available through the City’s warehouse or an
existing City contract.” In evaluating these two purchases against the current Contractors of
Record — Annual Database, they related to existing City contractors and should have been
made through the contract instead of a corporate card. This would ensure vendors are
properly vetted and allow the City to negotiate favorable contract terms.

We also found two out of 32 transactions selected for testing had purchases made before
the Corporate Card Check-Out form was approved. If this form is not filled out, there is a risk
that the card was used by someone who was not authorized to use the corporate card.
Additionally, the purchase made may not be allowable or approved by the department after
the purchase was made.

Currently, employees are trained on corporate card procedures when they request a
corporate card. The training is done online, and the employee must sign a corporate card
agreement signifying they have reviewed the policy. In addition, the Division provides
training on an as-needed basis at the request of an employee or departments.

Recommendation: Establish Cardholder Training

The City should ensure that staff who are assigned corporate cards participate in
regular refresher trainings that include information on card care, prohibited
purchases, required report documentation, policy violation consequences, and
reporting of card holder changes (see Finding 4 and its associated recommendation
for more details).
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To address these findings, the City should ensure that staff who are assigned corporate
cards participate in regular refresher trainings that include information on card care,
prohibited purchases, required report documentation, policy violation consequences, and
reporting of changes in card holder. Similar to the contracts and procurement training, the
Card Administrator should make corporate card training sessions available for employees to
view as needed.

MANAGEMENT RESPONSE

Management

Concur
Agreement .

Owner Contracts and Procurement Division

Target Completion

Date June 2024

Action Plan Roll out training to the various departments regarding the corporate card and hold

the departments accountable for following the policies.

D. POLICIES, PROCEDURES, AND PROCESS IMPROVEMENT

The City is missing procurement policies, procedures, or standard practices in key
areas, contributing to inconsistencies in receiving and in reconciliation between
invoices and POs

1. Currently, there is no centralized receiving policy, contributing to inconsistent
collection of receiving documentation.

2. Existing policies and procedures do not address how POs and invoices should
be reconciled when they do not align.

FE Bl 1. The City should develop and implement central receiving policies and
procedures that designate required receiving activities and documentation.

2. The City should develop and implement central policies and procedures that
designate how differences between POs and invoices should be reconciled
when they do not align.

While the PCR generally provides a strong policy framework, it does not fully address
specific procurement procedures needed in a decentralized environment. The City has
a generally strong policy framework articulated in its PCRs, which lay out key procurement
rules such as procurement thresholds and required practices for specific procurement
processes across their 146-page length. The PCRs are designed to lay out the rules for
procurement rather than the details of specific purchasing processes that staff outside the
Division may take part in. The PCRs, therefore, do not address all procurement, and in the
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absence of other central procurement policies, not all required documentation is consistently
collected.

As with training, comprehensive policies and procedures are needed in a decentralized
procurement environment to ensure that strong procurement processes are followed across
the City. Policies and procedures help employees understand expectations and perform
processes consistently across locations and time. Additionally, well-developed policies and
procedures reduce the City’s operating risk and increase employee accountability.

There is not currently a centralized receiving policy, contributing to inconsistent
collection of receiving documentation. Receiving is decentralized across the City and
there is no centralized receiving policy at the City. In testing a sample of PO transactions,
nine out of the 32 PO transactions did not have evidence that receiving was done by the
department. Each department may have different receiving procedures and without a clear
policy and procedure, important receiving steps — like documenting when receiving has
been completed — may be missed. Additionally, undocumented receiving may indicate the
items purchased were received incorrectly or not at all, increasing the risk that department
inventory may be overstated or vendor payments may be unsubstantiated.

Existing policies and procedures do not address how PO and invoices should be
reconciled when they do not align. In our testing of PO transactions, we also found one
instance in which the City paid an invoice amount greater than the PO amount. Several
approval emails were sent between AP and the Department, indicating that approval
occurred. However, there is no documented policy or procedure in place to ensure
appropriate and consistent reconciliation between invoices and POs in these instances.
Without a standard practice in place, AP may pay an invoice that was not approved by a
department, potentially impacting departmental budgets.

Recommendation: Develop Central Receiving Policies

The City should develop and implement central receiving policies and procedures
that designate required receiving activities and documentation.

The Division should review all department procurement-related policies to ensure consistent
guidance across the City and should solicit feedback from departments on what elements of
the procurement policy can be clarified or expanded upon.
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MANAGEMENT RESPONSE

Management

Concur
Agreement .

Owner Contracts and Procurement Division, Accounts Payable

Target Completion

Date End of 2023

Action Plan PW has already rolled out a receiving program with invoicing that will assist the

City.

Recommendation: Develop PO and Invoice Reconciliation Policies

The City should develop and implement central policies and procedures that
designate how differences between POs and invoices should be reconciled when they
do not align.

All related and important standardized but informal City processes should be formally written
into the policy. Well-developed and properly applied procedures will help increase employee
accountability, smooth employee transitions, and ultimately improve the City’s ability to
serve customers.

MANAGEMENT RESPONSE

Management

Concur
Agreement .

Owner Contracts and Procurement Division, Accounts Payable

Target Completion

End of 2023
Date nao

Action Plan C&P and AP will work together to develop a City Policy for PO and Invoice

Reconciliation.
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E. CENTRAL OVERSIGHT AND MONITORING

Procurement Conflicts of Interest

The City does not have a process in place to consistently identify whether
businesses are owned by employees, preventing the City from ensuring
compliance with procurement rules designed to prevent conflicts of interest.

REEININERBEU M The City should develop and implement a process by which employee business
ownership can be determined for relevant procurements. Practices that address
this could include annual statements of conflicts of interest by employees, or
methods designed to ensure employee connections with procurement partners can
be consistently and comprehensively identified.

Central procurement and purchasing oversight processes are limited in places. When
purchasing processes are decentralized, it is integral that the central procurement body
maintains effective oversight over departmental purchases. In order to provide this
oversight, the Division needs to have full information on areas of oversight responsibility. In
several areas, information and communication provided or available to the Division was
insufficient to adequately monitor departmental procurement practices. Findings 8 through
12 can also partially be addressed through oversight improvements.

The City does not have processes in place to identify businesses it is contracting
with are owned by employees. According to PCR 1.7, “No contract shall be entered into
with any City employee, or any business with which any City employee is associated.”
Currently, the City does not have a way to ensure purchases are not made with a City
employee beyond coincidental knowledge or self-identification. However, this
self-identification is not a City requirement. As a result, there is a risk that purchases could
be made in association with a City employee with whom there is a conflict of interest. In
general, conflicts of interest occur when one’s private interest and public duties overlap,
resulting in a real or perceived lack of independence or impartiality.

Recommendation: Address Conflicts of Interest

The City should develop and implement a process by which employee business
ownership can be determined for relevant procurements. Practices that address this
could include annual statements of conflicts of interest by employees, or methods
designed to ensure employee connections with procurement partners can be
consistently and comprehensively identified.

The City should develop and implement a process by which employee business ownership
can be determined. One option is to require annual self-reporting of any actual or potential
conflicts of interest, where employees fill out a conflict-of-interest form stating all related
business ownership. This may be done on an annual basis on a standardized template. The
Division should also ensure there is an easy and accessible way to report any
procurement-related conflicts of interest throughout the year.
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The City may also consider requiring potential vendors to fill out a conflict-of-interest form
when submitting a proposal, to be able to assess potential conflicts of interest before
awarding a contract. See the Appendix for several examples of conflict-of-interest forms. As
a part of this process, the City should train employees on the importance of reporting and
the risks of conflicts of interest for the City and the employee.

MANAGEMENT RESPONSE

Management

Concur
Agreement

wner
Owne Human Resources and Contracts and Procurement

Target Completion

End of 2023
Date nao

Action Plan Work with Human Resources to provide C & P with the employees that have

businesses and C&P will maintain that list on the intranet for City employees.

Cardholder Agreement Procedures

The City lacks clear processes to ensure all employees sign a cardholder
agreement before a corporate card is used.

RE T3 eELfl M 1.  The Division should develop a process by which they will verify that every
employee with access to a corporate card has an agreement form filled out.

2. The Division should work with departments to identify a current list of card
users and update current card listings.

Current controls meant to control card access have important limitations. When an
employee requests a corporate card, they must fill out a cardholder agreement form.
According to the Corporate Card Policy section 5.1, “All cardholders, including temporary
card users, must submit a signed Corporate Cardholder or Temporary Card User Agreement
to the Card Administrator.” The cardholder agreement form is comprehensive and includes
all of the necessary components.

In reviewing corporate card administrative procedures, we reviewed cardholder agreement
forms and found employees may have access to multiple cards, and multiple employees
may have access to one card. While best practices indicate that cards should be assigned
to individuals, this may not always be practical. If cards are shared however, proper controls
must be in place to ensure that all card users are tracked. The City lacks internal controls
that effectively ensure that all employees who have access to a card sign an agreement
form. The risk of card violations increases when employees do not agree to and understand
card policies.
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Recommendation: Verify Access to Cards

The Division should develop a process by which they will verify that every employee
with access to a corporate card has an agreement form filled out. This process
should be done annually to ensure periodic confirmation of that agreement forms
have been filled out.

The City’s controls over credit cards are heavily oriented around ensuring that known
cardholders are trained on the appropriate use of those cards. By bolstering processes to
ensure that all cardholders are known, the City can help ensure that cardholders understand
and follow credit card policies.

MANAGEMENT RESPONSE

Management

Agreement Coneur

Owner Contracts and Procurement

Target Completion

D
Date one

Action Plan Have a list of cardholders on the intranet and notified departments to review the

listing before allowing the use of a credit card. The list will be updated monthly.

Recommendation: Update Current Card Listings

The Division should work with departments to identify a current list of card users and
update current card listings.

The Division should work with departments to identify a current list of card users and update
current card listings, to ensure the Division has accurate records of all current cardholders.
This should include ensuring all cardholders have an agreement form filled out.

MANAGEMENT RESPONSE

Management

Agreement Coneur

Owner Contracts and Procurement Division

Target Completion

Done
Date

Action Plan C&P has rolled out new cardholder and card manager electronic forms for all

departments to have on file.
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Cardholder Application Forms

Cardholder applications are not consistently updated to reflect changes in
cardholders, inhibiting effective oversight over City corporate cards.

REEI NI EU M The Card Administrator should review on-hand cardholder applications against the
annual review of card locations and cardholder verification, to ensure cardholder
application forms are up to date and accurate.

Cardholder applications are not consistently updated. We reviewed several cardholder
application forms to ensure all cards were properly requested. We found that some
applications were filled out only for the initial card request and were not updated to reflect a
change in the cardholder's name over time. According to the Corporate Card Policy 5.9.1,
“Corporate card information such as name of cardholder and card manager should be
updated as information changes, through the submission of a Corporate Card Application
form and by checking the change box." City Corporate Card Applications include a section
to indicate if the form relates to a new card, replacement card, cancellation, or change, to
ensure all updates to an application are documented. However, per the Card Administrator,
the application form is being used only for new cards or replacement cards. Changes related
to the cardholder are not necessarily documented, meaning the application form may not
document the current cardholder.

Recommendation: Review Cardholder Applications Against Other
Documentation

The Card Administrator should review cardholder applications against the annual
review of card locations and cardholder verification, to ensure cardholder application
forms are up to date and accurate.

By leveraging the other recommendations in this section, the Card Administrator can
develop a comprehensive process for ensuring that all cardholders are known and tracked.

MANAGEMENT RESPONSE

Management

Concur
Agreement .

Owner Contracts & Procurement Division

Target Completion

End of 2023
Date nao

Action Plan Will review all cardholder applications to make sure they are current before doing

the annual report.
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Decentralized Corporate Card Controls

m Controls over corporate cards vary significantly by department.

R W BTl The Division should develop a process for physically verifying the location and
access controls over corporate cards. This process may be uniform across
corporate cards or risk based.

The decentralized nature of the City’s procurement processes can present challenges
in ensuring internal controls are in place and are not being circumvented, including
for corporate cards. Internal controls related to corporate cards help ensure that payments
using corporate cards are properly authorized, valid, and appropriately City related.
Department staff reported a wide variety of methods for controlling access to corporate
cards. Some strictly restrict access using a locked cabinet and controlled key held by only
one person, while others allow a group of staff direct access to the corporate card. Some
staff indicated control issues with the corporate cards as well, with staff not consistently
using sign-out sheets when the cards are more accessible.

According to the Corporate Card Policy, to verify the accuracy of corporate card location the
Card Administrator must “verify, or cause to be verified, the physical location and person
holding the card each year.” In our interviews, the Card Administrator indicated they keep a
spreadsheet of the physical locations of all cards but have not physically verified the location
of cards due to capacity constraints. Though documentation of their location is important,
verifying the physical location of cards would provide an extra check to ensure they are
stored properly, to prevent lost or stolen cards given significant inconsistencies in card
control practices.

Recommendation: Implement Physical Corporate Card Controls

The Division should develop a process for physically verifying the location and
access controls over City corporate cards. This process may be uniform across
corporate cards or risk based.

The Card Administrator should develop a detailed process for verifying the physical location
of corporate cards. This process should include details on how often cards are reviewed,
who is authorized to do physical checks, how these checks are to be completed, and how
they should be documented. The Card Administrator may consider keeping a log to track
when physical checks are completed and any issues that arise from the check. If cards are
found to be improperly stored, the Card Administrator should document the misuse and
educate the Department on the importance of physical controls.
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MANAGEMENT RESPONSE

Management

C
Agreement oneur

Owner Contracts and Procurement Division

Target Completion

Date End of 2023

Action Plan Annually the Card Administrator will verify physical locations of the credit cards.

Fragmented Purchases Review

There may be instances where payments are split in order to remain under the
$5,000 purchase limit, preventing Division oversight over, and visibility into, these
purchases.

R I3 ELifs1sl The Division should develop a process for identifying and following up on
purchases that may be artificially fragmented. When artificial fragmenting is
identified, the City should ensure the behavior is addressed appropriately with
training, warnings, or sanctions.

Purchases may be artificially split in order to avoid oversight in some instances.
Corporate Card Policy section 5.4.5 prohibits the “artificially dividing or fragmenting a
purchase into smaller amounts to remain under the $5,000 limit, or the monthly credit limit.”
In reviewing the corporate card transaction list for the year 2021, there was one instance
where a department made multiple purchases to the same vendor on the same day for the
same amount that when added together, were greater than $5,000, the procurement
threshold. This could indicate the purchases were split into smaller purchases to avoid going
through the procurement process, inhibiting purchasing oversight. Departmental staff
indicated that staff occasionally split invoices into smaller amounts to avoid process
slowdowns due to Central Procurement review.

We also reviewed PO transactions from July 1, 2019, through June 31, 2021, and found
several instances where multiple transactions were made on the same day to the same
supplier for a total amount greater than $5,000. Not all these transactions may be attempts
to circumvent procurement processes with fragmented purchases, but they do indicate a
potential risk. The PCRs do not include language prohibiting fragmenting purchases, except
those conducted on credit cards, into smaller amounts to remain under $5,000, but it is not a
best practice for procurement. When employees bypass the procurement process, the City
may miss out on more competitive pricing or formal vendor reviews to encourage favorable
vendor contracts with the City.
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Recommendation: Address Fragmented Purchases

The Division should develop a process for identifying and following up on purchases
that may be artificially fragmented. When artificial fragmenting is identified, the City
should ensure the behavior is addressed appropriately with training, warnings, or
sanctions.

This process could include periodically reviewing transactions to identify indicators of
fragmenting and following up with relevant departments to clarify details. Indicators may
include purchases made on the same day to the same vendor for similar goods.

MANAGEMENT RESPONSE

Management

Concur
Agreement .

Owner Contracts and Procurement Division

Target Completion

Date Ongoing

Action Plan Typically, C&P reviews purchases annually for fragmenting or purchases that

should be set up on an annual contract. Will work on review the report monthly.

F. SUCCESSION PLANNING

The City’s procurement processes often rely on a single individual to maintain and
train staff on those processes. This places the City at an increased risk of
institutional knowledge loss and reduced efficiency if the individual is not present.

FEEININENBEU M The Division should establish and document backups for procurement processes
managed by single individuals. The City should conduct cross-training among
these employees to ensure adequate and consistent coverage of key functions and
duties.

Procurement processes are often heavily reliant on institutional knowledge and a
limited number of key individuals. Each department at the City has a procurement
representative who helps manage purchases for their department. Departments interviewed typically
only had one individual in charge of procurement-related activities and didn’'t have a backup person
who could take over in cases of leave or emergency. If these sole contributors are unable to fulfill
these duties, many procurement processes may suffer delays or stop altogether if the City is unable
to hire replacements in time for the incumbent to adequately train and transfer knowledge to their
successor. This places the City at a risk of service disruption if these individuals are absent due to
vacation, illness, prolonged absence, or departure from City employment. This can negatively impact
the quality and efficiency of the procurement function.
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Recommendation: Establish Succession Plans and Cross-Training

The Division should establish and document backups for procurement processes
managed by single individuals. The City should conduct cross-training among these
employees to ensure adequate and consistent coverage of key functions and duties.

The City should cross-train employees, either within a department or across departments, to
either train an employee on procurement procedures or train someone already
knowledgeable in procurement about the nuances of another department. In instances
where cross-training does not make sense, the department should create plans to bring in
the Division for support.

The City may facilitate this recommendation by developing a common template for
succession plans, providing guidance and technical support to departments as they create
these plans, and reviewing departmental plans to ensure completeness and accountability.
The succession planning process may contain the following elements:

Identification of essential procurement positions and their critical competencies

Procedures to identify, promote, and select high-potential staff, along with plans for
individual career development

Methods to identify and fill gaps in succession (e.g., strengthen internal capabilities
and/or recruit from the outside)

Integration with the City’s strategic plan
Regular review of each essential position’s plan
A project plan with clear milestones to guide implementation

The City may analyze employee demographics to forecast potential retirements and
prioritize development of succession strategies for those positions, such as knowledge
transfer efforts and leadership and technical training.

MANAGEMENT RESPONSE

Management

C
Agreement oneur

Owner Contracts and Procurement Division

Target Completion

Date Ongoing

Action Plan Continuous cross training among C&P staff. Work with Departments to notify C&P

when new employees are hired for training.
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APPENDIX

CITY OF EUGENE CONFLICT OF INTEREST DISCLOSURE FORM?

EUGENE CONFLICT OF INTEREST (COI) DISCLOSURE FORM
Public Improvement Procurements
ORS279C and Eugene Purchasing Regulations Division 49
City of Eugene Public Works Engineering

Project Title

City of Eugene Project No.:

Bid Closing:

Firms proposing to enter into a Contract with the City of Eugene must be in conformance
with the City of Eugene Conflict of Interest Guidelines. The COI Guidelines are available at
the City of Eugene Standard Specifications for Construction webpage.

Bidders are required to submit the COI Disclosure Form to the Agency as part of their bid.

This COI Disclosure Form must be signed in ink by a principal of the Firm to certify that it is correct. A Firm’s
certification that this disclosure form is correct includes the disclosure by its Associates and Subcontractors.

My signature certifies that as disclosure on or attached to the present form:
(a) The Firm’s disclosures are complete, accurate, and not misleading.

(b) The Firm has provided the City of Eugene COI Guidelines to all Associates and Subcontractors (if any) and the present
form includes or has attached any required COI disclosures from those sources.

| hereby certify that | am authorized to sign this COI Disclosure Form as a Representative for the Firm identified
below:

Bidder Firm’s Legal Name:

Contact Person:

Bidder's Telephone:

Signature:

Date:

Read questions 1 — 7 on page 2.

Ol have read and complied with the COI Guidelines and the COI Disclosure Form and did not answer “Yes” to any of the
questions on page 2. If this box is marked, submit page 1 with the proposal. No additional information is submitted at this time.

If the answer is “Yes” to any of the questions, submit the entire completed and signed COI Disclosure Form with the proposal.

2 https://www.eugene-or.gov/DocumentCenter/View/44363/Eugene-Conflict-of-Interest-Disclosure-Form?bidld=
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Answer all questions “No”, “Yes” or “N/A”. If the answer is “yes” to any question, then use the comments field to explain the
response. If you are uncertain about the response to the question, answer “yes” and use the comment field to explain.
Information to include in the comments field includes, but is not limited to, furnishing all relevant facts that are necessary to
make the response complete, accurate, and not misleading; identifying any actions that must be taken to avoid, neutralize, or
mitigate such conflicts of interest.

If the answer is “Yes” to any of the questions, submit page 2 answering all questions “No”, “Yes” or “N/A”. Provide entire form
with Proposal submittal.

1. Is any Associate of the Firm a former employees of the Agency within the last two years? OYes

If “Yes”, complete and attach the “Relatives and Former Agency Employees — Roles and Signatures” form (Part A
and/or B, as applicable).

2. Is any Associate of the Firm a Relative or Member of the Household of a current Agency employee that had or will have any
involvement with this Procurement or Contract Authorization? OYes

If “Yes”, complete and attach the “Relatives and Former Agency Employees — Roles and Signatures” form (Part A
and/or B, as applicable).

3. Does the Firm or any Associate of the Firm have an Actual, Apparent or Potential Conflict Of Interest

(“Individual” or “Organizational”) with regard to any known member of an Agency Procurement evaluation or selection team?
ONo [OYes Comments:

4. Has the Firm or an Associate of the Firm offered to a Public Official, or is the Firm aware of any Public Official that has

solicited or received, directly or indirectly, any pledge or promise of employment or other benefit based on the understanding

that the Public Official’s vote, official action or judgment would be influenced thereby?

ONo [OYes Comments:

5. Has (or will) the Firm or an Associate of the Firm provided a direct beneficial financial interest to any person within two years
after the person ceased to hold a position as a Public Official who was involved in the Procurement or Authorization for the
Contract, or is the Firm aware of any such person or Public Official who has or will receive a direct beneficial financial interest
within the two year period?

[ONo [OYes Comments:

6. Is the Firm aware of any current or former Public Official that has an Actual, Apparent or Potential Conflict Of Interest with
respect to the Procurement or award of this Contract or performing the work for Agency?

[ONo [OYes Comments:

7. Have Subcontractors or other Associates furnished COI Disclosure Forms, separate from the present form, which included
conflicts or potential conflicts of interest? (If “yes”, attach the disclosures.)

ONo OYes ON/A (If no conflicts identified) Comments:
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CONFLICT OF INTEREST (COIl) DISCLOSURE FORM

Relatives and Former Agency Employees — Roles and Signatures

Public Improvement Procurements

Use Part A to list each employee of the Firm that was employed by Agency within the last two years, state the job the

employee performed for the Agency, the role the employee now serves for the Firm and the date the employee left Agency.

Use Part B for Firm Associates with Relatives or Members of the Household working for Agency that had or will have
involvement with this Procurement or Contract.

Part A: Employees that left Agency in the last two years

Employee Name/Signature

Job Performed for
Agency

Current Role with Firm

Date left Agency

Name:

Sign:

() Involved with this Procurement on
behalf of Agency? Yes / No (circle one)

[0 Involved with Proposal development
for this Procurement? Yes / No (circle
one)

Name:

Sign:

() Involved with this Procurement on
behalf of Agency? Yes / No (circle one)

[ Involved with Proposal development
for this Procurement? Yes / No (circle
one)

Contract.

Part B: Identify Associates of the Firm that are Relatives or Members of the Household of Agency employees
currently working for Agency, if the Agency employee had or will have any involvement with this Procurement of

Firm Associate’s Name:

Name and Relationship
of Relative or Member
of Household
Employed at Agency

Role at Agency

Agency employee’s
role with this
procurement

(Make copies of this form as needed to list additional employees)
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CITY OF PORTLAND CONFLICT OF INTEREST FORM?3

CONFLICT OF INTEREST QUESTIONS

For definitions and examples, please visit:
https://www.portlandoregon.gov/civic/article/725028. See more information and links
to resources on the next page.

Applicant Name:

1. Are you or is a relative associated with a business, as defined by ORS 244.020(3)(4),
that is related to the subject matter to be considered by this advisory body? If yes,
please explain. If no, enter “no” or “N/A,” which stands for “not applicable.”

Even if you or a relative’s connection to a business does not rise to the financial
thresholds contained in ORS 244.020(3)(4), the City would like to know of any
relationship to a business that could benefit financially from the outcome of the matter
to be considered by this advisory body.

2. Do you or a relative have connections that could result in a financial benefit of more
than $500 annually? If yes, please explain. If no, enter “no” or “N/A.”

3. Do you or does any relative of yours have a professional affiliation with the City of
Portland, either as a staff member or through a contract? Please list their name, their
position, your relationship, the bureau/department, and the contract. If no, enter “no”
or “N/A."

CONFLICT OF INTEREST & APPLICATION SIGNATURE

| affirm that all information contained in this form is true to the best of my knowledge.
If at any time following the submission of this form, | become aware of any actual or
potential conflicts of interest or if the information provided becomes inaccurate or

3 https://www.portlandoregon.gov/civic/article/697078
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incomplete, promptly notify the staff contact for the City advisory body. Misstatement
of fact or misrepresentation of conflicts of interest may result in this application being
disqualified, or future dismissal from the advisory body.

Signature

Print Name:

(Applicant may print name in place of signature, should printing and scanning be a barrier)

Today’s Date:

Members of City advisory bodies are public officials, based on State law ORS
244.020(15), and as such are required to disclose conflicts of interest. Under Oregon
Revised Statute 244.020(3), an appointee has conflict of interest when participating in
an official action which could or would result in a financial benefit or avoidance of
detriment to the public official, a relative of the public official, or a business with which
either is associated.

Additionally, Portland City Code Chapter 1.03, Code of Ethics, requires advisory board
members to uphold a specific standard of behavior. This language is included as part of
this form and will also be provided as part of your training. Public officials also need to
observe the Oregon Government Ethics Commission’s "Oregon Government Ethics Law
- A Guide for Public Officials", booklet available at
www.oregon.gov/OGEC/Pages/training.aspx. Please refer to the Definitions page for
more information. (Information is in English, see page 2 for accommodations
instructions.)
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