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Background

* The Moss Adams Program Effectiveness Audit recommends that: “the District
consolidate all policies, procedures, and resolutions into one document to ensure
effective controls and communication of the policies and procedures.”

* On May 8% 2019, the Board of Education approved a contract with Swinerton
Management & Consulting (“SMC”) to assist the District to develop and publish a
Bond Program Management Plan (“PMP”)

* The Program Management Plan 1s anticipated to be completed by June 2020

* Regular updates and draft sections are available at
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Program Management Plan:
Anticipated Schedule to Release Working Drafts

v’ Program and Operations — December 2019

. v' Administrative — January 2020
" Project Management — March 2020

v’ Fiscal — February 2020

" Program Management Plan — April 2020

" Present to Board — June 2020
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After publishing each section, the
District will open a 30-day public

comment window for suggestions.

Written suggestions for
improvement are encouraged and
may be submitted online using a
google form.
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2. Types of Transactions

The District will procure a variety of goods and services required for the delivery
of a project. Section IIl.A and B provide further detail on the Bidding and
Procurement procedures for the following types of transactions:

Construction - Design-Bid-Build: II.A.3.b.i and II1.B.2

Construction - Design-Build: 1IL.A.3.b.ii and 1I1.B.3

Construction - CUPCCAA: IlA.2.a and IIl.B.1.a

Professional Services: llLA.4 and 111.B.4

Equipment or Materials: LA
3. Proposal Approval Checklist Form

The procurement of all types of transactions begins with the Project Manager or
department initiating a Proposal Approval Checklist Form (PACF) and attaching
the corresponding proposal, contract, or quote. The PACF is described in further
detail in Section I11.A.4.a. Proposal Approval Checklist. An example of the PACF is
attached in the Appendix as Item 1.01, and a flowchart of the New Proposal
Approval Checklist process is attached as Item 2.02.

While the PACF is under review by the Bond Controls Team (BCT), the Fiscal
Approver reviews the budget availability in the account string as well as the
overall project. If a Budget Transfer or Budget Amendment are required, they
will initiate the process described in Section IV.A.3 and 4. When the review is
complete, the Fiscal Approver will sign and date the PACF for confirmation.

Check requests for permits or fees where payment is required in advance are
processed differently from other types of procurement transactions. The Project
Manager or Contracts Team will prepare a Check Request form and attach an
invoice if available, or an email from the Architect or Project Manager that shows
the calculation of the requested amount. In the case of a DSA check request, a
screenshot of the DSA Fee Calculator should be included. The Check Request
form is then routed to the Bond Controls Team for review and approval. Sample
DSA Check Request and Non-DSA Check Request forms are attached in the
Appendix as Items 1.02 and 1.03.

4. Enter in MUNIS

After the bidding process, as described in Section IIl.A. and B. for each of the
transaction types listed above in Section IV.B.2, has been completed, Contracts
will complete a PACF as described above in Section IV.B.3. If Board approval is
required, Contracts will prepare the précis, and the Assistant Superintendent of

4 West Contra Costa Unified School District
Swinerton Management & Consulting, Inc

presented to Citizens” Bond Oversight Committee

Working Draft Narrative

Sections

Annual
Reporting
practices
for Budget,
Facilities
Committee
& CBOC

2. Annual Reports

The Associate Superintendent of Business Services, with considerable input from
the Bond Management Team, is responsible for presenting the annual budget
reports for the Bond Program as part of the annual Districtwide presentation of
the budget. After adoption of the annual budget, the State Department of
Education requires two interim financial reports each year which are first
submitted to the County Office of Education before being forwarded to the
State. The Interim Reports include updates that reflect new information and
Board actions taken since the original budget adoption. Any significant updates
in Revenue and Expense expectations since adoption of the original budget are
summarized. These reports can be found at the District’s Business Services

website at https://www.wecusd.net/Page/10962.

e New Fiscal Year Annual Budget — presented annually to the Board in
June and adopted at the following Board meeting

e First Interim Report (October) — update presented annually to the
Board in December

e Second Interim Report (January) — update presented annually to the
Board in March

As a best practice, the following reports are also presented to the Facilities
Committee (FC) annually:

e Cash Flow with April Data (included in Facilities Master Plan update)
e Cash Flow with June data after fiscal year close

In addition to the annual reports listed above, the following reports are provided
to the Citizens’ Bond Oversight Committee (CBOC) to aid in the preparation of
their annual report:

e Bond Program Key Performance Indicators (KPl) Summary
* Annual Report 13 Variance for January-December

Draft [02/26/2020] 1 West Contra Costa Unified School District
Fiscal Section Swinerton Management & Consulting, Inc
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Appendix Item 4.03

6170 | 6211 | 504XBAC [Construction Contingency
Explanation A percentage of a contract value set aside buaget amount for

WCCUSD Bond Program 03/18/2019
Cost Code Explanations and Examples
Object  Object - |
site Building Cost Code Description
[Vendors ‘Wary Larsen, BKF Engineers
Varies Varies | 4200SVC [Other Services (site 615 Central Program - 7640SVC District Cost Phase 01 - 868XSVC] 21
Explanation fisc. charge account for Construction phase costs. 1
Examples: Moving, storage, and rental costs. Cleaning, transportation, porta-potties, site utilties, EBMUD instalation
isc: Object 5210 Project Manager's Mieage reimbursement
isc. Object 5640 Service Contract for repairs or maintenance (AA Office Equipment)
Misc Object 5840 Fees
isc: Object 5850 (Central Program only) Software License annual fees for maintaining the program (Primavera)
isc. Object 5890 All other services
isc Object 5895 Legal Fees
Misc: Object 5900 for suchas , fax, intemet service
isc: Object 5901 Postage
6170 500XXBB_|General Construction |
eplanation Wain contractor for a project or sub-project (Vaine or Other Construct-athietic felds, ennis courts, furmishing and mstaling
playground apparatus)
[Vendors Alten Construcion Inc., C Overaa and Company, J W and Sons, West Bay Builders Inc
Contra: Contractors that are not the main contractor for a sub-phase should be coded 508-XCTC - Other Constr.

i the Scope of the work

Cost Code
Explanations &

] Examples

Facilities & Construction Department
for New Proposal Approval Checklist for Bond Program
New Project - (9) maintain Multi-year Budget
Based on Forensic Audit Recommendation; TC 6.2, TC 6-5 for Budget Amendment or Transfer

Formé1 - Bond Program Site Budget Authorization
Form#3 - PROJECT MULTI-YEAR BUDGET AMENDMENT/TRANSFER

Form#5 - General Journal Entry

Formé2 - NEW BOND PROGRAM PROJECT DETAIL FORM
Formé4 - Bond Program Spending {o date by Sites

Form#6 - Encumbrance Journal

5170 219 | B08XCTC [Other Construction

i

initiates the form Engineering approval

Finance staff put an appropriate
account code and chek the
budget availability

If the Proposal or Bid amounts
are greater than the Board Approved
Budget;

Present to the Board for an Amendment

Fiscal Approver reviews
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Munis Contracts &
Biling Reference

Accounting Summary

Explanation ‘Other consiruction contracts for project
cxampies: it Improve Vg & arading, fencing, demoliton, landscaping, seeding, planting,sidewalks, roadways, sewers, storm dfains, hycdrants, soi,
ot IOV flagpoles, gateways, underground storage, athletic fields, tennis courts, fumishing and installing playground apparatus
Protables, roofing/waterproofing, electrical, air conditioning, sprinkling, waming devices, installation of heating and ventilating,
Examples:  Building Impy gy o5 abatement of asbestos, telecommunication wiring
| Vendors: Bay Cities Paving and Grading, Bollo Construction, CF Contracting, Demo Masters, EBMUD, Sandstone Construction
Contra Do not use for other construction services such as moving, porta-potties, and cleaning.
Payment West Contra Conta Unifed Sehoal D
Facilfies Planning & Construction Fiscal Year
Approval Pasmeni ApprovalForm Py 201819 H—"
Form [y v JU—
Vandor Nams st By Times (WestCourty Times v Dat: 1273172018 Invoice Details
Features: T e o vl
. £0C 4 Advertaments; il o from o
Vendor Details rojct Deserption: December 1, 20T to Decembe 31, 2018 projects: G .m0 0| Bond Project
number & Non-
Fund 23 PrjetSring: 013961500 974BS650748LGAD Bond Project

rginal Contract Amount: s30

Ery Contract Summary

Invoice Types: ContractBalance Santuoo
Qe [ maumt o T e 21
. Regular [ Armount ofthis mteerond 40 i
g T v} sl | 1 Invoice Summary
2. Multi-year [ maumtor ] [ S000
TataofThis vt Siossoo
3. Multi-funded
ContractBalnce ster this payment:
4 Multi-year & Fand 21 e aher s eyt | Forecasting
WS, B
o Bl ser s payment:
5. Reimbursable
6. Retention .
7. Escrow
ot prem—

and approves

If budget is not in place,
Prepare a Budget Amedment/Transfer
with a copy of Proposal Approval Form
as supporting documentation

Fiscal Approver
reviews and approves

Create a Project String or GL Account
needed

code in Munis i

enter in Munis with correct Fiscal Year

Budget Batches will be reviewed and
posted

Current Fiscal Year Budget in Munis
GL with PL Accounts

Future Fiscal Year Budget in Munis.
PL Accounts only

(6) Req/Contract workflow
Munis

(7) Invoice Process | _ |

(8) Invoice Entry in Munis |_.|

(9) Maintain Multi-vear Budget |Form#3,

Step 1 be
Fiscal, Contract, Engineering

reviews and approves

Payment Approval Form wi
generated

Pay Application workflow
Project/Program Manager
Step2 o verify the invoice/approve

Tech Object to Chief Tech Officer

Invoice process in Munis

Invoice Munis workflow
Step 1
Fiscal Approver reviews and approves

Review process:

Fiscal Approver and
Step4 reviews and approves
Over $100K to Assoc Superintendent

*See the separate invoice

process Instruction™

- Co O#

- Invoice number & date

- Remit# or address

- separate check box

- tax calculation & retention Calculation
- Account code & Amount

ear Budget will be reconciled

monthly basis:

to prevent frequent Budget Transfer
when contract/requisition needs the funding

to monitor Board Approved Site Budgets
by each project for the project fund
balance and project status

reconciliation PL to GL
to prevent any possible error

1) New Proposal Approval (4) Budget Transfer into Financi: (S) Requisition,

@ posal App | (2) Approvals on the Form |——— | (3) Budget Transfer request | ——— | 21 | PR ! |—
Form System Contract
gram Manager Contract approval Form#as Budget Amendment/Transfer A requisition/Contract

will be created in Munis
if budget is in place

Release the requisition/Contract
toworkflow if all requirements
areattached

4,5,6

Payment Approval Form

Features & Types




Next Steps

L Ongoing iterative review of updated section working drafts and accompanying
appendix

JRelease and working drafts online
JReceive, review and if approved incorporate feedback

I Maintain the summary of all audit recommendations & provide updates on the
implementation of recommendations

I Continue to provide monthly updates to the Facilities Committee and Citizens’
Bond Oversight Committee

JPublish the Program Management Plan in June 2020
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