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I. 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 Alert Reporting Database (CARD), which uses the Countyôs existing 
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: 
 

¶ 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 IV, page 3). 

 

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

 

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

 

¶ 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. 

 

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

 

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

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

 

¶ Notify the A-Côs Countywide Contract Monitoring Division (CCMD) at 
card@auditor.lacounty.gov if a contractor in CARD is subsequently debarred. 

 
For assistance with CARD, departments may contact the A-Côs CCMD at 
card@auditor.lacounty.gov or (213) 253-0300.   
 

II. 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 
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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 
 
5. The County has imposed contractual remedies against the contractor for non-

compliance with the County contract requirements.  The contractorôs non-
compliance may result in the contractor also meeting criteria #2 above.  Examples of 
contract remedies include, but are not limited to, the following: 

 

¶ Termination for default 

¶ Assessing liquidated damages 

¶ Adjusting the contractorôs funding 

¶ Not renewing a contract due to performance issues 
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III. 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 

¶ Contractorôs audited financial statements 

¶ Communication from the contractor stating their unwillingness to comply with 
requirements 

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

¶ Bankruptcy filings 

¶ Cancellation of required licenses, insurance, etc. 
 
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 contractor in CARD.  At minimum, the departmentôs Administrative 
Deputy or a designee should approve a CARD placement.  To simplify the approval and 
notification process, departments are required to: 
 

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

 

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

 

¶ 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 ñCARDò in the eCAPS ñJump toò feature. 
 

 
 

2. The following Search box will load. 
 

 
 
B. Searching for contractors in CARD: 
 

1. Type in the Vendor Customer number and press Enter. 
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2. The following page will load and list all of the contractorôs CARD records.  If there 
are no records, the contractor is not in CARD.  Check the contractorôs CARD 
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. 

  

 
 
C. Adding a new CARD record: 
 

1. Go to the CARD table, close the search box and click on ñInsert.ò 
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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, and click the ñLow Bid Solicitationò check box if the contract 
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. 

 

 
 

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

 
 

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 
contractorôs Issues Page, select the relevant CARD record, and click on the 
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. 
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2. Click on Upload. 
 

 
 

3. Click on Browse. 
 

 
 

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

 

 

 
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. 
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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.  

 

 
 

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

 
 

11. Click on Upload. 
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12. Click on Browse. 
 

 
 

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

 

 
 

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. 

 

 
 








































