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l. INTRODUCTION

On April 27, 2010, the Board of Supervisors directed the Chief Executive Office (CEO),
Auditor-Controller (A-C), County Counsel (Counsel), and the Director of the Internal

Services Department (ISD) to establish a work group to develop a mechanism to alert
departments of poorly performing contractors. As a result, the County developed the
Contractor Al er t Reporting Dat abasexistigCARD) ,
enterprise-based eCAPS System to track poorly performing contractors.

Departments are responsible for monitoring their contractors and are required to use
CARD to track and report on poorly performing contractors. When departments identify
poorly performing contractors they must:

1 Provide contractors with due process by notifying contractors that they may be
placed in CARD, indicating the reason(s) for the placement prior to placing them in
CARD, and giving the contractor ten business days to respond to the notice (see
section 1V, page 3).

1 Place contractors that meet the placement criteria in CARD and include adequate
documentation to justify/support the placement (see sections Ill and IV, page 3).

1 Notify other County departments when contractors are placed in CARD (see section
V, page 14).

1 Work with contractors to resolve the issue(s) that resulted in placing them in CARD,
providing technical assistance, if needed, to help prevent future non-compliance,
and monitor to ensure the corrective action results in permanent change.

1 Update contractor records in CARD when issues are resolved (see section VI, page
18).

1 Use CARD during each applicable contract solicitation (see section VII, page 20).

1 Take appropriate steps when one of their existing contractors is placed in CARD by
another County department (see section V, page 14).

1 Notify the A-C6 s Countywi de Contract Mo natt ori ng
card@auditor.lacounty.gov if a contractor in CARD is subsequently debarred.

For assistance with CARD, departments may contact the A-C6 s cCcabD
card@auditor.lacounty.gov or (213) 253-0300.

. CRITERIA FOR PLACING A CONTRACTOR IN CARD

The requirements for placing a contractor in CARD are applicable to all County
contracts, unless otherwise prohibited. Departments should consider the materiality of



the issues with the contractor, such as the dollar amount owed to the County, the
pattern and number of occurrences, and impact to the County and public before placing
a contractor in CARD. Only contractors with a significant issue(s) should be placed in
CARD. Before placing a contractor in CARD, departments must also ensure that they
provide contractor with due process by providing the contractor notice and time to
respond as discussed in section IV. Departments must respect the legal rights of
contractors and provide an opportunity for contractors to resolve their CARD issue(s).

Contractors must meet one or more of the following criteria to be placed in CARD:

1. The contractor owes the County for overpayments and/or questioned costs and has
not entered into a repayment agreement or agreed to pay the County back or has
been referred to the Treasurer and Tax Collector for collection.

2. The contractor has not taken appropriate and timely steps to correct significant
documented instances of contract non-compliance. This can also include instances
where the contractor corrected their non-compliance but demonstrated a pattern of
repeated non-compliance or corrected their non-compliance but the non-compliance
was extraordinarily significant and demonstrated disregard for complying with a
material contract requirement.

3. The contractor and/or their principal owners are currently debarred by other
governmental entities.

4. The contractor has experienced financial, administrative, programmatic or legal
issues that affect their ability to comply with the County contract requirements.
Examples of these issues include, but are not limited to the following:

Bankruptcy

Loss of licenses

Failure to pay property or payroll taxes

Financial viability concerns

Lack of qualified staff

Lack of required insurance

Assessment of any fines and/or penalties by public entities
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5. The County has imposed contractual remedies against the contractor for non-
compliance with the County contract requirements. T h e contra-ctoros
compliance may result in the contractor also meeting criteria #2 above. Examples of
contract remedies include, but are not limited to, the following:

1 Termination for default

1 Assessing liquidated damages

T Adjusting the contractords funding
1 Not renewing a contract due to performance issues



. SUPPORTING DOCUMENTATION FOR CARD PLACEMENT

After identifying a poorly performing contractor, departments must maintain
documentation to support placing the contractor in CARD, and demonstrate sufficient
due process was provided to the contractor. Examples of supporting documentation
include:

Departmental contract monitoring/discrepancy reports

Annual performance reviews

Auditor-Controller reports

Debarment records

Contractoros audited financial stateme

Communication from the contractor stating their unwillingness to comply with

requirements

1 Communications from the department documenting collection or other efforts to
resolve outstanding issues

1 Bankruptcy filings

1 Cancellation of required licenses, insurance, etc.
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The supporting documentation must be uploaded into CARD using the instructions
beginning on page 7.

IV. PLACING A CONTRACTOR IN CARD

Departments must develop internal approval procedures before placing a contractor in
CARD, and must provide due process by sending written notification to a contractor
before placing the contractori n CARD. At mi ni mum, t he
Deputy or a designee should approve a CARD placement. To simplify the approval and
notification process, departments are required to:

1 Complete a standardized CARD Placement Notification Letter (see Exhibit 1),
including an approval signature from the Administrative Deputy/designee.

1 Send the signed CARD Placement Notification Letter to the contractor before CARD
placement via certified US mail and e-mail.

1 If the issue is unresolved after the ten business days, place the contractor in CARD
according to the instructions below. This includes uploading the supporting
documentation justifying CARD placement (including the signed notification that was
sent to the contractor). Departments may delay the CARD placement to allow the
contractor additional time to resolve any issues.
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Instructions for placing a contractor in CARD:

A. Accessing the CARD table in eCAPS:

1. Enter ACARDO in the eCAPS AJump too featur

eCAPS Financials

2. The following Search box will load.

Department :
Reporting Code @
Sub Reporting Code :
Vendor Customer : ﬁ

Ok Clear Cancel

B. Searching for contractors in CARD:

1. Type in the Vendor Customer number and press Enter.

Department :
Reporting Code :
Sub Reporting Code :

Vendor Customer : g

k Clear Cancel




2. The following page willloadand | i st all of the dfthar¢ r actor
are no records, the contractor is not in CARD. Check the contractorl
entries, if any, for the applicable Department, Reporting Code, and Sub
Reporting Code fields. Proceed to section C below to add a new record for a
contractor or to section E beginning on page 13 to update an existing CARD
record.

Contractor Alert Reporting Database

Department Reporting Code Sub Reporting Code Vendor Customer Legal Nai
v S8 1EPOB00S BS01 510224 CHICANA SERVICE ACT
58 1HHOS004 BS01 510224 CHICANA SERVICE ACT
35S 2ES08044 BS01 510224 CHICANA SERVICE ACT
58 2HF0B045 BS01 510224 CHICANA SERVICE ACT
SS 2TEDB046 BS01 510224 CHICANA SERVICE ACT

First Prev Next Last  Aftachments

Save Undo Delete Insert Copy Paste Search &

w Contract Information

“Department: s Record Create Date : 5/30/2013 | Issue
“Reporting Code : 1EP08005 Reporting Active : [_| Audit
*Sub Reporting Code : BS01 Sub Reporting Active : [ | Low Bid Solic
“*Vendor Customer: 54099, a) Legal Name : CHICANA SERVICE ACTION CENT

b Issues Information

b General Information

C. Adding a new CARD record:

1. Go to the CARD tabl e, close the search box

Contractor Alert Reporting Database

Department Reporting Code Sub Reporting Code Vendor Customer Legal Name
First Prev Next Last Attachments

Save Undo DeletgllnserllCogv Paste Search @R

w Contract Information

“‘Department : Record Create Date : i) Issues Exist:[ |
“Reporting Code : Reporting Active :[_| Audits Exist:[ |
“Sub Reporting Code : Sub Reporting Active : [ Low Bid Solicitation : ]
*Vendor Customer : o J Legal Name :
et



2. Enter the Department, Reporting Code, Sub Reporting Code, and Vendor
Customer number. Click the check boxes for the relevant Issues and enter the
Issue Date(s). If it was determined that the Issue was caused by a
subcontractor, click the subcontractor check box and enter the subcontractor
name. The CARD table allows users to enter up to three subcontractor names.
If the number of involved subcontractors exceeded three, users may use the
comments box to enter additional information.

Enter the contact information for the person who should be contacted regarding

the CARD record,andc | i ck the ALow Bid Solicitation
was awarded via low bid solicitation. The comments box should rarely be used

and only to provide additional information supported by appropriate
documentation (see the note on page 14 about the comments box). Click Save.

Contractor Alert Reporting Database

Department Reporting Code Sub Reporting Code Vendor Customer Legal Name

v 18 67172 oPO1 004570
First Prev Next Last  Altac e
ndo Delele Insert Copy Paste Seach ¥k
“Department : |5 Record Create Date : ge012018 [0 Issues Exist:[ ]
“Reporting Code : 57172 Repaorting Active : || Audits Exist:[_|
*Sub Reporting Code : OPD1 Sub Reporting Active : [ Low Bid Salicitation : /]
Vendor Customer : ;o470 4| LegalName:
Issues Issue Date: Resolved:  Resolved Date: Issue: Name 1 Name 2: Name 3:
Contractor owes e County 1or overpayments and/or questionad costs and has nal
entered into a repayment agreement or agreed fo pay the County back, or has been 061122002 [ ] s

referred to the Treasurer and Tax Collecier for collections.
Contractor has not taken the appropriate steps to correct documented areas of

CONrACt HON-COMPIIANCE in 2 imely manner sstzonz (5 ‘ a2 ABC, NG
1 Contractor and/or principal owners are currently debarmed |J}r other wvmnmenla\
entities E —‘ E
Contractor has expenenced fnancial, aominisirative, programmatic of pending legal i) ] )
issues that affect their ability to comply with the County confract requirements.
County has imposed contractual remedies against the contractor due 1o non- ] ] ]
compliance with the County contract requirements.
Unresolved Issues : [ |
Contact Name : | ESLIE FOXVOG Contact Fhone : 323-287-2143
Contact Email : | FOXVOG@ISD LACOUNTY GOV Contact Unit: EXECUTIVE OFFICE

¥ General Information
Comments :

Note: A contractor must be entered into the eCAPS CNTRX table before they
can be placed into CARD. Departments generally enter contractors into CNTRX
to establish the contractor in eCAPS. However, in some cases (e.g., master
agreements) contractors may not be entered in CNTRX, requiring the department
to enter the contractor into the CNTRX table to facilitate the CARD placement.



3. After saving, the highlighted areas will be automatically populated.

Contractor Alert Reporting Database

Department Reporting Code Sub Reporting Code Vendor Customer Legal Name
AN 74605 BS01 004570 D & D SERVICES INC

v IS 67172 OPO1 004570 D & D SERVICES INC
First Prev Next Last  Attachments

Save Undo Delete Insert Copy Paste Search ok

w Contract Information

“Department : | Record Create Date : 03152012 | [ | Issues Exist: [/ |
“Reporting Code : 57172 Reporting Active : [/ Audits Exist : /]
*Sub Reporting Code : OPD1 |sub Reporting Active : [v/| Low Bid Solicitation : ]
“Vendor Customer : 04570 2 [Legal Name : D & D SERVICES INC l

¥ Issues Information

Issues: Issue Date: Resolved:  Resolved Date: Subcontractor Issue:
Contractor owes the County for overpayments and/or questioned costs and has not
entered into a repayment agreement or agreed to pay the County back, or has been oer12/2002 | [ /| O

referred to the Treasurer and Tax Collector for coliections.

Contractor has not taken the appropriate steps to correct documented areas of

] contract non-compliance in a timely manner. @ O i O

— Contractor and/or principal owners are currently debarred by other governmental

[ enties B U =i

0 Contractor has experienced financial, administrative, programmatic or pending legal B O ) 0
issues that affect their ability to comply with the County contract requirements. :
County has imposed contractual remedies against the contractor due to non- =

O compliance with the County contract requirements. E U (]

nresolved Issues : /|
Contact Name : | ESLIE FOXVOG Contact Phone : 323-257-2143
Contact Email : LFOXVOG@ISD.LACOUNTY GOV Contact Unit : EXECUTIVE OFFICE

D. Uploading supporting documentation:

1. To upload the CARD Placement Notification Letter and other correspondence
with the contractor (e.g., e-mails discussing contract compliance), go to the
contractords | ssues Page, sel ect t he
Attachments link. Please note that departmental monitoring reports, contract
discrepancy reports (CDR), or other audit reports should be uploaded to the
Audits Page (instructions begin at step 8 below), not the Issues Page.

Close Contractor Alert Reporting Database
.~ Issues

Contract Information

Issues Information Department Reporting Code Sub Reporting Code Vendor Customer Legal Name
General Information v AN 74605 BS01 004570 D & D SERVICES INC
. IS 67172 OP01 004570 D & D SERVICES INC
Audits

First Prev Next Last

Save Undo Delete Insert Copy Paste Search @ ]

w Contract Information

‘Department : ap Record Create Date : 3/15/2015 B Issues Exist : [/]

“Reporting Code : 74505 Reporting Active :[_| Audits Exist: [ ]

“Sub Reporting Code : BS01 Sub Reporting Active : [ | Low Bid Solicitation : [
*Vendor Customer : n4570 & Legal Name : D & D SERVICES INC




2. Click on Upload.

Reference Table Attachments

File Name Type Date UserlID
First Prev Next Last

Download
Delete
File Name : Description:
Type:
Date :
UserID:

Return
View Attachment History

3. Click on Browse.

Upload Attachment

Click the 'Browse' link to select a file or you can also drag and drop files on the page.Click 'Upload’ or 'Cancel'
when you have finished.

Description :

Attachment Type : siandarg [ v |

4. Select the file to be uploaded and click Open.

Choose file

Look in: | CARD =~ e®merE-

'2 | B CARD Notification Letter, pof

My Recent
Documents

Desktop

My Documents

=

=z
) PEL
E !
I %

£

T

My Network— File name: CARD Motification Letter. pdf - Open
Places | J \—I
Files af type: [ Fies 7 =] Cancel




5. Enter a Description, check the box to the left of the file and click Upload. Once
successfully uploaded, click Done to return to the previous screen.

Upload Attachment

Click the 'Browse' link to select a file or you can also drag and drop files on the page.Click ‘Upload’ or 'Cancel'
when you have finished.

Browse

Description :

Attachment Type : siangard | v |

Select All With selected : Apply Description Apply Attachment Type Clear Description Remove

File Name Description Attachment Type
CARD Notification Letter pdf CARD Notification Letter Sandard v

Total Number of Files selected:1
Upload| Cancel

6. Repeat steps 2 through 5 to upload additional supporting documents to the
Issues Page.

7. Click Return to go back to the Issues Page.

8. To upload departmental monitoring reports, CDR, or other audit reports, go to the
Audits Page and click on Insert to add an audit record.

Close Contractor Alert Reporting Database
Issues Audits
+ Audits

Department Reporting Code Sub Reporting Code Vendor Customer Leg

Contract Information First Prev Mext Last Aftachments

Audit & Legal Information
Save Undo Delete| Copy Paste Search #B

w Contract Info i
Insert New Record

General Information

Department- Record Create Date :
4 Reporting Code : Reporting Active : [~
y Sub Reporting Code : Sub Reporting Active : [~
Vendor Customer: Legal Name :




9. Enter the Audit Name, Organization, Date, URL (optional), and the Contact
Information for the audit record. A comments box is provided but should rarely
be used and only to provide additional information supported by appropriate
documentation (see the note on page 14 about the comments box). Click Save.

Close Contractor Alert Reporting Database
Issues Audits
[+ Audits

Department Reporting Code Sub Reporting Code Vendor Customer Legal Name Audit Hame Audit Number

« 15 67172 aPo 004570
Audit & Legal Information First Prev Mext Last Attachments

Contract Information

General Information
-Undu Delete nsert Copy Paste Search #B

ntract Information

Department : | Record Create Date : g3,22/2011
Reporting Code : g7172 Reporting Active : [
Sub Reporting Code : gpgy Sub Reporting Active : [~
Vendor Customer: gpasyp Legal Hame :

= Audit & Legal Information

| “Audit Name : |y ATURAL, BUILDING MAMNTENANCE CUSTODIAL CONTR / Audit Date * g1 2/2002 Ji2:51
Audit Organization : DTQoR-CONTROLLER, CONTRACT MONITORING DIVISION 4 K Audit Humber :
1 Audit URL : htpiifile Jacounty. gow/Auditer/audit_reports/internal®209 (‘
Audit Contact Information (
Contact Name : pon CHADWICK Contact Phone : 3132530301 H /
Contact Email : pcHADWICK@AUDITOR LACOUNTY GO Contact Unit: |CONTRACT MONITORING DIVISION
County Counsel Contact Information h
Contact Name : Contact Phone :
Contact Email : Contact Unit:

10.Click on the Attachments link to upload attachments to the audit record.

Contractor Alert Reporting Database

Audits
Reporting Sub Reporting Vendor " Audit
Department Code Code Customer Legal Name Audit Name Humber
v IS 67172 QPo1 004570 D & D DISPOSAL, INC. NATURAL, BUILDING MAINTENANCE CUSTODIAL CONTRACT 1

First Prev Next Last |[AHachments

Save Undo Delete Insert Copy Paste Search &k
= Contract Information

Department: |5 Record Create Date : g3/23/2011
Reporting Code : g7172 Reporting Active : [
Sub Reporting Code : gpgq Sub Reporting Active : [

Vendor Customer : gpas7g Legal Hame: p g D DISPOSAL, INC.

11.Click on Upload.

Reference Table Attachments

File Name Type Date UserlID
First Prev Next Last

Download
Delete
File Hame : Description:
Type:
Date :
UseriD:

Return
Wigw Attachment History
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12.Click on Browse.

Upload Attachment

Click the 'Browse' link to select a file or you can also drag and drop files on the page.Click 'Upload’ or 'Cancel
when you have finished.

Description :
Attachment Type : giandard v

13. Select the departmental monitoring report, CDR, or other audit report file to be
uploaded and click Open.

Choose file E]
Look in: |lj Contracts j =
T fudt Report.pef
- [E115 At Repart pof |
tdy Recent
Documents

Desktop

My Documents
59

My Computer

i
by M etuork, File: name: | - Open
Places | J \_I
Files of type: [ Files | Carcel

14.Enter a Description, check the box to the left of the file, and click Upload. Once
successfully uploaded, click Done to return to the previous screen.
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