COMMUNITY AND SENIOR SERVICES
OF LOS ANGELES COUNTY

DIRECTIVE
NUMBER: CD-09-01 SUBJECT: Addressing Areas of Non-Compliance

DATE: January 21, 2009 EFFECTIVE DATE: January 1, 2009 Page 1 of 1

TO: ALL CSS CONTRACTORS:

BACKGROUND

In response to monitoring and audit findings from our funding sources, these protocols
have been established to address areas of non-compliance by our contractors.

PURPOSE

The purpose of this Directive is to provide all Community and Senior Services (CSS)
contractors with the protocols for addressing areas of non-compliance.

The attached CSS Contractor Protocols for Addressing Areas of Non-Compliance
describes the process that CSS will follow when a contractor is non compliant, including
sanctions only when attempts to resolve areas of non-compliance have been
unsuccessful. Attachment 1 of the protocol document includes the type of sanction that
will be imposed based on the area of non-compliance.

Please forward a copy of this Directive and its attachments to all staff involved with the
administration of programs operated on the behalf of CSS.

If you have any questions regarding this Directive or need an electronic copy of this
document, please contact Jackie Lynn Sakane at (213) 739-7321.

REFERENCES:
CSS Standard Terms and Conditions

MARGARET QUINN
Assistant Director

Administrative Services Branch




COMMUNITY AND SENIOR SERVICES (CSS)
PROTOCOLS FOR ADDRESSING AREAS OF NON-COMPLIANCE

PURPOSE

The purpose of this document is to establish protocols when addressing areas of non-
compliance by our contractors, including sanctions only when attempts to resolve areas
of non-compliance have been unsuccessful.

ATTEMPTS AT ADDRESSING AREAS OF NON-COMPLIANCE

Two attempts will be made to retrieve documentation from a contractor that addresses the
non-compliance issue(s) (i.e., required contract documents, Single Audit Report,
corrective action plans, performance reports, etc.,) as follows:

- The first attempt will be made by a Division’s Project Supervisor
through written letter to the contractor Executive Director/Program
Director requesting the documentation needed to resolve the non-
compliance issue.  Copies of the email will be sent to the Project
Supervisor’s Program Manager;

- The second attempt will be made by the Division’s Manager through a
written letter to the contractor’s Executive Director/Program Director
requesting the documentation referring to the email sent by the Project
Supervisor. The letter will request the documentation needed to resolve
the non-compliance issue or a Corrective Action Plan within 10 days.
Copies of the letter will be maintained by the respective Division
Manager and Project Supervisor;

- Failure on the part of a contractor to comply after the second letter has
been sent by the respective Division Manager will result in sanctions
being applied to that contractor.

SANCTION AUTHORITY

CSS Standard Terms and Conditions, provides CSS authority to sanction a contractor for
non-compliance. Only the Administrative Services Branch has the authority to apply
sanctions to a contractor. Sanctions will be applied by the Contracts Management
Division and Contract Compliance Division managers of the Administrative Services
Branch based on information provided to them by a Division Manager of the non-
compliance by a contractor.

SANCTION TYPES

There will be four types of sanctions that CSS will impose on their contractors to address
instances of non-compliance as follows:



- Probation (monitoring contractor’s non-compliance, which if continued could
impact future client referrals, additional funding, etc., );

- Suspension of payments;

- Suspension of contract services;

- Termination of contract.

The type of sanction will depend on the area of non-compliance and will be determined
by the Contracts or Compliance Manager. See Attachment 1 for areas of non-compliance
and applicable sanctions. In addition, the Contracts and Compliance Managers will
determine which contractor program(s) will be sanctioned depending on the instance of
non-compliance.

APPLICATION OF SANCTIONS

If the two attempts to resolve the non-compliance issue have been unsuccessful, the
Contracts and Compliance Manager will issue a Sanction Letter addressed to the
contractor’s Executive Director/Program Director. The sanction letter must include:

- The type of sanction being applied;

- The reason for the sanction including inclusion of contract language
authorizing CSS to apply sanctions;

- The non-compliance issue quoting contract, law or regulation violation;

- Copies of the letter being sent to the Program Manager and Assistant
Director over the program impacted, Finance Manager, and the
Administrative Deputy;

- In addition copies need to be sent to the City Manager (if applicable) or
Board of Directors Chair (if applicable) of the contractor and any Board
of Supervisor Deputy sitting on the contractor’s Board.

See Attachment 2 for a sample letter.

Sanctions will be in effect until the contractor becomes compliant or June 30" of any
given fiscal year whereby CSS will release the sanction but will consider the non-
compliance of the contractor during future funding decisions.

Failure on the part of a contractor to repay questioned/disallowed costs will result in a
withholding of payments from a contractor either during a program year or at year end
close-out.

Contractors may appeal CSS’ application of sanctions by sending their request for appeal
to CSS’ Administrative Services Branch Assistant Director at 3175 W. 6% Street, Los
Angeles, CA 90020. An appeal hearing will be scheduled and heard by a CSS hearing
officer(s).

COMMUNICATION _WITH BOARDS RELATING TO APPLICATION OF
SANCTIONS




The Chief Deputy and/or the Administrative Deputy will notify the Board of Supervisors
and the Assistant Director of the program impacted will notify all other governing boards,
when a contractor is sanctioned.

RELEASE OF SANCTIONS

Sanctions will be released upon compliance by the contractor. The Release of Sanctions
letter will include the following:

- Reference to the original sanction letter and include as an attachment;

- Statement indicating that sanctions are released based on receipt of
documentation, etc., received from the contractor. Letter should be
specific as to the type of documentation, etc., received;

- Copies of the letter will be provided to all parties copied on the original
sanction letter.

See Attachment 3 for a sample letter.

COMMUNICATION WITH BOARDS RELATING TO RELEASE OF SANCTIONS

The Chief Deputy and/or the Administrative Deputy will notify the Board of Supervisors
and the Assistant Director of the program impacted will notify all other governing boards,
when a contractor’s sanctions have been released.

MAINTENANCE AND DISTRIBUTION OF SANCTIONS LISTING

The Contracts Management Division will maintain a listing of all contractor sanctions on
MOSS.

FINAL
January 2009
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CONTRACTOR'S NAME:
CONTRACT NUMBER:
FISCAL YEAR:
PROGRAM:

The following documents are included with this Contract:

CONTRACT AUTHORIZATION

(1) FY 2008-09 Board Resolution
OR

. (2) FY 2008-09 Letter (Signed by Agency's Board President

indicating authorized Agency representative(s))

CONTRACT EXHIBIT G ATTACHMENTS

Attachment | - Contractor's Administration

Attachment Il - County's Administration

Attachment Il - Charitable Contributions Certification

Attachment IV - IRS Notice 1015

Attachment V - County of Los Angeles Contractor Employee Jury
Service Program Certification Form and Application for Exception

Attachment VI - Safely Surrendered Baby Law Fact Sheet
Attachment VII - Contractor's Equal Opprotunity (EEO)
Certification

Attachment VIl - Contractor Employee Acknowledgement,
Confidentiality Agreement and Conflict of Interest Policy

Attachment IX - Contractor Non-Employee Acknowledgement,
Confidentiality Agreement and Conflict of Interest Policy
Attachment X - Auditor-Controller Contract

Accounting and Administration Handbook

Attachment XI - User Complaint Report

Attachment XII - Cost Allocation Plan

Attachment XIII - Joint Revenue Disclosure
Attachment XIV - HIPAA
Attachment XV - Fixed Assets/Equipment
Purchases Requirements
(1) Attachment XVI - Inventory Control Form
OR
(2) Inventory letter signed by Agency's authorized
representative stating that no equipment purchased &
indicating the term
Attachment XVII - Contractor Employee Jury
Service Program

FOR CSS USE ONLY
. Need Date
In File

Uidate Received




INSURANCE CERTIFICATIONS
* General Liability Insurance Certificate:

- General Aggregate

- Products/Completed Operations Aggregate
- Personai and Advertising Injury

- Each Occurrence

Additional Insured Endorsement Page
Automotive Liability Insurance Certificate
Crime Certificate

Worker's Compensation insurance Certificate:
- Each Accident

- Disease - policy limit

- Disease - each employee

Professional Liability Certificate (if applicable)
- Per Occurrence

- Aggregate

Property Insurance Certificate (if applicable)
Verification of Self-Insured (if applicable)

OTHER REQUIRED DOCUMENTS

REVIEWED BY:

APPROVED BY:

Articles of Incorporation

Board of Directors Roster

By-Laws

Fire Department Inspection Report
Health Department Inspection Report
Organizational Chart

Public Health Permit/Business License
Tax Status (i.e., 501(c)(3))

Policy Limit

NA
$ 2,000,000
$ 1,000,000
$ 1,000,000
$ 1,000,000
N/A
$ 1,000,000
$ 50,000
NA
$ 1,000,000
$ 1,000,000
$ 1,000,000
N/A
$ 1,000,000
$ 3,000,000
As applicable
As applicable

Contract Analyst (Print & Sign Name)

Date

Contract Management Manager (Print & Sign)

Date




BOARD OF SUPERVISORS

COMMUNITY AND SENIOR SERVICES ONE D DUANA
ZEV YAROSLAVSKY
OF LOS ANGELES COUNTY MICHAEL D. A ABE
3175 WEST SIXTH STREET » LOS ANGELES, CA 90020-1708 » (213) 738-4519 (213) 351-5125 FAX
CYNTHIA D. BANKS
Director “To Enrich Lives Through Effective And Caring Service”
October 10, 2008 ATTACHMENT 2
Mr. John Doe
XYZ Agency

3175 W. 6" Street
Los Angeles, CA 90020

Dear Mr. Doe:
RE: NOTICE OF SUSPENSION OF PAYMENTS

This is to notify you that payments to your agency have been suspended in accordance with
your contract with our office, Standard Terms and Conditions Sections 59, 72-80. Sanctions
have been imposed due to the failure of your agency to submit a Single Audit report for the
program years 2007-2008, which encompassed the fiscal year ended on September 30, 2007.

Office of Management and Budget Circular A-133 and the California Department of Aging
require an annual Certified Single Audit Report and reconciling SEFA schedule to be submitted
no later than nine months from the end of the contract period; and taking into consideration the
September 30, 2007 fiscal year for your agency; that Single Audit was due June 30, 2008.

Please note that payments will be reinstated upon satisfactory acceptance of your “Single
Audit” report for the above period by our office. Such report must be in compliance with OMB
Circular A-133.

Please contact us if you have any questions, or if you need additional information

Sincerely,
Carol Domingo, Jackie Lynn Sakane,
Contracts Manager Compliance Manager

C: Brenda Sapp Pradia
Mina Ha Nyugen
Rogelio Tapia
Margaret Quinn



BOARD OF SUPERVISORS

COMMUNITY AND SENIOR SERVICES YVONNE B BURKE
ZEV YAROSLAVSKY
OF LOS ANGELES COUNTY CHAEL . AT KNABE

3175 WEST SIXTH STREET » LOS ANGELES, CA 90020-1708 « (213) 738-4519 (213) 351-5125 FAX

“To Enrich Lives Through Effective And Caring Service”

October 31, 2008 ATTACHMENT 3

Mr. John Doe

XYZ Agency

3175 W. 6" Street

Los Angeles, CA 90020

Dear Mr. Doe:

RE: REINSTATEMENT OF PAYMENTS

On October 10, 2008, you were notified that payments to your agency were being suspended
for failure to submit a Single Audit report by the required due date (see attached letter).

This is to notify you that we have received and accepted your agency’s Single Audit Report
and are reinstating payments to your agency effective immediately.

Please contact us if you have any questions, or if you need additional information

Sincerely,
Carol Domingo, Jackie Lynn Sakane,
Contracts Manager Compliance Manager

C: Brenda Sapp Pradia
Mina Ha Nyugen
Rogelio Tapia
Margaret Quinn



