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EXECUTIVE SUMMARY

College of DuPage

On May 14, 2015, the Illinois House of Representatives adopted House Resolution No.
55 directing the Auditor General to conduct a performance audit of the College of
DuPage. Overall, the audit found that the Board of Trustees could improve its oversight
and the College could improve its operations in several areas. The audit contains a total
of 19 recommendations to the Board and the College.

The College could not provide documentation to show that the Board was evaluating
the President’s performance annually, as is required by Board policy and the
President’s employment agreement.

The College could not provide documentation to show that the Board was receiving
quarterly investment reports or that the College was annually reviewing its
investments as required by Board policy.

The need for budget transfers was not always clearly documented and there was not
always proper and timely approval of budget transfers by officials.

Procurements did not always comply with established requirements:

o Requisitions lacked approval prior to the purchase;

o We could not determine if bids were opened by a member or employee of the
Board as required by the Illinois Public Community College Act; and

o Files did not always contain the final signed contract or agreement.

Between 2007 and 2013, the College of DuPage issued a total of $366.46 million in
bonds ($321.84 million for construction and $44.62 million for refunding bonds).

Oversight of construction activities could be improved by:

o Establishing a facilities/construction committee and requiring status reports at
regular meetings;

o Obtaining Illinois Community College Board (ICCB) approval of construction
projects prior to the award of contracts and construction of projects as is required
by ICCB’s administrative rules (23 I1l. Adm. Code 1501.602(b));

o Documenting competitive procurement exemptions for construction projects;

o Establishing a written policy for the types of work classified as professional
services;

o Establishing a prequalification system for potential bidders; and

o Approving and signing contracts prior to beginning work.

For the peer group, the College of DuPage President had the highest total
compensation for all four years reviewed, ranging from $466,477 in FY2011 to
$495,092 in FY2014.

The College of DuPage Board of Trustees awarded the outgoing President a lump
sum severance payment of $762,868 in January 2015. Only 3 of 16 presidents at the
other community colleges we reviewed received a lump sum payment upon
separation, ranging from $380,245 (Moraine Valley) to $103,269 (Morton College).
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AUDIT SUMMARY AND RESULTS

On May 14, 2015, the Illinois House of Representatives adopted House
Resolution No. 55 directing the Auditor General to conduct a performance
audit of the College of DuPage by entering into a memorandum of
understanding with the College of DuPage that sets forth the scope of the
audit. A memorandum of understanding was signed by the College on July
1, 2015 and an entrance conference to commence the audit was held July 28,
2015.

Opened on September 25, 1967, the College of DuPage is located in
Community College District 502, which encompasses the majority of
DuPage County, as well as portions of Cook and Will Counties. The College
is governed by a locally elected seven-member board.

Overall, the audit found that the Board of Trustees could improve its
oversight and the College could improve its operations in several areas. This
audit contains a total of 19 recommendations to the Board and the College.
(pages 1-11)

REVENUES AND EXPENDITURES

House Resolution No. 55 asked the Auditor General to review the College of
DuPage's sources of revenues and expenditures, by broad category, during
Fiscal Years 2011 through 2014. Total revenues for the College increased
from $241.6 million in FY2011 to $267.9 million in FY2014, or 11 percent.
Non-operating revenues, from sources such as property taxes and the State
and federal government, accounted for $196.8 million or 73 percent of total
revenues for FY2014. Operating revenues, such as tuition and fees,
accounted for less than one-third of total revenues for the College ($71.1
million or 27%) for FY2014.

Total expenditures for the College of DuPage for the period FY2011 to
FY2014 increased from $195.5 million to $231.4 million, or 18 percent.
Operating expenses, which are the largest category of expenses, have

increased from $189.1 million in FY2011 to $221.5 million in FY2014.

For the four-year period FY2011-FY2014, the College had total net income
of more than $153 million. Net income (the excess of revenues over
expenses) ranged from a high of $46.2 million in FY2011 to a low of $31.8
million in FY2013. Board Policy 10-40 states that the College will strive to
maintain an on-going unrestricted fund balance in the combined General,
Working Cash and Auxiliary Funds in an amount equivalent to 50 percent of
the College’s total annual revenues in the General Fund (comprised of the
Education Fund and the Operations and Maintenance Fund). As of the end
of FY2014, the College had achieved a fund balance ratio of 46.6 percent.
(pages 12-19)

TRUSTEE FIDUCIARY RESPONSIBILITIES

House Resolution No. 55 asked the Auditor General to review whether,
during Fiscal Years 2011 through 2014, the Board met its fiduciary
responsibilities. The Board of Trustees could improve its fiduciary oversight

of the College’s operations in several areas. We reviewed the College of
DuPage Board of Trustees’ fiduciary responsibilities including those for:
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annually evaluating the College President; annually reviewing the financial
performance of the College and causing an audit to be made; adopting the
annual financial plan of the College; adopting a comprehensive Strategic
Long Range Plan; and reviewing the President's annual report on the
outcomes of the College.

e The policy manual of the College of DuPage Board of Trustees
did not include guidance regarding individual trustee fiduciary
responsibilities. As of June 30, 2014, the Board’s policies also
did not require standing committees. Defining the fiduciary
responsibilities of Board members and establishing standing
committees for certain areas may be beneficial for the Board of
Trustees in improving its oversight of the College of DuPage.

e The College could not provide documentation to show that the
Board was evaluating the President’s performance annually, as is
required by Board policy and the President’s employment
agreement. The College could not provide copies of completed
written appraisals of the President’s performance. Also,
although written closed session Board minutes were reviewed,
the minutes were not always specific enough to determine if the
President’s performance was discussed.

e We did see evidence that the Board of Trustees was: annually
reviewing the financial performance of the College and causing
an audit to be made; adopting the annual financial plan of the
College; adopting a comprehensive Strategic Long Range Plan;
and reviewing the President's annual report on the outcomes of
the College. (pages 23-29)

The audit also reviewed whether the Board was meeting its fiduciary
responsibilities and ensuring compliance with the Illinois Public Community
College Act and Board policies, including those related to the investment of
College funds, procurements and contracts, and budget transfers.

INVESTMENTS

House Resolution No. 55 asked the Auditor General to review whether the
Board was meeting its fiduciary responsibilities and ensuring compliance
with the Illinois Public Community College Act and Board policies,
including those related to the investment of College funds.

The College’s administrative procedures required the College’s investments
to be reviewed periodically by the Treasurer’s Advisory Committee to
address issues of investment mix and return. However, this Committee did
not meet between January 18, 2013 and November 7, 2014 (nearly two
years).

Although the Board was receiving monthly investment reports for the period
FY2011 through FY2014, those reports did not always show a breakout of
investments by the type of investment and did not show the percentage of
each type of investment allowable by policy.

e The College could not provide documentation to show that the
Board was receiving quarterly investment reports required by
Board policy, including investments in the portfolio by type,
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issuer, interest rate, maturity, book value, income earned, current
market value as of the report date, and comparison to any
applicable benchmarks.

e The College could not provide documentation to show that the
College was annually reviewing its investments as is required by
Board policy. (pages 32-39)

BUDGET TRANSFERS

House Resolution No. 55 asked the Auditor General to review whether the
Board was meeting its fiduciary responsibilities and ensuring compliance
with the Illinois Public Community College Act and Board policies,
including those related to budget transfers. According to information
provided by College officials, during the four-year period FY2011-FY2014
there were 3,562 budget transfers involving 34,842 individual transactions
for a total of more than $460 million. Our review of these budget transfers
found that some transactions that were listed as transfers were not budget
transfers in a traditional sense but were changes in the accounting system.

e The Board was only required to approve one budget transfer
(budget amendment) during the four-year period we reviewed.

e Our review of 20 budget transfers found that the need for the
transfer was not always clearly documented and there was not
always proper and timely approval by officials.

e The Board should consider taking a more active role in the
budget transfer approval process by revising its policies to limit
the President’s and/or Controller’s authority to approve large
transfers. (pages 40-43)

PROCUREMENTS AND CONTRACTS

House Resolution No. 55 asked the Auditor General to review whether the
Board was meeting its fiduciary responsibilities and ensuring compliance
with the Illinois Public Community College Act and Board policies,
including those related to procurements and contracts. The audit reviewed a
sample of 40 procurements over $25,000 for compliance with the Illinois
Public Community College Act, Board policies, and administrative
procedures. One of the 40 procurements we selected was not applicable to
competitive procurement requirements because it was part of another
agreement. Our review found that procurements did not always comply with
established requirements.

e Requisitions lacked approval prior to the purchase. For the 36
requisitions provided, there was no evidence of approval from
the Vice President of Administrative Affairs per Administrative
Procedure 10-60. The College could not provide requisitions for
four procurements tested.

0 In5 of 36 cases (14%) the requisition was created after an
invoice for payment had been received.

e For 22 of 39 (56%) procurements, the purchase was not
competitively bid.
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e For 12 of 17 (71%) procurements that were bid, we could not
determine if the bids were opened by a member or employee of
the Board as required by law.

e For 6 of 17 (35%) procurements that were competitively
procured, we could not determine if the bids were opened
publicly.

e For 2 of the 32 (6%) procurements reviewed that required Board
approval, the College could not provide documentation of Board
approval of the contract or expenditure.

o Files did not always contain the final signed contract or
agreement. For 9 of 30 procurements that required a contract
(30%), the College could not provide a signed contract or written
agreement. (pages 43-51)

GENERAL OBLIGATION BONDS

House Resolution No. 55 asked the Auditor General to review the amount,
purpose, and uses of General Obligation Bonds issued by the College of
DuPage in 2007, 2009, 2011, and 2013. In 2003, the College of DuPage
began a major construction initiative. In November 2002, voters in the
district approved a referendum to issue $183 million in bonds for
construction at the College. In November 2010, voters approved another
referendum to issue $168 million in additional bonds to continue
construction for the College. Between 2007 and 2013, the College of
DuPage issued a total of $366.46 million in bonds. Of the $366.46 million,
$321.84 million (88%) were issued for construction or renovation of college
facilities and grounds, including alternate bonds (for construction) issued in
2009. The remaining $44.62 million in bonds were issued for refunding
other bonds that had been issued previously.

The College could not provide documentation of a Request for Proposal
(RFP) being issued for the financial advisory services for the 2013 bond
issuance. We also could not find approval of an RFP or a contract for
services in the Board minutes for financial advisory services for the 2013
bond issuance that might have explained why the services were not
competitively procured. (pages 53-62)

CONSTRUCTION ACTIVITIES

House Resolution No. 55 asked the Auditor General to determine whether
the Board was meeting its fiduciary responsibilities and ensuring compliance
with the Illinois Public Community College Act and Board policies,
including those related to construction activities. Construction project
expenditures provided by the College for the period FY2003-FY2015 totaled
$531.5 million. We reviewed 12 building projects totaling $403.7 million for
the period FY2003-FY2015 to determine if the projects were contained in the
College’s Facilities Master Plan, received Board approval, and whether the
architect/engineer and construction manager were competitively procured.

The audit concluded that the College of DuPage and its Board of Trustees
could improve its oversight of construction activities by:

e Establishing a facilities/construction committee;
e Requiring status reports at regular meetings;

Vi
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e Obtaining lllinois Community College Board (ICCB) approval
of construction projects prior to the award of contracts and
construction of projects as is required by ICCB’s administrative
rules (23 Ill. Adm. Code 1501.602(b));

o Documenting competitive procurement exemptions for
construction projects;

e Establishing a written policy for the types of work classified as
professional services;

e Establishing a prequalification system for potential bidders;

o Documenting the bidding process and ensuring a Board member
or Board employee opens bids publicly; and

e Approving and signing contracts prior to beginning work. (pages
63-79)

PRESIDENT’S COMPENSATION AND SEVERANCE

House Resolution No. 55 asked the Office of the Auditor General to
determine whether the compensation and severance packages provided to the
President of the College of DuPage are comparable to compensation and
severance packages provided to Presidents of other Illinois community
colleges, and whether changes to the College President’s compensation
package are properly approved.

We reviewed the original contract and each addendum and amendment to
determine if the Board of Trustees had a quorum, posted the agenda 48 hours
prior to each meeting, voted on actions, and that the actions were preceded
by a public recital of the nature of the matter being considered as is required
by the Open Meetings Act (5 ILCS 120/). With the exception of the Third
Addendum to the President’s contract, the amendments and addendums to
the contract met these criteria.

On July 24, 2015, the lllinois Attorney General’s Office issued a
determination letter regarding whether the College of DuPage Board of
Trustees had violated the Open Meetings Act at its July 12, 2011 special
meeting in approving the Third Addendum to the President’s employment
agreement extending his employment to June 30, 2016. The Attorney
General’s letter concluded that the Board had violated the Open Meetings
Act (5 ILCS 120/2(e)) by failing to provide a sufficient public recital of the
nature of the action and other information necessary to inform the public of
the business being conducted before approving a contract extension for the
College President. The letter also directed the Board of Trustees to comply
with the Open Meetings Act public recital requirement in the future.

On March 17, 2016, the DuPage County State’s Attorney filed a complaint
with the circuit court of the Eighteenth Judicial Circuit alleging that the
Board of Trustees of the College of DuPage violated the Open Meetings Act
during a closed meeting on March 6, 2014. The complaint alleges that the
Board of Trustees violated the Open Meetings Act by taking final action in
the March 6, 2014 closed meeting and authorizing the Chairman of the Board
of Trustees to extend the administrator’s (President’s) contract. On May 2,
2016, the Board of Trustees voted 4-3 to approve a motion admitting the
Board violated the Open Meetings Act when it acted in the March 6, 2014

Vil
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closed session. On May 5, 2016, an order was signed by a circuit judge
affirming that the Board violated the Open Meetings Act.

For the peer group, as defined by the Illinois Community College Board
(ICCB), the College of DuPage President had the highest total compensation
for all four years reviewed, ranging from $466,477 in FY2011 to $495,092 in
FY2014. Compensation for other Presidents in the peer group during the
four year period ranged from a high of $445,345 (Moraine Valley FY2012)
to a low of $214,906 (Triton College FY2011).

The College of DuPage Board of Trustees awarded the outgoing President a
lump sum severance payment of $762,868 in January 2015. We collected
information for 16 other community colleges from which a President had
separated. Only 3 of 16 presidents at the other community colleges we
reviewed received a lump sum payment upon separation, ranging from
$380,245 (Moraine Valley) to $103,269 (Morton College).

Public Act 99-482, effective September 22, 2015, amended the Illinois Public
Community College Act by adding a section limiting employment
agreements for presidents of Illinois community colleges to no more than
four years. The Act also requires that a contract may not include any
automatic rollover clauses and all renewals or extensions of contracts must
be made during an open meeting of the board. The Act also requires that
severance packages under the contract not exceed one year’s salary and
applicable benefits. However, the Act does not define what should be
included as applicable benefits. (pages 81-96)

FOUNDATION TRANSACTIONS

House Resolution No. 55 asked the Auditor General to determine, based on
records obtained from the College of DuPage, the amount and purposes of all
transactions occurring in Fiscal Years 2009 and 2010 between the College of
DuPage and the College of DuPage Foundation and whether those
transactions followed all applicable laws, policies, and procedures. The
College implemented a new accounting system in FY2011. Consequently,
obtaining detailed information regarding transactions between the
Foundation and the College for FY2009 and FY2010 was problematic.

According to the records provided by the College of DuPage:

e Support from the Foundation increased from over $270,000
during FY2009 to almost $1 million for FY2010. This was due
primarily to an increase in program support (academic and
athletic support) by the Foundation, including $473,273 for
facilities construction.

e For payments from the College to the Foundation, funds were
relatively the same each year, only increasing from $73,340 in
FY2009 to $75,548 in FY2010.

We reviewed a sample of 20 transactions between the College and the
Foundation for the period FY2009-FY2010. We reviewed 10 transactions in
which funds were sent from the College to the Foundation and 10
transactions in which funds were sent from the Foundation to the College.

viii
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Because of the age of these transactions and because a different accounting
system was used by the College during the time period specified in House
Resolution No. 55, the College of DuPage Department of Financial Affairs
officials had to manually compile records from the prior accounting system
to identify these transactions. The manual review involved searching
through reports and general ledger activities to find transactions that involved
the College and the Foundation. The College of DuPage was not always able
to provide documentation of transactions between the College and the
Foundation for the period FY2009-FY2010. The College’s records retention
policy only requires cash receipts to be retained for two years. (pages 97-
101)

RECOMMENDATIONS

The audit report contains 19 recommendations. The Board of Trustees and
the College agreed with all 19 recommendations. Appendix E to the audit
report contains the responses from the College of DuPage.

SIGNED ORIGINAL ON FILE

FRANK J. MAUTINO
Auditor General

FIM:MSP

AUDITORS ASSIGNED: This performance audit was conducted by the
staff of the Office of the Auditor General.
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Chapter One

INTRODUCTION AND
BACKGROUND

REPORT CONCLUSIONS

On May 14, 2015, the Illinois House of Representatives adopted House Resolution No.
55 directing the Auditor General to conduct a performance audit of the College of DuPage by
entering into a memorandum of understanding with the College of DuPage that sets forth the
scope of the audit. A memorandum of understanding was signed by the College on July 1, 2015
and an entrance conference to commence the audit was held July 28, 2015.

Opened on September 25, 1967, the College of DuPage is located in Community College
District 502, which encompasses the majority of DuPage County, as well as portions of Cook
and Will Counties. The College is governed by a locally elected seven-member board.

Overall, the audit found that the Board of Trustees could improve its oversight and
the College could improve its operations in several areas. This audit contains a total of 19
recommendations to the Board and the College.

Revenues and Expenditures

House Resolution No. 55 asked the Auditor General to review the College of DuPage's
sources of revenues and expenditures, by broad category, during Fiscal Years 2011 through
2014. Total revenues for the College increased from $241.6 million in FY2011 to $267.9 million
in FY2014 or 11 percent. Non-operating revenues from sources such as property taxes and the
State and federal government accounted for $196.8 million or 73 percent of total revenues for
FY2014. Operating revenues such as tuition and fees accounted for less than one-third of total
revenues for the College ($71.1 million or 27%) for FY2014.

Total expenditures for the College of DuPage for the period Total revenues for the
FY2011 to FY2014 increased from $195.5 million to $231.4 million, or | College increased from
18 percent. Operating expenses, which are the largest category of $241.6 miliion in

- A FY2011 to $267.9
expenses, have increased from $189.1 million in FY2011 to $221.5 million in EY2014.

million in FY2014.

For the four-year period FY2011-FY2014, the College had total net income of more than
$153 million. Net income (the excess of revenues over expenses) ranged from a high of $46.2
million in FY2011 to a low of $31.8 million in FY 2013. Board Policy 10-40 states that the
College will strive to maintain an on-going unrestricted fund balance in the combined General,
Working Cash and Auxiliary Funds in an amount equivalent to 50 percent of the College’s total
annual revenues in the General Fund (comprised of the Education Fund and the Operations and
Maintenance Fund). As of the end of FY2014, the College had achieved a fund balance ratio of
46.6 percent.



PERFORMANCE AUDIT — COLLEGE OF DUPAGE

Trustee Fiduciary Responsibilities

House Resolution No. 55 asked the Auditor General to review whether, during Fiscal
Years 2011 through 2014, the Board met its fiduciary responsibilities. The Board of Trustees
could improve its fiduciary oversight of the College’s operations in several areas. We reviewed
the College of DuPage Board of Trustees’ fiduciary responsibilities including those for: annually
evaluating the College President; annually reviewing the financial performance of the College
and causing an audit to be made; adopting the annual financial plan of the College; adopting a
comprehensive Strategic Long Range Plan; and reviewing the President's annual report on the
outcomes of the College.

e The policy manual of the College of DuPage Board of The College could not
Trustees did not include guidance regarding individual provide documentation
trustee fiduciary responsibilities. As of June 30, 2014, the E‘Jaihé’xfﬁiﬁﬁgeﬁeoard
Board’s policies also did not require standing committees.

o . . U President’s
Defining the fiduciary responsibilities of Board members performance annually,
and establishing standing committees for certain areas may as is required by Board
be beneficial for the Board of Trustees in improving its policy and the
President’s

oversight of the College of DuPage. employment

e The College could not provide documentation to show that agreement.
the Board was evaluating the President’s performance

annually, as is required by Board policy and the President’s employment agreement.
The College could not provide copies of completed written appraisals of the
President’s performance. Also, although written closed session Board minutes were
reviewed, the minutes were not always specific enough to determine if the President’s
performance was discussed.

e We did see evidence that the Board of Trustees was: annually reviewing the financial
performance of the College and causing an audit to be made; adopting the annual
financial plan of the College; adopting a comprehensive Strategic Long Range Plan;
and reviewing the President's annual report on the outcomes of the College.

The audit also reviewed whether the Board was meeting its fiduciary responsibilities and
ensuring compliance with the Public Community College Act and Board policies, including
those related to the investment of College funds, procurements and contracts, and budget
transfers.

Investments

House Resolution No. 55 asked the Auditor General to review whether the Board was
meeting its fiduciary responsibilities and ensuring compliance with the Public Community
College Act and Board policies, including those related to the investment of College funds.

The College’s administrative procedures required the College’s investments to be
reviewed periodically by the Treasurer’s Advisory Committee to address issues of investment
mix and return. However, this Committee did not meet between January 18, 2013, and
November 7, 2014 (nearly two years).

Although the Board was receiving monthly investment reports for the period FY2011
through FY2014, those reports did not always show a breakout of investments by the type of
investment and did not show the percentage of each type of investment allowable by policy.
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e The College could not provide documentation to show that the Board was receiving
quarterly investment reports required by Board policy, including investments in the
portfolio by type, issuer, interest rate, maturity, book value, income earned, current
market value as of the report date, and comparison to any applicable benchmarks.

e The College could not provide documentation to show that the College was annually

reviewing its investments as is required by Board policy.
Budget Transfers

House Resolution No. 55 asked the Auditor General to review whether the Board was
meeting its fiduciary responsibilities and ensuring compliance with the Public Community
College Act and Board policies, including those related to budget transfers. According to
information provided by College officials, during the four-year period FY2011-FY?2014 there
were 3,562 budget transfers involving 34,842 individual transactions for a total of more than
$460 million. Our review of these budget transfers found that some transactions that were listed
as transfers were not budget transfers in a traditional sense but were changes in the accounting

system.

e The Board was only required to approve one budget transfer (budget amendment)

during the four-year period we reviewed.

e Our review of 20 budget transfers found that the need for the transfer was not always
clearly documented and there was not always proper and timely approval by officials.

e The Board should consider taking a more active role in the budget transfer approval
process by revising its policies to limit the President’s and/or Controller’s authority to

approve large transfers.

Procurements and Contracts

House Resolution No. 55 asked the Auditor General to review
whether the Board was meeting its fiduciary responsibilities and
ensuring compliance with the Public Community College Act and
Board policies, including those related to procurements and contracts.
The audit reviewed a sample of 40 procurements over $25,000 for
compliance with the Illinois Public Community College Act, Board
policies, and administrative procedures. One of the 40 procurements
we selected was not applicable to competitive procurement
requirements because it was part of another agreement. Our review
found that procurements did not always comply with established
requirements.

e Requisitions lacked approval prior to the purchase. For the
36 requisitions provided, there was no evidence of approval
from the Vice President of Administrative Affairs per

Requisitions lacked
approval prior to the
purchase. For the 36
requisitions provided
there was no evidence
of approval from the
Vice President of
Administrative Affairs
per Administrative
Procedure 10-60.

In 5 of 36 cases (14%)
the requisition was
created after an invoice
for payment had been
received.

Administrative Procedure 10-60. The College could not provide requisitions for four

procurements tested.

0 In5 of 36 cases (14%) the requisition was created after an invoice for

payment had been received.

e For 22 of 39 (56%) procurements, the purchase was not competitively bid.
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e For 12 of 17 (71%) procurements that were bid, we could not determine if the bids
were opened by a member or employee of the Board as required by law.

e For 6 of 17 (35%) procurements that were competitively procured, we could not
determine if the bids were opened publicly.

e For 2 of the 32 (6%) procurements reviewed that required Board approval, the
College could not provide documentation of Board approval of the contract or
expenditure.

e For 9 of 30 procurements that required a contract (30%), the College could not
provide a signed contract or written agreement.

General Obligation Bonds

House Resolution No. 55 asked the Auditor General to review Between 2007 and
the amount, purpose, and uses of General Obligation Bonds issued by 2013, the College of
the College of DuPage in 2007, 2009, 2011, and 2013. In 2003, the DuPage issued a total

of $366.46 million in

College of DuPage began a major construction initiative. In November | =

2002, voters in the district approved a referendum to issue $183 million

in bonds for construction at the College. In November 2010, voters approved another
referendum to issue $168 million in additional bonds to continue construction for the College.
Between 2007 and 2013, the College of DuPage issued a total of $366.46 million in bonds. Of
the $366.46 million, $321.84 million (88%) were issued for construction or renovation of college
facilities and grounds, including alternate bonds (for construction) issued in 2009. The
remaining $44.62 million in bonds were issued for refunding other bonds that had been issued
previously.

The College could not provide documentation of a Request for Proposal (RFP) being
issued for the financial advisory services for the 2013 bond issuance. We also could not find
approval of an RFP or a contract for services in the Board minutes for financial advisory services
for the 2013 bond issuance that might have explained why the services were not competitively
procured.

Construction Activities

House Resolution No. 55 asked the Auditor General to determine whether the Board was
meeting its fiduciary responsibilities and ensuring compliance with the Public Community
College Act and Board policies, including those related to construction activities. Construction
project expenditures provided by the College for the period FY2003-FY2015 totaled $531.5
million. We reviewed 12 building projects totaling $403.7 million for the period FY2003-
FY2015 to determine if the projects were contained in the College’s Facilities Master Plan,
received Board approval, and whether the architect/engineer and construction manager were
competitively procured.

The audit concluded that the College of DuPage and its Board of Trustees could improve
its oversight of construction activities by:

e Establishing a facilities/construction committee;

e Requiring status reports at regular meetings;

e Obtaining Illinois Community College Board (ICCB) approval of construction
projects prior to the award of contracts and construction of projects as is required by
ICCB’s administrative rules (23 Ill. Adm. Code 1501.602(b));
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Documenting competitive procurement exemptions for construction projects;
Establishing a written policy for the types of work classified as professional services;
Establishing a prequalification system for potential bidders;

Documenting the bidding process and ensuring a Board member or Board employee
opens bids publicly; and

e Approving and signing contracts prior to beginning work.

President’s Compensation and Severance

House Resolution No. 55 asked the Office of the Auditor General to determine whether
the compensation and severance packages provided to the President of the College of DuPage are
comparable to compensation and severance packages provided to Presidents of other Illinois
community colleges, and whether changes to the College President’s compensation package are
properly approved.

We reviewed the original contract and each addendum and amendment to determine if
the Board of Trustees had a quorum, posted the agenda 48 hours prior to each meeting, voted on
actions, and that the actions were preceded by a public recital of the nature of the matter being
considered as is required by the Open Meetings Act (5 ILCS 120/). With the exception of the
Third Addendum to the President’s contract, the amendments and addendums to the contract met
these criteria.

On July 24, 2015, the Illinois Attorney General’s Office issued a determination letter
regarding whether the College of DuPage Board of Trustees had violated the Open Meetings Act
at its July 12, 2011 special meeting in approving the Third Addendum to the President’s
employment agreement extending his employment to June 30, 2016. The Attorney General’s
letter concluded that the Board had violated the Open Meetings Act (5 ILCS 120/2(e)) by failing
to provide a sufficient public recital of the nature of the action and other information necessary to
inform the public of the business being conducted before approving a contract extension for the
College President. The letter also directed the Board of Trustees to comply with the Open
Meetings Act public recital requirement in the future.

On March 17, 2016, the DuPage County State’s Attorney filed a complaint with the
circuit court of the Eighteenth Judicial Circuit alleging that the Board of Trustees of the College
of DuPage violated the Open Meetings Act during a closed meeting on March 6, 2014. The
complaint alleges that the Board of Trustees violated the Open Meetings Act by taking final
action in the March 6, 2014 closed meeting and authorizing the Chairman of the Board of
Trustees to extend the administrator’s (President’s) contract. On May 2, 2016, the Board of
Trustees voted 4-3 to approve a motion admitting the Board violated the Open Meetings Act
when it acted in the March 6, 2014 closed session. On May 5, 2016, an order was signed by a
circuit judge affirming that the Board violated the Open Meetings Act.

For the peer group, as defined by the Illinois Community College Board (ICCB), the
College of DuPage President had the highest total compensation for all four years reviewed,
ranging from $466,477 in FY2011 to $495,092 in FY2014. Compensation for other Presidents
in the peer group during the four-year period ranged from a high of $445,345 (Moraine Valley
FY2012) to a low of $214,906 (Triton College FY2011).

The College of DuPage Board of Trustees awarded the outgoing President a lump sum
severance payment of $762,868 in January 2015. We collected information for 16 other
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community colleges from which a president had separated. Only 3 of 16 presidents at the other
community colleges we reviewed received a lump sum payment upon separation, ranging from
$380,245 (Moraine Valley) to $103,269 (Morton College).

Public Act 99-482, effective September 22, 2015, amended the The Public Community
Illinois Public Community College Act by adding a section limiting College Act now
employment agreements for presidents of Illinois community colleges requires that

. severance packages
to no more than four years. The Act also requires that a contract may under the Cgmrac% may

not include any automatic rollover clauses and all renewals or not exceed one year's
extensions of contracts must be made during an open meeting of the salary and applicable
board. The Act also requires that severance packages under the benefits.

contract may not exceed one year’s salary and applicable benefits.
However, the Act does not define what should be included as applicable benefits.

Foundation Transactions

House Resolution No. 55 asked the Auditor General to determine, based on records
obtained from the College of DuPage, the amount and purposes of all transactions occurring in
Fiscal Years 2009 and 2010 between the College of DuPage and the College of DuPage
Foundation and whether those transactions followed all applicable laws, policies, and
procedures. The College implemented a new accounting system in FY2011. Consequently,
obtaining detailed information regarding transactions between the Foundation and the College
for FY2009 and FY2010 was problematic.

According to the records provided by the College of DuPage:

e Support from the Foundation increased from over $270,000 during FY2009 to almost
$1 million for FY2010. This was due primarily to an increase in program support
(academic and athletic support) by the Foundation, including $473,273 for facilities
construction.

e For payments from the College to the Foundation, funds were relatively the same
each year, only increasing from $73,340 in FY2009 to $75,548 in FY2010.

We reviewed a sample of 20 transactions between the College and the Foundation for the
period FY2009-FY2010. We reviewed 10 transactions in which funds were sent from the
College to the Foundation and 10 transactions in which funds were sent from the Foundation to
the College.

Because of the age of these transactions and because a different accounting system was
used by the College during the time period specified in House Resolution No. 55, the College of
DuPage Department of Financial Affairs officials had to manually compile records from the
prior accounting system to identify these transactions. The manual review involved searching
through reports and general ledger activities to find transactions that involved the College and
the Foundation. The College of DuPage was not always able to provide documentation of
transactions between the College and the Foundation for the period FY2009-FY2010. The
College’s records retention policy only requires cash receipts to be retained for two years.
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INTRODUCTION

On May 14, 2015, the Illinois House of Representatives adopted House Resolution No.

55 directing the Auditor General to conduct a performance audit of the College of DuPage by
entering into a memorandum of understanding with the College of DuPage that sets forth the
scope of the audit (see Appendix A). The Resolution requires that the audit include, but not be
limited to, the following determinations:

1)
()

(3)

(4)

(5)

(6)

(7)

The College of DuPage's sources of revenues during Fiscal Years 2011 through 2014;
The College of DuPage's expenditures, by broad category, during Fiscal Years 2011
through 2014;

The amount, purpose, and uses of General Obligation Bonds issued by the College
of DuPage in 2007, 2009, 2011, and 2013;

Whether, during Fiscal Years 2011 through 2014, the Board met its fiduciary
responsibilities required by Board policy, including annually evaluating the College
President; annually reviewing the financial performance of the College and causing an
audit to be made; adopting the annual financial plan of the College; adopting a
comprehensive Strategic Long Range Plan; and reviewing the President's annual report
on the outcomes of the College;

Whether the Board is meeting its fiduciary responsibilities and ensuring compliance
with the Public Community College Act and Board policies, including those related to
the investment of College funds, procurements and contracts, construction activities, and
budget transfers;

Whether the compensation and severance packages provided to the College of
DuPage President are comparable to compensation and severance packages provided to
Presidents of other Illinois community colleges, and whether changes to the College
President's compensation package are properly approved; and

Based on records obtained from the College of DuPage, the amount and purposes of
all transactions occurring in Fiscal Years 2009 and 2010 between the College of
DuPage and the College of DuPage Foundation and whether those transactions
followed all applicable laws, policies, and procedures.

The resolution also requires that the College of DuPage is responsible for paying the cost

of conducting the audit.
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BACKGROUND

Opened on September 25, 1967, the College of DuPage is located in Community College
District 502, which encompasses the majority of DuPage County, as well as portions of Cook
and Will Counties (see Exhibits 1-1 and 1-2). The Glen Ellyn campus covers approximately 273
acres and has eleven major buildings. As of 2014, the College offered 90 associate degree
programs.

As of fiscal year 2014, the College of DuPage (College) had an enrollment of
approximately 30,000 students per semester and 3,900 faculty and staff. The College is the
second largest undergraduate education provider in the State, the University of Illinois being the
largest.

In January 2015, the College of DuPage Board of Trustees approved a $762,868
severance package to then President Robert L. Breuder. The approval of the severance package
led to media reports and allegations of extravagant spending and awarding contracts on a
noncompetitive basis to businesses connected to the College’s Foundation. These allegations in
turn led to multiple investigations by State, local, and federal officials.
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Exhibit 1-1
MAP OF ILLINOIS’ 39 COMMUNITY COLLEGE DISTRICTS
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Exhibit 1-2
MAP OF COLLEGE OF DUPAGE DISTRICT BOUNDARIES
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BOARD OF TRUSTEES

The College of DuPage is recognized by the Illinois Community College Board, and is
governed by a locally elected seven-member Board of Trustees and one elected, non-voting
student representative. Board trustee elections are held biennially, and trustees are elected for
staggered six-year terms. The student trustee is elected each year. The trustees and their term
expirations are shown below in Exhibit 1-3, as of June 30, 2014, the most recent year included in
the audit’s scope.

Exhibit 1-3
COLLEGE OF DUPAGE BOARD OF TRUSTEES
As of June 30, 2014

Trustee Name Position Term Expiration
1 Erin Birt Board Chairman 2017
2 Katharine Hamilton Board Vice Chairman 2019
3 Dianne McGuire Trustee 2017
4 Allison O’'Donnell Board Secretary 2015
5 Kim Savage Trustee 2015
6 Nancy Svoboda Trustee 2015
7 Joseph C. Wozniak Board Co-Vice Chairman 2019
Omar Escamilla Student Trustee April 2015

Source: College of DuPage 2014 Comprehensive Annual Financial Report (CAFR).

As can be seen in Exhibit 1-3, three of the trustees had terms that expired in 2015. In
April 2015, the three trustees with terms that expired (Allison O’Donnell, Kim Savage, and
Nancy Svoboda) were replaced on the Board by newly elected trustees (Charles Bernstein,
Deanne Mazzochi, and Frank Napolitano). Katharine Hamilton was elected the new Board Chair
in April 2015. During the audit, Katharine Hamilton resigned from the Board in December
2015. In April 2016, Deanne Mazzochi was elected to be the Board Chair.

ADMINISTRATION

The Board of Trustees has the legal authority and responsibility to govern the College in
accordance with the Illinois Public Community College Act and appoints a President to organize
and manage the institution within Board policy. According to the Board’s policies, the President
is responsible for developing appropriate administrative procedures to effectuate Board policies
(Board Policies 5-5 and 5-15).

11
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The President during the audit period, Dr. Robert L. Breuder, had been the President of
the College of DuPage since January 2009. Prior to becoming the President of the College of
DuPage, he was the President of Harper College in Palatine, Illinois. In April 2015, the Board
voted 4-3 to place President Breuder on administrative leave. In June 2015, the Board placed the
Treasurer and Controller on administrative leave. In September 2015, the College fired both the
Treasurer and Controller and the Board voided the President’s contract declaring him an at-will
employee. In October 2015, the College of DuPage Board voted 4-1 to terminate Dr. Breuder.

Exhibit 1-4
COLLEGE OF DUPAGE ORGANIZATIONAL CHART
As of June 30, 2014

Board
of
Trustees

President
Robert Breuder

Se'niqor VF_’ VEP of Dg\_relotpme?t VP of VP of Marketing &
Ag’?&':;':rt::n CBEI;:-FOIS?\?:i:trioon Human Resources Communications
Thomas J. Glaser Catherine Brod Linda Sands-Vankerk Jaseph Moors
Director
Legislative Relations Director

Executive VP

Special Asst. to the Joseph Collins

President
Mary Ann Millush

Internal Audit
James Martner

Source: College of DuPage 2014 Annual Financial Statements.

REVENUES AND EXPENDITURES

Determinations one and two of House Resolution No. 55 asked the Auditor General to
determine:

e The College of DuPage's sources of revenues during Fiscal Years 2011 through 2014;
and

e The College of DuPage's expenditures, by broad category, during Fiscal Years 2011
through 2014.

12
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Revenues

Exhibit 1-5 shows the College’s operating and non-operating revenues by source for the

period FY2011-FY2014.

Exhibit 1-5

COLLEGE OF DUPAGE REVENUES

Fiscal Years 2011-2014

Capital Assets

Revenue Source FY2011 FY2012 FY2013 FY2014
Operating Revenues
Tuition & Fees $61,990,141 $59,100,863 $62,113,934 $65,918,716
Chargeback Revenue $662,258 $673,262 $764,431 $754,539
Sales & Service Fees $3,902,558 $3,825,718 $2,942,985 $3,160,306
Other Operating Revenues $1,226,179 $1,147,097 $934,162 $1,257,863
Total Operating Revenues $67,781,136 $64,746,940 $66,755,512 $71,091,424
Non-Operating Revenues
Real Estate Taxes $104,425,923 $107,807,680 $99,822,644 $106,110,511
Corporate Personal $1,624,041 $1,494,002 $1,526,489 $1,544,222
Property Replacement
Taxes
State Appropriations $38,742,103 $42,633,843 $50,695,312 $54,690,039
Federal Grants & $26,175,510 $29,415,386 $30,349,795 $31,111,335
Contracts
Non-Governmental Gifts & $1,561,341 $1,363,232 $1,125,049 $1,086,146
Grants
Investment Income $1,315,742 $727,102 ($29,307) $2,235,615
Gain (Loss) on Sale of $14,585 $98,660 $42,445 $40,187

Total Non-Operating
Revenues

$173,859,245

$183,539,905

$183,532,427

$196,818,055

Total Revenues

$241,640,381

$248,286,845

$250,287,939

$267,909,479

Source: College of DuPage Comprehensive Annual Financial Reports, FY2011-FY2014.

Operating revenue includes activities that have the characteristics of exchange
transactions, such as student tuition and fees (net of scholarship discounts and allowances), and
sales and services of auxiliary enterprises. Non-operating revenue includes activities that have

the characteristics of non-exchange transactions, such as local property taxes; state

appropriations; most federal, state, and local grants, contracts and federal appropriations; gifts;

and contributions.

Total revenues for the College have increased over the past four years from $241.6
million in FY2011 to $267.9 million in FY2014 or 11 percent. As can be seen in Exhibit 1-5,
operating revenues account for less than one-third of total revenues for the College ($71.1
million or 27%) for FY2014. Exhibit 1-6 shows a breakout of all revenues by category for

FY2014.

13
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Exhibit 1-6
COLLEGE OF DUPAGE REVENUES BY CATEGORY
Fiscal Year 2014

206 1% rl%

m Real Estate Taxes (40%)

E Tuition & Fees (25%)

m State Appropriations (20%)

m Federal Grants & Contracts (12%)
m Other Revenues (2%)

m Sales & Service Fees (1%)

Investment Income (1%)

Note: Totals do not add due to rounding.

Source: College of DuPage Comprehensive Annual Financial Report FY2014.

The College’s operating revenue is derived primarily from student tuition and fees. For
FY2014, tuition and fees accounted for $65.9 million of the $71.1 million in operating revenues
or 93 percent. Tuition and fees for FY2014 is net of scholarship allowances of $30.4 million.
Operating revenues in the exhibit also include sales and services, which includes the bookstore.

The College’s non-operating revenue is generated from sources such as real estate taxes,
State appropriations, and federal grants and contracts. These non-operating revenues accounted
for $196.8 million or 73 percent of total revenues for FY2014. Revenue from real estate taxes
accounted for $106.1 million of the total non-operating revenues of $196.8 million or 54 percent.

The College of DuPage Foundation, which is a 501(c)(3) corporation, also accepts
monies from foundations and private sources. These sources are not reported as part of the
College’s financial statements but are reported separately in the College of DuPage
Comprehensive Annual Financial Reports as a discrete component unit.

Other State and Federal Revenues

State appropriations accounted for approximately 20 percent of the College’s total
revenues. State appropriations were $54.7 million in non-operating revenues for FY2014 or 28
percent of total non-operating revenues. As can be seen in Exhibit 1-5, State appropriations
increased 41 percent between FY2011 and FY2014 from $38.7 million to $54.7 million. Federal
grants and contracts accounted for another $31.1 million for FY2014 or 16 percent of non-
operating revenue for the year.

14
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The large increase in revenues from the State of Illinois was primarily due to the State
contributing to the State Universities Retirement System (SURS) on behalf of the College. The
College records a revenue and expense for these in-kind payments by the State. The State’s
contribution to SURS increased from $17.4 million in FY2011 to $33.8 million in FY2014.

Expenditures

Total expenditures for the College of DuPage for the period FY2011 to FY2014 have
increased from $195.5 million to $231.4 million respectively or 18 percent. Operating expenses,
which are the largest category of expenses, have increased from $189.1 million in FY2011 to
$221.5 million in FY2014 (see Exhibits 1-7 and 1-8).

Exhibit 1-7
COLLEGE OF DUPAGE EXPENDITURES

Fiscal Years 2011-2014

Expenditure Category FY2011 FY2012 FY2013 FY2014
Operating Expenses
Instruction $83,385,917 | $88,951,878 | $93,393,300 | $93,280,995
Depreciation Expense $7,741,061 | $14,417,172 | $19,929,800 | $24,071,416
General Institutional $22,219,537 | $22,131,912 | $20,130,613 | $21,834,358
Operation & Maintenance of Plant $15,946,733 | $17,202,087 | $17,178,800 | $18,358,900
Student Services $12,377,424 | $11,120,268 | $13,729,284 | $16,018,220
General Administration $12,898,568 | $13,357,056 | $13,806,523 | $13,951,158
Scholarship Expense $12,215,817 | $12,492,032 | $10,847,045 | $11,092,632
Academic Support $9,528,488 $9,366,021 | $10,030,258 | $10,078,118
Aucxiliary Enterprises $10,907,689 | $12,505,598 $9,895,502 $9,974,369
Public Service $1,683,103 $1,895,427 $2,202,396 $2,787,075
Independent Operations $233,934 $316,150 $7,973 $9,923
Total Operating Expenses $189,138,271 | $203,755,601 | $211,151,494 | $221,457,164
Non-Operating Expenses
g‘;?)rteSt on Capital Asset-Related $6,342,263 | $5,824,138 | $7,363,226 | $9,948,113
Non-Operating Expenses $6,342,263 $5,824,138 $7,363,226 $9,948,113
Total Expenses $195,480,534 | $209,579,739 | $218,514,720 | $231,405,277

Source: College of DuPage Comprehensive Annual Financial Reports, FY2011-FY2014.

¢ Instruction expenditures accounted for $93.3 million for FY2014 or approximately
42 percent of total operating expenditures for the College for that year. Expenses for
instruction increased from $83.4 million in FY2011 to $93.3 million in FY2014 or 12
percent. Instruction consists of those activities dealing directly with the teaching of
students. It includes the activities of faculty in the baccalaureate-oriented/transfer,
occupational-technical career, general studies, and remedial and ABE/ASE programs
(associate degree credit and certificate credit). It includes expenditures for
department chairpersons, administrators, and support staff for whom instruction is an
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important role. It also includes all equipment, materials, supplies, and costs that are
necessary to support the instructional program.

e Depreciation expense has more than tripled over the four-year period FY2011-
FY2014 from $7.7 million in FY2011 to $24.1 million in FY2014. Depreciation
expense increased primarily due to the addition of new buildings and building
additions which were placed into service during that time.

Exhibit 1-8
COLLEGE OF DUPAGE OPERATING EXPENDITURES BY CATEGORY
Fiscal Year 2014

1% | |nstruction (42%)

m Depreciation Expense (11%)

m General Institutional (10%)

m Operation & Maintenance of
Plant (8%)

m Student Services (7%)

= General Administration (6%)

m Scholarship Expense (5%)

m Academic Support (5%)

Aucxiliary Enterprises (5%)

= Public Service & Independent
Operations (1%)

Source: College of DuPage Comprehensive Annual Financial Report FY2014.

e General Institutional expenses decreased slightly, from $22.2 million in FY2011 to
$21.8 million in FY2014. Institutional expenditures include expenses for central
executive-level activities and support services that benefit the entire institution.
Examples include expenses for the governing board, administrative data processing,
fiscal operations, legal services, etc.

e Operation and Maintenance of Plant expenses increased from $15.9 million in
FY2011 to $18.4 million in FY2014 or 15 percent. These expenses increased
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primarily due to the addition of new buildings and building additions which were
placed into service during that time. Operation of plant consists of activities
necessary in order to keep the physical facilities open and ready for use. Maintenance
of plant consists of those activities necessary to keep the grounds, buildings, and
equipment operating efficiently. This function also provides for campus security and
plant utilities, as well as equipment, materials, supplies, fire protection, property
insurance, and other costs that are necessary to support this function.

e Student Services increased from $12.4 million in FY2011 to $16.0 million in
FY2014 or 29 percent. Student Services includes expenses to provide assistance in
the areas of financial aid, admissions and records, health, placement, testing,
counseling, and student activities. It also includes all equipment, materials, supplies,
and costs that are necessary to support this function.

e General Administration for the College increased from $12.9 million in FY2011 to
$14.0 million in FY2014 or 8 percent. General Administration includes expenses for
administrative activities that benefit the entire institution. Examples include expenses
for information technology, financial affairs, human resources, legal services, staff
services, procurement, etc.

e Scholarship expenses decreased during the four-year period from $12.2 million to
$11.1 million or approximately 9 percent. This category includes activities in the
form of grants to students, prizes and awards, chargebacks, and financial aid to
students in the form of state-mandated and institutional tuition and fee waivers.

e Academic Support increased from $9.5 million in FY2011 to $10.1 million in
FY2014 or 6 percent. Academic support includes expenses designed to provide
support services for the College’s primary missions of instruction, public service, and
research. Academic support also includes the operation of the library, educational
media services, instructional materials center, and academic computing used in the
learning process. Examples of other activities include tutoring, learning skills
centers, and reading and writing centers. It also includes expenditures for all
equipment, materials, supplies, and costs that are necessary to support this function.

e Although expenses for Auxiliary Enterprises appear to have decreased from $10.9
million in FY2011 to $10.0 million in FY2014 or 9 percent, the decrease may have
occurred due to reclassification of activities. During FY2013, the College analyzed
its auxiliary units to determine if each unit met the definition of an auxiliary unit. As
a result of the analysis, the College reclassified some expenses to different line items.
The largest reclassification was $1.4 million for expenses for student athletics,
performing arts and student organizations to Student Services instead of Auxiliary
Enterprises. Auxiliary Enterprises provides for the operation of the cafeteria,
bookstore, student organizations, athletics, and other related activities. It also
includes all equipment, materials, supplies, and costs that are necessary to support
this function. Activities included in Auxiliary Enterprises should be self-supporting.

e Public Service expenses increased from $1.7 million in FY2011 to $2.8 million in
FY2014 or 66 percent. Public service consists of noncredit classes and other
activities of an educational nature, such as workshops, seminars, forums, exhibits, and
the provision of College facilities and expertise to the community designed to be of
service to the public.
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e Independent Operations expenses decreased substantially from $233,934 in
FY2011 to $9,923 in FY2014. The decrease in Independent Operations is due to the
reclassification of continuing education departments (Older Adult Institute, High
School Program, Off Campus Program) charged to Auxiliary Enterprises in FY2013.
Independent Operations includes any separate research projects, other than
institutional research projects that are included under institutional support, whether
supported by the College or by an outside person or agency. It also includes all
equipment, materials, supplies, and costs that are necessary to support this function.

e Interest on Capital Asset-Related Debt increased from $6.3 million in FY2011 to
$9.9 million in FY2014 or 57 percent. This increase was due primarily to an increase
in bonds payable. The long-term debt related to bonds payable increased from $183
million in FY2011 to $308 million in FY2014. Total long-term debt increased from
$218 million in FY2011 to $332 million in FY2014.

Net Income

For the four-year period FY2011-FY2014, the College had total net income of more than
$153 million. Net income (the excess of revenues over expenses) ranged from a high of $46.2
million in FY2011 to a low of $31.8 million in FY2013. Exhibit 1-9 shows the net income
during the period.

Board Policy 10-40 states that the College will strive to maintain an on-going unrestricted
fund balance in the combined General, Working Cash and Auxiliary Funds in an amount
equivalent to fifty percent of the College’s total annual revenues in the General Fund (comprised
of the Education Fund and the Operations and Maintenance Fund). According to the 2014
Comprehensive Annual Financial Report, as of the end of FY2014, the College had achieved a
fund balance ratio of 46.6 percent.

Exhibit 1-9
COLLEGE OF DUPAGE NET INCOME
Fiscal Years 2011-2014

Fiscal Year Total Revenues Total Expenditures Net Income
FY2011 $241,640,381 $195,480,534 $46,159,847
FY2012 $248,286,845 $209,579,739 $38,707,106
FY2013 $250,287,939 $218,514,720 $31,773,219
FY2014 $267,909,479 $231,405,277 $36,504,202

Grand Total $1,008,124,644 $854,980,270 $153,144,374

Source: College of DuPage Comprehensive Annual Financial Reports, FY2011-FY2014.

Suburban Law Enforcement Academy Revenues

In November 2015, the Illinois Community College Board (ICCB) issued a report which
concluded that the College of DuPage had inappropriately received base operating grant funds
from ICCB for courses offered through the Suburban Law Enforcement Academy (SLEA) for
FY2012-FY2014.
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The SLEA was established by the DuPage County Chiefs of Police Association in 1994
to fulfill required training needs of local police departments. The 12-week program is offered
three to four times each year at the Homeland Security Educational Center on the campus of
College of DuPage. The SLEA is accredited by and meets the curriculum requirements of the
Illinois Law Enforcement Training and Standards Board (ILETSB).

ICCB concluded that the College of DuPage did not have direct and continuous control of
the units of instruction. ICCB Administrative Rule 1501.302 (2)(A) and (B) require institutions
to maintain academic control of their curriculum. The report concluded that the design, conduct,
and evaluation of the units of instruction taken by the SLEA students are not under the direct and
continuous control of the College. Instead, the curriculum was implemented by an outside
organization (ILETSB) and is not subject to the direct oversight or evaluation of the College’s
academic leadership and faculty. Furthermore, there were no Criminal Justice faculty members
involved in the teaching of the courses. Instead, the courses were taught by instructors
designated by the ILETSB. These instructors may have met the College’s adjunct faculty
requirements, but they were not subject to evaluation and direct supervision by the College.

ICCB recommended that, ““In order to be in compliance with Administrative Rule
1501.302 (2), the college must clearly delineate whether the courses in question fall under the
category of prior learning or must move to gain “direct and continuous’ academic control of the
courses in question through the incorporation of SLEA into the regular academic planning and
oversight process consistent with other programs on campus.” The College of DuPage
responded that it had made the determination to discontinue offering Criminal Justice credit for
any SLEA coursework effective immediately.

ICCB also concluded that the College of DuPage had exceeded the limits for credit hours.
Community colleges receive State funding from the ICCB via a formula based on credit hours
generated by students in courses. ICCB Administrative Rules (23 1ll. Adm. Code
1501.507(b)(10)) limit credit hours to a maximum of one or equivalent per week. The ICCB
found that SLEA was exceeding this limitation. According to the report, the College had
recently increased the number of credit hours for SLEA from 13 hours to 22 hours. Also, a
midterm certification is required for a course to generate credit hours for funding. According to
the report, the midterm certifications for the courses that the SLEA students were enrolled in
were not signed by an instructor as was required but instead were signed by the College’s
Program Administrator.

ICCB recommended that, ““In order to be in compliance with Administrative Rule
1501.507 c) 1), all SLEA course sections should be eliminated from the FY2015 and FY2016 SU
forms and the reports should be resubmitted to the ICCB. The college must work with the ICCB
staff to determine the amount the College should reimburse the ICCB for fiscal years 2012-2014
for the SLEA courses that were funded through base operating grants.” According to
information provided by the College, the State (ICCB) plans to withhold payments totaling
$140,790 to make up for the overpayments during the period FY2012-FY2013.
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RECENT PUBLIC ACTS

On July 29, 2016, the Governor approved four public acts that amended the Public
Community College Act. The effective date of the acts is January 1, 2017.

e Public Act 99-691 requires the Illinois Community College Board to include as part
of a college’s recognition review, a review of compliance with State and federal laws
regarding employment contracts and compensation.

e Public Act 99-692 requires all community college trustees to complete a minimum of
four hours of professional development leadership training every other year.

e Public Act 99-693 requires that between 45 days prior to a Board of Trustees election
and the first organizational meeting of the new Board, no changes to the employment
contract of a college president can be agreed to or executed and an employment
contract cannot be entered into, unless emergency action has to be taken. If the Board
must take action, it is only effective until 60 days after the first Board meeting unless
reaffirmed by the new Board.

e Public Act 99-694 adds several requirements for presidential employment contracts.
These requirements include:

o final action on employment contracts must be taken during an open meeting;

0 public notice for employment contracts must include a description of the financial
components of the appointment; and

0 each Board must complete an annual performance review of the president and the
review must be considered when the Board considers a bonus, raise or severance
agreement.

AUDIT SCOPE AND METHODOLOGY

This audit was conducted in accordance with generally accepted government auditing
standards and the audit standards promulgated by the Office of the Auditor General at 74 IIl.
Adm. Code 420.310. 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. A detailed methodology for the
audit is presented in Appendix B.

Government Auditing Standards state that audit risk is the possibility that the auditors’
findings, conclusions, recommendations, or assurance may be improper or incomplete, as a result
of factors such as evidence that is not sufficient and/or appropriate, an inadequate audit process,
or intentional omissions or misleading information due to misrepresentation or fraud.

We interviewed officials from the College of DuPage to identify key decision points and
obtain information related to the audit’s objectives. However, we were not able to conduct
interviews with several key employees during the audit period including the College’s President,
Treasurer, and Controller. These individuals were placed on leave prior to the entrance
conference on July 28, 2015, and were later terminated. The Executive Director of the College’s
Foundation also went on leave and subsequently left employment with the College during the
audit.
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Although we extended an offer to the former President of the College and the former
Executive Director of the College’s Foundation to meet with us during the audit, they did not
reply and, therefore, were not interviewed by auditors.

In some cases, information was provided to auditors by financial consultants or the legal
counsel that were hired by the Board after the audit period. The financial consultants were
replaced during the audit by an interim Treasurer and an interim Controller. Because the
financial consultants, legal counsel, and interim Treasurer and Controller were not under contract
or employed by the College during the audit period reviewed, there is a risk that they may have
lacked the institutional knowledge to identify key documentation or personnel to obtain
documentation related to the audit’s objectives.

An exit conference to discuss the draft audit report was held with officials from the
College of DuPage on August 26, 2016. Those in attendance included:

College of DuPage: Deanne M. Mazzochi, Board of Trustees Chair
Dr. Ann E. Rondeau, President
Scott L. Brady, Interim Controller
James E. Martner, Director of Internal Audit
Timothy D. Elliott, Legal Counsel
Emily A. Shupe, Legal Counsel
Andrew C. Porter, Legal Counsel

Office of the Auditor General: Michael Paoni, Audit Manager
Patrick Rynders, Audit Supervisor
Bill Helton, Audit Supervisor
Paul Skonberg, Audit Staff
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Chapter Two

TRUSTEE FIDUCIARY
RESPONSIBILITIES — Part |

CHAPTER CONCLUSIONS

The Board of Trustees could improve its fiduciary oversight of the College’s operations
in several areas. We reviewed the College of DuPage Board of Trustees’ fiduciary
responsibilities including those for: annually evaluating the College President; annually
reviewing the financial performance of the College and causing an audit to be made; adopting
the annual financial plan of the College; adopting a comprehensive Strategic Long Range Plan;
and reviewing the President's annual report on the outcomes of the College.

The policy manual of the College of DuPage Board of Trustees | The College could not
did not include guidance regarding individual trustee fiduciary provide documentation
responsibilities. As of June 30, 2014, the Board’s policies did not lojstowhanineBoard

. . . . e . . . was evaluating the
require standing committees. Defining the individual fiduciary President’s
responsibilities of Board members and establishing standing performance annually,
committees for certain areas may be beneficial for the College of as is required by Board
DuPage Board of Trustees in improving its oversight of the College. FFJ)OHC}:jang the
resiaent’s

The College could not provide documentation to show that the employment

Board was evaluating the President’s performance annually, as is agreement.

required by Board policy and the President’s employment agreement.
The College could not provide copies of completed written appraisals of the President’s
performance. Also, although closed session Board minutes were provided, the minutes were not
always specific enough to determine if the President’s performance was discussed. We did see
evidence that the Board of Trustees was: annually reviewing the financial performance of the
College and causing an audit to be made; adopting the annual financial plan of the College;
adopting a comprehensive Strategic Long Range Plan; and reviewing the President's annual
report on the outcomes of the College.

FIDUCIARY RESPONSIBILITIES

House Resolution No. 55 asked the Auditor General to determine whether, during Fiscal
Years 2011 through 2014, the Board met its fiduciary responsibilities required by Board policy,
including: annually evaluating the College President; annually reviewing the financial
performance of the College and causing an audit to be made; adopting the annual financial plan
of the College; adopting a comprehensive Strategic Long Range Plan; and reviewing the
President’s annual report on the outcomes of the College.
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PRINCIPLES OF FIDUCIARY DUTY

The College of DuPage Board of Trustees policies do not include guidance regarding
individual trustee fiduciary responsibilities. According to the Association of Governing Boards
of Universities and Colleges, fiduciary principles and duties are at the heart of effective
governance of boards of colleges and universities. A fiduciary is someone who has special
responsibilities in connection with the administration, investment, monitoring, and distribution of
assets for an institution. A fiduciary owes particular duties to the institution he or she serves
including the fiduciary duties of care, loyalty, and obedience. Taken together, these duties
require board members to make careful, good-faith decisions in the best interest of the institution
consistent with its missions, independent of undue influence from any party or from financial
interests. While governing boards act as a body, fiduciary duties fall on the individual board
members. Effective board members must be fully engaged and attend meetings, read and
evaluate materials, ask questions and get answers, honor confidentiality, avoid conflicts of
interest, demonstrate loyalty, understand and uphold the mission, and ensure legal and ethical
compliance.

The Association of Governing Boards of Universities and Colleges states that fiduciary
duties may be described in, and imposed by, a college or university’s bylaws, governing board
policies, standards of conduct, or code of ethics. The Board of Trustees for the College of
DuPage does not have Board Bylaws or standards of conduct. Although the Policy Manual for
the College of DuPage Board of Trustees includes a policy with the general responsibilities of
the Board (Policy 5-15), an ethics policy (Policy 5-30), and an ethics ordinance, neither the
policies nor the ordinance include a discussion regarding a trustee’s individual fiduciary
responsibilities. Without specific guidance in policies regarding trustee individual fiduciary
responsibilities, trustees may not always know how to act in a manner that protects the College
and community.

FIDUCIARY DUTIES OF TRUSTEES

RECOMMENDATION The College of DuPage Board of Trustees should consider defining
1 in its policies the fiduciary responsibilities of individual Trustees.

COLLEGE OF DUPAGE | The College agrees with this recommendation.
RESPONSE

The College intends to present a new policy on this issue for Board
consideration during the fourth quarter of 2016. The new policy will
augment other recent efforts by the College to improve training for the
Board of Trustees ("Board"). Such efforts include formal training on
parliamentary procedure (July 2016) and formal ethics training (June
and July 2016). In 2017 (the next time new trustees are seated), the
College will also provide a comprehensive orientation program for
new trustees.
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BOARD OF TRUSTEES ORGANIZATION AND COMMITTEES

The Board of Trustees elects or appoints a Chair, Vice-Chair, Secretary, and Treasurer at
its annual organizational meeting. The Board is required by policy to meet at least once per
month to review the operations, programs, personnel, and plans for the continued development of
the College. For each monthly regular meeting, an agenda is prepared and Trustees are provided
with a packet of information. These information packets can sometimes be voluminous and
cover a wide range of topics. For example, the information packet for the Board’s June 26, 2014
meeting totaled 315 pages, including a 3 page agenda. Consent agenda items for this meeting
totaled 180 pages. Items in the consent agenda included financial reports, bid items, requests for
proposal, purchase orders, personnel actions, construction items, and approval of construction
change orders.

As of June 30, 2014, the Board of Trustees policies did not require standing committees.
The Board’s policies stated that, “The Board Chair, or a majority of the Board, may appoint
committees as are deemed necessary by the Board. Such committees will report
recommendations for appropriate action to the Board and will be dissolved by: (i) the Board’s
acceptance of the report; (ii) the Board Chair, if the committee was appointed by the Chair; or
(iii) by a vote of the Board, if the committee was appointed by the Board.”” Although there are
no standing committees established in the Board’s policies, under Policy 5-60 (Duties of the
Chair) one of the duties of the Chair of the Board of Trustees is to make all Board standing
committee appointments with the advice and consent of the Board. The College could not
provide documentation to show that any Board committees had met during the period FY2011-
FY2014.

Other colleges in Illinois utilize standing committees. For instance, the University of
Illinois has established the following standing committees:

e Academic and Student Affairs;

o Audit, Budget, Finance, and Facilities;
e University Healthcare System; and

« Governance, Personnel, and Ethics.

The City Colleges of Chicago Board of Trustees has established three standing
committees:

o Board Executive Committee;
e Board Committee on Academic and Student Services; and
o Board Committee on Financial and Administrative Services.

In August 2015, the Board of Trustees for the College of DuPage established an Audit
Committee by policy (Policy 5-220). Prior to the establishment of this policy, an Audit
Committee was referenced in Board Policy 5-175 (Appointment of an Audit Firm) but had not
been formally established.

Having committees can be helpful in assisting the board in doing its work more
efficiently and effectively. The benefits of using committees include:

e More thorough research and consideration of information;
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e More time at the regular board meeting for regular business; and

o Better dialogue between committee members, staff, and community members on the
specific topic.

Establishing other standing committees for areas such as finance, budget, or academic
affairs may be beneficial for the College of DuPage Board of Trustees in improving its oversight
of the College.

ESTABLISHING STANDING COMMITTEES

RECOMMENDATION The College of DuPage Board of Trustees should consider adopting
policies that establish standing committees for areas such as finance,
2 budget, or academic affairs.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE During the majority of the audit period (2009-2014), the Board did not
utilize committees. Since April 2015, the Board has taken steps to
provide more oversight through the use of committees. As noted in the
Auditor General's report, the Board established an Audit Committee by
policy on August 13, 2015 to provide independent review and
oversight of the government's financial reporting processes, internal
controls, and independent auditors. The Board also established a
Budget Committee on April 30, 2015, and an Academic Committee in
July 2015 (which was formally chartered in November 2015). The
Board will consider revising its policies to reflect the existence of
those Committees.

RESPONSIBILITIES OF THE BOARD OF TRUSTEES

The College of DuPage Board of Trustees has approved a policy manual entitled the
“Policy Manual of the Board of Trustees,” which was adopted March 19, 2009. Several policies
in the manual have recently been updated including Policy 5-15 (amended May 21, 2015). For
example, Policy 15-205 states that the President is directly responsible to the Board of Trustees,
and is also responsible for preparing, recommending, and executing Board policies, and for
implementing the procedures in support of these policies.

College of DuPage Board of Trustees Policy 5-15, in effect during the audit period,
required the Board of Trustees to:

1. Appoint the President, who will be the chief administrative officer of the College and
the executive officer in dealing with the Board. Annually evaluate the President's
performance.

2. Ensure efficient and effective development, operation and maintenance of the
College.

3. Execute all duties and powers authorized by the Illinois Public Community College
Act, 110 ILCS 805/1 et seq.
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4. Direct the President to formulate and revise policy as necessary for Board
consideration. The President will seek employee input as necessary and appropriate.

5. Annually review the financial performance of the College and cause an audit to be

made.

Annually adopt the Financial Plan of the College.

Ensure the quality of education provided by the College.

Annually adopt a comprehensive Strategic Long Range Plan.

Annually review a report on the Outcomes of the College from the President.

0. Review matters recommended by the President and cause appropriate action to be
taken.

RO~

Annual Evaluation of the College President

The College could not provide documentation to show that the Board was evaluating the
President’s performance annually, as is required by Board policy and the President’s
employment agreement. The College could not provide copies of completed written
performance appraisals. Also, although closed session Board minutes were provided, the
minutes were not always specific enough to determine if the President’s performance was
discussed.

Board of Trustees Policy 5-15 required that the Board annually evaluate the President’s
performance. Policy 15-210 requires that:

The Board of Trustees will evaluate the College President prior to the end of each
fiscal year. The Board will establish procedures and criteria in consultation with the
President to facilitate the evaluation process. A written copy of the Board’s
evaluation will be provided to the President.

The President's Employment Agreement also requires that the Board assess the
President’s performance on or before June 30 each year and that the Board's assessment be
through a general discussion between the President and a Committee designated by the
Chairperson of the Board. A copy of the Board's written evaluation is to be provided to the
President.

We reviewed the President’s personnel file and found that it did not contain any finalized
annual evaluations. The College of DuPage legal counsel provided auditors with electronic files
related to the President’s annual evaluations and minutes of closed session meetings. The files
provided showed:

e For 2010, a completed written performance appraisal was provided but the document
was unsigned and undated.

e For 2011 and 2012, no written performance appraisals were provided.

e For 2013, a blank appraisal form was provided.

We reviewed closed session meeting minutes provided by the Board’s legal counsel. For
2010, the written minutes provided contained a one-sentence statement that the Board discussed
employment issues, but did not specifically reference the President. Instead, the minutes
referenced discussions on the “employment of an employee” and “an administrator’s
employment.” Therefore, we could not verify whether a discussion of the President’s
performance took place. For 2011, there was evidence that the President’s evaluation was
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discussed. However, for 2012 and 2013 there was no evidence in the Board’s closed session
minutes that a discussion of the President’s evaluation took place.

Performing annual evaluations ensures that employees perform their jobs to the best of
their abilities, recognizes them for good performance, and allows them to receive appropriate
suggestions for improvement. Because the College of DuPage Board appoints a President to
organize and manage the institution within the Board’s policies, it is critical to the success of the
institution that the President’s performance be evaluated.

EVALUATING THE COLLEGE PRESIDENT ANNUALLY

RECOMMENDATION The College of DuPage Board of Trustees should ensure that the
College President is evaluated annually and that reviews are
3 documented.

COLLEGE OF DUPAGE | The College agrees with this recommendation.
RESPONSE

Audit and Annual Review of the Financial Performance of the College

Board of Trustees Policy 5-15, Responsibilities of the Board, required that the Board
annually review the financial performance of the College. The Policy also required that the
Board annually cause an audit to be made of the College.

We reviewed documentation and Board minutes for FY2011 through FY2014. Each year
the College produced a Comprehensive Annual Financial Report (CAFR). Within each CAFR
there was an Independent Auditor’s Report from an external audit firm. We reviewed meeting
minutes for the Board and found that in either September or October annually, the Board
accepted the Comprehensive Annual Financial Report and Single Audit for the fiscal year.

These were accepted by a unanimous vote of the Board of Trustees each year for FY2011
through FY2013 and a vote of 6-1 for FY2014.

Adopting an Annual Financial Plan

The Illinois Public Community College Act requires that each community college board
adopt a budget annually (110 ILCS 805/3-20.1). Board Policy 5-15, Responsibilities of the
Board, also required that the Board annually adopt the financial plan for the College.

We obtained copies of the annual budgets and the five-year financial plans for the
College for FY2011 through FY2014. Although the Board adopted an annual budget each year
for FY2011 through FY2014, we could not document that the Board officially adopted a
financial plan for FY2011 and FY2012. Beginning in FY2013 the five-year financial plan was
included as part of the annual budget. For FY2013 and FY2014, the annual budgets adopted by
the Board contained the five-year financial plans for the College as part of the budget document.

Adopting a Comprehensive Strategic Long Range Plan

Board of Trustees Policy 5-15, Responsibilities of the Board, required that the Board
annually adopt a comprehensive Strategic Long Range Plan (SLRP). The SLRP defines the
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College’s institutional philosophy, mission, vision, core values, long-term goals and associated
tasks. We obtained copies of the 2011 through 2013 SLRP and the April 2012 update to the
2011 through 2013 SLRP. We also obtained copies of the April 2013 and April 2014 updates to
the 2014 through 2016 SLRP. These plans and updates were adopted by the Board of Trustees
annually.

Reviewing the President's Annual Report on the Outcomes of the College

Board of Trustees Policy 5-15 required that the Board of Trustees annually review from
the President a report on the outcomes of the College. The report on outcomes reflects key
actions and results that contribute to advancing the mission and achieving the vision of the
College. We obtained the Institutional Outcomes Reports for FY2011 through FY2014. These
reports were discussed in the minutes of the Board meetings on September 15, 2011, July 19,
2012, September 19, 2013, and August 21, 2014. The FY2014 report concluded that the
College had met or exceeded the 11 institutional priorities.
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Chapter Three

TRUSTEE FIDUCIARY
RESPONSIBILITIES — Part |1

CHAPTER CONCLUSIONS

House Resolution No. 55 asked the Auditor General to determine whether the Board is
meeting its fiduciary responsibilities and ensuring compliance with the Public Community
College Act and Board policies, including those related to the investment of College funds,
procurements and contracts, and budget transfers.

The College’s administrative procedures required the College’s investments to be
reviewed periodically by the Treasurer’s Advisory Committee to address issues of investment
mix and return. However, this Committee did not meet between January 18, 2013, and
November 7, 2014 (nearly two years).

Although the Board was receiving monthly investment reports for the period FY2011
through FY2014, those reports did not always show a breakout of investments by the type of
investment and did not show the percentage of each type of investment allowable by policy.

e The College could not provide documentation to show that the Board was receiving
quarterly investment reports as required by Board policy, including investments in the
portfolio by type, issuer, interest rate, maturity, book value, income earned, current
market value as of the report date and comparison to any applicable benchmarks.

e The College could not provide documentation to show that the College was annually
reviewing its investments as is required by Board policy.

According to information provided by College officials, during | Our review of these
the four-year period FY2011-FY 2014 there were 3,562 budget transfers | budget transfers found
involving 34,842 individual transactions for a total of more than $460 :E:: i%Teelit:‘e”jz‘;“O”s
m|II|on.' Our review of'these budget transfers found that some _ transfers were not
transactions that were listed as transfers were not budget transfers in a budget transfers in a

traditional sense but were changes in the accounting system. The traditional sense but
Board was only required to approve one budget transfer (budget were changes in the
amendment) during the four-year period we reviewed. Our review of EIBHOUITIING) T,

20 budget transfers found that the need for the transfer was not always
clearly documented and that there was not always proper and timely approval by officials. The
Board should consider taking a more active role in the budget transfer approval process by
revising its policies to limit the President’s and/or Controller’s authority to approve large
transfers.

The audit reviewed a sample of 40 procurements over $25,000 for compliance with the

Illinois Public Community College Act, Board policies, and administrative procedures. One of
the 40 procurements we selected was not applicable to competitive procurement requirements
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because it was part of another agreement. Our review found that procurements did not always
comply with established requirements.

e Requisitions lacked approval prior to the purchase. The College could not provide
requisitions for four procurements tested. For the 36 requisitions provided there was
no evidence of approval from the Vice President of Administrative Affairs per
Administrative Procedure 10-60.

0 In5 of 36 cases (14%) the requisition was created after an invoice for
payment had been received.

e For 22 of 39 (56%) procurements, the purchase was not competitively bid.

e For 12 of 17 (71%) procurements that were bid, we could not determine if the bids
were opened by a member or employee of the Board as required by law.

e For 6 of 17 (35%) procurements that were competitively procured, we could not
determine if the bids were opened publicly.

e For 2 of the 32 (6%) procurements reviewed that required Board approval, the
College could not provide documentation of Board approval of the contract or
expenditure.

o Files did not always contain the final signed contract or agreement. For 9 of 30
(30%) procurements that required a contract, the College could not provide a signed
contract or written agreement.

FIDUCIARY RESPONSIBILITIES

House Resolution No. 55 asked the Auditor General to determine whether the Board is
meeting its fiduciary responsibilities and ensuring compliance with the Public Community
College Act and Board policies, including those related to the investment of College funds,
procurements and contracts, construction activities, and budget transfers. Investments, budget
transfers, and procurements and contracts are discussed in this Chapter. Construction activities
are discussed in Chapter Five.

INVESTMENTS

The Hllinois Public Community College Act (110 ILCS 805/3-47) classifies funds held by
community colleges as public funds within the meaning of the Public Funds Investment Act.
The Public Funds Investment Act (30 ILCS 235/2) authorizes the College to invest in the
following: (1) bonds, notes, certificates of indebtedness, treasury bills or other securities which
are guaranteed by the full faith and credit of the United States of America as to principal and
interest; (2) bonds, notes, debentures, or other similar obligations of the United States of
America, its agencies, and its instrumentalities; (3) interest-bearing savings accounts, interest-
bearing certificates of deposit or interest-bearing time deposits or any other investments
constituting direct obligations of any bank as defined by the Illinois Banking Act; (4) short term
obligations of corporations organized in the United States with assets exceeding $500,000,000,
with certain restrictions on the investments’ rating, and investment limits; and (5) money market
mutual funds as long as the portfolio of the money market mutual fund falls within the
requirements of the Public Funds Investment Act.
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Investments are subject to approval by the community college board of trustees for each
college. Each community college board of trustees is required by law to develop a policy
regarding the college's investment portfolio (30 ILCS 235/).

College of DuPage Investment Policies

The College of DuPage Board of Trustees has adopted an investment policy (Policy 10-
55) which provides for restrictions on the investment of the College’s funds. According to the
policy, the College’s investment objectives, in order of priority, include: safety, liquidity, and
return.

The College’s investment policy states that the Board of Trustees has ultimate fiduciary
responsibility for the investment of College funds. However, to execute these responsibilities,
the Board of Trustees delegates the responsibility to the College’s Treasurer for implementation,
ongoing monitoring, and oversight of the investment portfolio. The Treasurer may delegate the
day-to-day responsibility for the investment of College funds to the Assistant Vice President of
Finance and Controller, according to Policy 10-55.

The investment policy contains specific guidelines regarding the percentage of certain
types of investments that may be held by the College. These include:

e No more than 25 percent of the College’s total investment portfolio may be invested
in callable securities;

e No more than 5 percent of the College’s investment portfolio can be invested in any
single fund;

e No more than 20 percent of the College’s operating investment portfolio can be
invested in commercial paper at any time;

e No more than 5 percent of the College’s operating investment portfolio can be
invested in money market mutual funds;

e The College may invest in the Illinois Institutional Investors Trust; however, no more
than 25 percent of the total investment portfolio can be invested in this fund; and

e The College may invest in the PFM/Prime Series Fund; however, no more than 25
percent of the total investment portfolio can be invested in this fund.

33



PERFORMANCE AUDIT — COLLEGE OF DUPAGE

Exhibit 3-1
COLLEGE OF DUPAGE JUNE 2014 INVESTMENT REPORT
COLLEGE OF DUPAGE PREL!MI NA RY
COMMLUNITY COLLEGE DISTRICT NO. 502
INWVESTMENT SCHEDULE
GIIED14
DATE DATE OF RATE OF
FINAMCIAL INSTITUTION PURCHASED _MATURITY RETURN * FRIMNCIFAL
OPERATING INVESTMENTS:
EDUCATIONAL FUND
S Bank - IL FUNDS MNiA, WA o.o2 5 3
Wiheaton Bank & Trust NOW Acct MNiA, Mia, 0.20 16,1682 501
PFM Liguidity Acct N MiA o.ov 958
Bank Baroda New York NY CD T4 2014 0.20 245000
Firsibank PR Santurce CD 2013 B4 0.40 245 000
Bank Indla Mew York NY CD BZ013 B TIE014 044 249,000
Safra Mat" Bk Mew York CD Bf1R2013 1172014 045 249 000
Crscover Bank Greenwaod 252014 1212672014 0.30 249,000
Chase High Yield Saving NiA WA 0.05 19,531 619
IMET Convenience Fund Nia WA 0.36 47 B19.298
Martfwern Triist - Ltra-Short Fixed Income Nia LTS 0.80 45412 545
MNortharn Trust - GS Short Duration Fusd LT ML, 1.867 18,322 369
MNerthern Trusl - G5 FMY Adjustment WA MiA LI 18.648
Gilobal Govt Securities: FNMA OFrGM2 0a3n4n7 1.00 30,000 000
Global Gov Securilies. FMV Adjustment A A Mi& [26.548)
Global Gov't Securities: Money Market MiA MNIA, 0.01 112
178 486,105
WORKING CASH FUND
PFM Investmants KA, A -0.26 BO32 131
PFM Fair Market Value Adjustment [SHY BA, s (12,6009
FFR T BA A 0.02 25,261
B.04d, 702
SUB-TOTAL OPERATING INVESTMENTS 186.530 807
DEBT SERVICE FUNDS
SERIES 2013A Bonds
Amalgamated Money Market MR /& oo 7581
CONSTRUCTION INVESTMENTS:
SERIES 20134 Bonds
Chese High Yield Saving NOTE 1 A W& 0.05 (18,261, 2949)
Managed Portfolio - Cheanfrc Capital NI WA 210 758178
Monay Mariket Nid, A Q.01 5.002
Managed Portfalio Fair Value Adjustment N MA LI (4,992}
Deutsche Bank - Fidelity Mutual Fund A WA 0.48 18,085 545
Deulsche Bank - Fidelity Mutual Fund Fair Value Adjustment HiA BiA NIA, 3
State Strest - Fadarated Mutual Fund WA A, 0.28 16,053,973
State Siresl - Federaled Mutual Fund Fair Value Adjusiment MIA A NiA {36, 269)
Narthern Trust - G5 Enhanced Income Mulual Fund A A 0.50 1B.101,748
Mortherr Trust Fair Value Adjustment MIA M HiA {18,540}
36,652,540
OPERATIONS AND MAINTENANCE (RESTRICTED) FUND
PFM Investments Wis NiA -0.26 17,653,113
FFM Fair Market Valee Adjustiment Wi L BUA, (2 G0y
PEM T WA WA ooz 58940
17 682 444
SUB-TOTAL COMSTRUCTION INVESTMENTS 64,375,393

GRAND TOTAL ALL INVESTMENTS

NOTE 1 - Reprasents ameunts ewed to operating funds for construction expenses

5 240 %06 851

* Al rates of return are annual except for the investment portfolic in the Constriction Fund, the Norhern Trust and PEM Operating

Investrments which are fiscal year-to-date

Source: College of DuPage July 2014 Board Packet.
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Reporting Requirements

The College of DuPage Board of Trustees investment policy requires the Treasurer to
prepare a monthly investment report to summarize activities of the investment portfolio and
report portfolio performance via rate of return. Also, on at least a quarterly basis, the Treasurer
is required to provide the Board of Trustees a report on overall portfolio performance and
include information on the investments in the portfolio by type, issuer, interest rate, maturity,
book value, income earned, current market value as of the report date, and comparison to any
applicable benchmarks. The policy requires that quarterly reports be reviewed by the Board. In
addition to the Board of Trustee policies, the College’s Administrative Procedures Manual
(Procedure 10-55) requires that:

e Quarterly investment schedules be provided to the Board of Trustees;

e The investments be reviewed periodically by the Internal Auditor to test compliance
with Board Policy and Administrative Procedure; and

e The investments be reviewed periodically by the Treasurer’s Advisory Committee to
address issues of investment mix and return.

The investment policy also requires that the College’s portfolio be reviewed annually as
to its effectiveness in meeting the College’s needs for safety, liquidity, return, diversification,
and overall general performance.

The members of the Board of Trustees for the College received information regarding
investments (investment schedules) in their monthly Board packets. Exhibit 3-1 shows the
investment report provided to the Board as of June 30, 2014.

Compliance with Investment Policies

The College of DuPage was not complying with its investment policies. The Board of
Trustees for the College of DuPage made public an internal audit dated May 4, 2015, that
reviewed the investments of the College as of September 30, 2014. The internal audit concluded
that the investment portfolio had several areas of non-compliance, including exceeding the limits
for specific types of investments and holding investments that do not meet dollar, maturity, or
asset quality thresholds of Board policy. An August 2015 presentation given to the Board of
Trustees by the College’s financial consultants found that at least $160 million of the College’s
investments of $217 million, or over 73 percent, were out of compliance.

The Board of Trustees had authorized a resolution allowing The College had
management to invest in the lllinois Metropolitan Investment Fund increased its
(IMET) at its April 17, 2014, regular meeting. Prior to April 2014, the | investments in the

College did not have investments with IMET. According to the gg&;ﬁnlgﬁta !
internal audit, the Treasurer began investing funds with IMET soon investment pool, from
thereafter. The internal audit showed that the College had increased its | $10,000,853 in April
investments in IMET, a local government investment pool, from 2014, to $80,090,485

$10,000,853 (4 percent of the portfolio) in April 2014, to $80,090,485 | as of September 2014

as of September 2014, which represented 29 percent of the College's
investment portfolio (see Exhibit 3-2). Board policy limits investments in a single local
government investment fund to 5 percent of the portfolio.
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Exhibit 3-2

TRANSFERS TO THE ILLINOIS METROPOLITAN INVESTMENT FUND

April through September 2014

Investments Total IMET $ Change from Total Investment
as of: Investments Previous Month Portfolio % in IMET
4/30/2014 $10,000,853 - $226,500,378 4.42%
5/31/2014 $12,015,952 $2,015,099 $204,891,823 5.86%
6/30/2014 $47,819,298 $35,803,346 $240,906,951 19.85%
7/31/2014 $43,151,724 ($4,667,574) $235,212,362 18.35%
8/31/2014 $40,574,828 ($2,576,896) $234,715,343 17.29%
9/30/2014 $80,090,485 $39,515,657 $274,142,423 29.21%

Source: College of DuPage Board of Trustees Board Packets.

IMET manages two investment funds: the IMET 1-3 Year Series and the IMET
Convenience Series. The College of DuPage invested in the IMET Convenience Fund which is
described on the IMET website as a short-term money market instrument. The IMET
Convenience Fund provides for the investment of bond proceeds, for the temporary investment
of longer-term intermediate funds, and/or for cash management and liquidity purposes.
According to the internal audit, the total investment in the IMET Convenience Fund, as of

September 30, 2014, was approximately six times the amount allowable by policy.

In October 2014, IMET revealed defaults due to fraud on certain guaranteed loans
totaling approximately $50.4 million, which represented 2.8 percent of the net asset value of the
IMET Convenience Fund. Subsequently each fund member, including the College of DuPage,
had a proportionate share of the defaulted loans segregated from other funds and effectively
frozen. The amount of the College's frozen funds totaled $2,220,042. According to the internal
audit conducted by the College, had the investment in the IMET fund been limited to the 5
percent stated in Board policy, the College would have invested no more than $13,622,717 in the
IMET Convenience Fund and the frozen amount would have been $381,436. According to an
IMET Activity Statement for the liquidating trust provided by the College, as of December 31,
2015, $2,220,042 was still shown as the value of the account. However, the account value
reflects the value at the time the asset was transferred to the liquidating trust, effective September

30, 2014.

The internal audit concluded that the Treasurer needed to take immediate action to bring
the College’s investment portfolio into compliance with Board policy including re-allocating the
securities owned so the limitations of the policy are adhered to and securing the necessary
documentation to preserve the rights of the College. The audit contained four specific
recommendations (see Exhibit 3-3). Management of the College did not provide a response to
any of the four recommendations contained in the internal audit. We followed up with the
College to determine if the four recommendations in the internal audit had been implemented.
According to the College, all non-compliant mutual fund investments were divested in calendar

year 2015.

In August 2015, a financial consultant group hired by the College’s Board of Trustees
gave a presentation to the Board entitled “Investment Portfolio Issues and Possible Solution.”
The presentation included a host of shortcomings related to the College’s non-compliance with
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its investments policies. These included an investment exceeding the percentage threshold as
well as investments that were unallowable. There were also problems with record keeping
because records, such as the audited financial statements or custodial agreements, were not in the

files for certain investments.

According to the College’s
financial consultant’s presentation, at
least $160 million of the total investment
pool of $217 million was out of
compliance, or over 73 percent.
Approximately $81.8 million invested in
mutual funds were out of compliance
because the Board’s policy requires the
investments be in money markets.

Funds invested in IMET ($80 million)
were not in compliance because the fund
was not rated by two agencies. The
consultants also reported that the
investments presented in the College’s
reports were categorized inconsistently
with policy because some mutual fund
investments were categorized as money
market accounts and some money
market accounts held at banks were
categorized as collateralized accounts.
The presentation also stated that the
College wrote off $2.1 million related to
the IMET fraud that had occurred.
Finally, the consultants found that the
Board reports failed to show potential
non-compliance or mix of investments.

Exhibit 3-3
COLLEGE OF DUPAGE
INTERNAL AUDIT OF INVESTMENTS

Recommendation #1: The Treasurer should divest the
mutual fund investments that are non-compliant with
Board Policy as soon as possible and limit the remaining
mutual fund investments to no more than 5% of the
Operating portfolio.

Recommendation #2: The Treasurer should determine
if the internal control structure for investments needs to
be modified to include additional screening procedures
for potential investments to ensure they comply with
Board Policy limitations prior to being purchased.

Recommendation #3: The Treasurer should obtain all
of the missing documentation from the financial
institutions and security broker/dealers that do business
with the College. The Treasurer should also set up a
verification system to ensure that the required
documents are obtained from any new institution prior to
doing business with the College.

Recommendation #4: The Treasurer should begin
preparing a quarterly report to the Board of Trustees
detailing the required information in Board Policy 10-55.

Source: College of DuPage Internal Audit (May
2015).

Citing haphazard compliance, reporting and record keeping deficiencies, a lack of
documentation, and sub-par performance, the consultant’s presentation concluded that self-
management of the more than $240 million portfolio appears to “severely stress” the College’s
finance department’s capabilities. The presentation recommended that the College use one to
two professional money managers to manage the College’s investment portfolio to improve

compliance, reporting, and performance.

The College selected a private firm to be its investment adviser in February 2016.
According to the College, the vast majority of assets will be transferred to the investment
adviser. Investment reports in the June 23, 2016 Board packet showed that, as of May 31, 2016,
the new investment adviser had assumed management of $207.3 million of the total of $230.6
million of total cash and investments or 90 percent of the College’s investments.

Treasurer’s Advisory Committee

The College’s administrative procedures require that the College’s investments be
reviewed periodically by the Treasurer’s Advisory Committee to address issues of investment
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mix and return (Procedure 10-55). Our review of available meeting minutes of the Treasurer’s
Advisory Committee revealed that:

e The committee did not meet between January 18, 2013, and November 7, 2014,
(nearly two years); and

e There were no minutes for meetings held January 7, 2011, and September 16, 2011,

The minutes of the November 7, 2014 Treasurer’s Advisory Committee showed that the
committee wanted to get back on a regular schedule for meetings. The minutes also showed that
the committee discussed whether it should outsource the investment management function
because there was a lack of internal resources to track changes in the composition of the fund
holdings in order to ensure the College remained compliant with the investment policy.

It is unclear why the committee did not meet for nearly two years. Holding regular
meetings would ensure that investments of the College, including issues of investment mix and
return, would be reviewed.

TREASURER’S ADVISORY COMMITTEE

RECOMMENDATION The College of DuPage should consider updating its Administrative
Procedures Manual to require the Treasurer’s Advisory Committee
4 to meet on a regular basis.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE During the audit period, the Treasurer's Advisory Committee ("TAC")

met very infrequently. Further, certain members of the TAC were
affiliated with College vendors (and thus, arguably, were interested in
the College's investment decisions). The College intends to
reconstitute a TAC that will meet quarterly and consist of qualified,
disinterested individuals. The College will incorporate this
requirement into the Administrative Procedure Manual. We expect
this will be completed by the fourth quarter of 2016.

Monitoring of Investments by the Board of Trustees

Although the Board was receiving monthly investment reports for the period FY2011
through FY2014, those reports did not always show a breakout of investments by the type of
investment and did not show the percentage of each type of investment allowable by policy.

e The College could not provide documentation to show that the Board was receiving
quarterly investment reports as required by Board policy, including investments in the
portfolio by type, issuer, interest rate, maturity, book value, income earned, current
market value as of the report date, and comparison to any applicable benchmarks.

e The College could not provide documentation to show that the College was annually
reviewing its investments as is required by Board policy.
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Without receiving information such as a breakout of the investments by type and
percentage of the portfolio, the Board could not ensure that the investments were in compliance
with Board policies.

The College of DuPage Policy Manual of the Board of Trustees | Without receiving

allows the College to hire external investment managers to manage its information such as a
portfolios and allows the College to contract with a bank or broker to breakout of the

the portfolio of investments subject to the provisions of this investments by type
mar]age P J P and percentage of the
policy. On February 25, 2016, the Board of Trustees voted 5-0 to portfolio, the Board
approve a private firm as the Board’s Independent Funds Adviser Asset | could not ensure that
Manager. Investment reports in the June 23, 2016 Board packet the investments were

showed that, as of May 31, 2016, the firm had assumed management of EOZ??pE?QZiWith
$207.3 million of the $230.6 million of total cash and investments or 90 policies.

percent of the College’s investments.

The investment reports provided to the Board by the firm hired to be the investment
adviser include more detailed information regarding the investments by type and the percentage
of total investments.

BOARD OVERSIGHT OF COLLEGE INVESTMENTS

RECOMMENDATION The College of DuPage Board of Trustees should ensure that
required investment reports are provided to the Board and that these
5 reports contain the information required by policy to enable the
Board to effectively monitor the College’s investments.

The Board of Trustees should also ensure that the College’s
investments are reviewed at least annually as is required by Board

policy.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE Since 2015, the College has taken steps to improve the transparency

and effectiveness of its investment management. On February 25,
2016 the Board approved the hiring of an investment adviser to assist
the College with management of funds and compliance with its policy.
BMO Global Asset Management was selected after a highly
competitive and transparent process. BMO has been providing (and
will continue to provide) College administrators and the Board with
monthly investment reports that reflect each investment and show
whether each category of investment is within Board policy limits.

In addition to providing the monthly investment reports, BMO
presented a Quarterly/Annual FY2016 report during the July 28, 2016
Board meeting (attached for reference) and will be asked to provide
regular reports in the future.
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BUDGET TRANSFERS

The Board of Trustees received all required information for budget transfers. However,
that information was limited. The Board of Trustees for the College of DuPage has established a
policy governing budget transfers. Board Policy 10-45 states that all transfers have to be fully
documented, and that the Board of Trustees has to approve all contingency transfers and those
transfers must be approved quarterly. Other than transfers of funds for construction purposes,
which are approved at project initialization, no other transfers have to be approved by the Board
of Trustees. Exhibit 3-4 contains the approval requirements for budget transfers contained in
Board Policy 10-45.

Exhibit 3-4
BUDGET TRANSFERS APPROVAL POLICY
Category Approval Required Approval Date

Taxing Funds?
Contingency Board of Trustees Quarterly
Amounts of $10,000 and over President Quarterly
All Other Controller As received from cabinet officer
Operations & Maintenance Board of Trustees Project initialization
(Restricted) Fund (Budgets recorded are
(Construction Fund) estimates only until project

is approved by the Board.)
Agency Funds? None Allowed to expend only funds that

are available

All Other Funds Controller As received from cabinet officer

Notes:

1 Only intra-fund budget transfers are permitted within the Taxing Funds (Education Fund, Operations and
Maintenance Fund, Audit Fund Liability, and Protection and Settlement Fund).

2 According to the College, Agency Funds are used to track non-college funds that are posted on the
College’s General Ledger as liability accounts, such as scholarships, student clubs, and pass through
accounts.

Source: College of DuPage Board Policy 10-45.

During Fiscal Years 2011 through 2014 the Board received quarterly budget transfer
reports, but there were no contingency transfers during the time period. The Board does not
receive any other information on budget transfers.

The Illinois Public Community College Act contains provisions allowing for budget
transfers and amendments. The Act allows the board of trustees for a community college to
make budget transfers between the various items in any fund not exceeding in the aggregate 10
percent of the total of such fund as set forth in the budget. The Act also allows the board to
approve budget amendments, as long as the board follows the same approval procedures used for
approving the budget (110 ILCS 805/3-20.1).

The board may also, by resolution, authorize the Treasurer to make a transfer from the
working cash fund to the educational fund, or to the operations and maintenance fund (110 ILCS
805/3-33.6). The Act also authorizes the Treasurer to make interfund loans (from one fund to
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another fund), but each loan and transfer must be repaid and retransferred to the proper fund
within one year (110 ILCS 805/3-34).

Further, the College of DuPage has established an administrative policy on budget
transfers. Administrative Policy 10-45 allows an authorized signer for a budget area to initiate
and complete a transfer request when needed. Although not required by policy or procedures,
transfer requests are typically initiated by completing a Request for Budget Transfer sheet. The
Request for Budget Transfer sheet contains a space for documenting the requested budget change
amount, the reason for the budget transfer request, and contains a box for the signatures of the
transfer initiator, the person who approved the transfer, the member of the senior management
team, the budget manager, the person who entered the transfer, and the adjustment number.

The request for a budget transfer is to be sent to the Cabinet member of the budget area
for approval. The Cabinet member will also note the date of the Cabinet meeting that the budget
transfer request was approved. Approved budget transfers are then forwarded to the Controller
of the College. Neither the Board policies nor the College’s administrative procedures define
who or what positions are considered “Cabinet Members.”

College officials provided a download of all budget transfers made for the period FY2011
through FY2014. According to information provided by College officials, during the four-year
period there were 3,562 budget transfers involving 34,842 individual transactions for a total of
more than $460 million. Our review of these budget transfers found that some transactions that
were listed as transfers were not budget transfers in a traditional sense but were changes in the
accounting system. For example, seven transfers were for $0 and some transfers included
changes for typos or corrections to entries. Some transfers were for small dollar amounts. For
example, 1,158 transfers were for less than $1,000 including the 7 transfers for $0 (32.5% of the
total number of budget transfers). These included:

e A $12 transfer from “overnight/ground shipping” into “copy center/signage”;
e A $3 transfer from “Other Conf & Meeting Exp” into “FT Allocated Employee
Benefits.”

Budget Transfer Testing

We reviewed a judgmental sample of 20 budget transfers, including the 10 largest
transfers, from FY2011 to FY2014 to determine the process used for approval of budget transfers
and whether it complied with the College’s policies and the Act. Five of the 10 largest transfers
were during FY2011. The College implemented a new accounting system during FY2011 which
may have led to problems in locating information for transfers for that year. We found:

e No documentation of need for 10 of 20 transfers sampled or 50 percent (8 of the 10
exceptions were from FY2011); and

e A lack of proper written approval for 10 of 20 transfers sampled or 50 percent (6 of
the 10 exceptions were from FY2011).
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We identified only 1 transfer (which was a budget amendment)
out of 3,562 transfers that, by statute, required Board approval during
the four-year period. Although the Board of Trustees approved the
transfer (budget amendment), the administration and Board of Trustees
did not approve the transfer in a timely manner. We verified with the
Budget Director for the College that this transfer required Board
approval. The transactions for this transfer occurred on a monthly basis
during FY2013 (beginning in July 2012) and were for the purpose of
paying salaries and benefits totaling $130,076. To cover these costs,
funds were transferred from the Auxiliary Fund to the Education Fund.
Although these transfers began on July 1, 2012, the transfers were not
approved by the College’s administration until September 5, 2012.
After the Controller, Treasurer, and President approved the budget
amendment, it was presented to the Board for approval. The Board
approved the transfer on a vote of 7-0 on September 20, 2012.

We identified only 1
transfer out of 3,562
transfers that, by
statute, required Board
approval during the
four-year period.

The transactions for
this transfer occurred
on a monthly basis
during FY2013
(beginning in July
2012) and were for the
purpose of paying
salaries and benefits
totaling $130,076.

We identified two instances, in which a loan/transfer occurred but had not been paid back
to the original fund within one year, as required by the Act (110 ILCS 805/3-34). Both of these
were during FY2011. One transfer on January 14, 2011, for $576,727, was for overtime
payments to staff and miscellaneous financial expenses, according to documentation provided by
College officials. The other transfer on August 5, 2010, for $70,928, was for custodial
equipment and grounds keeping equipment. These two transfers also did not follow Board
policy because the policies only allow intra-fund transfers for taxing funds. Both transfers in
part involved transfers between the Education Fund and the Operations and Maintenance Fund.

A College official stated that possible reasons that no documentation could be found was
because both transfers occurred in FY2011, which was the same year that the College began
implementing a new accounting system. There was also a different budget manager at the time.
The Budget Manager as of December 2015, when we requested budget transfer documentation,

was promoted to the position in October 2011 (FY2012).

For 5 of 20 budget transfers reviewed, the College could not provide evidence to support
that the President was approving amounts over $10,000 for taxing funds (Education Fund,
Operations and Maintenance Fund, Audit Fund Liability, and Protection and Settlement Fund) on
a quarterly basis, as required by Policy 10-45. According to budget transfer information
provided by the College, for the four-year period FY2011-FY2014, there were a total of 980
budget transfers over $10,000 from all funds. There were 322 transfers of over $100,000,
including 125 transfers of over $500,000. The Board of Trustees was not required by policy or
law to approve these transfers, with the exception of one, as discussed above.

The Board does not receive information as part of its regular monthly meetings that lists
budget transfers. Without regular reporting, the Board does not have an opportunity to ask
questions regarding budget transfers and cannot ensure that inappropriate transfers are not
occurring. The Board should also consider taking a more active role in the budget transfer
approval process by revising its policies to limit the President’s or Controller’s authority to

approve large transfers.

42




CHAPTER THREE — TRUSTEE FIDUCIARY RESPONSIBILITIES — PART 11

BUDGET TRANSFERS

RECOMMENDATION The College of DuPage should ensure that budget transfer files:

6 o Clearly document the need for the transfer; and
o Include proper and timely approval by officials.

The College of DuPage Board of Trustees should also consider:

e Receiving regular, more detailed reports of budget transfers;

e Changing its policies to limit the President’s and/or
Controller’s authority to approve budget transfers; and

o Defining “Cabinet Officer” in the Board policies.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE Since the time period that was audited (FY 2011-2014), the College
has taken, and will continue to take, steps to tighten controls and
increase transparency with respect to budget transfers. Since the
summer of 2015, the President has signed all budget transfers of
$10,000 and over.

During the fourth quarter of 2016, the Board will consider revised
policies that: (1) require disclosure to the Board (if not pre-approval by
the Board) of all budget transfers; (2) define the term "cabinet officer"”
(or otherwise modify the term to more accurately identify the
individuals who possess and are accountable for such authority); (3)
formalize the existing practice of the President approving transfers
over $10,000; and (4) require written documentation detailing the
reason for the transfer(s). The Budget Manager will ensure that all
budget transfers are clearly documented and are not effected without
proper approval. The College will also amend its existing
Administrative Policies to ensure that contingency transfers cannot be
effected without prior Board approval.

PROCUREMENTS AND CONTRACTS

House Resolution No. 55 asked us to determine if the Board is meeting its fiduciary
responsibilities in overseeing procurements and contracts. College officials could not provide
auditors with a list of contracts for the period FY2011-FY2014. Board policies do not define the
types of services that are considered Professional services and whether bidding is required for
these services. It is also unclear how potential bidders are identified given that the College does
not maintain a list of prequalified bidders.

Illinois Public Community College Act

The Illinois Public Community College Act requires that a community college board
award all contracts for purchase of supplies, materials, or work involving expenditures in excess
of $25,000, or a lower amount as required by board policy, to the lowest responsible bidder. The
Act lists many exceptions to this process such as:
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e “contracts for the services of individuals possessing a high degree of professional
skill...;”

e “contracts for the printing of finance committee reports and departmental reports;”

e “purchases and contracts for the use, purchase, delivery, movement, or installation of
data processing equipment, software, or services and telecommunications and inter-
connect equipment, software, and services;”

e “where funds are expended in an emergency and such emergency expenditure is
approved by 3/4 of the members of the board;”

e “contracts for goods or services which are economically procurable from only one
source...;” and

e “purchases of equipment previously owned by some entity other than the district
itself.” (110 ILCS 805/3-27.1)

Policies and Procedures

The College of DuPage has established policies and procedures in its Board’s Policy
Manual and the College’s Administrative Procedures Manual for purchasing (Policy/Procedure
10-60). The Board’s policies do not specifically require Board approval for contracts under
$25,000 or under $50,000 for construction.

Although the Board policies are general and simply require the College to operate in
accordance with the bid limits established by Illinois law for all contracts, the College’s
Administrative Procedures Manual requires:

e Purchases up to $4,999 be solicited at the discretion of the Purchasing Department;

e Purchases ranging from $5,000 - $14,999 to have a minimum of three verbal quotes
solicited by the Purchasing Department before processing a requisition;

e Purchases ranging from $15,000 - $24,999 to have a minimum of three written quotes
before processing a requisition;

e Purchases greater than $24,999 are subject to formal bidding procedures; and

e Construction contracts $50,000 or more must have Board approval (Procedure 10-90).

The Board Policies and Administrative Procedure 10-60 also establish a centralized
purchasing function at the College.

Purchasing Process

The Purchasing Department, which is located within the Department of Business Affairs,
is primarily responsible for ensuring compliance with policies and procedures, and assisting
College staff in the procurement of goods and services. According to College officials,
purchasing proposals are initially prepared in the area of the College that makes the request and
given to Purchasing for review and bidding. For example, if the Biology Department needed
technical equipment, they would put the proposal together and forward it to Purchasing. For
construction contracts, the Facilities Planning and Development staff prepares the contract and
then Purchasing assists in sending out the requests.

Purchasing uses the bid specifications and other information from the requestor to create
the bid package. For competitive bids, Purchasing tabulates the bids and identifies the lowest
responsive and responsible bidder. A summary is then provided to the initiating
department/division for review and confirmation. The analysis and selection of requests for
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proposals is completed by the department or division that initiated the proposal. According to
Purchasing officials, construction contracts are accounted for separately, and all other purchases
are accounted for by department or accounting code.

Most of the information for purchases is maintained electronically in the College’s
purchasing system. College employees use the purchasing system to place an order via
requisition. If Purchasing is satisfied that the requisition is properly approved and is
accompanied by the appropriate supporting documentation, the requisition is processed and a
purchase order is created in the accounting system.

Contracts and the related documentation are not kept in a central location at the College
but are instead maintained in the area in which the contract originated. Because there is no
central repository for contracts, the College could not provide auditors with a complete list
of contracts that had been entered into by the College for the period FY2011-FY2014.
According to the College’s legal counsel, not having a central repository for contracts may have
occurred because there was no internal general counsel where contracts are reviewed and
aggregated. Having a single organizational entity responsible for the entire contracting process
can increase management controls over contract records.

CENTRAL REPOSITORY FOR CONTRACTS

RECOMMENDATION The College of DuPage should establish a central repository for all
7 contracts entered into by the College.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE Since the time period that was audited (FY 2011-2014), the College
has taken steps to improve controls in this area. In March 2016, the
Board approved the creation of an Office of General Counsel ("OGC").
The Board is currently interviewing candidates for the position of
General Counsel. It is anticipated that OGC will serve as the
repository for all contracts. It is also anticipated that OGC will provide
legal review to ensure that all contracts are consistent with the
College's policies, and that all contracts are properly executed and
accompanied by supporting materials.

The creation of OGC will augment the College's previous attempts to
address this issue. A central repository for certain categories of
College contracts was developed in August 2013, using the ImageNow
technology. At that time, individuals responsible for initiating
contracts within those categories were required to provide a copy to the
Purchasing Department, who would then manually scan a .pdf version
of the contract into the database. In May 2014, a direct e-mail address
was established, linking the e-mailed contracts described above
directly into the ImageNow database. In August 2015, a Purchasing
Department Operating Procedure was established, wherein a copy of
the fully executed contract, along with supporting documentation, was
required as an attachment to the associated requisitions. In addition, to
(Continued on next page) ensure contracts were appropriately maintained, the Operating
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COLLEGE OF DUPAGE | Procedure required the Vice President of Administration and Treasurer
RESPONSE (continued) | to scan the signed contract into the contract database for retention.

Effective February 29, 2016, an Official Communication was
distributed regarding a newly created Contract Approval Cover Sheet.
Instructions for use of the cover sheet advised the initiator to submit all
contracts, along with a completed cover sheet and other required
documents as noted in the instructions, to the contract database in
ImageNow.

Purchasing Personnel

There are five positions within the Purchasing Department: a Purchasing Manager,
Purchasing Assistant, an Expediter, and two Buyers. As of September 2015, according to the
Director of Business Affairs, there was only one Buyer, and there was no Manager of the
Purchasing Department. The Director of Business Affairs had been acting as the Purchasing
Manager. According to College officials, there has been high turnover in the purchasing area,
including three different Purchasing Managers in the last three years. The Director of Business
Affairs estimated that 70 percent of her time was spent working on purchasing activities, when it
should ideally be closer to 25 percent of the time.

Because of the lack of trained personnel and the turnover in the | According to College
Purchasing Department, there is an increased risk of contracts and officials, there has
procurements being approved that may not be in compliance with the sz e ey I

.. . . .. the purchasing area,
Illinois Public Community College Act and College policies. including three

Additionally, because the Director of Business Affairs is also different Purchasing
functioning as the Purchasing Manager for the Purchasing Department, | Managers in the last
there is a risk that other departments within Business Affairs may not three years.

be receiving adequate oversight to ensure that they are in compliance
with statutory and College policy requirements.

Identifying Potential Bidders

According to College officials, the originating department or division for the proposal
provides the Purchasing Department with a list of potential bidders. The Purchasing Department
may also add potential bidders after conducting an internet search. The Purchasing Department
also places a legal advertisement regarding the procurement and posts it on the College’s
website. However, there is no list of prequalified or preferred vendors by type of work or
size that could be used to identify potential bidders. Establishing a system of prequalification
would eliminate bidders who are not responsible before starting the bidding process. A
prequalification system would also make the bidding process more efficient. Prequalification of
potential bidders is discussed further in Chapter Five of this report which addresses construction
issues.

Professional Services

Under the Public Community College Act, if a procurement is for a contract for the
services of individuals possessing a high degree of professional skill, it is exempt from bidding
(110 ILCS 805/3-27.1). However, there is no guidance in the College’s policies or
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administrative procedures regarding which items or types of services are considered professional
services and, therefore, do not need to be bid.

According to College officials, it is up to the requestor to document whether the
procurement is for a professional service, and to provide the justification when requesting this
type of procurement. The College provided auditors with a list of professional services
categories used by the College’s Purchasing Department. According to College officials at the
exit conference, this list was developed in April 2015. Although the College’s Purchasing
Department maintains an informal list of these professional services categories, we could
not find evidence that the Board of Trustees had approved the list. Administrative
Procedure 10-60 states that professional service contracts shall be selected through a competitive
proposal process unless the service is a sole source purchase that is appropriately documented.
This topic is discussed further in Chapter Five regarding construction contracts.

Consortium Purchases

Consortium purchasing allows institutions to aggregate their buying power to create
additional leverage for improved pricing on goods and services, while maximizing the
productivity of purchasing staff within each institution. The College is a member of several
consortiums and can purchase some items through master contracts, such as through the
Department of Central Management Services (State of Illinois). Consortiums are used to
purchase items, such as office supplies, furniture, or ammunition. Purchasing reviews the list of
available items through a consortium contract when a request is received. If the item is available
through a consortium, Purchasing will make a suggestion to the requestor to use the consortium
for the item. The turnaround time for purchases can also be a factor in whether a consortium is
used because items purchased through a consortium can generally be obtained quicker than by
bidding.

EXPENDITURE AND PROCUREMENT TESTING

We reviewed a sample of 40 procurements over $25,000 from 40 different vendors for
compliance with the Illinois Public Community College Act, Board policies, and administrative
procedures. Board Policy 10-60, Purchasing, was adopted on March 19, 2009, while the
administrative procedures (10-60) for purchasing were last amended on March 1, 2010. In
FY2011 (July 1, 2010), the College implemented a new accounting and purchasing system in
which many of the manual forms and approvals are now conducted electronically, including
requisitions and purchase orders. However, the policies and procedures of the College do not
always reflect the process and management controls in place to ensure proper approval of
purchases.
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Purchasing Requisitions

College of DuPage Administrative Procedure 10-60 states that the Purchasing
Department will not institute any action until it has received a valid requisition. The procedures
also require that requisitions will be prepared on pre-numbered forms stocked in the Purchasing
Department and available to all departments. Separate requisitions will be used for each vendor
with attached listing, if necessary. The Purchasing Department may authorize departments to
issue electronic requisitions in accordance with Purchasing Department and Finance Office
procedures. Requisitions for bid items must be in the Purchasing Department with full
specifications and rationale by the posted deadlines, prior to the upcoming Board Meeting, in
order to be placed on the agenda for the Board Meeting. The requisition is the initiating step
in the procurement process and ensures that all the proper approvals have been received
before the purchasing process is started. During our review we found:

For 4 of the 40 procurements sampled, the College could not provide a requisition. For
three procurements a requisition was not required, according to officials. For one

purchase a requisition could not be provided.

For the 36 requisitions provided there was no evidence of approval from the Vice
President of Administrative Affairs per Administrative Procedure 10-60. All requisitions
for goods and/or services secured under a formal contractual basis must be approved by

the Vice President of Administrative Affairs.

For 5 of 36 procurements (14%) that had a
requisition, the requisition was created after an
invoice for payment had been received. For these
procurements, goods and services were received prior
to a requisition being created. This gives the
appearance that a requisition is only being created
in order to process the payment. For example, one
procurement sampled was for customer service
training. The services were provided between
September 2012 and January 2013. The Board did
not approve the purchase until the November 15,
2012 meeting, and a proposal from the vendor was
not received until January 4, 2013, approximately 4
months after services were initiated. An invoice
for these services was received on January 16, 2013.
In an email dated January 31, 2013, College of
DuPage officials stated that they could not process
the payment without an executed contract as
authorized by the Board, a requisition, and a purchase
order. On February 12, 2013, a requisition was
created, approximately 5 months after services
were initiated. A contract was signed on March 7,
2013, by the College of DuPage, and on March 8,
2013, by the vendor. The invoice from January 16,
2013, was also entered into the financial system on
March 8, 2013, the final approval of the purchase
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Procurement Timeline Example

September 2012 - January
2013 — Vendor provided
services to the College.

November 15, 2012 — Board
of Trustees approved
purchase.

January 4, 2013 — Proposal
received from vendor.

January 16, 2013 — Invoice
received for services
provided.

February 12, 2013 —
Requisition created.

March 7, 2013 — Contract/
Agreement signed by the
College with the vendor for
services provided.

March 8, 2013 — Contract
signed by vendor, purchase
order approved, and a check
was issued.
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order from the purchasing department was on March 8, 2013, and a check was also
issued to the vendor on March 8, 2013, the same day the contract was signed, and
approximately 6 months after services were initiated and two months after services
were completed.

Bids

The Public Community College Act and the College of DuPage Administrative
Procedures require that all non-exempt purchases over $25,000 which are not construction
related are subject to formal bidding procedures. We determined that 1 of the 40 procurements
we selected for review, which was over $25,000, was not applicable because it was actually part
of another agreement. Of the remaining 39 procurements reviewed, the purchase was not
competitively bid in 22 of 39 (56%):

o Five of these procurements were for international student travel and were not

subject to the competitive procurement process because, according to
officials, the expense was for participant-funded travel. However, there was
no evidence that the college solicited more than one travel agency in order to
ensure the best fare for the students. The College’s administrative procedures
state “...If the trip is outside the continental U.S., additional proposals from
other travel agencies may be solicited and reviewed by the Finance Office.”
(Procedure 20-105) (Emphasis added)

For 16 of the remaining 17 procurements that were not competitively bid,
documentation showed that bidding was not required per the Public
Community College Act. Although 4 of the 16 were exempt from formal
bidding procedures, they were still subject to the competitive proposal process
per administrative procedures (Procedure 10-60). Only 1 of 17 did not have
an explanation of why it was exempt from being competitively procured.

Bid Openings
The Public Community College Act requires that all Bids for contracts
competitive bids for contracts involving an expenditure in excess of involving an

$25,000, or a lower amount as required by board policy, must be sealed
by the bidder and must be opened by a member or employee of the

board at a public bid opening at which the contents of the bids must be | poard policy, must be
announced. In our review of the 17 procurements that were opened by a member
competitively bid:

For 12 of 17 (71%) procurements that were bid, we could opening.
not determine if the bids were opened by a member or
employee of the Board as required by law.

o For 8 procurements we could not determine who opened the bid because there

expenditure in excess
of $25,000, or a lower
amount as required by

or employee of the
board at a public bid

was no documentation of the bid opening.

o For the remaining 4 procurements, College officials provided the names of the

individuals that conducted the bid openings. However, no supporting
documentation was provided.

For 6 of 17 (35%) procurements that were competitively procured, we could not
determine if the bids were opened publicly. For 3 of these 6, officials stated that there
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would not be a public opening of the bids per the RFP. College officials could only
provide supporting documentation for two of the procurements which showed that the
bid would not be opened publicly.

e For 5 of 17 (29%) procurements there was no legal notice (advertisement) provided.
Therefore, we could not determine the bid due date, and if the bid was advertised at
least ten days before bids were due as is required by law (110 ILCS 805/3-27.1).

e Four of the 17 (24%) procurements reviewed that were competitively procured were
not awarded to the lowest or most qualified bidder. There was no explanation of why
the award was not to the lowest bidder for one of these (6%).

Board Approval of Purchases

Board of Trustee Policy 10-60 requires that contracts for supplies, materials, or work
exceeding the statutory bid limit ($25,000 and $50,000 for construction) shall be submitted for
approval by the Board of Trustees. For 2 of the 32 (6%) procurements reviewed that required
Board approval, the College could not provide documentation of Board approval of the contract
or expenditure.

Contracts and Purchasing Agreements

The College could not provide a signed written contract or agreement for 19 of the 40
procurements we tested. According to College officials, 10 of the 40 (25%) procurements we
tested did not require a contract or agreement. For the remaining 9 of 30 procurements (30%),
the College could not provide a signed contract or written agreement.

PROCUREMENTS AND CONTRACTS

RECOMMENDATION The College of DuPage should:

8 e Update policies and procedures to reflect the process,
including any electronic approvals, and ensure that policies
and procedures are being followed;
e Document the bidding process, including the bid opening or
why procurements are not required to be bid; and
¢ Maintain a signed copy of the contract or agreement in the
procurement file.

The College of DuPage Board of Trustees should ensure that:

e Bids are opened publicly by a board member or board
employee as is required by the Illinois Public Community
College Act; and

e The Board approves all procurements over $25,000 or
$50,000 for construction as is required by Board policy.
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COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE Since 2015, the College has taken (and will continue to take) steps to

improve controls in this area. In November 2015, the College
presented a revised Administrative Procedure 10-60 (which addresses
purchasing) for review. Additional revisions were suggested and a re-
revised Procedure 10-60 was submitted to Cabinet for review on
August 22, 2016.

On August 22, 2016, a revised Administrative Procedure 10-95 (which
addresses auxiliary fund professional service contracts) was also
submitted to Cabinet for review.

On February 19, 2015, the Purchasing Department implemented a new
operating procedure entitled "Competitive Bid Process: Non-
Construction.” The new operating procedure outlines the process for
conducting bid openings, including public reading and recording of
bids.

Prior to March 2016, only bids were publicly opened. As of March 22,
2016, however, the College has required that all RFPs and RFQs be
publicly opened, at which time the Respondent names are announced.

In July 2016, a Bid/RFP Process End User Guide was created, and is
now posted on the Purchasing Team Site on the Employee Portal. This
guide describes the public opening process for Bids/RFPs/RFQs.

Procurement files by project are maintained on the shared U drive,
accessible by all Purchasing staff. Each electronic file contains all
project documentation. Effective July 1, 2016, the file also contains a
copy of the signed contract received from the initiator.

The College will not process a requisition submitted for a total value of
$25,000 or greater without a competitive bid/RFP/RFQ process, unless
there is a specific exemption as indicated in the Illinois Public
Community College Act Section 3-27.1 or another applicable
law/regulation as required by College Policy and Administrative
Procedure 10-60.

In the fourth quarter of 2016, the Board will consider policy changes to
specify with more particularity the College employee(s) (either by
name or by title) that are authorized to open bids, and to tighten
compliance with existing policies regarding Board approval of
procurements exceeding $25,000 (and $50,000 for construction).

Accounts Payable Reports

There is no guidance in policy or administrative procedures as to what types of checks
are exempt from being reported to the Board. Board Policy 10-65 states that checks for items not
previously approved by the Board shall require individual approval by the Board of Trustees for
amounts of $15,000 and over. The Board of Trustees received monthly accounts payable reports
listing checks over $15,000 and these reports were approved by the Board as part of the consent
agenda.
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According to the College of DuPage’s financial system, between FY2011 and FY2014
there were over 3,200 checks greater than $15,000. Of those checks, from our analysis
approximately 250 were not listed on the monthly accounts payable reports provided to the
Board of Trustees for approval. Some of these were routine operating expenses (i.e., utilities).
However, others were for expenditures such as equipment rental, consultants, architectural
services, or legal expenses, including one check for over $97,000. According to College
officials, after the implementation of the new financial system in July 2010, multiple invoices
could be aggregated into a single check and checks reported to the Board were based on if the
invoice amount was over $15,000, not the check amount. Also, College officials responded that
certain types of payments, including utilities, did not require Board approval.

ACCOUNTS PAYABLE REPORTS

RECOMMENDATION The College of DuPage Board of Trustees should update Board
policy and administrative procedures to clarify what checks are
9 required to be reported to the Board monthly.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE Since the time period that was audited (FY 2011-2014), the Board has
taken steps to improve oversight in this area. Beginning in May 2015,
the Board has received monthly reports listing all accounts payable
check disbursements (with the exception of checks issued to students
which are covered under the Family Educational Rights and Privacy
Act (FERPA)). No legal invoices, regardless of amount, are paid
without Board approval. In addition to the check registers all vendor
invoices through July 2013 can be found on the College of DuPage
website. These invoices are referenced on the check register reports
and also updated on a monthly basis.

A segment of the check register report has been included for reference.

During the fourth quarter of 2016, the Board will consider amending
its existing policies to codify this current practice.
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Chapter Four

GENERAL OBLIGATION BONDS

CHAPTER CONCLUSIONS

In 2003, the College of DuPage began a major construction initiative. In November
2002, voters in the district approved a referendum to issue $183 million in bonds for construction
at the College. In November 2010, voters approved another referendum to issue $168 million in
additional bonds to continue construction for the College. Between 2007 and 2013, the College
of DuPage issued a total of $366.46 million in bonds. Of the $366.46 million, $321.84 million
(88%) were issued for construction or renovation of college facilities and grounds, including
alternate bonds (for construction) issued in 2009. The remaining $44.62 million in bonds were

issued for refunding other bonds that had been issued previously.

The College could not provide documentation of a Request for Proposal (RFP) being
issued for the financial advisory services for the 2013 bond issuance. We also could not find
approval of an RFP or a contract for services in the Board minutes for financial advisory services
for the 2013 bond issuance that might have explained why the services were not competitively

procured.

OVERVIEW OF CAPITAL PROJECTS AND CONSTRUCTION

In 2003, the College of DuPage
began a major construction initiative. In
November 2002, voters in the district
approved a referendum to issue $183
million in bonds for construction. In
November 2010, voters approved another
referendum to issue $168 million in
additional bonds to continue construction
at the College. Although the primary
source of funding for construction is bond
proceeds from voter approved
referendums, other sources of funding
include income from the investment of
bond proceeds, student construction fees
(%9 per credit hour for FY2014), grants
from the State, and operating fund
transfers.

For the period 2004 through 2014,
the College of DuPage added nearly
620,000 square feet of building space to
the campus bringing total square footage
to over 2 million. As can be seen in
Exhibit 4-1, the bulk of the increase in

Exhibit 4-1

COLLEGE OF DUPAGE TOTAL GROSS SQUARE

FOOTAGE
Fiscal Years 2004-2014
Change in
Total Gross Square

Year Square Footage from

(as of June 30'") Footage Prior Year
2004 1,393,502 N/A
2005 1,407,821 14,319
2006 1,408,117 296
2007 1,413,500 5,383
2008 1,429,086 15,586
2009 1,618,296 189,210
2010 1,833,799 215,503
2011 1,807,778 -26,021
2012 2,018,105 210,327
2013 2,012,722 -5,383
20141 2,012,722 0
Total Change 619,220

Notes:

1The College of DuPage did not submit data for June

30, 2014; therefore 2013 data was used.

Source: Illinois Community College Board.
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square footage came in 2009, 2010, and 2012 from the addition of new buildings and renovations
and additions to existing buildings. New buildings constructed during this time included the:

Health & Science Center (HSC)

Technical Education Center (TEC)
Homeland Security Education Center (HEC)
Homeland Security Training Center (HTC)
Culinary Arts and Hospitality Center (CHC)

According to the College’s 2014 budget, when all the projects that are to be funded by
the 2010 bond referendum are completed, every building on campus will have been newly
constructed or renovated since 2009. Construction at the College of DuPage also included: new
parking areas, the relocation of the softball and practice football fields, the completion of three
new soccer fields, and the completion of off-site campus centers in other areas of the district. As
a reference, Exhibit 4-2 shows the College of DuPage campus map as of August 2015.

Exhibit 4-2
COLLEGE OF DUPAGE CAMPUS MAP
As of August 2015
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BONDS ISSUED BY THE COLLEGE OF DUPAGE

House Resolution No. 55 asked us
to determine the amount, purpose, and
uses of the general obligation bonds issued
by the College in 2007, 2009, 2011, and
2013. The Public Community College Act
(110 ILCS 805/3A-1) allows community
college districts to sell bonds if approved
by a majority of the voters.

The College issued a total of
$366.46 million in general obligation
bonds during the periods specified in the
audit resolution. These included bonds
approved by district voters for
construction and renovation of college
facilities, bonds issued to refund earlier
bonds issued, and alternate bonds that
were issued for both refunding and for
construction. Exhibit 4-3 explains the
different types of bonds.

In November 2002, voters in the
district approved a referendum to issue
$183 million in bonds for construction for
the College. House Resolution No. 55 did
not include a review of the bonds issued in
2003 as part of the audit’s determinations;
therefore, the bonds issued in 2003 were
not reviewed as part of this audit.
However, the $78.8 million in bonds
issued in 2007, under the remaining
authority from the November 2002

Exhibit 4-3
WORKING DEFINITIONS FOR
GENERAL OBLIGATION BONDS, GENERAL
OBLIGATION REFUNDING BONDS, REVENUE
BONDS, AND ALTERNATE BONDS

General Obligation Bonds - debt issued by the
full faith and credit of a governmental entity that is
backed by its ability to tax. The bonds are
typically paid for with property taxes within the
issuing entity’s taxing district, and the voters
within the district must approve a referendum to
issue the bonds.

General Obligation Refunding Bonds -
essentially, refinancing an earlier bond issuance
at a lower interest rate, resulting in savings to the
issuer.

Revenue Bonds - typically issued to construct
projects that are able to repay the bond
indebtedness through revenues collected from
usage of the project, such as toll roads or a
parking garage.

Alternate Bonds — essentially, alternative bonds
are revenue bonds that are payable from a
primary revenue source, such as sales tax, state
aid, or enterprise revenues. In the event that the
primary revenue source is insufficient to pay the
bonds, a full faith and credit tax levy is available to
provide payment.

Source: OAG summary of bond definitions.

referendum, are included as part of our review in this audit. In November 2010, voters approved
another referendum to issue $168 million in additional bonds to continue construction for the
College. The College issued half of these bonds ($84 million) in 2011 and the other half ($84
million) in 2013 pursuant to this authority. Exhibit 4-4 shows each bond issuance for 2007

through 2013.
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Exhibit 4-4

SUMMARY OF COLLEGE OF DUPAGE GENERAL OBLIGATION BONDS ISSUED

Calendar Years 2007-2013

Bond Principal
Series Amount Issuer & Registrar Purpose
2007 $78,840,000 | Cede & Co. The Building and equipping new and renovating
Depository Trust existing facilities to house high-tech job training
Company, New York, and other educational programs, including building
New York. Bond and equipping a Health and Natural Sciences
Registrar: Cole Taylor Building, building and equipping an Instructional
Bank, Chicago, IL and Student Services Building, building and
equipping a Community Education Building, and
building and equipping an addition to, altering,
repairing, renovating and equipping the Berg
Instructional Center and other facilities on the Glen
Ellyn campus; making additions to, altering and
repairing roads, athletic fields, retention ponds and
grounds on the Glen Ellyn campus; demolishing
temporary buildings on the Glen Ellyn west
campus; and making infrastructure and utility
upgrades and improving various school sites.
e The balance outstanding as of June 30, 2014,
was $66,030,000.
2009A $12,550,000 | Cede & Co. The To finance the costs of certain capital projects
(Alternate) | Depository Trust within the district, including additions and
Company, New York, renovations to the existing buildings and equipping
New York. Bond of the same (the “Project”) and pay certain costs of
Registrar: Cole Taylor issuance of the bonds.
Bank, Chicago, IL e These bonds have been repaid.
2009B $62,450,000 | Cede & Co. The To finance the costs of certain capital projects
(Alternate) | Depository Trust within the district, including additions and
Company, New York, renovations to the existing buildings and equipping
New York. Bond of the same (the “Project”) and pay certain costs of
Registrar: Cole Taylor issuance of the bonds.
Bank, Chicago, IL ¢ The balance outstanding as of June 30, 2014,
was the full amount of $62,450,000.
2009C $23,720,000 | Cede & Co. The To (i) advance a portion of the district’s outstanding
(Refunding) | Depository Trust General Obligation Bonds Series 2003A dated

Company, New York,
New York. Bond
Registrar: Cole Taylor
Bank, Chicago, IL

February 1, 2003 and (ii) pay certain costs of
issuance of the bonds.

e These bonds have been repaid.
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Exhibit 4-4 (Continued)
SUMMARY OF COLLEGE OF DUPAGE GENERAL OBLIGATION BONDS ISSUED

Calendar Years 2007-2013

Bond Principal
Series Amount Issuer & Registrar Purpose
2011A $95,440,000 | Cede & Co. The To build and equip new buildings, alter, renovate

Depository Trust and repair existing facilities of the district, improve

Company, New York, and equip land for district purposes and install

New York. Bond technology in district facilities, including the Seaton

Registrar: Computing Center, the Physical Education Center,

Amalgamated Bank of the Homeland Security Training Institute,

Chicago, Chicago, IL resurfacing two parking lots and adding 1,000
parking spaces, as well as general infrastructure
renovation. Additionally the bonds will be used to
refund a portion of the district’s outstanding
General Obligation Bonds, Series 2003A, capitalize
a portion of the interest to accrue on the bonds,
and pay costs of issuing the bonds.

Of the $95,440,000, $11,440,000 was used to
refund prior bonds issued. Therefore,
$84,000,000 in new bond debt was issued.
e The balance outstanding as of June 30, 2014,
was $73,910,000.
2011B $9,460,000 | Cede & Co. The To refund a portion of the district's outstanding
(Alternate) | Depository Trust General Obligation Bonds, Series 2003B.

C , New York, .

NZVTF:{aor]r)I; Beov:\d or e The balance outstanding as of June 30, 2014,

Registrar'. was $9,460,000.

Amalgamated Bank of

Chicago, Chicago, IL

2013A $84,000,000 | Cede & Co. The To build and equip new buildings, alter, renovate

Depository Trust and repair existing facilities of the district, improve

Company, New York, and equip land for district purposes and install

New York. Bond technology in district facilities, including the

Registrar: McAninch Arts Center, Homeland Security Training

Amalgamated Bank of Institute, the Seaton Computing Center, the

Chicago, Chicago, IL Campus Maintenance Center, and to renovate and
resurface approximately 900 parking lot spaces.
Additionally, the bonds will be used to capitalize a
portion of the interest to accrue on the bonds and
pay costs of issuing the bonds.

e The balance outstanding as of June 30, 2014,
was $84,000,000.
Total $366,460,000 The total balance outstanding for these bonds
as of June 30, 2014, was $295,850,000.

Source: College of DuPage, Bond Official Statements, and FY2014 CAFR.
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The College also issued alternate general obligation bonds in 2009 and 2011. Section 15
of the Debt Reform Act (30 ILCS 350/15) provides that when a government entity is authorized
to issue revenue bonds or whenever there is a lawful revenue source, the entity can issue general
obligation bonds instead of revenue bonds and have the bonds repaid using the revenue source.
They are considered general obligation debt payable from the pledged revenues, with the taxing
power of the district as back-up security in case the pledged revenues are insufficient. The
alternate bonds issued by the district were pledged to be repaid with tuition and fee revenues paid
to the College. Property taxes are used only if tuition and fee revenues are not sufficient to repay
the bond. A total of almost $84.5 million in alternate bonds have been issued by the College of
DuPage since 2007. Of this amount, $75.0 million was to be used for construction and

renovation and $9.5 million was for
refunding earlier bonds.

In addition, the College issued
$35.2 million in other general obligation
refunding bonds in 2009 and 2011.
When bonds are refunded, they are
essentially retired before they mature by

using the proceeds from a new debt issue.

The advantage to doing this is the new
issue is usually issued at a lower rate of
interest than the refunded issue, resulting
in a reduction (savings) in interest
expense for the issuer. All of the
refunding bonds issued during the audit
period were to refund bonds sold by the
College in 2003.

A total of $366.46 million in
bonds were issued during the years listed
in the audit resolution (see Exhibit 4-5).
Of the $366.46 million, $321.84 million
(88%) were issued for construction or
renovation of college facilities and
grounds, including the alternate bonds
issued in 2009. The remaining $44.6

Exhibit 4-5
GENERAL OBLIGATION BONDS ISSUED BY THE
COLLEGE OF DUPAGE BY PURPOSE

Calendar Years 2007-2013

General Obligation Amount

Bonds Purpose Issued
2007 Construction | $ 78,840,000
2011A* Construction | $ 84,000,000
2013A Construction | $ 84,000,000

Amount

Alternate Bonds Purpose Issued
2009A - construction | Construction | $12,550,000
2009B - construction | Construction | $62,450,000
2011B - refunding Refunding $ 9,460,000

Amount

Refunding Bonds Purpose Issued
2009C Refunding | $23,720,000
2011A* Refunding | $11,440,000

Total Amount Issued

$366,460,000

Note: * The 2011A bond issue totaled $95,440,000. Of
this, $84,000,000 was pursuant to the voter referendum
passed in November 2010 and $11,440,000 was
refunding bonds ($95,440,000-
$11,440,000=$84,000,000).

Source: College of DuPage documents.

million in bonds were issued for refunding other bonds.
Uses of Bond Funds

The Illinois Community College Board’s administrative rules require that community
colleges establish an Operations, Building and Maintenance Fund (Restricted). This fund is used
to account for funds which can be used only for site acquisition and construction and equipping
of buildings (23 I1ll. Adm. Code 1501.511(a)(7)). Proceeds from bonds were held by the College
of DuPage in the Operations and Maintenance (Restricted) Fund. The Operations and
Maintenance (Restricted) Fund, however, also held other monies, such as construction fees paid
by students as part of the tuition each semester. Although this is an acceptable practice, the
College could not provide information that would break out which project payments were funded
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with bond funds and which were funded using the student fees and other money deposited into
the account. In addition, the information provided by the College regarding construction project
expenditures does not track which bond’s proceeds (for example 2011A Bonds) were used for
each project. Therefore, tracking which individual projects were funded by each bond issuance
was not possible.

The College of DuPage provided auditors with two spreadsheets related to bond
expenditures. The first was for the period FY2008-2010 and was taken from the College’s old
accounting system. The second spreadsheet was for the period FY2011-2015 and was taken
from the College’s current accounting system.

As previously noted, the College of DuPage could not provide auditors with a list of
projects and expenses that were paid for exclusively with funds from bonds that were issued.
For instance, bond Referendum One, approved in November 2002, was for a total of $183
million, but according to information provided by the College, Referendum One projects totaled
nearly $350 million for construction. According to officials, part of the difference was that the
2009A and 2009B bonds were included in the expenditures for Referendum One. This
accounted for approximately $75 million of the difference.

Overall, Exhibit 4-6 shows that the
College’s accounting system identified Exhibit 4-6

much more money spent on the projects EXPENDITURES FOR
BOND CONSTRUCTION/RENOVATION PROJECTS

than the amount of bo_nds sold. Officials AND BONDS SOLD
stated that the expenditure amounts Fiscal Years 2008-2015
provided included not only the bond :
monies, but also other monies that were Fer] e Amount Expended

d for the project, including a 2008 $ 58,730,327
use Ne project, g 2009 $ 54,531,622
construction fee charged to students each 2010 $52447,724
semester. 2011 $ 86,894,292

Information provided by the ggg igg’ggi’ggg

College of DuPage for Referendum One 2014 $57.523.346
showed that the College expended nearly 2015 $ 24,083,318
$350 million for projects (see Exhibit 4-7). | Total Expenditures! 1$486,538,080

For Referendum Two, information ! This amount includes all funds expended for
provided by th_e Qollege showed that construction, including bond funds and other monies
nearly $182 million has been expended for | used for these projects, such as student fees.
projects.

Source: College of DuPage financial information.

Exhibit 4-8 shows the projects and
expenditures for Referendum Two for FY2011-FY2015. In total, project expenditure
information provided by the College for the two referendums for FY2003-FY 2015 totaled
$531.5 million. Bonds issued for construction in 2007, 2009, 2011, and 2013 totaled $321.8
million.
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Exhibit 4-7

BOND REFERENDUM ONE
PROJECTS AND EXPENDITURES
Fiscal Years 2003-2015

Project Subtotal Subtotal Subtotal Total
#1 Description FYQ03-FYO7 FY08-FY10 FY11-FY15 FY03-FY15
718 | Carol Stream Regional Center $2,679,559 $0 $0 $2,679,559
719 | Northwest Regional Center $6,400 $0 $0 $6,400
723 | Satellite Dish Farm Relocation $427,943 $51,973 $0 $479,916
724 | Master Space Plan $5,282,563 $3,909,122 $89,053 $9,280,738
725 | Parking & Roadway $598,864 $6,559,834 $0 $7,158,698
Early Childhood Educational
726 | Center (ECEC) $6,514,343 $498,084 $0 $7,012,427
Berg Instructional Center (BIC)
727 | renovation $110,558 | $34,669,297 | $72,810,381 | $107,590,237
Technology Educational Center
728 | (TEC) $2,368,408 | $46,477,060 $82,250 | $48,927,719
729 | Health and Science Center (HSC) $5,456,287 | $51,754,347 $275,071 | $57,485,705
736 | Parking - Phase 2 $13,057,632 $2,311,767 -$60,179 | $15,309,220
Naperville Regional Center —
739 | Cosmetology $109,468 $854,841 $0 $964,309
740 | Infrastructure $1,412,288 $2,767,626 $148,642 $4,328,556
741 | Graphic Arts (MAC) $0 $1,093,367 $0 $1,093,367
742 | DuPage Convalescence $154,661 $0 $0 $154,661
743/
757 | Athletic Field Improvement $2,134,907 $4,791,343 -$187,183 $6,739,068
744 | Auxiliary Storage (MAC) $338,387 $0 $0 $338,387
745 | Soccer Fields $14,465 $31,592 $0 $46,057
746 | Parking - Phase 1 $1,753,398 $11,111 $0 $1,764,509
Glen Ellyn Planned Unit
747 | Development $151,714 $120,814 $81,418 $353,946
Relocate Detention Pond & Temp
748 | Parking $2,031,761 $4,480 $0 $2,036,241
750 | Community Garden $117,832 $20,560 $0 $138,392
751 | Storm Water $99,010 $617,259 $0 $716,269
752 | Site Analysis $155,410 $149,397 $149,736 $454,542
755 | West Campus Community Center $0 $7,015 $0 $7,015
758 | Signage $0 $768,980 $2,502,935 $3,271,915
759 | Move Management $0 $1,075,612 $0 $1,075,612
760 | Culinary Arts Center $0 $2,5664,192 | $27,977,781 | $30,541,973
761 | Homeland Security Center $0 $2,392,849 | $22,027,383 | $24,420,233
764 | Demobilize Trailers $0 $0 $10,197 $10,197
765 | HSC Landscape $0 $1,320,727 $374,274 $1,695,001
767 | SRC Exterior Wall $0 $40,563 $3,934,122 $3,974,685
770 | Landscape $0 $845,862 $4,618,120 $5,463,982
771 | Special Initiatives $0 $0 $467,536 $467,536
N/A | Campus Site Ref #1 $0 $0 $3,768,760 $3,768,760
N/A | Bond Issue $14,927 $0 $0 $14,927
Referendum One Total $44,990,783 | $165,709,674 | $139,070,299 | $349,770,755

Note: ! College of DuPage project number.

2 Totals may not add due to rounding.

Source: OAG analysis of expenditure information provided by the College of DuPage (unaudited).
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In our review of bond documents
during the audit, we identified an issue
related to competitively procuring bond
services. When an entity decides to issue
bonds, the entity must engage the
services of a financial advisor, an
underwriter, and bond counsel. The
financial advisor helps determine the
amount of bonds that will be issued, the
maturities (over how many years will the
bonds be paid and in what amounts per
year), and the timing of the bond sale.
The underwriter actually sells the bonds
on the market, and the bond counsel
advises on legal issues, including
whether the interest paid on the bonds is
taxable for federal and state income tax
purposes.

The Government Finance
Officers Association recommends as a
best practice that these services be
procured through a competitive process,
using a Request for Proposal (RFP) or
Request for Qualifications (RFQ). The
College of DuPage followed this process
for almost all of the bonds it issued.

The College of DuPage did
provide us with an RFP for the bond
counsel services for the 2013 bonds;
however, the College could not provide
documentation (such as a bid

Exhibit 4-8
BOND REFERENDUM TWO

PROJECTS AND EXPENDITURES

Fiscal Years 2011-2015

Project Total
# Description FY11-FY15
800 | Student Resource Center (SRC) $39,689,213
801 | Seaton Computing Center (SCC) $6,910,337
802 | McAninch Arts Center (MAC) $33,647,990
803 | Physical Education Center (PE) $25,044,247
804 | Site & Ground (Campus Wide) $14,103,639
805 | Infrastructure (Campus Wide) $4,268,841
806 | Homeland Security - Phase I $14,276,114
807 | Parking - West Campus $8,226,897
808 | Naperville Regional Center $5,776,085
Campus Maintenance Center
809 | (CMQC) $9,432,998
811 | Athletic Facilities $2,088,684
813 | SRC - South Lobby Glass $1,421,578
814 | SRC - South Lobby Hallway $1,246,834
818 | Campus Artwork $104,516
820 | Parking-West Campus PE $5,524,094
N/A | Demolition $4,494,542
N/A | Campus Site Ref #2 $1,014,999
N/A | Irrigation & Drainage $1,109,904
FY14-Site,Infra,&Pkg
N/A | Improvements $3,376,596

Referendum Two Total

$181,758,108

Note: Voters approved Referendum Two November 10,
2010; therefore, there were no expenditures prior to
FY2011.

Source: OAG analysis of expenditure information
provided by the College of DuPage (unaudited).

advertisement or bid opening) to show that an RFP was issued for the financial advisory services
for the 2013 bond issuance. We also could not find approval of an RFP or a contract for services
in the Board minutes for financial advisory services for the 2013 bond issuance that might have

explained why the services were not competitively procured.

We requested documentation of these services being competitively procured and
approved on two separate occasions. The only documentation that the College could provide
was a draft proposal from the firm that provided the financial advisory services. College
officials did not know the reasoning behind not issuing an RFP. According to College officials,
the firm was paid $42,000 out of the issuance proceeds for these services.

If financial advisory services for bonds are not competitively procured, the College
cannot ensure that the amount paid for those services is the most financially advantageous for the
College. Without evidence in Board minutes and/or Board packets as to the reason why these
services were not competitively procured or the agreement approved, the Board may be unaware

of the cost of these services to the College.
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BOND ADVISORY SERVICES

RECOMMENDATION

10

The College of DuPage Board of Trustees should:

e Competitively procure all bond advisory services or document
in Board minutes why the services were exempt from
competitive procurement; and

o Approve all contracts for bond services.

COLLEGE OF DUPAGE
RESPONSE

The College agrees with this recommendation.

Since the transactions that were audited (i.e., the issuance and use of
bonds issued between 2007-2013), the College has taken steps to
improve controls in this area.

On April 1, 2015, a Purchasing Department operating procedure for
professional service contracts was implemented. This procedure
ensures that professional service vendors are selected through a
competitive proposal process. It is also intended to ensure compliance
and consistency in application of professional services exemptions
from a competitive proposal process. In the future, all bond advisory
services (including bond counsel) will be awarded after a competitive
process.

The College is also taking steps to define what constitutes a
"professional service." Prior to 2015, the College did not have any
approved list of services that might qualify as "professional services."
In 2015, College personnel developed a proposed list, which was
ultimately submitted to the College's then- Senior Vice President
Administration and Treasurer. However, the list was not forwarded to
the Board.

That list was re-submitted to the interim Treasurer on August 23, 2016
for review, and eventual submission to the Board for approval.

In addition, exemption language (as outlined in the Illinois Public
Community College Act or Local Government Professional Services
Selection Act) is noted in each applicable report submitted for Board
approval of a contract.
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Chapter Five

CONSTRUCTION ACTIVITIES

CHAPTER CONCLUSIONS

House Resolution No. 55 asked the Office of the Auditor General to determine whether
the College of DuPage Board of Trustees was meeting its fiduciary responsibilities and ensuring
compliance with the Public Community College Act and Board policies, including those related
to construction activities.

Construction project expenditures provided by the College for the period FY2003-
FY2015 totaled $531.5 million. We reviewed 12 building projects totaling $403.7 million for
the period FY2003-FY2015 to determine if the projects were contained in the College’s
Facilities Master Plan, received Board approval, and whether the architect/engineer and
construction manager were competitively procured.

The audit concluded that the College of DuPage and its Board of Trustees could improve
its oversight of construction activities by:

e Establishing a facilities/construction committee;

e Requiring status reports at regular meetings;

e Obtaining Illinois Community College Board (ICCB) approval of construction
projects prior to the award of contracts and construction of projects as is required by
ICCB’s administrative rules (23 Ill. Adm. Code 1501.602(b));

Documenting competitive procurement exemptions for construction projects;
Establishing a written policy for the types of work classified as professional services;
Establishing a prequalification system for potential bidders;

Documenting the bidding process and ensuring a Board member or Board employee
opens bids publicly; and

e Approving and signing contracts prior to beginning work.

CONSTRUCTION ACTIVITIES

House Resolution No. 55 asked the Office of the Auditor General to determine whether
the College of DuPage Board of Trustees was meeting its fiduciary responsibilities and ensuring
compliance with the Public Community College Act and Board policies, including those related
to construction activities.

According to the College’s 2014 budget, when all the projects When all the projects
that are to be funded by the 2010 bond referendum are completed, that are to be funded
every building on campus will have been newly constructed or by the 2010 bond

. . . . . referendum are
renovated since 2009. Construction project expenditures provided by completed, every
the College for the period FY2003-FY2015 totaled $531.5 million. building on campus

. . will have been newly
Construction Contract Requirements constructed or

The Hlinois Public Community College Act (Act) contains renovated since 2009.
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provisions that require all contracts for purchase of supplies, materials, or work involving
expenditures in excess of $25,000 to be awarded to the lowest responsible bidder. One exception
in the Act is a contract for repair, maintenance, remodeling, renovation, or construction, or a
single project involving an expenditure not to exceed $50,000 and not involving a change or
increase in the size, type, or extent of an existing facility (110 ILCS 805/3-27.1).

The Board’s Construction Policy (Policy 10-90) states that all contracts for construction
and related services will be made in accordance with Illinois law and regulation. This policy
allows for emergency expenditures in excess of the bid limit without public bid where the
emergency expenditure is approved by three-fourths of the members of the Board of Trustees.

The College’s Construction Contracts Administrative Procedure (Procedure 10-90)
provides the guidelines for awarding construction contracts. In addition to the provisions in
statute and the Board of Trustees’ policies, the administrative procedure states that contracts
between $15,000 and $24,999 will require a minimum of three verbal quotes, contracts between
$25,000 and $49,999 will require three written quotes, and contracts of $50,000 and over will
follow formal bidding procedures. There are also different thresholds for the awarding of
architectural, engineering, and land surveying services:

e Contracts under $25,000 will be awarded at the discretion of the Purchasing
Department and contracts between $25,000 and $49,999 will require a minimum of
three written proposals unless a satisfactory relationship exists with one or more
firms.

e All contracts of $25,000 and over are required to be awarded based on demonstrated
competence and qualifications in accordance with the Local Government Professional
Services Selection Act (50 ILCS 510/).

e All construction-related contracts have to be approved by the Vice President of
Administrative Affairs.

The Board is required to approve all construction contracts of $50,000 and over.
Administrative Procedure 10-90 also requires construction contracts to comply with Board
Policy and Administrative Procedure 10-60 (Purchasing).

Architectural, engineering, and land surveying services are If there is a
selected utilizing the Qualifications Based Selection (QBS) process satisfactory
governed by the llinois Local Government Professional Services :ﬁ:aar:'?r:‘:g"%;’é’g‘ d"’:) ‘;';m
Selectlt_)n Act (50 ILCS 51_0/). The A(;t requires Iocgl governmer_lts to not have to go through
select firms based on qualifications with one exception. If there is a the formal

satisfactory relationship with a firm then the project does not have to go | qualifications process.

through the formal qualifications process.

e Whenever a project requiring architectural, engineering or land surveying services is
proposed, the government is required to send a notice requesting a statement of
interest in the specific project to all the firms who have a current statement of
qualifications on file, place an advertisement in a local newspaper, and place an
advertisement on the local government’s website (50 ILCS 510/4).

e Once all the statements of interest have been received, the government has to evaluate
the firms based on qualifications-based factors that are determined in writing to be
applicable.
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e The government can also hold discussions with the firms and require public
presentations. During the evaluation process, the government cannot seek formal or
informal submission of cost estimates based on any measure of compensation (50
ILCS 510/5).

e Once the local government has ranked the top three firms, then a contract can be
negotiated with the top firm.

lllinois Community College Board (ICCB) Requirements for Capital Projects

During the audit period, the Illinois Public Community College Act gave ICCB the
authority to approve all locally funded capital projects for which no State monies were required
(110 ILCS 805/2-12(c)). This provision was deleted by Public Act 99-655, effective July 28,
2016. The ICCB has promulgated rules that delineate capital project requirements for
community colleges in the State. An updated District Site and Construction Master Plan is
required to be filed with the ICCB by July 1 of the year during which the college undergoes a
recognition evaluation (every five years) (23 Ill. Adm. Code 1501.602(c)). The College of
DuPage provided the ICCB with its Facilities Master Plan in February 2012, as part of its last
recognition review.

Additionally, any project requiring the expenditure of State or local funds for purchase,
construction, remodeling, or rehabilitation of physical facilities at a primary or secondary site
requires prior ICCB approval, with three exceptions. Those three exceptions are: locally funded
maintenance projects, locally funded projects that result in no change in room use, and locally
funded projects where the estimated cost is less than $250,000 (23 I1ll. Adm. Code 1501.602(b)).

College of DuPage Construction Process

According to College officials, after the College has determined that there is a need, an
architectural firm is hired to assess the need and provide cost projections. This information is
used to set the target dollar amounts for the College to spend on the project. Once this is
accomplished, the end user specifications for the project are determined. These specifications
involve the program or department and its specific needs of the facility.

Once the plan for the project has been developed, contracts are awarded. The College
can bid out all the contracts, but is not required to for certain services. The Local Government
Professional Services Selection Act (50 ILCS 510/) allows the College to award architectural,
engineering, and land surveying contracts without bids if there is a prior satisfactory relationship.

The College of DuPage uses a construction manager system. In using a construction
manager, the College contracts with a firm to oversee the construction. Contracts with
trades/subcontractors are then assigned to the construction manager to oversee and manage.
When bidding subcontractors/trades, the construction manager helps develop the technical
documents for the contracts and the Purchasing Department then incorporates the boilerplate
language. According to officials, for subcontractors and trades, the College conducts the
bidder’s conference, bid opening, etc., but the actual contract is between the construction
manager and the subcontractor. The construction manager bills the College for all construction
and reimburses the subcontractors. Although the construction manager receives the funds for all
construction projects, much of the funds are passed through to the subcontractors and trades.

The College does not maintain a master list of construction contracts and it took the
College over two months to compile a list for auditors. We requested a list of construction
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contracts for FY2011 through FY2014 on November 17, 2015. On January 21, 2016, College
officials finally provided us with a list of 138 construction contracts with an original contract
amount of $173.5 million. Chapter Three of this report recommends that the College establish a
central repository for all contracts.

Board Oversight of Construction

To guide and direct construction at the College of DuPage, a Facilities Master Plan was
developed. In 2002, the Board of Trustees approved a Facilities Master Plan (FMP). Two
Trustees from the Board also served on the committee that developed the 2003 FMP. In June
2005, the Board of Trustees unanimously approved the 2003 Final Facilities Master Plan. The
plan contained an analysis of the current campus and an assessment of future needs. It also
contained a list of possible projects, timelines, and costs. The FMP was updated in 2010. In
February 2010, the Board unanimously approved the 2010 Amendment to the 2005 Facilities
Master Plan. Two Trustees from the Board also served on the committee that developed the
2010 amendment to the plan.

The Board of Trustees met as a committee of the whole to discuss Facilities Master Plan
issues for the College on a somewhat regular basis beginning in at least 2005 and continuing
through 2009. According to minutes we obtained, 34 meetings were held between September
2005 and June 2009 to discuss construction and planning at the College. However, after June
2009, there are no minutes related to the Board meetings to discuss issues related to the Facilities
Master Plan.

We obtained agendas and notes documenting internal After June 2009, there
construction meetings involving the President of the College, are no minutes related
Treasurer, and officials from Facilities Planning and Development for | t© the facilities master
FY2012 through FY2014. These meetings were held to discuss/resolve plan Board meetings.

program level issues, present project updates, and prepare for the Board meetings. Regular
Board meeting minutes we reviewed for the period FY2011-FY2014 included approval of
projects as well as bids and change orders for ongoing projects.

In addition to the FMPs and approval of individual projects and bids at regular board
meetings, the annual budgets that were adopted each year also contained projects budgeted for
the upcoming year. These budgets were also approved by the Board of Trustees.

The Board of Trustees also was provided monthly construction project summary reports.
These reports provided an update on the status of every project and included if the projects were
proceeding according to schedule. We reviewed FY2011-FY2014 Board minutes to determine
whether the Trustees were receiving these reports. We found the Board received these reports
every month for FY2011. However, beginning in June 2012, the Board stopped receiving the
reports.

If Trustees serve on a Facilities Management and Planning Committee and/or receive
monthly construction project summary reports, the Board of Trustees would be better informed
of the planning process and the progress of individual projects.
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FACILITIES CONSTRUCTION COMMITTEE AND MONTHLY STATUS REPORTS

RECOMMENDATION The College of DuPage Board of Trustees should consider
establishing a facilities/construction committee and including
1 1 monthly reports of the status of individual projects in the Board
packets for regular meetings.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE The Board Chairman will recommend the creation of a formally-

chartered facilities committee in connection with any significant future
capital improvements, as well as the dissemination of monthly reports
on the status of such projects to the Board.

REVIEW OF CONSTRUCTION PROJECTS

The College of DuPage Board of Trustees could improve its oversight of construction
activities by:

e Obtaining ICCB approval of construction projects prior to the award of contracts and
construction of projects;

e Documenting competitive procurement exemptions for construction projects;

e Establishing by written policy the types of work classified as professional services;

e Establishing a prequalification system for potential bidders;

e Documenting the bidding process and ensuring a Board member or employee opens
bids publicly; and

e Approving and signing contracts prior to beginning work.

Because bonds reviewed as part of this audit were for 2007, 2009, 2011, and 2013, we
selected all projects with over $5 million in expenditures between FY2008 and FY2015 for a
more detailed review. From project and expenditure information provided by the College we
determined that construction for projects for FY2008-FY2015 totaled $486.5 million. We
reviewed 12 building projects totaling $403.7 million for the period FY2003-FY2015 including
the costs for architecture/engineering, construction management, and total costs (see Exhibit 5-
1).

We reviewed these 12 projects to determine if the projects were contained in the
Facilities Master Plan, received Board approval, and were approved by the ICCB. We also
reviewed how the architect/engineer and construction manager contracts for the project were
selected and approved. As can be seen in Exhibit 5-2, all 12 building projects reviewed were
included in the College’s Facilities Master Plans that were approved by the Board of Trustees.
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Exhibit 5-1

FEES FOR ARCHITECTURAL/ENGINEERING AND CONSTRUCTION MANAGEMENT SERVICES
COLLEGE OF DUPAGE CAPITAL PROJECTS FOR BUILDINGS OVER $5 MILLION

Fiscal Years 2008-2015

Architect/ A/E Construction CM Project

Project Engineer (A/E) Fee! Manager (CM) Fee! Total Cost?
#727 Berg Loebl,
Instructional Schlossman, & M.A. Mortensen
Center (BIC) Hackl $6,056,548 | Company $9,064,479 $107,590,237
#728 Technology
Educational DeStefano & Gilbane Building
Center (TEC) Partners, Ltd. $1,737,494 | Company $3,140,764 $48,927,719
#729 Health & Hellmuth,
Science Center Obata, and Gilbane Building
(HSC) Kassabaum, Inc. $2,752,978 | Company $3,675,433 $57,485,705
#760 Culinary & Loebl,
Hospitality Center | Schlossman, &
(CHO) Hackl $1,724,310 | W.B. Olsen $1,813,309 $30,541,973
#761 Homeland
Security Education Power
Center (HEC) Legat Architects $1,530,342 | Construction $1,364,323 $24,420,233
#800 Student Loebl,
Resource Center Schlossman, & M.A. Mortensen
(SRC) Hackl $2,260,684 | Company $4,141,144 $39,689,213
#801 Seaton
Computing Center | Wight & Power
(SCQ) Company $682,681 | Construction $473,674 $6,910,337
#802 McAninch Wight & M.A. Mortensen
Arts Center (MAC) | Company $2,754,925 | Company $3,469,376 $33,647,990
#803 Physical
Education Center Power
(PEC) Legat Architects $1,947,984 | Construction $1,607,299 $25,044,247
#806 Homeland
Security - Phase 1l Power
(HTC) Legat Architects $1,277,144 | Construction $924,360 $14,276,114
#808 Naperville Bailey Edward Pepper
Regional Center Design $385,037 | Construction $442,396 $5,776,085
#809 Campus
Maintenance Pepper
Center (CMC) Legat Architects $829,418 | Construction $929,387 $9,432,998
Notes:

1 Fees for Architect/Engineer (A/E) and Construction Manager (CM) may also include fees paid to

subcontractors for those services.

2Total project costs are unaudited. Project cost information was provided by the College of DuPage and

includes all expenditures for the period FY2003-FY2015.

Source: OAG analysis of College of DuPage data (unaudited) and file testing.
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Illinois Community College Board Application and Approval of Capital Projects

The College of DuPage was not obtaining ICCB approval for projects prior to the Board
of Trustees approving and awarding contracts. Before a construction project begins, the College
must first file an application with the Illinois Community College Board (ICCB) and receive
approval. ICCB administrative rules for approval of capital projects require:

A project requiring the expenditure of state or local funds for purchase, construction,
remodeling, or rehabilitation of physical facilities at a primary or secondary site shall
have prior ICCB approval except the following:

1) locally funded projects that meet the definition of a maintenance project as
defined in Section 1501.601, or

2) locally funded projects that result in no change in room use, or

3) locally funded projects for which the total estimated cost is less than
$250,000. (23 11l. Adm. Code 1501.602(b)) (Emphasis Added)

As is shown in Exhibit 5-2, one of the 12 projects (#808 Naperville) did not receive
ICCB approval. Although the College of DuPage Board of Trustees approved the contracts for
the architect and construction manager in December 2013, the Board of Trustees did not approve
the application and send it to the ICCB until October 2014. According to emails between ICCB
and College of DuPage staff, since the project was ““contracted, started, and well underway”
before ICCB approval was requested in October 2014, the ICCB did not issue an approval letter
for the project. According to correspondence we reviewed, College of DuPage staff incorrectly
interpreted the ICCB requirements and assumed that an application was not necessary if the
overall square footage was not changing.

For 11 remaining projects, the construction manager was approved prior to the project
application being approved by the ICCB. The construction manager was approved anywhere
from 3% months to 11% months prior to ICCB project approval. For some projects construction
work had begun prior to ICCB approval. As an example, for the McAninch Arts Center (MAC -
project #802) the construction manager was approved by the Board of Trustees on July 12, 2011.
However, the ICCB did not approve the project until nearly a year later on June 28, 2012. By
that time, the first invoice had been received for $25,736 and payment had been approved by the
College.

Beginning construction projects prior to receiving ICCB approval is in violation of the
Illinois Administrative Code (23 Ill. Adm. Code 1501.602(b)). According to College of DuPage
officials, the College strives to gain ICCB approval prior to the start of actual construction
activities on all projects. However, the College had utilized the “pre-construction” services of
design and construction consultants to help develop the project and formulate cost and area
components of the ICCB Capital Projects Applications. According to officials, actual
construction activities on the MAC project (#802) did not begin until approximately November
2012, after receipt of ICCB approval. Also, the Naperville project (#808) was submitted late as a
result of a College misunderstanding related to approval of work at satellite facilities.
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Exhibit 5-2
SUMMARY OF PLANNING AND APPROVALS
COLLEGE OF DUPAGE CAPITAL PROJECTS FOR BUILDINGS OVER $5 MILLION
Fiscal Years 2008-2015

Board
Board Board Approval of
In Facilities Approval Of ICCB Approval of Construction
Master Application Approval Architect Manager

Project Plan? To ICCB Date?! Contract Contract
#7127 Berg Yes 6/22/2009 9/28/2009 7/19/2007 5/4/2009
Instructional Center
(BIC)
#728 Technology Yes 1/8/2007 3/29/2007 3/17/2005 12/11/2006
Educational Center
(TEC)
#729 Health & Yes 1/8/2007 3/29/2007 8/23/2005 12/11/2006
Science Center
(HSC)
#760 Culinary & Yes 2/18/2010 4/12/2010 7/16/2009 7/16/2009
Hospitality Center
(CHO)
#761 Homeland Yes 2/18/2010 4/12/2010 7/16/2009 7/16/2009
Security Education
Center (HEC)
#800 Student Yes 3/15/2012 5/9/2012 7/12/2011 7/12/2011
Resource Center
(SRC)
#801 Seaton Yes 2/21/2012 5/10/2012 8/18/2011 7/12/2011
Computing Center
(SCC)
#802 McAninch Arts Yes 2/21/2012 6/28/2012 8/18/2011 7/12/2011
Center (MAC)
#803 Physical Yes 3/15/2012 5/9/2012 7/12/2011 7/12/2011
Education Center
(PEC)
#806 Homeland Yes 5/22/2014 7/15/2014 10/17/2013 10/17/2013
Security - Phase I
(HTC)
#808 Naperville Yes 10/16/2014 No Approval 12/19/2013 12/19/2013
Regional Center
#809 Campus Yes 8/21/2012 9/5/2012 12/15/2011 12/15/2011

Maintenance Center
(CMC)

Note: 1 ICCB administrative rules require prior approval for construction projects (23 Ill. Adm. Code

1501.602(b)).

Source: OAG analysis of College of DuPage data.

After an architect/engineer (A/E) and construction manager (CM) are hired, bid packages
are prepared for the actual construction. Work is awarded to the subcontractors/trades and these
contracts are assigned to the CM to manage. To follow up on the assertions made by College
officials that construction had not begun on these projects, we reviewed when the first bid
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packages for each of the projects were awarded. For 4 of the 11 projects approved by ICCB, the
first bid packages were approved by the College’s Board of Trustees prior to ICCB approval.
These packages included work for items such as concrete, steel, and demolition and the award
dates ranged from 35 days to 130 days prior to ICCB approval. As an example, the first bid
package for the Berg Instructional Center (#727 BIC) was awarded on May 21, 2009. However,
the ICCB did not approve the project until September 28, 2009, more than four months later.
According to ICCB officials, in no case should the actual construction contracts (with contractors
actually doing the work) have been awarded to construction contractors prior to ICCB approval.

ICCB APPROVAL OF CAPITAL PROJECTS

RECOMMENDATION The College of DuPage Board of Trustees should obtain ICCB
approval for applicable projects prior to beginning construction
12 activities on projects as is required by ICCB’s administrative rules.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE Since the time period that was audited (FY 2008-FY 2015), the
College has strengthened its controls. In the future, contracts for
construction will not be submitted for Board approval and award
unless and until documentation of ICCB approval has been received.

Architects/Engineers and Construction Managers Selection

The audit reviewed the selection process for architects/engineers and construction
managers for 12 building projects. Of the 12 projects reviewed:

e 8of 12 A/Es were not selected using a QBS (Qualifications Based Selection) process;
and
e 9 of 12 CMs were not competitively procured (see Exhibit 5-3).

Our review of the four A/E firms that were selected using a QBS selection process found
that the process followed statute but there were some differences in how involved the Board was
in the selection process:

e For two of four projects (#727 BIC & #729 HSC) in which the A/E was selected
using QBS, the Board of Trustees held interviews with firms that had been
shortlisted by an administration committee, voted to approve the firm to begin the
contract negotiation process, and then voted at a later date to approve the final
contract.

e For two of four projects (#728 TEC & #808 Naperville) in which the A/E was
selected using QBS, the Board of Trustees did not hold interviews. The decision
regarding which firm to use was made by an administrative committee and the
contract was negotiated prior to the firm being approved by the Board in a vote that
was to approve the final contract. Additionally, there was a lack of documentation for
the evaluation process used to select these firms such as why the firm selected was
more qualified than others.
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e The College could only provide public notice/advertising for one of the four projects
that were competitively procured. The three projects that were missing
documentation of public notice/advertising were procured in 2005 and 2007.
According to College officials, because of the age of some procurements,
documentation was difficult to locate.

Exhibit 5-3

PROCUREMENT OF CONTRACTS FOR BUILDING PROJECTS OVER $5 MILLION

Fiscal Years 2008-2015

A/E CM
Architect/Engineer | Competitively Construction Competitively
Project (A/E) Procured?? Manager (CM) Procured??
#727 - Berg Loebl, Schlossman, M.A. Mortensen
Instructional Center & Hackl Yes Company Yes
(BIC)
#728 - Technology DeStefano & Gilbane Building
Educational Center Partners, Ltd. Yes Company Yes
(TEC)
#729 - Health & Hellmuth, Obata & Gilbane Building
Science Center Kassabaum, Inc. Yes Company Yes
(HSC)
#760 Culinary & Loebl, Schlossman, | No - no W.B. Olsen No - No
Hospitality Center & Hackl explanation explanation
(CHO)
#761 Homeland Legat Architects No - no Power No - No
Security Education explanation Construction explanation
Center (HEC)
#800 - Student Loebl, Schlossman, | No - Prior M.A. Mortensen No — High degree
Resource Center & Hackl Satisfactory Company of professional
(SRC) Relationship skill
#801 - Seaton Wight & Company No - Prior Power No — High degree
Computing Center Satisfactory Construction of professional
(SCQC) Relationship skill
#802 - McAninch Arts | Wight & Company No - Prior M.A. Mortensen No — High degree
Center (MAC) Satisfactory Company of professional
Relationship skill
#803 - Physical Legat Architects No - Prior Power No — High degree
Education Center Satisfactory Construction of professional
(PE) Relationship skill
#806 - Homeland Legat Architects No - Prior Power No — High degree
Security - Phase 1l Satisfactory Construction of professional
(HTC) Relationship skill
#808 - Naperville Bailey Edward Pepper No — High degree
Regional Center Design Yes Construction of professional
skill
#809 - Campus Legat Architects No - Prior Pepper No — High degree
Maintenance Center Satisfactory Construction of professional
(CMC) Relationship skill

Note: 1 Board minutes and/or packets cited a prior satisfactory relationship or a high degree of

professional skill.

Source: OAG analysis of College of DuPage data.
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Exemptions from the Competitive Procurement Process

We reviewed each of the 12 projects sampled to determine whether there was an
explanation regarding why contracts for the A/E and CM were not competitively procured. For
most projects reviewed that were not competitively procured there was an explanation given as
to why the contracts were exempt from the competitive procurement process. However, for two
projects (#760 CHC and #761 HEC) there was no explanation in the Board Packets or Board
meeting minutes regarding why the project was exempt from the competitive procurement
process (see Exhibit 5-3).

Architects/Engineers

The architects/engineers were not competitively procured for 8 of the 12 projects
reviewed. For two projects there was no explanation given and for the other six projects, Board
minutes and/or packets cited that there was a previous satisfactory relationship with the firm
being hired, which was why competitive procurement was not used. Although Board minutes
and/or packets cited a previous satisfactory relationship, there was no information such as
contractor evaluations to document that a satisfactory relationship existed.

The Local Government Professional Services Selection Act (50 ILCS 510/) establishes
requirements for the procurement of architectural, engineering or land surveying services for
political subdivisions of the State. The Act requires that these projects be competitively
procured unless the entity has a satisfactory relationship for services with one or more firms.
The College of DuPage administrative procedures (Procedure 10-90) require that contracts for
architectural, engineering and land surveying services in the amount of $25,000 or greater be
awarded on the basis of demonstrated competence and qualifications in accordance with the
Local Government Professional Services Selection Act.

Construction Managers

The College of DuPage Board of Trustees did not follow the procedures established in
the College Administrative Manual for procurements that require a high degree of skill and select
firms through a competitive proposal process. The construction managers were not
competitively procured for 9 of the 12 projects we reviewed. For 2 projects there was no
explanation given of why competitive procurement was not used and for the other 7 contracts,
Board minutes and/or packets cited the Illinois Public Community College Act section that
exempts contracts for services of individuals possessing a high degree of professional skill (110
ILCS 805/3-27.1) as the reason that the procurements were not bid. According to College
officials, in January 2015 the College’s previous Legal Counsel had advised the College that
construction management services were commonly being considered as professional services.
The Illinois Public Community College Act (110 ILCS 805/3-27.1) indicates that “contracts for
the services of individuals possessing a high degree of professional skill where the ability or
fitness of the individual plays an important part” (commonly referred to as professional services)
are exempt from the formal bidding process.

CMs are not specifically addressed in the College’s policies and procedures. However,
the Administrative Procedure Manual (Procedure 10-60) contains guidance regarding
professional service contracts and states:

Contracts for services of individuals possessing a high degree of professional skill,
where the ability or fitness of the individual plays an important part, shall be selected
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through a competitive proposal process unless the service is a sole source purchase that
is appropriately documented. Professional Service Contracts exceeding the established
bid limit shall require approval by the Board of Trustees. Selection of a professional
service provider shall be based on a variety of criteria including, but not limited to,
demonstrated competence, knowledge, references and unique qualifications to perform
the services, in addition to offering a fair and reasonable price that is consistent with
current market conditions. [emphasis added]

The requirement to select these services through a competitive If a competitive
proposal process, unless the service is a sole source purchase, has been | proposal process is not
in effect since at least March 1, 2010 (the last time Procedures 10-60 used, the College

was amended). If a competitive proposal process is not used, the

cannot ensure that it is
selecting the most

College cannot ensure that it is selecting the most qualified firm. It qualified firm.

may also give the appearance that the required process is being

circumvented in order to favor one firm over another.

EXEMPTIONS FROM COMPETITIVE PROCUREMENT

RECOMMENDATION

13

The College of DuPage Board of Trustees should follow the
procedures established in the College Administrative Procedures
Manual for procurements that require a high degree of skill and
thoroughly document why construction manager contracts would
qualify as exempt from College policies and the Public Community
College Act.

The College of DuPage should also consider establishing a contractor
evaluation process in order to document that a satisfactory
relationship exists for exemptions under the Local Government
Professional Services Selection Act.

COLLEGE OF DUPAGE
RESPONSE

(Continued on next page)

The College agrees with this recommendation.

Since the time period that was audited (FY 2008-FY 2015), the College
has taken steps to ensure that the types of practices noted in the Audit
Report will not occur again.

On April 1, 2015, a Purchasing Department operating procedure for
professional service contracts was implemented. This procedure
ensures that professional service vendors are selected through a
competitive proposal process. It is also intended to ensure compliance
and consistency in application of professional services exemptions from
a competitive proposal process. In the future, all contracts for
professional services will be awarded after a competitive process, or
prior to approval, the Board will be requested to approve the
professional services based on specific reasoning setting forth the
reasons for the professional service and why a professional services
contract involves a high degree of skill and may be awarded outside the
competitive process. At the initiation of any construction project, the
method of contractor selection will be documented and maintained in
the project file. At the conclusion of any project, contractors will be
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COLLEGE OF DUPAGE
RESPONSE (continued)

evaluated to determine the level of satisfaction with their services.

The College is also taking steps to define what constitutes a
"professional service." Prior to 2015, the College did not have any
approved list of services that might qualify as "professional services."

In 2015, College personnel developed a proposed list, which was
ultimately submitted to the College's then-Senior Vice President
Administration and Treasurer. However, the list was not forwarded to
the Board. That list was re-submitted to the interim Treasurer on August
23, 2016 for review, and eventual submission to the Board for approval.

In addition, during the fourth quarter of 2016, the Board Chairman will
bring forward proposals for avoiding conflicts of interest in the
awarding of contracts (including professional services contracts), and in
the College's dealings with the COD Foundation. Based on the
discussion at the exit interview, the College understands that this issue
was deemed to be outside the scope of House Resolution 55, and thus,
was not examined by the Auditor General (or examined as part of the
Auditor General's random sampling methodology. Nevertheless, the
College believes it is important to ensure there are adequate controls in
place with respect to this issue.

Auditor Comment #1

The audit examined construction contracts to address House
Resolution No. 55, which asked the Office of the Auditor
General to determine whether the College of DuPage Board
of Trustees was meeting its fiduciary responsibilities and
ensuring compliance with the Public Community College
Act and Board policies, including those related to
construction activities.

To answer audit determination number five, we selected all
building projects with over $5 million in expenditures
between FY2008 and FY2015 for a more detailed review.
We reviewed 12 building projects totaling $403.7 million
including the costs for architecture/engineering,
construction management, and total costs. Our review
included the selection process used to award the
architecture/engineering and construction manager
contracts and whether these contracts were in compliance
with the Illinois Public Community College Act, Board
policies, and administrative procedures for those projects.
For a detailed methodology see Appendix B of this report.

Professional Services

The College of DuPage Board of Trustees has not formally established the types of work
that are defined as professional services. As discussed in Chapter Three, the Public Community
College Act does not require bidding if a contract is for the services of individuals possessing a
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high degree of professional skill (110 ILCS 805/3-27.1). However, there is no guidance in the
College’s policies or administrative procedures regarding which items or types of services are
considered professional services and, therefore, do not need to be bid. According to College
officials, the Purchasing Department utilizes a modified University of Illinois listing of
categories of professional services.

The College’s Purchasing Department provided auditors with an informal list of
professional services. According to College officials at the exit conference, this list was
developed in April 2015. We compared the professional services listed for the College of
DuPage to those of the University of Illinois (U of 1) for Environmental/Construction/Land. The
College of DuPage listed 23 types of professional services as Environmental/Construction. The
U of I only listed 9 types of professional services as Environmental/Land. The College of
DuPage includes work such as Arborist, Landscape Architect, Construction Management
Services, and Signage Design as professional services but the University of Illinois does not.

The list of professional services has not been approved by the Board of Trustees.
Without a Board approved list of professional services that are not required to be competitively
procured, the Board does not know if certain professions are receiving preferential treatment and
being inappropriately exempted from the competitive procurement process.

PROFESSIONAL SERVICES

RECOMMENDATION The College of DuPage Board of Trustees should consider
establishing, by written policy, the types of procurements that could
14 be classified as professional services that require a high degree of
skill and may be exempt from bidding.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE During the period that was audited (FY 2008-FY 2015), the College
did not have any approved list of services that might qualify as
"professional services." In 2015, College personnel developed a
proposed list, which was ultimately submitted to the College’s then-
Senior Vice President Administration and Treasurer. However, the list
was not forwarded to the Board. That list was re-submitted to the
interim Treasurer on August 23, 2016 for review, and eventual
submission to the Board for approval.

Prequalifying Potential Bidders

The College does not prequalify firms to bid on construction contracts. We requested a
list of firms that were prequalified to bid on College of DuPage construction contracts but
officials said such a list had not been established by the College. Without a list of prequalified or
preferred vendors by type of work or size that could be used, it is unclear how the College
identifies potential bidders.

The Illinois Capital Development Board (CDB) oversees the design and construction of
State-funded facilities and manages projects including work at colleges and universities. The
Capital Development Board professional services agreements are only awarded to prequalified
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architects or engineers and construction managers (44 Ill. Adm. Code 980.110 and 990.110). We
reviewed the CDB prequalification listing as of June 2016 and found 202 architectural firms and
18 construction management firms listed in the Chicago metro area (Cook, DuPage, Kane,
Kendall, Lake, McHenry, and Will counties).

Prequalifying construction contractors increases the chance of project success and is an
effective risk management tool. Establishing a system of prequalification would eliminate
bidders who are not responsible before starting the bidding process. A prequalification system
would make the bidding process more efficient. Identifying potential bidders is also discussed in
the procurement section of Chapter Three of this report.

ESTABLISHING A LIST OF PREQUALIFIED CONTRACTORS

RECOMMENDATION The College of DuPage should consider establishing a system that
prequalifies potential contractors and vendors according to work type

15 and size of project.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE During the fourth quarter of 2016, the College will consider

establishing a system of pre-qualifying potential contractors and
vendors and will present a proposal to the Board for consideration.

Bid Opening

The College of DuPage could not always provide documentation of bid openings. For
the three contracts for CMs that were competitively procured documentation of bid openings was
unavailable. According to College officials, because these contracts were not required to be
competitively procured there was no bid opening.

The Illinois Public Community College Act requires that:

All competitive bids for contracts involving an expenditure in excess of $25,000 or a
lower amount as required by board policy must be sealed by the bidder and must be
opened by a member or employee of the board at a public bid opening at which the
contents of the bids must be announced. (110 ILCS 805/3-27.1)(Emphasis added)

Without documentation of the bid openings, the College cannot ensure that all bids were
opened on the same day or that the opening was conducted by a Board member or employee as is
required by law.

There was also no documentation of public notice/advertising available for the three CM
contracts that were competitively procured. These procurements were in 2006 and 2008.
According to College officials, because of the age of some procurements, documentation was
difficult to locate.

Board Approval of Final Contracts and Amounts

The College of DuPage Board of Trustees did not always approve A/E and CM contracts
prior to work beginning. For one project (#760 CHC) an additional CM was brought in at the
end of the project. However, there was no documentation of a contract and the work was not
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approved by the Board until after it was completed. According to the October 20, 2011 Board
information, the construction schedule could not be met and, therefore, another firm was hired.
The firm billed for services from June through August 2011, but work was not approved by
Board until October 2011 ($54,410). Because the work was over $50,000, according to the
Public Community College Act, it should have also been bid unless it fell under one of the
exemptions in the Act. If contracts are not approved prior to work beginning, the Board of
Trustees cannot ensure that monies are not being obligated without their knowledge.

For another project, we could not find Board approval of the final contract amounts for
the A/E or the CM (#761 HEC). Although the Board approved entering into a contract with the
A/E and the CM, no final contract amount was approved.

BID OPENINGS AND BOARD APPROVAL OF FINAL CONTRACTS

RECOMMENDATION

16

The College of DuPage should:

e document the bidding process and ensure that bids are
publicly opened by a member or employee of the Board; and

The College of DuPage Board of Trustees should:

o approve all final construction contracts and amounts prior to
work beginning.

COLLEGE OF DUPAGE
RESPONSE

The College agrees with this recommendation.

Since the time period that was audited (FY 2008-FY 2015), the
College has taken steps to improve controls in this area.

On February 19, 2015, the Purchasing Department implemented a new
operating procedure for Competitive Bid Process - Construction. This
operating procedure outlines the process for conducting the bid
process, including the bid opening, public reading, and recording of
bids.

Prior to March 2016, only bids were publicly opened. As of March 22,
2016, however, the College has required that all RFPs and RFQs be
publicly opened, at which time the Respondent names are announced.

In July 2016, a Bid/RFP Process End User Guide was created, and is
now posted on the Purchasing Team Site on the Employee Portal. This
guide describes the public opening process for Bids/RFPs/RFQs.

Procurement files by project are maintained on the shared U drive,
accessible by all Purchasing staff. Each electronic file contains all
project documentation. Effective July 1, 2016, the file also contains a
copy of the signed contract received from the initiator.

In the fourth quarter of 2016, the Board will consider policy changes to
specify the College employee(s) that are authorized to open bids.
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Contracts

College officials did not always sign contracts in a timely manner. We found instances of
invoices being sent for reimbursement and approval prior to the final contract being signed by
College officials. For example, the Naperville Regional Center (Project #808) final contract for
the CM was approved by the Board on December 19, 2013. The first invoice for $452,783 was
dated June 16, 2014, but the contract was not signed by the College until November 21, 2014.
For the Naperville project, a total of $2,148,592 was approved by the College’s Facilities
Planning and Development Department for the construction manager prior to the contract being
signed by the College.

Having a signed and executed contract prior to construction beginning is critical to a
successful project. Owners lose much of their negotiating leverage by permitting construction to
commence before obtaining a signed contract. Further, a written contract executed prior to
performing work will greatly assist in avoiding disagreements and misinterpretations.

SIGNED CONTRACTS

RECOMMENDATION The College of DuPage should ensure that all contracts are signed
17 and executed prior to beginning work on the project.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE Since the time period that was audited (FY 2008-FY 2015), the
College has taken (and will continue to take) steps to improve controls
in this area. In 2016, the Board approved the creation of an Office of
General Counsel ("OGC"). The Board is currently interviewing
candidates for the position of General Counsel. It is anticipated that
OGC will provide legal review to ensure that all contracts are
consistent with the College's policies, and that all contracts are
properly executed and accompanied by supporting materials.

The creation of OGC will augment recent changes in purchasing
procedures. In August 2015, the Purchasing Department adopted an
operating procedure for contract approvals. Under that procedure, a
copy of a fully executed contract, along with supporting
documentation, is required as an attachment to any associated
requisition. This ensures that the Purchasing Department has a fully
executed contract prior to the PO being released.
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Chapter Six

PRESIDENTIAL COMPENSATION
AND SEVERANCE

CHAPTER CONCLUSIONS

House Resolution No. 55 asked the Office of the Auditor General to determine whether
the compensation and severance packages provided to the President of the College of DuPage are
comparable to compensation and severance packages provided to Presidents of other Illinois
community colleges, and whether changes to the College President’s compensation package are
properly approved.

We reviewed the original contract and each addendum and amendment to determine if
the Board of Trustees had a quorum, posted the agenda 48 hours prior to each meeting, voted on
actions, and that the actions were preceded by a public recital of the nature of the matter being
considered as is required by the Open Meetings Act (5 ILCS 120/). With the exception of the
Third Addendum to the President’s contract, the amendments and addendums to the contract met
these criteria.

On July 24, 2015, the Illinois Attorney General’s Office issued a determination letter
regarding whether the College of DuPage Board of Trustees had violated the Open Meetings Act
at its July 12, 2011 special meeting in approving the Third Addendum to the President’s
employment agreement extending his employment to June 30, 2016. The Attorney General’s
letter concluded that the Board had violated the Open Meetings Act (5 ILCS 120/2(e)) by failing
to provide a sufficient public recital of the nature of the action and other information necessary to
inform the public of the business being conducted before approving a contract extension for the
College President. The letter also directed the Board of Trustees to comply with the Open
Meetings Act public recital requirement in the future.

On March 17, 2016, the DuPage County State’s Attorney filed a complaint with the
circuit court of the Eighteenth Judicial Circuit alleging that the Board of Trustees of the College
of DuPage violated the Open Meetings Act during a closed meeting on March 6, 2014. The
complaint alleges that the Board of Trustees violated the Open Meetings Act by taking final
action in the March 6, 2014 closed meeting and authorizing the Chairman of the Board of
Trustees to extend the administrator’s (President’s) contract. On May 2, 2016, the Board of
Trustees voted 4-3 to approve a motion admitting the Board violated the Open Meetings Act
when it acted in the March 6, 2014 closed session. On May 5, 2016, an order was signed by a
circuit judge affirming that the Board violated the Open Meetings Act.

For the peer group, as defined by the Illinois Community College Board (ICCB), the
College of DuPage President had the highest total compensation for all four years reviewed,
ranging from $466,477 in FY2011 to $495,092 in FY2014. Compensation for other Presidents
in the peer group during the four year period ranged from a high of $445,345 (Moraine Valley
FY2012) to a low of $214,906 (Triton College FY2011).
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The College of DuPage Board of Trustees awarded the outgoing President a lump sum
severance payment of $762,868 in January 2015. We collected information for 16 other
community colleges from which a president had separated. Only 3 of 16 presidents at the other
community colleges we reviewed received a lump sum payment upon separation, ranging from
$380,245 (Moraine Valley) to $103,269 (Morton College).

Public Act 99-482, effective September 22, 2015, amended the Illinois Public
Community College Act by adding a section limiting employment agreements for presidents of
Illinois community colleges to no more than four years. The Act also requires that a contract
may not include any automatic rollover clauses and all renewals or extensions of contracts must
be made during an open meeting of the board. The Act also requires that severance packages
under the contract may not exceed one year’s salary and applicable benefits. However, the Act
does not define what should be included as applicable benefits.

COLLEGE OF DUPAGE PRESIDENT’S COMPENSATION PACKAGE

Determination Six of House Resolution No. 55 asked the Office of the Auditor General to
determine whether the compensation and severance packages provided to the President of the
College of DuPage are comparable to compensation and severance packages provided to
Presidents of other Illinois community colleges, and whether changes to the College President’s
compensation package are properly approved.

President’s Initial Employment Agreement

The President of the College of DuPage during the audit period FY2011 through FY2014
was Dr. Robert Breuder. Dr. Breuder’s first employment agreement as President of the College
was approved by the Board of Trustees and signed on November 18, 2008. The original
employment contract was for the period January 1, 2009, to June 30, 2012. The President’s
beginning annual base salary in that agreement was $249,000. In addition to base salary, the
employment agreement also included:

e  On behalf payments to the State Universities Retirement System (SURS) of 8 percent of
the President’s total compensation in order to pay the employee’s portion of the pension
contribution ($15,838 for calendar year 2009);

e  $700 per month automobile allowance ($8,400 annually);

e  $700 per month professional development stipend ($8,400 annually);

e  $1,500 per month housing allowance ($18,000 annually); and

e  $2,075 per month for the optional purchase of life insurance, a tax-sheltered annuity
subject to maximum IRS limitations, tax deferred annuity, the purchase of other
qualifying public employment for SURS service credit, or any other investment or
expense that the President selects ($24,900 annually).
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Exhibit 6-1
COLLEGE OF DUPAGE PRESIDENT'S EMPLOYMENT TIMELINE

November 18, 2008 — Board of Trustees votes 5-0 to approve Employment Agreement
for Dr. Robert Breuder to become President of the College of DuPage for the period
Jan. 1, 2009-June 30, 2012.

January 1, 2009 — Dr. Robert Breuder begins Presidency at College of DuPage.

April 16, 2009 — Board votes 6-0 to approve the First Addendum to President Breuder’s
Employment Agreement, extending employment to June 30, 2015, and adding $6,000 per
month in a deferred compensation plan ($6,000 x 12 = $72,000 annually).

June 22, 2010 — President Breuder's Employment Agreement amended by Board vote of
7-0, adding an additional Respite and Renewal Leave of up to 12 days annually.

January 24, 2011 — Board approves 6-0 the Second Addendum to President Breuder's
Employment Agreement applying any percentage salary increases to the total
compensation package including salary, deferred compensation, auto allowance, term life
insurance, professional development stipend, housing allowance, and annuity.

July 12, 2011 — Board votes 7-0 to approve Third Addendum to President Breuder's
Employment Agreement, extending employment agreement to June 30, 2016.

January 11, 2012 — Section F notification letter sent by President. |

January 14, 2013 - Section F notification letter sent by President. |

January 16, 2014 — Section F notification letter sent by President. |

January 20, 2015 - President Breuder submits a letter to the Board of Trustees notifying
them of his intent to retire effective March 31, 2016.

January 22, 2015 - Board of Trustees approves Fourth Addendum with $762,868 lump
sum severance payment in a 6-1 vote.

January 28, 2015 — Board of Trustees approves Fourth Addendum with $762,868 lump
sum severance payment again in a 6-1 vote because there were concerns that the first
vote violated the Open Meetings Act.

April 30, 2015 — Board of Trustees votes 4-3 to place President Breuder on paid
administrative leave.

August 20, 2015 — Board of Trustees votes 4-2 to begin termination proceedings against
President Breuder.

September 17, 2015 — Board of Trustees votes 4-3 to void President Breuder's
employment contract.

October 20, 2015 — Board of Trustees votes 4-1 to terminate President Breuder. |

October 21, 2015 — Dr. Breuder files wrongful termination lawsuit against Board of Trustees.l

Source: OAG summary of President Breuder's employment agreements and Board of Trustee meeting minutes.
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The President’s benefits in the original employment agreement also included provisions
for moving expenses if he chose to move within the district, a $500,000 term life insurance
policy, and reimbursement for the cost of membership in professional organizations and
attendance of professional growth seminars, conferences, and conventions. The President’s
employment agreement also included a provision that he would receive benefits which are
commonly extended to all other cabinet-level administrative personnel at the College. These
benefits included a cell phone allowance and a one-half percent payment to SURS for health care
costs.

First Addendum to the President’s Employment Agreement

The President’s employment agreement was first amended, only three and one half
months after he started, by an addendum which was approved by a 6-0 vote of the Board, on
April 16, 2009. The first addendum extended the agreement termination date three additional
years to June 30, 2015. It also added an additional benefit of $6,000 per month ($72,000
annually) which would be contributed to a deferred compensation plan for the President. This
new benefit was also made retroactive to January 1, 2009, and increased each year by the percent
increase that the Board awarded the President on his annual compensation for that contract year.

2010 Amendment to the President’s Employment Agreement

The President’s employment agreement was amended again on June 22, 2010. The
Board voted 7-0 to approve an amendment making the President eligible to receive annual
Respite and Renewal Leave of up to 12 days to be taken during the time period of the end of the
Spring Semester and the beginning of the Fall Semester. This was in addition to 25 days of
vacation and 5 personal days that the President was allowed per the original employment
agreement, bringing his allowable paid time off to a total of 42 days annually.

Second Addendum to the President’s Employment Agreement

The President’s employment agreement was amended again by a second addendum
which was approved by a 6-0 vote of the Board on January 24, 2011. The second addendum
applied the annual percentage increase in base salary to the total value of the President’s
compensation package.

Third Addendum to the President’s Employment Agreement

The President’s employment agreement was amended again by a third addendum which
was approved by the Board 7-0 on July 12, 2011. The third addendum extended the President’s
employment agreement an additional year to June 30, 2016.

Fourth Addendum — Separation Agreement

President Breuder sent a letter to the Board of Trustees dated January 20, 2015, notifying
them of his intent to retire on March 31, 2016. On January 22, 2015, the College of DuPage
Board of Trustees voted 6-1 to approve a separation agreement with Dr. Breuder that included a
$762,868 lump sum payment. The agreement also included that the College would name its new
Homeland Security Education Center after Dr. Breuder and name him President Emeritus. On
January 28, 2015, the Board voted again on the separation agreement because officials were
concerned that the first vote may have violated the Open Meetings Act. The Board approved the
retirement package again by a 6-1 vote.
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APPROVAL OF CHANGES TO EMPLOYMENT CONTRACTS

House Resolution No. 55 asked the Office of the Auditor General to determine if changes
to the College of DuPage President’s compensation package were properly approved. We
reviewed the original employment contract, amendments, and addenda to determine if they were
approved in accordance with the Illinois Public Community College Act. The Public
Community College Act requires that community colleges comply with the Illinois Open
Meetings Act (110 ILCS 805/1-3).

The Open Meetings Act (5 ILCS 120/) requires community
college boards to have a quorum, post their agendas 48 hours prior to
each meeting, vote on actions, and that actions be preceded by a public
recital of the nature of the matter being considered. We reviewed the
Board documents and watched the video recordings of the Board
meetings for the original contract of the President and each addendum
to determine if these basic criteria were met. As shown in Exhibit 6-2,
based on the available information we concluded that with the
exception of the third addendum, the amendments and addendums to
the contract met these criteria. The Attorney General’s review of the

The Open Meetings Act
(5 ILCS 120/) requires
community college
boards to have a
quorum, post their
agendas 48 hours prior
to each meeting, vote
on actions, and that
actions be preceded by
a public recital of the
nature of the matter
being considered.

third addendum is discussed below.

Exhibit 6-2
PRESIDENT BREUDER CONTRACT APPROVAL
Public Compliance

Recitation with Open

Date 48 Hour Listed on of Agenda Meetings
Iltem Approved Approved Quorum Notice? Agenda? Item Act
Contract 11/18/2008 Yes Unknown Yes Yes Yes
1st Addendum 4/16/2009 Yes Unknown Yes Yes Yes
2010 Amendment 6/22/2010 Yes Unknown Yes Yes Yes
2nd Addendum 1/24/2011 Yes Unknown Yes Yes Yes
34 Addendum 7/12/2011 Yes Yes Yes No No
4t Addendum 1/28/2015 Yes Yes Yes Yes Yes

Notes: According to the College a new system for the website was installed in 2012 and information regarding
posting the agenda on the website is not available prior to that time.

°The 2010 Amendment, 2" Addendum and 3@ Addendum were listed on the agenda as part of the Personnel
Actions section of the Consent Agenda.

Source: OAG analysis of College of DuPage documents.

Board Approval of the First Addendum

The first addendum to the President’s employment contract was approved on April 16,
2009, by the Board. The approval occurred between the time of the election (April 9, 2009) and
the time that the newly elected Board was seated (April 28, 2009). The DuPage County State’s
Attorney reviewed the action and determined that because the new Board was not seated until
April 28, 2009, the Trustees were still empowered to carry out the duties of their office on April
16, 2009.
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Attorney General Review of the Third Addendum

On July 24, 2015, in response to a complaint filed with the Illinois Attorney General’s
Office, the Attorney General issued a determination letter regarding whether the College of
DuPage Board of Trustees had violated the Open Meetings Act at its July 12, 2011, Board of
Trustees special meeting. At that meeting, the Board approved the third addendum to the
President’s employment agreement extending his employment to June 30, 2016. The Attorney
General’s letter concluded that the Board had violated the Open Meetings Act (5 ILCS 120/2(e))
by failing to provide a sufficient public recital of the nature of the action and other information
necessary to inform the public of the business being conducted before approving a contract
extension for the College President. The letter also directed the Board of Trustees to comply
with the Open Meetings Act public recital requirement in the future.

In accordance with the Open Meetings Act, the State’s Attorney for each county
determines whether violations are prosecuted. On September 11, 2015, the DuPage County
State’s Attorney issued a letter to the College of DuPage Board of Trustees Chair. The letter
concluded that it was the opinion of the State’s Attorney that the former Board’s violation of the
Open Meetings Act in July 2011 did not impact the validity of the Third Addendum to Dr.
Breuder’s contract.

The letter further stated that the State’s Attorney did not believe that the provisions of
Section F of the President’s employment agreement, in and of themselves, constituted a violation
of the Open Meetings Act. Section F of the President’s employment agreement is discussed
below. By not complying with the Open Meetings Act, the Board of Trustees did not give the
public an opportunity to take part in and scrutinize the decision-making process. Further, the
non-compliance left the College open to legal challenges.

OPEN MEETINGS ACT COMPLIANCE

RECOMMENDATION The College of DuPage Board of Trustees should comply with the
Open Meetings Act, including the public recital requirement, in all
18 future final actions related to employment contracts.

COLLEGE OF DUPAGE | The College agrees with this recommendation.

RESPONSE Since 2015, the Board has publicly recited the nature of all final
actions and has complied with the Open Meetings Act. The College
recognizes that the Auditor General's examination was limited in
scope to whether the notice and recital requirements of the Open
Meetings Act were satisfied for the open meetings at which formal
addenda were approved (and did not, accordingly, touch upon the
legality of the "Section F extensions," the term of Dr. Breuder's
contract, whether the terms of that contract improperly abrogate other
elements of the Open Meetings Act in violation of public policy, or
other legal issues affecting that contract). Based on discussion during
the exit interview, the College understands that the Auditor General
declined to examine such issues, in part, due to ongoing investigations
and legal proceedings. However, the College has taken steps to ensure
(Continued on next page) | that other potential infirmities associated with Dr. Breuder's contract
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COLLEGE OF DUPAGE | are not repeated. Accordingly, the Board has discontinued the practice
RESPONSE (continued) | of entering into contracts that: (1) exceed the permissible term under
Illinois law; and (2) purport to permit extensions without formal Board

action in an open meeting.

Auditor Comment #2

The audit examined the approval of changes to the
President’s contract. Section F of the President’s
employment agreement is discussed in detail on pages 87-
88 of this report, including that on May 5, 2016, an order
was signed by a circuit judge affirming that the Board
violated the Open Meetings Act. Public Act 99-482,
effective September 22, 2015, amended the Illinois Public
Community College Act and added language that a contract
may not include any automatic rollover clauses, and all
renewals or extensions of contracts must be made during
an open meeting of the board (110 ILCS 805/3-65 (b)(3)).

Moreover, recognizing the ambiguity of Public Act 99-482 not
defining what should be included as applicable benefits, the new
President's current contract limits the scope of any severance package
to no more than 75% of annual base salary.

Section F of the President’s Employment Agreement

Section F of the original employment agreement between the College of DuPage and Dr.
Breuder contained a section allowing for a passive renewal/extension of the term of the
President’s employment. Section F states that:

On or before April 1, 2010 and April 1 of each year thereafter, the term of this
Agreement will be automatically extended for an additional one (1) year period unless
either party provides to the other, prior to the 15" day of March of such Agreement year,
written notice of his or its intention to terminate this Agreement at the end of the then-
current Agreement term which expires no earlier than June 30, 2012 but may be extended
as provided in this Agreement. The President will notify in writing the Chairperson of
the Board by February 1 of each such year that failure of the Board to give the
President notice of intent not to extend the Agreement will extend this Agreement one
(1) additional year. The failure of the President to give the written reminder notice to the
Chairperson of the Board waives the obligation of the Board hereunder to give its written
notice of intent by March 15. The Board’s notice need not be acted upon publicly, but
authorization to give such notice will be recorded in the closed session minutes of the
Board. (Emphasis added)

On October 8, 2015, we requested copies of all Section F letters submitted annually by
Dr. Breuder to the Board Chairperson. The College provided us with three letters from Dr.
Breuder dated January 11, 2012, January 14, 2013, and January 16, 2014. Although none of the
three letters contained a date stamp, each one had a handwritten note by an administrative
assistant of the College with the date the letter was sent. Two of the three letters were unsigned
by Dr. Breuder. Two of the three letters were addressed directly to the Board Chair’s home
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address. All three letters provided appear to have been faxed to the College on December 12,
2014.

We reviewed minutes from open Board meetings for January through March of 2012,
2013, and 2014 and could not find evidence of Board acknowledgement of the extension of the
President’s contract for an additional year. The only evidence we could obtain that the Board
had received the letters was the January 16, 2014 letter. For this letter, we were provided with an
email dated March 7, 2014, from the Chairperson of the Board of Trustees at the time to Dr.
Breuder, confirming that a majority of the Board accepted and authorized the one-year contract
extension up to and including June 30, 2019. Per the President's employment agreement he was
only required to notify the Chair.

On March 17, 2016, the DuPage County State’s Attorney filed a complaint with the
circuit court of the Eighteenth Judicial Circuit alleging that the Board of Trustees of the College
of DuPage violated the Open Meetings Act during a closed meeting on March 6, 2014. The
complaint alleges that the Board of Trustees violated the Open Meetings Act by taking final
action in the March 6, 2014 closed meeting by authorizing the Chairman of the Board of
Trustees to extend the administrator’s (President’s) contract. On May 2, 2016, the Board of
Trustees voted 4-3 to approve a motion admitting the Board violated the Open Meetings Act
when it acted in the March 6, 2014 closed session. On May 5, 2016, an order was signed by a
circuit judge affirming that the Board violated the Open Meetings Act.

Public Act 99-482, effective September 22, 2015, amended the Illinois Public
Community College Act and added language that a contract may not include any automatic
rollover clauses, and all renewals or extensions of contracts must be made during an open
meeting of the board.

BOARD CORRESPONDENCE AND ACTIONS

RECOMMENDATION The College of DuPage Board of Trustees should maintain
documentation of all Presidential employment correspondence
19 between the President and the Board of Trustees.

COLLEGE OF DUPAGE | The College agrees with this recommendation.
RESPONSE

TOTAL COMPENSATION

We obtained payroll and other compensation information from the College of DuPage for
2011 through 2014 and analyzed the information received from the College to identify the total
compensation received by the President for each year. Our analysis showed that the President’s
base or regular salary only accounted for about 60 percent of his total compensation for the time
period 2011 through 2014. In 2011, for example, the President’s total compensation was
$443,450. However, his base salary was only $264,991 or 60 percent of total compensation. In
2014, the President’s total compensation was $477,725 of which $298,767 was base salary or 63
percent of total compensation. The remaining 37 percent of his total compensation consisted of
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life insurance, deferred compensation, allowances for housing and a car, and other fringe benefits
(see Exhibit 6-3). The College also paid the employee’s portion of the President’s State
Universities Retirement System (SURS) contribution for pension and healthcare.

Exhibit 6-3
COLLEGE OF DUPAGE PRESIDENT TOTAL COMPENSATION
Calendar Years 2011-2014

Type of Compensation 2011 2012 2013 2014
Regular Pay/Base Salary $264,991 $278,386 $287,721 $298,767
Professional Development $8,783 $9,310 $9,622 $9,993
Life Insurance $35,720 $34,264 $33,466 $32,862
Deferred Compensation $79,351 $79,293 $79,351 $79,621
Housing Allowance $20,456 $19,950 $20,619 $21,414
Car Allowance $9,546 $9,310 $9,622 $9,993
Cell Phone $2,136 $2,136 $2,136 $2,136
SURS - Employee’s Portion $20,633 $21,729 $20,550 $20,901
SURS — Health Care $1,833 $1,919 $1,973 $2,039
Total Compensation $443,450 $456,298 $465,060 $477,725

Note: Compensation information presented in this exhibit was compiled using data from the College of
DuPage accounting system. Salary and benefit information presented in other exhibits in this chapter is
from the ICCB salary database which contains information self reported by community colleges and may
not match data in this exhibit. Totals may not add due to rounding.

Source: OAG analysis of College of DuPage payroll data.

Comparison to Other Community College Presidents’ Compensation Packages

Because the College of DuPage is the largest community college in the State, it is
difficult to find community colleges in Illinois that are comparable. There are also many factors
that may influence the comparability and compensation that a community college president
receives such as the location of the college (Chicago or downstate) and length of tenure at the
college they are serving.

The Illinois Community College Board (ICCB) collects information annually regarding
the salaries of officials at 1llinois community colleges. This information is self reported by each
community college to the ICCB. The ICCB produces annual reports that show salaries at Illinois
community colleges for different types of employees, including the presidents. In these reports
the data is presented by peer groups with statewide totals. The seven peer groups in the ICCB
annual salary reports are based on a combination of factors including college enrollment,
geographic location, and financial data. The College of DuPage’s peer group in these reports
includes: Harper College, Joliet Junior College, College of Lake County, Moraine Valley
Community College, Oakton Community College, and Triton College.

We requested a download of salary information reported to the ICCB by the community
colleges including the base salary and fringe benefits. The amount of total compensation
reported to ICCB for FY2014 for presidents at Illinois community colleges that served the entire
year ranged from $126,540 at Spoon River Community College to $495,092 at the College of
DuPage. For FY2014, the next highest total compensation reported to ICCB for a community
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college president in Illinois was $423,259 at Lewis and Clark Community College. For a full
listing of all community colleges and each president’s total compensation see Appendix C.

As is shown in Exhibit 6-4, for the peer group, the College of DuPage President had the
highest total compensation for all four years reviewed ranging from $466,477 in FY2011 to
$495,092 in FY2014. For FY2011 through FY2012, Moraine Valley Community College had
the second highest presidential total compensation reported to the ICCB at $411,073 and
$445,345, respectively. For FY2013 through FY2014, Harper College had the second highest
compensation reported at $370,742 and $376,952.

Exhibit 6-4

COMPARISON OF THE PRESIDENT OF THE COLLEGE OF DUPAGE
SALARY AND BENEFITS TO ICCB PEER GROUP
Fiscal Years 2011-2014

FY2011 Total FY2012 Total FY2013 Total FY2014 Total
College Compensation Compensation Compensation Compensation
College of DuPage $466,477 $482,872 $485,450 $495,092
Harper College $340,420 $363,734 $370,742 $376,952
Oakton Community
College $313,106 $324,180 $333,441 $348,380
College of Lake County $303,088 $309,943 $321,779 $323,033
Moraine Valley $411,073 $445,345 $250,191 $267,745
Triton College $214,906 $237,647 $263,074 $244,827
Joliet Junior College $237,130 $234,472 $221,034 $227,230

Note: Information presented in this exhibit is self reported to ICCB by community colleges and is unaudited. Total
compensation includes fringe benefits which may include employee benefits, annuities, retirement enhancements,

and bonuses.

Source: OAG summary of ICCB data.
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Benefits and Other Compensation

As shown in Exhibit 6-5, base salaries varied substantially even among the peer group for
FY2014. Base salaries reported to the ICCB for FY2014 varied from a high of $292,739 at the
College of DuPage to $196,270 at Joliet Junior College. The benefits and other compensation
also varied.

Exhibit 6-5
COLLEGE OF DUPAGE PRESIDENT AND PEER GROUP
COMPARATIVE ANALYSIS OF TOTAL COMPENSATION
Fiscal Year 2014

Base Employee Retirement

Name Salary Benefits Annuities Enhancements Bonus Total
College of
DuPage $292,739 $127,772 $0 $74,581 $0 $495,092
Harper College $260,969 $65,983 $0 $0 | $50,000 $376,952
Oakton College $259,066 $9,936 $0 $0 | $79,378 $348,380
College of Lake
County $241,118 $60,765 $21,150 $0 $0 $323,033
Moraine Valley $212,688 $18,785 $7,500 $0 | $28,772 $267,745
Triton College $244,827 $0 $0 $0 $0 $244,827
Joliet Junior
College $196,270 $18,673 $10,000 $0 $2,287 $227,230

Note: Information presented in this exhibit is self reported to ICCB by community colleges and is unaudited.
Source: OAG summary of ICCB data.

For FY2014, the employee benefits (such as deferred compensation and housing
allowance) paid to the College of DuPage President were more than double those paid to five of
the six other community college presidents in the peer group. The College of DuPage was the
only college in the peer group that reported retirement enhancements ($74,581). Although no
other college president in the peer group received retirement enhancements, 4 of the 7 received
bonuses which the College of DuPage did not. For instance, Oakton Community College
reported paying its president a bonus of $79,387 and Harper College reported paying its
president a bonus of $50,000 in FY2014. Annuities were received by 3 of the 7 college
presidents in the peer group.

We obtained the employment contracts for each community college president in the peer
group and analyzed the benefits offered in each employment agreement (see Exhibit 6-6). These
agreements showed that:

o four of seven received a housing allowance or were reimbursed for housing expenses;

e all seven either received a car or a car allowance;

e all seven received life insurance as a benefit;

o all seven of the colleges paid the employee portion of their president’s State

Universities Retirement System (SURS) pension contributions;

o all seven received either an annuity, deferred compensation, or other additional

retirement plan benefits (i.e., 403(b) plan) in addition to their SURS pension;
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four of seven received a cell phone allowance or were provided with a cell phone or
other technology such as a computer or home internet connection; and
four of seven received health insurance premiums for the President and dependents
paid for by the college.

Exhibit 6-6
COLLEGE OF DUPAGE AND PEER GROUP
PRESIDENTIAL BENEFITS COMPARISON

College of Oakton
Type of College of Harper Joliet Junior Lake Moraine Community Triton
Compensation DuPage College College County Valley College College
College Pays
Employee’s Yes Yes Yes Yes Yes Yes Yes
SURS Portion
Other
Retirement or Yes Yes Yes Yes Yes Yes Yes
Deferred
Compensation
Vehicle or Allowance/
Allowance Allowance Provided Provided Allowance Provided Provided Provided
Cell Phone/
Technology Yes No Yes Yes No No Yes
Conferences No No No
Reimbursed Yes Provisions Yes Provisions Yes Provisions | No Provisions
Professional No
Development Yes Yes No Provisions Yes No Provisions | Provisions | No Provisions
Housing Allowance Allowance Reimbursed Allowance No No No
Life Insurance Yes Yes Yes Yes Yes Yes Yes
Paid Health Same as Same as Same as
Insurance provided to provided to provided to
other Yes other Yes Yes Yes other
administrators administrators administrators
Moving
Expenses Yes Yes Yes Yes No No No
Memberships No No Yes No No Yes No
Other Benefits $2,075/mo for $22,700/yr College pays Paid for $11,000/yr
misc. Uses; for misc. SURS work prior for a
College pays uses; healthcare to starting $750,000 life
SURS College pays contribution; as insurance
healthcare for annual College pays president; None policy, College pays
contribution; physical for annual College disability Medicare
College pays physical; and pays for policy, or tax contribution
for annual community annual sheltered and annual
physical event tickets physical annuity physical

Note: Information presented in this exhibit is for the most recent contract for each president.

Source: lllinois Community Colleges’ presidential employment contracts.

SEVERANCE PACKAGES

In January 2015, the Board of Trustees for the College of DuPage approved a severance

package for the President of the College that included a lump sum payment of $762,868. House
Resolution No. 55 asks the Office of the Auditor General to determine whether the severance

92




CHAPTER SIX — PRESIDENTIAL COMPENSATION AND SEVERANCE

package provided to the College of DuPage president is comparable to severance packages
provided to presidents of other Illinois community colleges.

The ICCB provided auditors with a list of all presidents/chancellors of Illinois
community colleges. By analyzing this list we were able to identify community colleges in
which there was a change in administration and, therefore, there may have been a severance
agreement. For comparison purposes we selected community colleges that were either:

e inthe ICCB’s peer group with the College of DuPage and there had been a change in
administration during the period 2011-2015; or

e were outside the peer group and there was a change of administration during 2014 or
2015.

In addition to the College of DuPage, we asked 16 other community colleges to provide
information regarding severance packages/agreements. Of the 16 other community colleges,
seven had severance/separation agreements with presidents or the original contract agreement
contained the severance terms. Nine community college presidents separated without any
additional compensation.

Many factors may influence severance pay and separation agreement terms such as the
salary of the president, length of employment at the college, whether the president retired or
resigned, and the time remaining on the current employment contract. There is also the issue of
quantifying the amount of benefits such as healthcare that are offered as part of a severance
agreement. Therefore, it can be difficult to compare individual community colleges because of
these factors. For example, of the eight presidents that had some form of severance agreement:

e two presidents retired at the conclusion of their contracts;

e one president left with six months remaining on their contract and was paid
through the end of the contract; and

e four presidents had more than one year remaining on their employment contracts
at the time they separated.

The forms of severance compensation we identified were either a lump sum payment or
continuing on payroll for a certain amount of time after the date of separation. For the colleges
reviewed, including the College of DuPage, we identified six community college presidents that
received severance payments. Of the six community colleges with severance packages, four
made lump sum payments and two had salaries that continued past the separation date. Of the
six community colleges that offered lump sum payments or salary continuation, the College of
DuPage president had the most time remaining on his employment contract with over three
years.

We also identified one community college that did not provide a severance payment but
gave the president an $8,000 tax-sheltered annuity upon retirement. Another college did not
provide post-retirement payments but did allow for life insurance and health insurance coverage
to continue after the president retired. Some of the agreements also included other benefits,
including five that provided some sort of health insurance past the president leaving.

Exhibit 6-7 summarizes eight college presidents and their severance/separation
agreements. Other non-monetary benefits included the College of DuPage President being
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granted emeritus status and naming a building after him, and the Moraine Valley Community
College President being named President Emeritus.

The College of DuPage and three other colleges agreed to lump sum payments to
outgoing presidents. Moraine Valley Community College used a formula based on years of
service and the average monthly salary, and Morton College provided a payment worth 6 months
of salary. From documentation provided, we could not determine the basis used to determine the
payment amounts for the College of DuPage and John A. Logan Community College. Moraine
Valley’s longtime president received the severance package at retirement, whereas the other
presidents left their positions prior to the scheduled employment contract end date.

Exhibit 6-7
SELECTED ILLINOIS COMMUNITY COLLEGES SEVERANCE AGREEMENTS
College Tenure Payment Type Amount Other Benefits
College of DuPage 2009-2015 | Lump Sum $762,868 | Retirement benefits provided to
all administrators (reimbursed for
health insurance premium, paid
life insurance policy for 5 years).
Moraine Valley 1991-2012 | Lump Sum $380,245 | Board paid family medical
Community College determined by a insurance for the rest of his
formula based on natural life.
years of service Continued to be provided with
and average home office equipment
monthly salary (computer, printer, internet, etc.)
and a suitable on-campus office.
Morton College 2012-2015 | Lump Sum of 6 $103,269 | College paid COBRA payments
months’ salary for 6 months.
John A. Logan College | 2012-2015 | Lump Sum $290,000 | None
Black Hawk College 2012-2014 | Paid for 6 months $90,125 | None
after departure
Malcolm X College 2011-2015 | Paid for 3 months $43,563 | Health insurance coverage
(City Colleges of after departure continued for 3 months after
Chicago) departure.
Triton College 2002-2015 | Tax-Sheltered $8,000 | Health insurance and life
Annuity insurance paid through age 70.
Had a consultant contract for
March 9, 2015 to March 11, 2016
that paid $6,000 per month.
Kaskaskia College 2001-2015 | None N/A | Final employment contract with
the college provided for life
insurance coverage effective
through the president’s death
and health insurance coverage
for the president and spouse to
continue until terminated by the
president.

Source: lllinois Community Colleges.

As shown in Exhibit 6-8, three college presidents received severance payments worth
more than one year’s base salary. The salary used for the calculation was the salary the president
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received or was scheduled to receive at the separation date. Public Act 99-482, which is
discussed in the next section of this chapter, now limits severance to one year’s salary and
applicable benefits. However, the Public Act does not define what applicable benefits are so it is
difficult to determine what benefits should be included in that calculation. For example, in
Fiscal Year 2015 the College of DuPage president received total compensation of $484,355
which included benefits such as deferred compensation, housing, stipends, car allowance, etc.
Based on that compensation the severance payment would equal 1.6 years of total compensation
including all benefits. However, if using only base salary this amount would be equal to 2.4
years of base salary.

Exhibit 6-8
LUMP SUM SEVERANCE PAYMENTS
Severance as
Severance | Base Salary Years of
College Separation Date | Payment At Separation | Base Salary
College of DuPage March 31, 2016 $762,868 $314,034 2.4
John A. Logan College October 17, 2015 $290,000 $177,979 1.6
Moraine Valley Community College June 30, 2012 $380,245 $354,223 1.1
Morton College June 12, 2015 $103,269 $206,538 0.5

Note: * While the president at the College of DuPage was scheduled to receive the severance package in March
2016, a new Board of Trustees voted in October 2015 to terminate his employment without any additional
compensation.

Source: OAG analysis of Illinois Community Colleges data.

The separation agreement for the College of DuPage president was approved by the
Board on January 28, 2015, and the president was scheduled to leave the College in March 2016,
more than one year later. According to the College of DuPage president’s employment
agreement’s fourth addendum, on April 25, 2014, the President had expressed an interest in
retiring effective March 31, 2016. The President informed the Board in a January 20, 2015 letter
that he would retire as President of the College of DuPage at the close of business on March 31,
2016.

PUBLIC ACT 99-482

Public Act 99-482, effective September 22, 2015, amended the Illinois Public
Community College Act by adding a section limiting employment agreements. The Act now
requires:

e A contract with a determinate start and end date that may not exceed 4 years.

e A contract may not include any automatic rollover clauses, and all renewals or
extensions of contracts must be made during an open meeting of the board.

e Public notice, in a form as determined by the State Board (lllinois Community
College Board), must be given of an employment contract entered into, amended,
renewed, or extended and must include a complete description of the action to be
taken, as well the contract itself, including all addendums or any other documents that
change an initial contract.
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The Act also requires that severance packages under the contract may not exceed one
year’s salary and applicable benefits. However, the Act does not define what should be included
as applicable benefits.
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Chapter Seven

FOUNDATION TRANSACTIONS

CHAPTER CONCLUSIONS

House Resolution No. 55 asked the Auditor General to determine, based on records
obtained from the College of DuPage, the amount and purposes of all transactions occurring in
Fiscal Years 2009 and 2010 between the College of DuPage and the College of DuPage
Foundation and whether those transactions followed all applicable laws, policies, and
procedures. The College implemented a new accounting system in FY2011. Consequently,
obtaining detailed information regarding transactions between the Foundation and the College
for FY2009 and FY2010 was problematic.

According to the records provided by the College of DuPage, support from the
Foundation increased from over $270,000 during FY2009 to almost $1 million for FY2010. This
was due primarily to an increase in program support (academic and athletic support) by the
Foundation, including $473,273 for facilities construction. For payments from the College to the
Foundation, funds were relatively the same each year, only increasing from $73,340 in FY2009
to $75,548 in FY2010.

We reviewed a sample of 20 transactions between the College and the Foundation for the
period FY2009-FY2010. We reviewed 10 transactions in which funds were sent from the
College to the Foundation and 10 transactions in which funds were sent from the Foundation to
the College.

Because of the age of these transactions and because a different accounting system was
used by the College during the time period specified in House Resolution No. 55, the College of
DuPage Department of Financial Affairs officials had to manually compile records from the
prior accounting system to identify these transactions. The manual review involved searching
through reports and general ledger activities to find transactions that involved the College and
the Foundation. The College of DuPage was not always able to provide documentation of
transactions between the College and the Foundation for the period FY2009-FY2010. The
College’s records retention policy only requires cash receipts to be retained for two years.

TRANSACTIONS BETWEEN THE COLLEGE AND FOUNDATION

House Resolution No. 55 asked the Auditor General to determine, based on records
obtained from the College of DuPage, the amount and purposes of all transactions occurring in
Fiscal Years 2009 and 2010 between the College of DuPage and the College of DuPage
Foundation and whether those transactions followed all applicable laws, policies, and
procedures.

Established as a 501(c)(3) not-for-profit in 1967, the College of DuPage Foundation
raises money and in-kind gifts to increase access to education and to enhance cultural
opportunities for the surrounding community. According to the College of DuPage Fiscal Year
2014 Comprehensive Annual Financial Report (CAFR), the Foundation had net assets of
$14,471,052 as of June 30, 2014.
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We reviewed the Illinois Public Community College Act for requirements regarding
transactions between community colleges and foundations and found that there are no specific
requirements. We also reviewed the Board of Trustees Policy Manual and the College’s
Administrative Procedures Manual but could not find any requirement that specifically discusses
transactions between the Foundation and the College.

We obtained a June 22, 2009, Memorandum of Understanding between the College and
the Foundation that lists the Foundation’s responsibilities and relationship to the College and the
College’s responsibilities and relationship to the Foundation.

Foundation responsibilities include:

conducting fundraising efforts;

cultivating donors;

having an annual audit conducted;

providing money for new program development;

providing scholarships;

maintaining and managing an endowment;

e paying or reimbursing the College President for expenses related to fundraising
activities; and

e otherwise advancing the College/Foundation.

The College’s responsibilities include:

e providing office space for the Foundation;

paying for the Foundation’s expenses for printing and promotional materials in
connection with fundraising activities;

assisting in marketing services;

providing information technology support;

helping to pay the salaries of Foundation employees;

assigning College personnel to assist the Foundation; and

providing an accurate accounting of expenses that will be paid from Foundation
resources.

Fiscal Year 2009-2010 Transactions

The College implemented a new accounting system in FY2011; consequently, obtaining
detailed information regarding transactions between the Foundation and the College for FY2009
and FY2010 was problematic. On July 1, 2010, the Finance Office transitioned over from a
mainframe financial system to an ERP (Enterprise Resource Planning) system. ERP is business
process management software that allows an organization to use a system of integrated
applications to manage the business. Because of the age of these transactions and because a
different accounting system was used by the College during the time period specified in House
Resolution No. 55, the College of DuPage Department of Financial Affairs officials had to
manually compile records from the prior accounting system to identify these transactions. The
manual review involved searching through electronic reports and general ledger activities to find
transactions that involved the College and the Foundation.

According to the records provided by the College, support from the Foundation increased
from over $270,000 during FY2009 to almost $1 million for FY2010 (see Exhibit 7-1). This was
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due primarily to an increase in program support, including $473,273 for facilities construction.
Meanwhile the payments from the College to the Foundation stayed basically the same, only
increasing from $73,340 in FY2009 to $75,548 in FY2010. The transactions provided do not
include in-kind contributions to and from the Foundation. Based on the data provided by the
College, we identified several different types of transactions.

Funds Received by the College from the Foundation

The Foundation receives funds
from various sources which can be used
to provide support to the College. One
type of transaction identified in the
information provided by the College
involves cash received from the
Foundation in the form of scholarships.
As is shown in Exhibit 7-1, the
Foundation provided $212,741 in
scholarships in FY2009 and $275,885 in
scholarships in FY2010.

The Foundation also provided
funds to the College in the form of
program support. This includes money to
support theater and musical performance
as well as athletic and academic support.
The amount provided by the Foundation
for program support increased from
$60,000 in FY2009 to $684,273 in
FY2010, according to the manually
compiled information provided by the
College. Our review of documentation
showed that $473,273 in foundation
support for FY2010 ($300,000 for

Athletic Support and $173,273 for Academic Support Center Support) was provided for

construction purposes.

Funds Paid to the Foundation by the College

Exhibit 7-1

SUPPORT FROM THE FOUNDATION
TO THE COLLEGE

Fiscal Years 2009-2010

FY2009 FY2010

Foundation Support

Scholarships Received $212,741 | $275,885
Program Support

Buffalo Theatre $6,000

“Friends of MAC”

(McAninch Arts Center $5,000

Donor & Volunteer

Activities)

MAC Operations $20,000 $70,000

MAC Touring - $90,000

New Philharmonic $20,000 $40,000

Nursing Support $20,000 -

Athletics Support - $300,000

Academic Support Center

Support - $173,273
Total Program Support $60,000 | $684,273
Total Received from
Foundation $272,741 | $960,158

Source: College of DuPage Department of Financial

Affairs.

The information provided by the College included two types of payments made by the
College to the Foundation. These include deposits “Due To” Foundation payments and other

cash payments.

99




PERFORMANCE AUDIT — COLLEGE OF DUPAGE

Deposits classified as “Due To”

Foundation payments were transactions Exhibit 7-2

that were recorded as a reduction in PAYME';TOS,\ATSHITEHCEOFL?_EZEAT'ON
receivables. These transactions totaled Fiscal Years 2009-2010

$57,389 in FY2009 and $30,039 for

FY2010 (see Exhibit 7-2). According to ;ﬁpzs?:sﬁaofg?rgt" FY2009 FY2010
College officials, during the course of FoSndation Payments $57,389 $30,039
the year the College may receive funds Other Cash Payments to

that will later be remitted to the Foundation $15,951 $45,509
Foundation (i.e., a donation that was Total Paid to

written to the College instead of the Foundation $73,340 $75,548
Foundation). Instead of the College Source: College of DuPage Department of Financial

sending those checks to the Foundation, Affairs.

those deposits are remitted to the
Foundation as a reduction in the Foundation Receivable Account. For example, if in one month
the Foundation owes the College $15,000 and the College owes the Foundation $2,000, Financial
Affairs would deduct $2,000 from the amount the Foundation owes and the Foundation would
pay the College $13,000 instead of $15,000. From our review, two reasons for receivables
reductions appear to be donations received and refunds of awarded scholarships.

Other cash payments to the Foundation were payments for payroll deductions and other
deposits due to the Foundation. These payments from the College to the Foundation totaled
$15,951 for FY2009 and $45,509 for FY2010.

Testing Foundation Transactions

We reviewed a sample of 20 transactions between the College and the Foundation for the
period FY2009-FY2010. We reviewed 10 transactions in which funds were sent from the
College to the Foundation and 10 transactions in which funds were sent from the Foundation to
the College.

We reviewed 10 transactions for a total of $43,891 that involved funds sent from the
College to the Foundation. For these transactions we were able to obtain documentation
including an invoice. These transactions were generally for donations/revenues received that
needed to be paid to the Foundation. Documentation provided by the College also included a list
of the donations or revenues received.

In one instance, there was no Vice President signature included on an invoice which was
for $2,250. The College of DuPage Administrative Procedures Manual (Procedure 10-65)
requires that check requests must be approved by the department’s authorized signer. Any Check
Request for over $1,000 requires the approval of the applicable division Vice President.
However, according to responses from College officials, the College did not have a formal check
request policy in place prior to January 22, 2014 (Procedure 10-65). On January 12, 2009, there
was an official communication from the College President to College personnel requiring all
expenditures over $500 to be approved by the area Vice President. In July 2008 when the check
was issued, the $500 limit did not apply. Therefore, the only approval required was a signature
by an “authorized signer” and the Art Center Director at that time signed the request as the
authorized signer.
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The College of DuPage was not always able to provide documentation of transactions
between the College and the Foundation for the period FY2009-FY2010. We also reviewed 10
transactions totaling $832,327 involving funds sent from the Foundation to the College. The
College’s records retention policy only requires cash receipts to be retained for two years.
For these transactions, in many cases there was little detailed information available. The 10
transactions we reviewed were generally for adjustments to scholarships/financial aid, program
support, and construction.
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HOUSE RESOLUTION 55

WHEREAS, The College of DuPage is a public community

college district in the State of Illinois; and

WHEREAS, The Board of Trustees, the governing body of the
college, enacts policies and plays an integral role in

overseeing the activities and operations of the college; and

WHEREAS, The Board of Trustees appoints a President to
organize and manage the college within the parameters set by

Board policies; and

WHEREAS, The College of DuPage recently approved a $763,000

severance package for its current President; and

WHEREAS, News reports have raised questions concerning the

College of DuPage's expenditures of public moneys; and

WHEREAS, The College of DuPage is not a State agency; and

WHEREAS, The Illinois Constitution 1limits the Auditor
General's audit authority to "public funds of the State" and
case law has interpreted that phrase to mean only those funds
directly appropriated or otherwise authorized by the General

Assembly following the Governor's preparation and submission
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of the State budget; and

WHEREAS, The Intergovernmental Cooperation Act allows that
"one or more public agencies may contract with any one or more
other pubklic agencies to perform any governmental service,
activity or undertaking or to combine, transfer, or exercise
any powers, functions, privileges, or authority which any of
the public agencies entering into the contract is authorized by

law to perform ... "; and

WHEREAS, The General Assembly wishes for the Auditor
General to conduct a performance audit of the College of

DuPage; therefore, be it

EESOLVED, BY THE HOUSE OF REPRESENTATIVES OF THE
NINETY-NINTH GENERAL ASSEMBLY OF THE STATE OF ILLINGCIS, that
the Auditor General is directed to conduct a performance audit
of the College of DuPage by entering into an intergovernmental
agreement with the College of DuPage that sets forth the scope

of the audit; and be it further

RESOLVED, That the audit include, but not be limited to,
the feollowing determinations:
(1) the College of DuPage's sources of revenues during
Fiscal Years 2011 through 2014;

(2) the College of DuPage's expenditures, by broad
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category, during Fiscal Years 2011 through 2014;

(3) the amcunt, purpose, and uses of General Obligation
Bonds issued by the College of DuPage in 2007, 20098, 2011,
and 2013;

(4) whether, during Fiscal Years 2011 through 2014, the
Board met its fiduciary responsibilities required by Board
policy, including annually evaluating the College
President, annually reviewing the financial performance of
the College and causing an audit to be made, adopting the
annual financial plan of the College, adopting a
comprehensive Strategic Long Range Plan, and reviewing the
President's annual report on the cutcomes of the College:

(5) whether the Beoard 1is meeting its fiduciary
regponsibilities and ensuring compliance with the Public
Community College Act and Board pelicies, including those
related to the investment of College funds, procurements
and contracts, construction activities, and budget
transfers;

(6) whether the compensation and severance packages
provided to the College of DuPage President are comparable
to compensation and severance packages provided to
Presidents of other Illinois Community Colleges, and
whether changes to the College President's compensation
package are properly approved; and

{(7) based on records obtained from the College of

DuPage, the amount and purposes of all transactions
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occurring in Fiscal Years 2009 and 2010 between the College
of DuPage and the College of DuPage Foundation and whether
those transactions followed all applicable laws, policies,

and procedures; and be it further

RESOLVED, That the College of DuPage is responsible for
paying the Auditor General's costs in conducting this audit;

and be it further

RESOLVED, That the Ceollege of DuPage, the Illinois
Community College Board, and any other entity having
information relevant to this audit cooperate fully and promptly
with the Auditor General's Office in its conduct; and be it

further

EESOLVED, That the Auditor General commence this audit as
soon as possible and report his findings and recommendations
upon completion in accordance with the provisions of the

Tllineois State Auditing Act.
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Appendix B

AUDIT SCOPE AND
METHODOLOGY

House Resolution No. 55 (see Appendix A) directed the Auditor General to conduct a
performance audit of the College of DuPage by entering into a memorandum of understanding
with the College of DuPage that sets forth the scope of the audit. House Resolution No. 55 asked
the Auditor General to review:

Revenues and expenditures of the College for the period Fiscal Years 2011-2014;
General Obligation Bonds issued by the College in 2007, 2009, 2011, and 2013;
Fiduciary responsibilities of the College’s Board of Trustees;

Compliance with the Public Community College Act and Board policies;
Compensation and severance packages provided to the community college Presidents;
and

e Transactions between the College of DuPage and the College of DuPage Foundation
for Fiscal Years 2009 and 2010.

This audit was conducted in accordance with generally accepted government auditing
standards and the audit standards promulgated by the Office of the Auditor General at 74 llI.
Adm. Code 420.310. 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. Initial work began on the audit in
July 2015. A memorandum of understanding was signed by the College on July 1, 2015. An
entrance conference was held July 28, 2015, and fieldwork was concluded April 30, 2016.
Follow-up work to clarify issues, obtain additional documentation, and obtain responses from the
College to testing, continued until June 30, 2016.

In conducting the audit, we reviewed applicable statutes, rules, and the College’s policies
and procedures. We reviewed compliance with those laws and policies to the extent necessary to
meet the audit’s objectives. Any instances of non-compliance we identified are noted as
recommendations in this report.

We assessed risk by reviewing financial and internal audits of the College of DuPage and
reviewing other internal documents including the policies and procedures of the Board and
College. We also reviewed Board meeting minutes and information packets. We reviewed
management controls related to the audit objectives. The audit reports any weaknesses identified
in those controls and includes them as recommendations.

In January 2015, the College of DuPage Board of Trustees approved a $762,868
severance package to then President Robert L. Breuder. The approval of the severance package
led to media reports and allegations of extravagant spending and awarding contracts on a
noncompetitive basis to businesses connected to the College’s Foundation. These allegations in
turn led to multiple investigations by State, local, and federal officials. The College provided
auditors with a summary of current investigations as part of our initial documents request. In
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accordance with guidance provided by section 6.35 of the Government Auditing Standards (2011
Revision) this information was used to assess risk for the audit. We attempted to avoid any
interference with ongoing investigations or legal proceedings in conducting our audit work.

During the audit, we reviewed Board meeting minutes and packets. We also interviewed
officials from the College of DuPage to identify key decision points and areas related to the
audit’s objectives. During the audit period the College’s President, Treasurer, and Controller
were placed on leave prior to the entrance conference in July 2015 and were later terminated.
The Executive Director of the College’s Foundation also went on leave and subsequently left
employment with the College during the audit. In some cases information was provided to
auditors by financial consultants or the legal counsel that were hired by the Board. The financial
consultants were in turn replaced during the audit by an interim Treasurer and an interim
Controller. Because the financial consultants, legal counsel, and interim Treasurer and
Controller were not employed with the College during the audit period reviewed, there is a risk
that they may have lacked the institutional knowledge to identify key documentation or
personnel to obtain documentation related to the audit’s objectives.

We met with officials from the Illinois Community College Board (ICCB). The Illinois
Community College Board provided auditors with information related to community college
president salaries and compensation. The Illinois Community College Board also helped
auditors facilitate the collection of information related to employment contracts and severance
packages received by community college Presidents. Lastly, we reviewed capital project
information submitted to the ICCB by the College of DuPage.

We obtained the revenues and expenditures information presented in this report by
reviewing the Comprehensive Annual Financial Report (CAFR) and financial audits of the
College of DuPage for the period FY2011-FY2014. We also performed procedures that
provided a sufficient basis for using that work. We reviewed the audit reports and working
papers related to those financial audits to obtain evidence concerning the auditors’ qualifications
and independence and to ensure that the scope, quality, and timing of the audit work performed
was adequate for reliance in the context of our audit objectives. From our review of the financial
audit reports and workpapers, we believe that the procedures performed provided reasonable
assurance that expenditures and revenues presented in those reports can be relied upon.

Testing and Analytical Procedures

During the audit we reviewed samples of budget transfers, foundation transactions,
procurements, and construction contracts. We reviewed these samples to determine whether
there were controls in place for the use of these funds, and whether these transactions were in
compliance with the Public Community College Act (110 ILCS 805 et. seq.) and the College’s
policies. We also reviewed general obligation bond documentation to determine the amount and
purpose of bonds issued. Random sampling was not used; therefore, the results of our sampling
cannot be projected to the population.

Budget Transfers

We reviewed budget transfers to assess whether the Board was meeting its fiduciary
responsibilities and whether the transfers were in compliance with the Illinois Public Community
College Act and the Board’s policies. College officials provided a download of all budget
transfers made for the period FY2011 through FY2014. According to information provided by
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College officials, during the four-year period there were 3,562 budget transfers involving 34,842
individual transactions for a total of more than $460 million. We reviewed a judgmental sample
of 20 budget transfers, including the 10 largest transfers from FY2011 to FY2014 to determine
the process used for approval of budget transfers and whether it complied with the College’s
policies and the Act.

Foundation Transactions

Based on records obtained from the College of DuPage, we reviewed the amount and
purposes of all transactions occurring in Fiscal Years 2009 and 2010 between the College of
DuPage and the College of DuPage Foundation and whether those transactions followed all
applicable laws, policies, and procedures. Because of the age of these transactions and because a
different accounting system was used by the College during the time period specified in House
Resolution No. 55, the College of DuPage Department of Financial Affairs officials had to
manually compile records from the prior accounting system to identify these transactions. The
manual review involved searching through electronic reports and general ledger activities to find
transactions that involved the College and the Foundation. Because the information was
compiled manually, there is a possibility that transactions may have been missed.

We reviewed a sample of 20 transactions between the College and the Foundation for the
period FY2009-FY2010. We reviewed 10 transactions for a total of $43,891 that involved funds
sent from the College to the Foundation. We also reviewed 10 transactions totaling $832,327
involving funds sent from the Foundation to the College.

Procurements and Contracts

We reviewed procurements and contracts to assess whether the Board was meeting its
fiduciary responsibilities and whether the procurements and contracts were in compliance with
the Public Community College Act and the Board’s policies. Because the College could not
provide a list of all contracts, we judgmentally selected 10 procurements over $25,000 for each
year for the period FY2011-FY2014. In total we reviewed 40 procurements from 40 different
vendors for a total of $3,810,237. For procurement and contract testing, no procurements from
the Operations & Maintenance (Restricted) Fund were selected because these were construction
related projects and contained bond funds.

Bonds and Construction

We reviewed bonds that were issued for 2007, 2009, 2011, and 2013 to assess the
amount, purpose, and use of those funds. We reviewed documentation related to the bonds that
were issued to assess the amount and purpose of those funds. According to information we
obtained, the College issued a total of $366.5 million in general obligation bonds during the
periods specified.

Proceeds from bonds were held by the College of DuPage in the O & M (Restricted)
Fund. The O & M (Restricted) Fund however also held other monies, such as construction fees
paid by students as part of the tuition each semester. The College of DuPage could not provide
information that would break out which project payments were funded with which bonds issued
and which were funded using the student fees and other money deposited into the fund. In
addition, the information provided regarding construction project expenditures does not track
which bonds proceeds (for example 2011A Bonds) were used for each project.
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To assess the use of bond funds, the College of DuPage provided auditors with two
spreadsheets related to bond expenditures. The first was for the period FY2008-2010 and was
taken from the College’s old accounting system. The second spreadsheet was for the period
FY2011-2015 and was taken from the College’s current accounting system.

Because bonds reviewed as part of this audit were for 2007, 2009, 2011, and 2013, we
selected all building projects with over $5 million in expenditures between FY2008 and FY2015
for a more detailed review. From project and expenditure information provided by the College
we determined that construction for projects for FY2008-FY2015 totaled $486.5 million. We
reviewed 12 building projects totaling $403.7 million for the period FY2003-FY2015 including
the costs for architecture/engineering, construction management, and total costs. Total project
expenditures according information provided by the College for that same period were $486.5
million. We did not review subcontracts or change orders as part of our testing.
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Appendix C
Salary & Benefits for Community College Presidents

FY2014
Base Employee Retirement Total

College Salary Benefits | Annuities | Enhancements | Bonus | Compensation
Black Hawk College | $180,250 $10,602 $0 $0 | $13,819 $204,671
Carl Sandburg
College $173,500 $11,062 $0 $0 | $17,898 $202,460
CCC District Office $250,000 $437 $0 $0 | $44,803 $295,240
College Of DuPage $292,739 | $127,772 $0 $74,581 $0 $495,092
College Of Lake
County $241,118 $60,765 | $21,150 $0 $0 $323,033
Danville Area
Community College $174,403 $34,421 $0 $6,000 $0 $214,824
Elgin Community
College $260,000 $91,283 | $10,000 $0 $0 $361,283
Frontier Community
College $124,473 $13,169 $0 $0 | $42,135 $179,777
Harold Washington
College $184,783 $570 $0 $0 $8,960 $194,313
Harold Washington
College $184,783 $858 $0 $0 $550 $186,191
Harry S. Truman
College $170,000 $473 $0 $0 $7,779 $178,252
Heartland
Community College $192,151 $9,694 $0 $0 $0 $201,845
Heartland
Community College $192,151 $12,098 $0 $0 | $20,766 $225,015
Highland
Community College $139,860 $34,623 | $14,500 $0 $0 $188,983
Illinois Central
College $241,143 $88,316 | $23,000 $0 | $39,050 $391,509
Illinois Eastern
District Office $178,721 $30,366 $0 $0 $7,389 $216,476
Illinois Valley
Community College $182,867 $34,737 $0 $0 $0 $217,604
John A. Logan
College $188,638 $10,266 $0 $0 $0 $198,904
John Wood
Community College $107,077 $11,786 $0 $0 | $11,889 $130,752
John Wood
Community College $140,500 $9,733 $0 $0 | $6,620 $156,853
Joliet Junior College $196,270 $18,673 | $10,000 $0 | $2,287 $227,230
Kankakee
Community College $190,614 $62,780 | $15,000 $0 $0 $268,394
Kaskaskia College $193,051 $9,551 $0 $0 $0 $202,602
Kennedy-King
College $170,000 $473 $0 $0 $7,600 $178,073
Kennedy-King
College $152,174 $20 $0 $0 $250 $152,444
Kishwaukee College | $173,881 $12,562 $0 $0 | $23,910 $210,353
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Base Employee Retirement Total

College Salary Benefits | Annuities | Enhancements | Bonus | Compensation
Lake Land College $180,000 $18,703 $0 $0 $0 $198,703
Lewis And Clark
Community College $279,661 $97,598 |  $46,000 $0 $0 $423,259
Lincoln Land
Community College $231,420 $44,636 $49,992 $0 | $34,048 $360,096
Lincoln Trail
College $112,203 $2,970 $0 $0 $0 $115,173
Lincoln Trail
College $119,881 $10,476 $0 $0 $0 $130,357
Malcolm X College $170,000 $536 30 $0 $5,750 $176,286
McHenry County
College $211,013 $9,916 $0 $0 $0 $220,929
Moraine Valley
Community College $212,688 $18,785 $7,500 $0 | $28,772 $267,745
Morton College $206,538 $0 $0 $0 $0 $206,538
Oakton Community
College $259,066 $9,936 $0 $0 | $79,378 $348,380
Olive-Harvey
College $170,000 $681 30 $0 $5,175 $175,856
Olive-Harvey
College $184,783 $245 $0 $0 $1,200 $186,228
Olney Central
College $124,473 $13,187 $0 $0 $7,457 $145,117
Parkland College $218,106 $41,446 $0 $0 | $21,770 $281,322
Prairie State College $1,644 $0 $0 $0 $0 $1,644
Prairie State College $192,050 $0 $0 $0 $0 $192,050
Rend Lake College $169,950 $11,855 $0 $0 | $12,000 $193,805
Richard J. Daley
College $184,783 $3,338 $0 $0 | $13,038 $201,159
Richland
Community College $214,724 $44,759 $0 $0 | $36,000 $295,483
Rock Valley College $130,105 $22,765 $1,000 $0 $6,348 $160,218
Rock Valley College $109,968 $28,615 $6,750 $100,000 $0 $245,333
Sauk Valley
Community College $170,620 $41,485 $0 $0 | $19,336 $231,441
Shawnee
Community College $126,640 $8,191 $0 $0 $0 $134,831
South Suburban
College $183,750 $5,780 30 $0 $0 $189,530
Southeastern Illinois
College $148,217 $26,458 $0 $0 $0 $174,675
Southwestern
Illinois College $168,406 $21,499 $0 $0 | $16,100 $206,005
Spoon River College $106,600 $11,500 $0 $0 $8,440 $126,540
Triton College $244,827 $0 $0 $0 $0 $244,827
Wabash Valley
College $124,473 $13,169 30 $0 $6,497 $144,139
Waubonsee
Community College $232,480 $38,240 $12,000 $0 $0 $282,720
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Base Employee Retirement Total
College Salary Benefits | Annuities | Enhancements | Bonus | Compensation
Wilbur Wright
College $184,783 $568 $0 $0 $5,250 $190,601
William Rainey
Harper College $260,969 $65,983 $0 $0 | $50,000 $376,952

Note: For some colleges there may be more than one number presented because there was more than one president during the
year. CCC District Office is the City Colleges of Chicago which includes Harold Washington College, Harry S. Truman College,
Kennedy-King College, Malcom X College, Olive-Harvey College, Richard J. Daley College, and Wilbur Wright College.
Illinois Eastern District Office includes four community colleges: Lincoln Trail Community College, Olney Central Community
College, Frontier Community College, and Wabash Valley Community College. Information presented in this appendix was self
reported by the colleges to the Illinois Community College Board and is unaudited.

Source: lllinois Community College Board.
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Appendix D

Bond Expenditures and Construction Projects
Fiscal Years 2003-2015
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Appendix D
Expenditures by Project
FY2003-FY2015

Project | FY2003-FY2007 | FY2008 FY2009 | FY2010
Referendum 1

#718 Carol Stream $2,679,559 $0 $0 $0

Regional Center

#719 Northwest $6,400 $0 $0 $0

Regional Center

#723 Satellite Dish Farm $427,943 $34,311 $17,663 $0

Relocation

#724 Master Space Plan $5,282,563 $1,483,586 $1,495,262 $930,274

#725 Parking & $598,864 $3,350,484 $3,050,325 $159,025

Roadway

#726 Early Childhood $6,514,343 $143,210 $247,014 $107,859

Educational Center

(ECEC)

#727 Berg Instructional $110,558 $1,038,093 $4,149,627 | $29,481,578

Center (BIC) renovation

#728 Technology $2,368,408 | $19,591,083 $22,731,491 $4,154,486

Educational Center

(TEC)

#729 Health and $5,456,287 | $27,795,013 $20,089,401 $3,869,934

Science Center (HSC)

#736 Parking - Phase 2 $13,057,632 $2,084,770 $254,919 -$27,922

#739 Naperville $109,468 $840,345 $14,496 $0

Regional Center -

Cosmetology

#740 Infrastructure $1,412,288 $1,848,263 $816,825 $102,538

#741 Graphic Arts $0 $7,578 $104,241 $981,547

(MAC)

#742 DuPage $154,661 $0 $0 $0

Convalescence

#743 | 757 Athletic Field $2,134,907 $15,669 $941,305 $3,834,369

Improvement

#744 Auxiliary Storage $338,387 $0 $0 $0

(MAC)

#745 Soccer Fields $14,465 $26,831 $0 $4,761

#746 Parking - Phase 1 $1,753,398 $11,019 $0 $92

#747 Glen Ellyn $151,714 $17,750 $6,411 $96,653

Planned Unit

Development

#748 Relocate $2,031,761 $4,480 $0 $0

Detention Pond & Temp

Parking

#750 Community $117,832 $20,560 $3,520 -$3,520

Garden

#751 Storm Water $99,010 $405,956 $217,026 -$5,724
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Appendix D

Expenditures by Project

FY2003-FY2015

FY2011 | FY2012 FY2013 | FY2014 | FY2015 | Grand Total!
Referendum 1

$0 $0 $0 $0 $0 $2,679,559
$0 $0 $0 $0 $0 $6,400
$0 $0 $0 $0 $0 $479,916
$89,053 $0 $0 $0 $0 $9,280,738
$0 $0 $0 $0 $0 $7,158,698
$0 $0 $0 $0 $0 $7,012,427
$38,501,282 $29,613,481 $4,522,130 $173,489 $0 $107,590,237
$97,032 -$14,781 $0 $0 $0 $48,927,719
$346,946 -$71,875 $0 $0 $0 $57,485,705
-$60,179 $0 $0 $0 $0 $15,309,220
$0 $0 $0 $0 $0 $964,309
$124,291 $24,351 $0 $0 $0 $4,328,556
$0 $0 $0 $0 $0 $1,093,367
$0 $0 $0 $0 $0 $154,661
-$271,149 $83,967 $0 $0 $0 $6,739,068
$0 $0 $0 $0 $0 $338,387
$0 $0 $0 $0 $0 $46,057
$0 $0 $0 $0 $0 $1,764,509
$80,320 $1,098 $0 $0 $0 $353,946
$0 $0 $0 $0 $0 $2,036,241
$0 $0 $0 $0 $0 $138,392
$0 $0 $0 $0 $0 $716,269
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Appendix D

Expenditures by Project

FY2003-FY2015

Project | FY2003-FY2007 | FY2008 FY2009 | FY2010
Referendum 1

#752 Site Analysis $155,410 $7,820 $91,287 $50,291

#755 West Campus $0 $3,508 $3,508 $0

Community Center

#758 Signage $0 $0 $0 $768,980

#759 Move $0 $0 $294,475 $781,137

Management

#760 Culinary Arts $0 $0 $0 $2,564,192

Center

#761 Homeland $0 $0 $0 $2,392,849

Security Center

#764 Demobilize $0 $0 $0 $0

Trailers

#765 HSC Landscape $0 $0 $0 $1,320,727

#767 SRC Exterior $0 $0 $0 $40,563

Wall

#770 Landscape $0 $0 $2,828 $843,034

#771 Special Initiatives $0 $0 $0 $0

Bond Issue $14,927 $0 $0 $0

Campus Site Ref #1 $0 $0 $0 $0

Referendum 1 Totals? $44,990,783 $58,730,327 $54,531,622 $52,447,724
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Appendix D
Expenditures by Project
FY2003-FY2015

FY2011 FY2012 FY2013 | FY2014 | FY2015 | Grand Total!
Referendum 1

$25,061 $124,674 $0 $0 $0 $454,542

$0 $0 $0 $0 $0 $7,015

$715,507 $929,728 $225,857 $447,697 $184,146 $3,271,915

$0 $0 $0 $0 $0 $1,075,612

$24,194,327 | $3,653,767 $34,618 $40,868 $54,201 | $30,541,973

$18,879,535 | $3,124,613 $23,236 $0 $0 | $24,420,233

$0 $10,197 $0 $0 $0 $10,197

$289,274 $85,000 $0 $0 $0 $1,695,001

$458,098 |  $3,398,265 $77,759 $0 $0 $3,974,685

$3,200,959 |  $1,450,746 $16,416 -$50,000 $0 $5,463,982

$0 $10,000 $202,389 $282,221 -$27,074 $467,536

$0 $0 $0 $0 $0 $14,927

$0 $0 $91,395 $3,659,572 $17,793 $3,768,760

$86,670,355 | $42,423,230 $5,193,800 $4,553,847 $229,066 | $349,770,755
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Appendix D
Expenditures by Project
FY2003-FY2015

Project | FY2003-FY2007 | FY2008 | FY2009 | FY2010
Referendum 2

#800 Student Resource $0 $0 $0 $0

Center (SRC)

#801 Seaton Computing $0 $0 $0 $0

Center (SCQC)

#802 McAninch Arts Center $0 $0 $0 $0

(MAC)

#803 Physical Education $0 $0 $0 $0

Center (PE)

#804 Site & Ground $0 $0 $0 $0

(Campus Wide)

#805 Infrastructure (Campus $0 $0 $0 $0

Wide)

#806 Homeland Security - $0 $0 $0 $0

Phase |l

#807 Parking - West $0 $0 $0 $0

Campus

# 808 Naperville Regional $0 $0 $0 $0

Center

#809 Campus Maintenance $0 $0 $0 $0

Center (CMC)

#811 Athletic Facilities $0 $0 $0 $0

#813 SRC - South Lobby $0 $0 $0 $0

Glass

#814 SRC - South Lobby $0 $0 $0 $0

Hallway

#818 Campus Artwork $0 $0 $0 $0

#820 Parking-West Campus $0 $0 $0 $0

PE

Demolition $0 $0 $0 $0

Campus Site Ref #2 $0 $0 $0 $0

Irrigation & Drainage $0 $0 $0 $0

FY14-Site,Infra,&Pkg $0 $0 $0 $0

Improvements

Referendum 2 Totals? $0 $0 $0 $0

Construction Projects $44,990,783 | $58,730,327 $54,531,622 | $52,447,724

Total*
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Appendix D
Expenditures by Project
FY2003-FY2015

FY2011 FY2012 | FY2013 | FY2014 | FY2015 | Grand Total
Referendum 2

$0| $3,577,266 | $21,296,107 | $14,379,836 $436,004 | $39,689,213

$0 $308,477 |  $6,291,931 $310,789 -$860 |  $6,910,337

$0| $1,228,977 | $17,572,128 | $14,645,746 $201,139 | $33,647,990

$0| $1,393,452 | $13,339,654 | $10,162,456 $148,685 | $25,044,247

$141,296 | $9,485,013 |  $4,477,330 $0 $0 | $14,103,639

$0 $858,419 |  $2,030,035 $844,968 $535,419 | $4,268,841

$0 $0 $0| $1,024,707 | $13,251,407 | $14,276,114

$82,640 | $7,078,837 $999,996 $64,566 $858 | $8,226,897

$0 $0 $0 $978,520 | $4,797,565 |  $5,776,085

$0 $265,250 | $6,904,539 | $2,167,986 $95,223 |  $9,432,998

$0 |  $1,422,977 $72,258 $429,547 $163,902 |  $2,088,684

$0 $916,722 $504,856 $0 $0| $1,421,578

$0 $587,209 $673,748 -$14,123 $0| $1,246,834

$0 $0 $50,754 $53,762 $0 $104,516

$0 $0| $1,306,112 | $4,167,701 $50,281 |  $5,524,094

$0 $0 $142,834 | $2,555,115| $1,796,593 |  $4,494,542

$0 $0| $1,052,809 -$37,210 -$600 | $1,014,999

$0 $0 $872,731 $210,430 $26,743 | $1,109,904

$0 $0 $0| $1,024,703| $2,351,893 | $3,376,596

$223,936 | $27,122,599 | $77,587,822 | $52,969,499 | $23,854,252 | $181,758,108

$86,894,292 | $69,545,829 | $82,781,622 | $57,523,346 | $24,083,318 | $531,528,863

Note: ! Totals may not add due to rounding.

Source: Accounting System data provided by College of DuPage (unaudited)
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College of DuPage Responses
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425 Fawell Blvd.
(o CO"ege Of Dupage Glen Ellyn, lllinois 60137-6599

Ann E. Rondeau, President (630) 942-2202 phone
(630) 858-2869 fax
rondeau@cod.edu
cod.edu

August 31, 2016
U.S. EXPRESS MAIL
Office of the Auditor General for the State of Illinois
Attn: Mr. Michael Paoni
740 East Ash
Springfield, IL 62703-3154

Dear Mr. Paoni:

On behalf of the College of DuPage (the “College™), I submit herewith for your consideration the
College's responses to the recommendations set forth in the Auditor General's Confidential Draft Report
dated August 16, 2016. If you have any questions regarding those responses, I may be reached at 630-942-
2200.

I would like to thank you and your staff for your time and effort in conducting the audit and meeting

with us on August 26, 2016. We look forward to receiving the final report from your office.

Very truly yours,

SIGNED ORIGINAL ON FILE

Dr. Ann E. Rondean
President, College of DuPage
425 Fawell Blvd.

Glen Ellyn, IL 60137
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College Response to Finding #1
The College agrees with this recommendation.

The College intends to present a new policy on this issue for Board consideration during the fourth
quarter of 2016. The new policy will augment other recent efforts by the College to improve training for
the Board of Trustees (“Board”). Such efforts include formal training on parliamentary procedure {July
2016) and formal ethics training (June and July 2016). In 2017 (the next time new trustees are seated),
the College will also provide a comprehensive orientation program for new trustees.

College Response to Finding #2
The College agrees with this recommendation.

During the majority of the audit period (2009-2014), the Board did not utilize committees. Since April
2015, the Board has taken steps to provide more oversight through the use of committees. As noted in
the Auditor General’s report, the Board established an Audit Committee by policy on August 13, 2015 to
provide independent review and oversight of the government’s financial reporting processes, internal
controls, and independent auditors. The Board also established a Budget Committee on April 30, 2015,
and an Academic Committee in July 2015 (which was formally chartered in November 2015). The Board
will consider revising its policies to reflect the existence of those Committees.

College Response to Finding #3

The College agrees with this recommendation.

College Response to Finding #4
The College agrees with this recommendation.

During the audit period, the Treasurer’s Advisory Committee (“TAC”) met very infrequently. Further,
certain members of the TAC were affiliated with College vendors (and thus, arguably, were interested in
the College’s investment decisions). The College intends to reconstitute a TAC that will meet quarterly
and consist of qualified, disinterested individuals. The College will incorporate this requirement into the
Administrative Procedure Manual. We expect this will be completed by the fourth quarter of 2016.

College Response to Finding #5

The College agrees with this recommendation.
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Since 2015, the College has taken steps to improve the transparency and effectiveness of its investment
management. On February 25, 2016 the Board approved the hiring of an investment adviser to assist
the College with management of funds and compliance with its policy. BMO Global Asset Management
was selected after a highly competitive and transparent process. BMO has been providing (and will
continue to provide) College administrators and the Board with monthly investment reports that reflect
each investment and show whether each category of investment is within Board policy limits.

In addition to providing the monthly investment reports, BMO presented a Quarterly/Annual FY2016
report during the July 28, 2016 Board meeting (attached for reference) and will be asked to provide
regular reports in the future.

College Response to Finding #6

The College agrees with this recommendation.

Since the time period that was audited (FY 2011-2014), the College has taken, and will continue to take,
steps to tighten controls and increase transparency with respect to budge transfers. Since the summer
of 2015, the President has signed all budget transfers of $10,000 and over.

During the fourth quarter of 2016, the Board will consider revised policies that: (1) require disclosure to
the Board (if not pre-approval by the Board) of all budget transfers; (2) define the term “cabinet officer”
{or otherwise modify the term to more accurately identify the individuals who possess and are
accountable for such authority); (3) formalize the existing practice of the President approving transfers
over $10,000; and (4) require written documentation detailing the reason for the transfer(s). The
Budget Manager will ensure that all budget transfers are clearly documented and are not effected
without proper approval. The College will also amend its existing Administrative Policies to ensure that
contingency transfers cannot be effected without prior Board approval.

College Response to Finding #7
The College agrees with this recommendation.

Since the time period that was audited (FY 2011-2014), the College has taken steps to improve controls
in this area. In March 2016, the Board approved the creation of an Office of General Counsel ("OGC”").
The Board is currently interviewing candidates for the position of General Counsel. It is anticipated that
0CG will serve as the repository for all contracts. It is also anticipated that OGC will provide legal review
to ensure that all contracts are consistent with the College’s policies, and that all contracts are properly
executed and accompanied by supporting materials.

The creation of OGC will augment the College’s previous attempts to address this issue. A central
repository for certain categories of College contracts was developed in August 2013, using the
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ImageNow technology. At that time, individuals responsible for initiating contracts within those
categories were required to provide a copy to the Purchasing Department, who would then manually
scan a .pdf version of the contract into the database. In May 2014, a direct e-mail address was
established, linking the e-mailed contracts described above directly into the ImageNow database. In
August 2015, a Purchasing Department Operating Procedure was established, wherein a copy of the
fully executed contract, along with supporting documentation, was required as an attachment to the
associated requisitions. In addition, to ensure contracts were appropriately maintained, the Operating
Procedure required the Vice President of Administration and Treasurer to scan the signed contract into
the contract database for retention.

Effective February 29, 2016, an Official Communication was distributed regarding a newly created
Contract Approval Cover Sheet. Instructions for use of the cover sheet advised the initiator to submit all
contracts, along with a completed cover sheet and other required documents as noted in the
instructions, to the contract database in ImageNow.

College Response to Finding #8
The College agrees with this recommendation.

Since 2015, the College has taken (and will continue to take) steps to improve controls in this area. In
November 2015, the College presented a revised Administrative Procedure 10-60 (which addresses
purchasing) for review. Additional revisions were suggested and a re-revised Procedure 10-60 was
submitted to Cabinet for review on August 22, 2016.

On August 22, 2016, a revised Administrative Procedure 10-95 (which addresses auxiliary fund
professional service contracts) was also submitted to Cabinet for review.

On February 19, 2015, the Purchasing Department implemented a new operating procedure entitled
“Competitive Bid Process: Non-Construction.” The new operating procedure outlines the process for
conducting bid openings, including public reading and recording of bids.

Prior to March 2016, only bids were publicly opened. As of March 22, 2016, however, the College has
required that all RFPs and RFQs be publicly opened, at which time the Respondent names are

announced.

In July 2016, a Bid/RFP Process End User Guide was created, and is now posted on the Purchasing Team
Site on the Employee Portal. This guide describes the public opening process for Bids/RFPs/RFQs.

Procurement files by project are maintained on the shared U drive, accessible by all Purchasing staff.
Each electronic file contains all project documentation. Effective July 1, 2016, the file also contains a
copy of the signed contract received from the initiator.
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The College will not process a requisition submitted for a total value of $25,000 or greater without a
competitive bid/RFP/RFQ process, unless there is a specific exemption as indicated in the Illinois Public
Community College Act Section 3-27.1 or another applicable law/regulation as required by College Policy
and Administrative Procedure 10-60.

In the fourth quarter of 2016, the Board will consider policy changes to specify with more particularity
the College employee(s) (either by name or by title) that are authorized to open bids, and to tighten
compliance with existing policies regarding Board approval of procurements exceeding $25,000 (and
$50,000 for construction).

College Response to Finding #9

The College agrees with this recommendation.

Since the time period that was audited (FY 2011-2014), the Board has taken steps to improve oversight
in this area. Beginning in May 2015, the Board has received monthly reports listing all accounts payable
check disbursements {with the exception of checks issued to students which are covered under the
Family Educational Rights and Privacy Act (FERPA)). No legal invoices, regardless of amount, are paid
without Board approval. In addition to the check registers all vendor invoices through July 2013 can be
found on the College of DuPage website. These invoices are referenced on the check register reports
and also updated on a monthly basis.

A segment of the check register report has been included for reference.

During the fourth quarter of 2016, the Board will consider amending its existing policies to codify this

current practice,

College Response to Finding #10

The College agrees with this recommendation.

Since the transactions that were audited (i.e., the issuance and use of bonds issued between 2007-
2013), the College has taken steps to improve controls in this area.

On April 1, 2015, a Purchasing Department operating procedure for professional service contracts was
implemented. This procedure ensures that professional service vendors are selected through a
competitive proposal process. It is also intended to ensure compliance and consistency in application of
professional services exemptions from a competitive proposal process. In the future, all bond advisory
services (including bond counsel) will be awarded after a competitive process.

The College is also taking steps to define what constitutes a “professional service.” Prior to 2015, the
College did not have any approved list of services that might qualify as “professional services.” In 2015,
College personnel developed a proposed list, which was ultimately submitted to the College’s then-
Senior Vice President Administration and Treasurer. However, the list was not forwarded to the Board.
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That list was re-submitted to the interim Treasurer on August 23, 2016 for review, and eventual
submission to the Board for approval.

In addition, exemption language (as outlined in the Illinois Public Community College Act or Local
Government Professional Services Selection Act) is noted in each applicable report submitted for Board

approval of a contract.

College Response to Finding #11
The College agrees with this recommendation.

The Board Chairman will recommend the creation of a formally-chartered facilities committee in
connection with any significant future capital improvements, as well as the dissemination of monthly
reports on the status of such projects to the Board.

College Response to Finding #12

The College agrees with this recommendation.

Since the time period that was audited (FY 2008-FY 2015), the College has strengthened its controls. In
the future, contracts for construction will not be submitted for Board approval and award unless and
until documentation of ICCB approval has been received.

College Response to Finding #13

The College agrees with this recommendation.

Since the time period that was audited (FY 2008-FY 2015), the College has taken steps to ensure that the
types of practices noted in the Audit Report will not occur again.

On April 1, 2015, a Purchasing Department operating procedure for professional service contracts was
implemented. This procedure ensures that professional service vendors are selected through a
competitive proposal process. It is also intended to ensure compliance and consistency in application of
professional services exemptions from a competitive proposal process. In the future, all contracts for
professional services will be awarded after a competitive process, or prior to approval, the Board will be
requested to approve the professional services based on specific reasoning setting forth the reasons for
the professional service and why a professional services contract involves a high degree of skill and may
be awarded outside the competitive process. At the initiation of any construction project, the method
of contractor selection will be documented and maintained in the project file. At the conclusion of any
project, contractors will be evaluated to determine the level of satisfaction with their services.
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The College is also taking steps to define what constitutes a “professional service.” Prior to 2015, the
College did not have any approved list of services that might qualify as “professional services.” In 2015,
College personnel developed a proposed list, which was ultimately submitted to the College’s then-
Senior Vice President Administration and Treasurer. However, the list was not forwarded to the Board.
That list was re-submitted to the interim Treasurer on August 23, 2016 for review, and eventual
submission to the Board for approval.

In addition, during the fourth quarter of 2016, the Board Chairman will bring forward proposals for
avoiding conflicts of interest in the awarding of contracts (including professional services contracts), and
in the College’s dealings with the COD Foundation. Based on the discussion at the exit interview, the
College understands that this issue was deemed to be outside the scope of House Resolution 55, and
thus, was not examined by the Auditor General (or examined as part of the Auditor General's random
sampling methodology. Nevertheless, the College believes it is important to ensure there are adequate
controls in place with respect to this issue.

College Response to Finding #14
The College agrees with this recommendation.

During the period that was audited (FY 2008-FY 2015), the College did not have any approved list of
services that might qualify as “professional services.” In 2015, College personnel developed a proposed
list, which was ultimately submitted to the College’s then-Senior Vice President Administration and
Treasurer. However, the list was not forwarded to the Board. That list was re-submitted to the interim
Treasurer on August 23, 2016 for review, and eventual submission to the Board for approval.

College Response to Finding #15
The College agrees with this recommendation.

During the fourth quarter of 2016, the College will consider establishing a system of pre-qualifying
potential contractors and vendors and will present a proposal to the Board for consideration.

College Response to Finding #16
The College agrees with this recommendation.

Since the time period that was audited (FY 2008-FY 2015), the College has taken steps to improve
controls in this area.
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Auditor Comment #1

The audit examined construction contracts to address House Resolution No. 55, which asked the Office of
the Auditor General to determine whether the College of DuPage Board of Trustees was meeting its
fiduciary responsibilities and ensuring compliance with the Public Community College Act and Board
policies, including those related to construction activities.

To answer audit determination number five, we selected all building projects with over $5 million in
expenditures between FY2008 and FY2015 for a more detailed review. We reviewed 12 building projects
totaling $403.7 million including the costs for architecture/engineering, construction management, and
total costs. Our review included the selection process used to award the architecture/engineering and
construction manager contracts and whether these contracts were in compliance with the Illinois Public
Community College Act, Board policies, and administrative procedures for those projects. For a detailed
methodology see Appendix B of this report.
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On February 19, 2015, the Purchasing Department implemented a new operating procedure for
Competitive Bid Process — Construction. This operating procedure outlines the process for conducting
the bid process, including the bid opening, public reading, and recording of bids.

Prior to March 2016, only bids were publicly opened. As of March 22, 2016, however, the College has
required that all RFPs and RFQs be publicly opened, at which time the Respondent names are
announced.

In July 2016, a Bid/RFP Process End User Guide was created, and is now posted on the Purchasing Team
Site on the Employee Portal. This guide describes the public opening process for Bids/RFPs/RFQs.

Procurement files by project are maintained on the shared U drive, accessible by all Purchasing staff.
Each electronic file contains all project documentation. Effective July 1, 2016, the file also contains a
copy of the signed contract received from the initiator.

In the fourth quarter of 2016, the Board will consider policy changes to specify the College employee(s)
that are authorized to open bids.

College Response to Finding #17
The College agrees with this recommendation.

Since the time period that was audited (FY 2008-FY 2015), the College has taken (and will continue to
take) steps to improve controls in this area. In 2016, the Board approved the creation of an Office of
General Counsel ("OGC”). The Board is currently interviewing candidates for the position of General
Counsel. It is anticipated that OGC will provide legal review to ensure that all contracts are consistent
with the College’s policies, and that all contracts are properly executed and accompanied by supporting
materials.

The creation of OGC will augment recent changes in purchasing procedures. In August 2015, the
Purchasing Department adopted an operating procedure for contract approvals. Under that procedure,
a copy of a fully executed contract, along with supporting documentation, is required as an attachment
to any associated requisition. This ensures that the Purchasing Department has a fully executed
contract prior to the PO being released.

College Response to Finding #18

The College agrees with this recommendation.

Since 2015, the Board has publicly recited the nature of all final actions and has complied with the Open
Meetings Act. The College recognizes that the Auditor General's examination was limited in scope to
whether the notice and recital requirements of the Open Meetings Act were satisfied for the open
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meetings at which formal addenda were approved (and did not, accordingly, touch upon the legality of
the “Section F extensions,” the term of Dr. Breuder’s contract, whether the terms of that contract
improperly abrogate other elements of the Open Meetings Act in violation of public policy, or other legal
issues affecting that contract). Based on discussion during the exit interview, the College understands
that the Auditor General declined to examine such issues, in part, due to ongoing investigations and
legal proceedings. However, the College has taken steps to ensure that other potential infirmities
associated with Dr. Breuder’s contract are not repeated. Accordingly, the Board has discontinued the
practice of entering into contracts that: (1) exceed the permissible term under lllinois law; and (2)
purport to permit extensions without formal Board action in an open meeting.

Moreover, recognizing the ambiguity of Public Act 99-482 not defining what should be included as
applicable benefits, the new President’s current contract limits the scope of any severance package to
no more than 75% of annual base salary.

College Response to Finding #19

The College agrees with this recommendation.
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Auditor Comment #2

The audit examined the approval of changes to the President’s contract. Section F of the President’s
employment agreement is discussed in detail on pages 87-88 of this report, including that on May 5,
2016, an order was signed by a circuit judge affirming that the Board violated the Open Meetings Act.
Public Act 99-482, effective September 22, 2015, amended the Illinois Public Community College Act
and added language that a contract may not include any automatic rollover clauses, and all renewals or
extensions of contracts must be made during an open meeting of the board (110 ILCS 805/3-65 (b)(3)).
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item XXX
August 18, 2016

COLLEGE OF DUPAGE
REGULARBOARD MEETING

BOARD INFORMATION

SUBJECT

Financial Statements: Schedule of Investments, Operating Funds — Budget
and Expenditures, Operating Cash Available to Pay Annual Operating
Expenses, and Disposal of Capital Assets.

REASCON FOR CONSIDERATION

Provided for Board information.

BACKGROUND INFORMATION

a)

e)

Schedule of Investments — This report is presented to the Board for
information each month. It lists the Schedule of investments for each of
the College's Funds. The report details the purchase and matutity daies
and interest rate eamed.

Operating Funds — Budget and Expenditures — This report is presented to
the Board for information each month. 1t lists the budget-to-actual resuits
for the current fiscal year for the Operating Funds.

Operating Cash Available to Pay Annual Operaling Expenses — This report
is presented 1o the Board for information each month. 1t shows the amount
of operating cash and investments on hand and Board-approved fund
balance restrictions compared to prior year annual operating expenses and
presents the ratio of cash avallable fo annual operating expenses.

Disposal of Capital Asseis - This report is presented to the Board for
information on a quarterly basis. This report lists the reason for the
disposal, focation, number of items and their respective doliar values.

Tax Levy Coliections — This report is presented to the Board for discussion
purposes on a quarterly basis (July, October, January, April). This repont
lists the tax receipts by counties and also by each of the funds that tevy
taxes.

Staff Contact: Kim Michael-Lee, Interim CFO and Treasurer

Scott Brady, interim Controller

152



KIVNINITAId
9102 ‘TE X1IN[ A0 SV
MATAYTAO OI'TOALIOd AINSYVAY.L
A9vdNd A0 399110

153



a8en8ue| 10ex3 10} §5-0T Adljod 01 Jajal Ised|d "Alewwns,

uiniai Aq pamoi|o)
‘Aupinbi Aq pamojjos ‘uopesapisuod Asewid se Ajajes 1no sAe| Adijod e

sagejuaniad 0] se suojlelwl)
UM spund siouljjl ‘@witd 4d ‘LIIE SB 4INS Spunj JUBWISIAUl UIBLIRD e

(Ad1j0d
JJuejeq puny JO %G 01 palwlf) SA0ge IO Yy pajel siayJew Asuow JBYI0 e

(9215 puny |BNINW JO %G> JUDWISIAUL PapIncId) s1axJewl ASuow AInseal] e
(994 01 Yvv) paieJ salioda1ed 7 dol Ul SpPUoq {edADIUNA e

SABp 0/ JO uonRINp WINUIXBIA
(9407 01 Adijod ul paywi) Jaded |e1uawiwiod Alljenb ysiy ujena) e
(9]gej|ed %S UBY} 2J0W OU) $21314NJ3S pPaaljuelend Aj[esapad .

SIUNODJJE Yueq Pazi|ela]e]|0d 10 Paunsu| e

L Ad110d JuBWISBAUL BY] JO SUOIRYIWIT e

U1 1S9AU] Uen) 939[]07) 91 JeYAA JO MIIAIBAQ

154



]

‘PRINIBW UBYM 353133U|
Aed pue wniwaid Jo Junodsip e e 3ydnoq sie yorym Ysded |ersLWWED Fuipnoul ‘SaINIBS UIEHBI SUMO 3d3|0D) — €
‘pousad 1eyl jo pua ay3 1e pue Juiuuidag ayz Je acuejeq [e303 3yl Suisn paie[nojed st ssuejeq poliad adersae 3yl — Z

"aouejeq oljojuuod

pouad a8esane/(sso|/uled pazijeasun g pazijeas snjd awodu| £10Y) :Ag paienojen ‘safed 3uimojjo) uo pue aJay ‘uiniey ~ T

‘A[}1jUn 2Je SBSSO| W3] 0}
p|aY §1 “s19s5e 10 Aliend ySiy UsAI9 ‘suOIIRNIINY 3314d 1xj4ew O} Ajutew anp soiojHiod QNG W0 S9SSO1/SULed pazijealun,

%LEC %LE0 %S0 9% pazijenuUUY
£9T1°6L S | €91°6L S EI8'ShY S (s5071)/uley pazijeaun 7 pazijeay + PISlA IoN
(£€€'g) S l{egg?) § L00°VL S L{s507)/uten pazijeaiun
%Ly 0 %1r0 %150 9,(SSOT1)/UieD) pazi|eay + P|JIA pazZijenuuy
96t'L8 S | 96v'L8 S 908TOE S (sso1)/uten pazieay + PIRIA
(y68°ce) S l{ves'eT) S (6TL’L) S (ss01}/uien pazijeay
%S0 %CS0 %S0 % PI3!A pazljenuuy
06ETTT S| O06ETIT & GESB0E S (PI2IA) PAUILT 1531
0'95¢ S| 095C S 0'8€C S (suolf1wS) aourfeq JUBWISIAU| 2EBISAY
QiAiedsd § 9r/1€/23W | 91/0€/930

"uolljtW 0°95¢S
sem 9oue|eq JUIWISIAUI aBDIaAD BY] "UOH|lW §'H9TS JO ddue|eq JUSUWISIAUY
pup yspbd abpiaap ue pey 9389(|0) 9yl ‘9TOT ‘TE AINf PapuUs Yluow 9y} 104

IJUEBULIOLIDJ JUSUSOAU] JO MIIAIRA()

155



(6'v) $ 6¥97 S 8697 S 8€r S SIUDWIS3AU| 73 4Se) |e10)

[ T1T 601 LT sjuajeAlnbl yse) g Ysed
(1°5) 8'€5T 6'85C 9'9yZ |e101qns
- - - 79T MON UOIEIYM
: - - t£0 Av10S/vYNd
(z0) - 20 - spung ji/ueg sn
) - } 6'S¢ Bunesado W4id
- - - L'EE 15MJ) UI3YMION
- - - St 502 Jueqinn
) - N 00¢Z MON [erdueuly g
{€°0) - €0 09 SAD PAHYL Uy
- - - 0'0c 01j0JH0d S3je7 1B3ID
- - - 99 s3ulAES AH 25840
(o°r) 8'€ST "85 - juawageuey 135Sy QNG
- S - S - S vss S {sapualdy 3,A0D) 1sN1) pajewedjewy

pu3-yiuoA 0} 9T/TE/L 9r/0£/9 ST/0€/9
91 /0€/9 :3duey)
(suoyjrw §) saduefeg duipul AJYIuolA

PUS-JUOWI € aduejeq JUSWISSAUI PUB USED UoI|[IW 6'¥97S <«

Alewiuing soueeq A[UIUuoJA JUSUIISSAU]

156



G “SpUny 48Y30 0} PA1EJO}[B PUB pUNJ UC)IBINPT 3y}

.?.,

3
whin

SEian Ut p|aY 9B SIUBLLIS3AUI pue ysed ‘sasodind Supunodde 104 “aweu 538edNn( Jo 383](0) UI PjRY SUBLIISBAUL PUE SED (10N
560 S sjuaunsaniy/ysod Bunniadp joof
LT ajue|eg pund sasodangd palais1say ppy
(a1 aouejeg spund Adualy 15537
L0 puUny 3JUBUIILIBIA 7§ SUOHRI2DD
LT S pun4 uaEInpy
(suosu ul §) spuny Buiosado L°DES
pun4 @uBuBjUiBIA
\Jw sugeledg
TLLTS i
pun4 uopeEINPY {

/

!

/

S'815
~~pund pajiiisey Wgo
SN : §v$
spaanold puoq VETOZ
: 0 se W -
. FH/LE/LI0 % I -pung paialised W80
P4 J0 11BN ABUoly
AinsealL OING "€0 -
puRg Ul 4o} pajunoode < e
® paiolIisal ale ; - .
$Pas0id PUOY VETOZ wx . T §'STS
£0TS pun43seJaiu| 1§ puog
% 4O SUOKIW Ul pun ysed Supjaop puny Aejjixny

[2101 NI 6°797$) TIOBEJO[Y pung Aq S19Ssy
:MIIAIBAQ O1[OJH0d 9T0Z ‘T€ AM|

157



S
wqunssummwx &

s

!
:
#
i & n R bt S

s B R b

i
b
¥
i
b

Wik

E

%0
spung ™

prtpiees
s st sl i
P e e e

i

%Y
210y
PIED 3ipaJD/uoienuazuo)
ISeLYD

—

5 Py e o .
OTTA Ty i

wﬁm@ﬁﬁ%ﬁs - i %96
L e S e -

Frpaay

s

wawodeury 19557 QWY

(12303 NN 679 Z$) TIIT,]/UOOEI0T A 530S
:MIIAIBAQ) OT[0]1I0d 9T 0T ‘TE AN

158



“pus-ysuow |o se Aayed swisaaul luauno s,26aj00 Yim Jueyduios are SJUaLLIISBAUL I2YI0 1Y 2

(s Apooyy exit} Bunes aowmas Bunes sBLo Aue Jo uousw ON, "epsgam s tad ‘Jes AQ Wyyy patel sispung I L

:S2I0N

_\ 81069 ¥9¢ SJUWISeAU] ¥ USED [EI0L
1eF 0L LL SeoUE|ey USeD) Alad % UCHEIIUSIU0Y) 5.l
285 982 6¥¢ {spuny Spuog Y& 0g QWS $$9( [€101} 2ouRfeg Sluaw]saAul BuesedQ €10 L
%0001 9976.2€6C sjuswsaAl| [BJoL
200 - SANUNDag ANSERaL] SN U 158AU[ - pPUng Jenini JoYieiy AUow {sayeT jeasn) yueg pajeWeDewy
%0°0 - saiuNdag AINsesl | SN U ISSAU] - pund [Bminy 1oxen Asuop ISTU L WAYUON
%00 - jood juawisaau) Jualuitizach |eao {spung 1) yued ‘s'n
%E L BLL'EEYY sanuUN3ag ANSeal| S Ul IS3AU| - pung (RN Jaxien A3UoW (spuog v£102) uawsbeurpy 1assy QNG
Y%l 9 SHavs'9lL sayunaag Ansealt SN Ul S3AUl - pung [eninpy 1axepy Asuopy juawabeuep 1955y OWG
%t el 25L'085"9r Jaded jeigsawwmo) wawabeuep lessy OWd
%862 gll'sg0'02 spuog [edidiunyy pue =1els wawafieue 1assy OWd
%E't9 L8 182°E9L (a1ge|jeq-uoN) 310N 7 pucg Asuaby pag wawabieuep 1955y ONd
%0°1 0SE'00S'2 (ajqeqjed) s1oN / puog Aouely pajy wawabruep 1855v OWd
%00 - $ANUND3SG AINSBAs] S Ul §S9AU - pUn4 [eniNp Jael AaUopw (SaW) Y] ‘saines yueg-Hingw
%0°0 - usods( jo sejRALSD {sawW) oul ‘'seRundas Yued-HNN
%070 . selunoag Anseal] S Ul ISaAU| - Pund (eninjy 1xuep Asuop SBRUNIBS pIYL YyyId
%0°0 . nsodaq 40 SaIBYED S8NuUNoas UYL YUy
SIUAWISaAY] F50Eeg BdX] BUploy GoORnINSU
[BI0L 3O %

910z ‘1& AInr

g5-01 AaNod pieog yyum asue)jdwo) - SUaUISIAL]

abedna ja 2Bayon

159

(2101 WA 6792$) SAAT JUSUNSIAU] Aq S}oSSY
:MIIAIAQ) OTORIOd 9T0Z ‘TE AIN{




aouendwod ul 220070 - 1SN4 | WaHON
2ouekdwod ul %ER'Z 029" i1’ Le juswsbeuepn 1essy QNG
aouendwod v} %000 - (SAwW) "ouy ‘senunleg ueg-yny
aoUe!|dWod U %000 - $811IN03S PAYL Yy
5]a558 aouejeg uoiInInsy|

punj |30} JO %

"puny
AU} Ul 19SSE (20} BU} JO %G UBY) SIOW OU 0} S} S8UUN08G AtNSesl | S W 188AU| 'Spun- femniy W - £ AoBayen - (L)

)  %0°00L ~ 99l'6LL'E5E
T e T eseE e G T e G
G e S s ST R T TN RS TS i

(1) %8 029'L¥¥' 12 seIN0ag AiNSea | S Ul 1SeAU - pund [ennpy Jasep Asuopy
L+ IR et e i SRRERTL PR R

%008  %¥8lL ~gaL'oss'ay Jeded |era1swwo

el garesser T o

serogeey T e .. .
puny 216uis W 2,5 > 9%0°0 - [ood juaulsaaul Jualkaach 18007

%00 - £
SUoN %E 19 LR LETE9L {a1gefleD-UCN) 810N / puog Aouaby pay
%Q'Ge %L 0SE°005°2 (e1qeie0) si0N / puog Adusby pod
I e sl i
AUON 2,00 - sBulaeg
uUoN %0'0 - 19)3e AQUOW
3UON %00 - usode(] Jo seeoiHan
T e
T KBIEd  SHSiSSAUI sousied e ol

Jad uonenu % 1R10] JO % JOo Wng §o wng

=10 puein

1$9140331eD
Ad1j0d Juawilsanul Ag paziuedio ‘9dA) JUsWISIAU AQ S19SSY e

(12101 W 6497$) ponunuod ‘9dAT, JUSUNSeAU] Aq S}9SSY
:MIIAIBAQ) OT[ORI0d 9102 ‘T€ AM{

160



% 91" IESL'ovL's A6 ELFSST 4666 !N 2% % LFELS'ESOBHE JEAHSAL BT GlasEY fulo)

% S0 06 1S9'6T 9L 6LOSE x4 oop SL°631'96Z°E0 SL6LLS6T'E wgieanby yse
%5 09 0OTOLIL L Y L65'6LE At 1214 270 L i ZLEECISS0E EG'SFC'6RR5aL O pam (0]
WA 4 QIuBESLl GLEee kL 08 08 LES'BTE - 9 LIVSEN'0Z DV EDL'SETOZ jedoung pue 21015 (001
% LET DU9GE'SIF B €6E'04 1 €08 05 eS0T~ 09 LLSE0'0E 0L €02'SPT 00 (R4 § vEY ) SBT3 WOYS
jedinunyy pue 3615
% 6E 00 DL LS 05" 00T 604 8b'99 69'945'08 FAN AT ) £ SYITrYGaY s3susly (esapag pue onecal] (M0L
% 6€" 003D WPy 05 Q0T G 8r9s 69'9/5'98 LV EEC'TEL 99 C¥ SHOEFD 591 (BB G UT | 55217 HOUS
sorualy [RIapad pur Ameedl)
SWOIH) Paxy
Pi3a oo SULIODU| ORI O NIy eyl 1507 B0
ey fenuwy perlianyg wnoddy  uouesarddy
pImpumsy 2% 19 S0Py
SLILEIL0

UOINSOd JUBLNSIAL|

OHLEI0 WINGRR SHY LD POl JUIWSI)S
R  eqwny ey yseq Bunesadg -aBrdng jo abafjon

VN Auey sHieH OWg

dnoary pRiduesyy 3 (it

ysen) sunetad( - yuswaseuey 19sSy QNG

161



%1 ortec's SEy9L Q0° 0o L1} IO ALY Figilofring B{ENIXNY pUR ELREgy [0
Fa' 6, 101] 994 9L 98°¥3f DI PAILIDIY jel0]
F40) SE'¥aL 95'¥5L 153U
DWOIUE p3NIDDY
% BT Q0'ERE'S gIras 6’66 G070 LLRGToTL'y VTS OLL'Y EI38EY 0L
o B COrEgE’d 9F¥HL ¢6'CE oo LLTST LY LLTSTOLLY weAnb yse
PISIA S100U} Aty e uopeoand 10 jmog 1807 (010}
WaRW  [enuuy pENLOY WRODDY  JUOHEL v
pajeunsy 0%, 1940
SUiCILD

SLACIIC UDRORN 93/ IULD  SPOLSd YEHLATS

[ R

UORISO JUSUISIAUL

saues spuog 0o-eledng jo alajion

YN uey sty DWE

dnodey srousz g o8 O

SaLIag spuog QN — Juswaseury 19SSy OIN g

162



/SOTES Y7 S SOV Z6CVES TLS'O0P'60TS ZPI'E08'00T S E£P8'966°/0T S STAJ [BIOL OT "£0-T0 Spund = SpUnf 10301,
59165V - ZSS'ETL6 D0C ‘915 E90°EZ Sy qT0Z unr
878'GTS'SZTT  B/E'S8Z'0T  9EE'0ZSTL 9p0'£95T 99T ‘vR8 Aey
0T9°78. ¥ - 6t3°6PE‘G LDO'SZET 687°€9T idy
1€C086'LYT - 6y ‘50F'6 068°96€ T £€10"9T'E Jely
1ZL°0(E€5C - 660°E9T°6 ovL'vLZT 806'7TST 024
0T'0eL'P37 - STZ'P58°9 s IS0TT 3 510z uer
97T'858'€07  SZE'E98’D SO I0E’6 SELLGOET TL6'STT'T 13Q
098°S9S¥/T  SLE'SIT'S 8808196 B9L 180T r'BIS'T AON
658'830°987 - 9T LEEYT 680'85L°E LZE'E8S'T B0
TI088'E6 - YEEETZ8 €6V LITE 47232} A 44 das
968°/T0'%SZ - 6050589 8S6°0TSLT TZE'606°E any
PI8'SE6TSZS GZE8Z6’'T ¢ TISEE9S'S & SL990I'TE § T%6's0T'T $ bIOTINt
J0O sy |augeg asuadxg asuadxy 5334 SOXE]
wauisansd)  a3alasigag Aiejes B uolnL Auadoid
+Yysen
Heu) Ajljeuoseas
atnjipusdx3 1§ aNuUaAsY A3Y STOZAL
«Spung |ejoL
OTOCAS mmaermn £ TOT AL womagpnen
unf  Aell ady JBIN ga4 uef 33Q AON bely) dag any nr
00TS
asts
1EZS 00zs
ﬁﬁ\wftlwwmm €92% g9zs SIS 69T% - L3S 8579 o5z
e et e D6zs wmwm\xlﬁ
T §92% Smm.mm
@
0ses

ajuejeq JUIWISAAU] + Yse) Ajyjuoly ,Spund jBlol

Spual], A[JIUON

163



SANOE VETOZ ‘NOLLVINHOANI 4dH.LO

164



8]ep 0} sasuadxs ss9j
aWwooul Juawisaaul snid spesaoid puog jeuibuo Josyel 8|gejieae spun} aining (g)
"90UBNSSI PUOg 8y} JO awl} 8y} je pred s1s0) aouenss|
JO PUBSNOY} GGG$ PUB SIUSWASINGS|P [enjoe Juasaidas 8jep 0] sasuddxa ayl (g)
‘190Ul pazijendes se
punj 1S8491U} pue puog 8y} 0] Paledo|e aIam Uojjjiw §'y$ pue pun} UOHONISUOD
oy} 0} Paleo0l|e a1aM UOI)|IW G E6S "UOHIW G'26$ d1em spasaoid puoq reulbuy (L)

:S910N
ev6'cet'y $ ) 2IQBIIBAY Spungd ainng
¥12'806 8lep-0] 9W0JUl JUBW]SaaUl [B10L
(105'698'68) ) 91eq 0} sasusdx3
0£2'Gav €6 196png asuadx3 jeulbuO
ogg'esr'es B () SPEd00Id puog [eulbuo
£102/1LE/S anss| Jo 81eq

spuog Suipjmg yg 102 ~ 98edn( Jo 989[10)

spuog buip|ing ve Log - 9bedng Jo absjjoD

165



SUQIIUSI34 3PN 10U O PUB sludlwAed YseI UD paseq aie sJUnowy  {Z
walsAs Juipunonae $,283)100 243 Ul SIUNQWE UC P3SEY PUB PI3IPREUN 3. stunowy  {T

:S210N
—\onw‘mw S 3lep-0} sasuadxy spuog w_._:u_:._m ,qm._nom_
559 $1500 SJUBNSS| IpPY
STE68 9 spuog £T0Z 218Q 03 1uads
(12T 08} SpuUCH TT0Z 5591
9EV'6LT S
65 sjuawanoidw| jid BHU] 1S - 9T AJ
S/E°E sjuawanodwif yid BHU A3ES - BT Ad
oTT'T 28euirlq 13 UONELLY
S55°g 159AA Supyied
STO'T sjuawasoidwy 2115 sndwie’)
S0T ylomuy snduwe)
et Aem|)ey AGQoT Lanos - DS
(44T ss2|g Aggo YInos - DYsS
- DDV 40044 pug - DHS
9207 $2134]0284 3113 |Y1Y
£EP'6 193U 23Ueuaumeln sndwe?y
9645 133Uy |euoi3ay ajiuaden
g7E'8 syuawaacuduwi Bupyley
256°ST A1N2ag PUB|aW OH
BSEY (3p1an sSNdwed) sunionaisesu|
ObT vl (9p1aA sSNAWe)) pUnoun g ailg
790t {34) 493ua) uoneINp3 |EAESAYd
Tr3'tE {DVIAI) 121U3]) SHY YOUILYIIA
0169 {775) 131u9) SunNdWwo) VOIE3S
869°6E S {JHS)} 123UsD 3oUNOSAY JUIPMS

peloid -

(s.000)
{z# Wnpualajay) 21Ep-01-1Uads Spaad0id puog uoiIonIsuo)
afednq jo =239||02

Areururng 19(o1d spuog suipiing v 10z — 93edn( Jo 989[[0D

166



KIVINIANS OI'10A4.L40d
INAWADYNYIN LASSY ONG
91027 ‘1€ X1nl

XIANAddY

167



b suoiihas a@pgpuoy (a3IN0g

SR [ERURLL OWe jo ued v

juatuSSBUR]y 13SSY [BQOID W

abBedng jo abajjoD

10} paiedaid

§102/62/40




rd SUDN[CS SARGDUOY [FIN0G

UISWaHABURY WISSY JRqOTD OIS

118-1 AeQ DE & 551435 PUOY |

{970z/02/v0)
uondaiu]

T %00

169

:g-1 puow 9N E  yse) Bunesadpom

{oTOZ/TT/E0)
uoi3dadu|

..... e grapn




JUIUIDTEUBY] 1258 [BGO[S) ¢

;
:
i
;
i
m
W
i

9102/6¢/.0

HSYD

0 :
M
n—.

0z |
o
=

ov T
S
S e
[
[V
=
=

oot &

0zT

SUOINOS 33p3MU0g JBIR0S

+ S-¢ v-E €E-7 ¢-T T-0 Q>

{AM} PIPH %

170

. . Lo v_._,mc._curwm -

Wi

ledistuniy ajgexe]

fedsiuny

S

5av )

Qwd 6150

syanoiyl-sseq SAW ¢ eRY

23RI00I00-UGN ;

318300407 LSO

AaualBy .

Ainseadg : 000
8E0

(ssA) Muniepy

{000) 1eA PN Had

yoday pajepijosuon abedn( jo abajjo)




s SUOIMES IFPIPUGE SHN0S

mewadeue]y 19SSy [BGO[D OWH

! a o4 W
_ 3
W : ) - 0E B
! gen ov z
g 2
eg | m _ Ed
v " : 09
ey
] Bey (174

.mm< mc;mm ﬁ:w:g a

00t 0§ 0 0% 001~ 0ST- %00 /N
: QSN-NON % bR WSeE

4se)
M W W %E BT INW 1

i {edidiuniy sjgexe]
m edmIun g Sfetisiuny &
L - sa %50 SENIE

: Sav :
owo : FAR e ] -

syanosi-sseg SaW
21104100~ UGN 5/ 1212a0d10)-ulN &

a3riodiod) :
Aualy g /g Auafym

: Anseau]

: %59 Alnseal; @

9102/6¢2/L0 yoday palepljosuo) afie4n Jo 869jj0D

171



1USSSBUBIA 10SSY [BGOTS fv OINY

SuE¥ 2

A0°GOoL
%BE
%L b1
%0°CL
%L

910c/ee/L

910z/62/. o sY

0L6'00'YSZ $ 2o
900'9c/'6  $ SIEBA € - SIBBA Z
B6ZL'BEL'BZ $ SieaA Z - JBaA L
9{/'045'0€ $ JeaA | - SUiLuoy 9
6L1'046'€81 ¢ SYUoW 9 - §

abedngq jo 269|100

SUSHMAaS BE03PU0E FNNaS

172



UsmIaZeUusiy 1SSy

S80°0
£50°0
5500
$50°0
Ly00
8E00
9€0°0
1200
6100
v10°0
pLOD
1220
¥09C
08ET
LELE
¥96°L
918°t
LEL%
¥59')
Lyl
0EE’L
SSLL
8660
vE8'0
2990
1520
6041
580°0

5800

5800

reqois

£80°0
450°0
£E800
G800
9r0'0
gE0'0
9e00
200
6L0°C
#10°0

9107Z/6Z/.0

5%

660 695'505'Z
620 068'566
6.0 LoE'000'C
662 Z6E'665'L
SL'y 192'895°04
850 GZ8'e6v'C
6£'C Cl5'665'8
562 G/LBEY L
¥B°€ 00.'666'6
€Ll 956'66€'Y
/6L 056666
v8'lS  LvE'POG'gvlL
az'0 224'899
010 L0662
LL0 cSPE'R08’ L
FAN] 252’908
¥5°0 NEE'Q9E'}
or0 £00'920'1
610 op6'98Y
600 205°GZZ
azo /02089
oo 896'020'1
890 yr2TL'Y
6b°0 2461521
190 LECLLLL
86'L 8ze'L20's
06'9 PLELLG L
859 DO0'5L.'9%

000924

0. . 9.t

'8

9102/62/8
9L0Z/61L/8
9102/84/8
9L02/81L/9
9102/5 /8
9L0z/z1/8
9L0Z/L 118
8L0Z/8/8
9.02/5/8
9L.02/8/8
SLOZIES
p-o=9)1] BAY
61.0Z/LEIE
9L02/1E7TL
gL0Z/0E/6
BLOZ/LEML
8L0Z/LE/S
R10Z/0E/b
8LOZHE/E
LILOZILErT)
LLOZIOE/ L
110Z/0S/6
LLOZIEIL
LLOZILESS
LLOZ/LEIE
9L0Z/LE/L

1 b=ay] Bay

9102/6218
sL0zge/8
10=3411 Bay

500
000
£F0
00'c
000
000
000
000
000
000
000
6Z°0
€9l
05t
e’ L
8E'L
00'L
£9°0
520
5.0
€90
eg'L
050
£9°0
001
00'L

ool

LE0
(€0

o

eBy
BEY
eey
eey
eey
BEY
eey
eey
ERY
eey
eey
eey
eey
eey
ERy
eey
eBy
eey
Y
ERY
eey
eRYy
gey
eBy
ERy
ery
eey
ERY
eey

SMNYE Nv01 JWOH Tvd3a3d

INDSIG 9Hd

SHNYE NYO1 IWOH Tvd3a3d

1N 2S1Q g1H3
1N O8I0 §THS
1N OSI0 8THS
1N 2SIa g1H4
1IN DSIQ 8244
1N 0SIQ §1H4
1N OSIQ VAN
. ANOSIa g

S1N SY3dl S3LVYLS O3 LINN
SIN SYIHL S3LVLS A3LINN
SIN SY3uLl S31VvLS A31INf
S1N SY3u) SALVIS 31NN
S1N SY3uL SALVYAIS JdiiNN
S1N SYAYL S31vIS d3liNN
S1IN SYaul S31VIS d34INN
SIN SVdML SALVYIS Q31NN
SLN SY3ul S3LVIS J31INN
SLIN SYAYl S31V1S d31INN
S1N SY=¥1 S31VLS A31INN
SN SY3aML S31VLS d3LINN
S1N SY3ul S31VIS G3LND
S1IN SY3dL SALVIS G3LINN

SINITVAINDI ® HEVD

SUMITGS AFPIpuag [BUN0S

0052
000'L
0002
009°L
650}
0052
009’8
006°2
000°0L
00b'y

as9
0se
GiL'L
ooc
0SE'L
Geo'L
Setr
e
059
000’
0TL'L
0sZ't
00L't
000'S
08e°L)
5129l

ASY

ASL

173



L1

pUIsfeURpy 313SSY 124015
bOE'Q €851
goL0 00§t
€20  005')
LLED LY
g0 Ll
ZEEL L)
Glz0  CEEL
LET0  05TL
zozo oSzl
1660 000k
620 0007}
2T0  LI60
B6L0 16D
LEGD  ££8°0
8LL0  €£8°0
€610 0820
1610 0SL0
9910 €850
1810 €850
Z5L0 00S0
G910 0057
Z0S0 0050
EPL0  2i¥0
Z6€0  LL¥0
BLEC LI
62L0  LLYO
1Tyv0 £EE0
SZL'0  EEED
€500  Z930
POLO PG40
PELO  PELTC
S140 GHLD
6010 60L°0
pe00 €800

8

Wd

0SB'L6V'L
oey'io0's
GGE'005'¢
£FE'Z08°C
LPZ'€05'2
896064

6/8°208'2
L4Z°100°T
£01'000'C
SZR'YEE'L
$Z0'000°2
£25'005'2
v20°L0S'T
269’615

852'200'2
Z96'000'2
69Z'L00'Y
Z0L'1L0S'e
060'000'e
05+'L05'e
569°005°C
GGL'0LD:
St2'000'C
Q0D'0SR'F
LL9'vlz

L1B'000°C
bEY'00E'T
¥156'005'C
Z65'000'L
OvZ'866'L
092°'866'C
060'66Y'E
G/8'16%'8
$9/'005°2

8102/9¢/c
g810e/9e
81025271
gLOZiLL/L
Lloehefed
1021512t
LL0T/SL/LL
LL0ZiELLL
£102i8ii0l
2102/8ef/L
LL0ZPLIL
LLOZEML
L10ZIEIL
LL0Z/0ESS
LLOZMBLIS
LLOZ/BLIV
LL0ZiLLiY
LLOZ/04HE
LLOCIYZfE
LL0TElE
LYOURLT
PARVA{IN
LLQEIELL
S10e/6L/C)
Lozl
gLoe/siicl
aL0eent
SlLagiteiLL
91 0c/EDL
910Z/L2/6
9102/91/6
SL0Z/6/6
Sl0ce/L6
aLozitie

250
090
£9°0
450]
0380
GZ'9
€50
090
950
00t
15’0
€50
150
£9°0
80
¥50
€50
6%0
L9Q
50
P
ST'L
8v0
0oco
88%
8¥'0
L0
8r0
6% 0
00'c
oco
Q00
400
L¥'0

eey
eey
eey
eey
Ry
EBY
eey
eey
egy
ERy
Ry
eey
eey
eey
ERY
EBY
ERY
eey
eey
ey
eey
eey
BBy
eey
BeY
EBY
eey
eey
Eey
eey
eey
ERY
eey
ERY

SHMY °D WHvA 1vd3d3d

SYE °D Wdvd Tvy3d3d

SHA HO Wuvd Tvd3d3d
NSSY ©LW 1LYN Tvd3d3ad
NSSY D1 TLVN Tvd303d
HLNY AFTVA 33SSINNITL
SHNYE NYO1 FWOH vd3d3d
SM8 HJ WHvd Tvd3d3d
SHNVE NYOTT IWOH Tvd3d3ad
dyCD 91W N1 AWO0H TvYd3d3ad
SH8 "D WHY4 Tvy3d3s
SHNYE NYO1 IWCH Tvd3ad3ad
SHNYE NVOT IWCH Tvd3d3d
SYNYE NvO13IWOH Tvd3dad
SYNYH Nv(OTIW0H Tvd3ad34
SHNYH Nv01 IWCH 1vd3a3d
SHME HO WHY4 Tvd3agad
SHMNYE NYO1 IWOH Tvd3ad3A
SHNYE NVO13IWOH 1vd3a3d
SYE "D W4 Tvd3d3s
SUNYE NYOT IWCH Tvy3d3d
NSSY 94N 1LYN TvE50d3d
SYNYE NvOT IWOH 1vd3a34
¥ SHNYE LIATHD WHYd TyH3a3
HANY ASTTvA 235S3INNAL
S8 "D Wdvd Tvd3d3d
SHMNvE NV(Q1IWCH TvE3a3ad
SYNYE NvOT IWOH 1vd3034
SHYE "D WHY4 Tvd30a34

IN Os10 8244

AN ODSIa 87K

1N 2810 DWTHS

AN JSId g7HA

SYMNYH NvO1 SWOH Tvd3034

SUDNRRICS FPIPUE BIN0S

005°L
000’
00s'L
00S'2
0052
Gid
00g'c
000'2
000'2
0ee'tL
000'C
0052
00s'c
51§
000
0002
000'f
0oc'e
0002
005'Z
Q0s'c
000"
000'Z
058't
CLZ
0002
00s8'e
0052
000'L
000'2
000'%
005°c
005'8
0052

174



mIguiadeuey 1255V [BqoD)

60t
262°L
STCL
¥OE"L
Py
0§11
£91°L
¥56°0
5660
8980
1280
06'@
i
[AZR
659°0
WE0
Lve0
6520
B8SZ°0
vL1°0
SLL'0
PiL0
5410
L1170
€600
€600
sv00

8000

980}
PESE
BS¥Z
88l1¢
EV9'L
L9’

EEE’L
£6E'}
£SE}
€ee’t
0sZ'L
291}
29Vt
000t
000"t
260
£€9°0
££8°0
0520
0820
2990
€260
£££°0
0520
0S2°0
291°0
2910
910
2910
9170
£60°0
£80°0
£80°0
900'0

R )

€85¢C
00se
0se’¢
19971
299°L

ORg

EL¥'S6Z
v29'625
Z/8'c0E
6ZE0LE
Zov'E0S
% LAVNA
ESEOF
1BS'G0S
L¥B'0L0'L
ZOE'ESL
LZE'ole
970°1.02
£15°228
9/5°2Z5
G/5'09¢2
9.4'968
0£9'0EE
B9 210}
I¥E'SET
ZL1'e59
Z59'L00')
gio'ale
£72'GEY
195'52T
192'205
0iR'z0z
/B6'20T
_________ 9.1'20¢
gO8'0LE"L
9/9'02t')
699'ELE'L
LE9'90E'L
LB6'90E 'L

LL0ZILITE
210ZfLieL
AR A R rAN
PRAVAINTAN
L1024 L
/1021401
LLOZ/L/0L
LL0Ti8
PARSr A%
LL02/5L19
2L0Z14/9
LLOZISHIS
LLOZ/LIS
LLOTLIG
LLOZILY
91012}
9L0Z/LiZL
9LOZLILL
aLOZIL/LL
9L0T//0L
9L0Z/}/0L
9L0Z/1/0L
9L0Z/4/01L
L0z 0L
9LOZ/L/B
9LOZ/LIG
oLO0TSL/B
oL07/L/8
}b=ap Bay
6102/92/2
6L02/8Z/L
8LOZ/BL/0L
gL0Z/8ZIE
8LOZ/BLIE

Y
(A4
Ley
(84
[k
eey
(A4
(3=
ey
£Y
cev
ZEY
EEY
Ley
ZBeY
EY
eey
£BY
ey

434 09 79Y¥XYL TH LNOWISOY
A7 SALND NY3dN8 ¥ F11vS ¥
34 VO ALND NOL NS 7 YINYILY
2 771 SALND LA 30 3 NOJYIN

2 A3AQ 9SH ALID AN AHOA M3IN
20102 508 09 18 viOHo3D

H 09 J1gYXVYL 1S iddISSISSIN
00 ALNWD 2Tv2 SATIDINY SO
$3 509 09 LS IIYMYH

LNY AIA 2IWONQJ3 AJSHIr M3N
MS HLNY NANYS vd 3711L5v0 MaN
d H0d SATY dITvD ALISHIAING
SA3H AINN 2 S AINDNOSINETD
all Agd QW ALND AH3WOOLINONW
9SH S193M ¥8 Y1OMYd HLNOS
ALID ALNIND OIHO OHOHONIEGS
SATH HLNY INKOQ 1S XH0A M3N
B ALID 41D QOSIONYHA NYS

D AJA OSH ALID AN HHJOA AN
25049 09 vd ITIAGYIN

-azZ1L0z Sdg 09 A N AYOA M3N
Y HLNY S2V4 103 YINYHOLINYD
09 HOIN dML H3LHYHD AFISHS
¥ S1AM 0D V1V ITvANOHI

NIAQY AJO ALNIWO LS ONYIABYW
d 5410 048 534 HOS YNOZIWY
14 SATY AINN XL ALISHIAINN

- INA AITVYO Hd LU3NHOYILYLOD

NSSY O1W T1L¥N Tvy3d3d
NSSY 91W 11YN Tvd3d34
NSSY DLW TLVYN Tvy3a3d
NSSY 21N 11N Tvy3d34
SANYE NYO1 JWOH Tvd3d34

SUoINnS PRpIpuDY [Bameg

052
005
00€
00g
005
59¥

o
005
000°L
054
00
002
564
00S
052z
568
0EE
000°L
672z
059
000't
GLE
09
57z
005
00L
002
0oy

- 6ZL'6)

00€'t
5014
00E'L

1AD0

175



UFMaZeuRiy 135SV JBEGOID)

Bhe U
9810
€L10
1910
191°0
DsL0
lELC
8210
6010
Se0°C
£E€0'0
4¢0°0
9L0'0
€100
L1100
EvLlo

DRL U
98L 0
ZLLO
1910
1910
0510
LEL'D
8zL0
6010
9600
££0°0
/200
9100
vL0'0
LL00
£PL0
££€°0
£€E0
052
291
£eeL
0002
0002
054
£85°1

EELE
5i0c

. LH680

Li60
PAN A
LI¥e
aoa’2
LLEL

oo U
gL
¢80
FASN
860
86°0
g6°0
6£°Q
B6Q
6E0
BL'L
B60
gL'l
LATD
Bgel
veE'glL
920

570"

S10
0L0
00
200
€00
£00
S0°0
80°0
g
500
$0°0
120
280
0b0
BL'G
5__

ONd

uuy w5P'C
0Zy'166'C
085'/¥E'Z
080'266'E
Se0'86¥'e
GlS'IBY'C
00%'96%'Z
009’866

Q06'86%'2
0v3'866

066'/B6'Z
GZ.'669'C
091'666'C
PHZ'664°)
GE9'86Y'E

PO LESOY

L6Z'V89
LBZ'P99
GZ0'6.E
FAANA 74

76ELEL

£P6'Ck
£52'08
9,848
958's2l

9G£'202

R,

6LP'BEL
Ceivest
95%'LES
LFB'880'T
0L+'sZ0'y
SEC LBE'L
s

910212140t
910z/5/01
910Z/0%/6
9102/9Z/6
91L0Z/9Z/6
9L021T/6
910%/51/6
9L0Zip L6
oL0Z4/8
9102/2/6
9102/04/8
910Z/8/8
9102948
910¢2/c/8
9102/2/8
10=3)1 Bay
oLOZ/LiZL

g0=aj] Bay

Qeoe/seir
6LOT/SES

6102/58/

8LO¢/S2/LL
81L02/5¢/6
gL0e/5T/9
BLOC/SENY

2L0TSTIT
Lz=ay Bay

0202/5L1L

0oy BAY
6L0g/LIL
610¢7L/L
B10Z/L/8
gL0g/51/9

oo'n
000
Qoo
000
000
00
000
000
po'a
00°¢G
000
00'C
000
a0’
000
000
00's
(o110
8.0
59t
06’1
L9°0
coo
99'Q
S&}
£9°L
A
05%
05y
gL'z
0t
o90'¢c
e

Ley
Ley
Ley
Loy
LBy
LBy
LBy
Ley
Loy
Ley
LBy
Ley
LBy
LRy
LBy
Ley
2V
zv
EEY
eey

BEY

eey
eey

eey
EEY

eey

eey
EBY
eey
LEY
CEVY
EEY

02 V10D Y200
dH00 140SOHDIN
dH02 140S0H3IW

SHOVIN SSINISNE T¥YNOLLYNHILNI
ONt 33ddv
dH03 L{0SOHDIW

02 V103 ¥302

02 V102 ¥209

ONE 31ddV

MIN dHOD NOYAIHO
AN dHO2 NOEAIHD
ONI S3HOLS LYV IVAA
INI 3ddV

JU00 1L40SOADIN
dH0D NOXX3

Vd -CLN-SL0Z YIAN
DSV -ELN-SLOZ VIANS

COSVY -9LIN-S10Z VIANS

V4 -BOW-S10Z VIANAS
V4 -PIN-GLOZ YIANS
¥4 -EW-5102 WINNA

205V -LO0W-5102 VAN

ZOSY ~LW-510T VNS
e BN TBSYP OWTHA

OO0 NId NINay add 1S valdod
1NV SOV 8Nd H1NMv¥0 A4LSNANI
303 J1M¥3 ALND SAT1IFINY S0
LN¥ A3A JHNONOS3 AZSHE MaN

suonnies a3p3puoy :R1INoS

005
000
0SEZ
000'v
00s'Z
0052
005’2
000'L
00s'e
000'%
000'E
005'2
000'E
008't
Q0S'e
© g59'9p
059
059
6.€
(1)1

H

1514
iB

WA

N

SHND

QW3

176



JUR I F Ry

1assy’

6Z8'0
EEPO
geeQ
00E0
0zZ'0
¥ZZ0

=qo1s

¥8¥'0
¥EFD
8eC0
LOE'0
1220
tce 0

0000}
650
650

860
6.0
6.0

0

1

0L6V00'PSZ G 0=y Bay

592'T6%'1L
022'966

GTB'EBYT
09¢'966'L
0BY'966'L

L1021

SLOC/OE/L L
SLOC/8L LY
gLoe/oc/oL
SL0¢/B 101

90
0oo
000
000
000
00°G

eey
LBy
LBY
LEY
LEeY
LBY

02 V102 v202D
MIN d400 NOYAIHO
M3IN 4402 NOYATHI
MIN dHOD NOHATHD
03 V102 v20D

SUOIIN|0S aFp3pucy 1a%uN0S

zzr'esz  eol
00S't
000t
005'Z
000'2
000'Z

177



il SLOHALOS FAPEPUOE 1BAN0S
HMHUMHHQWQQWNQM JOSEY m.ﬁwﬂam@

susodap ajeayiuad pue ‘sadueldadde siayueq Jaded jBI212WLI0Z SBPNIUIL - IR ABUQIA = AL
Ajindag payoeg 28eSUOIA = SEIN

jeLsSNpUl = gNy

JEIIUEUL = NI

ucedia Q) 33eduawy paz(elalel|o] = CIWND

A3IN23g payoeg a2edHO A |ERJ2WWOD = SgIAD

Alnag paxyoeq 1955y = SEY

SLONBIAIIGQOY 101035

"duilineap Ajjen1de Janss| 3} INOYYUM puoq B UO PAAIEIRL 34 UBd JeYl pialA |erTualod 1Semo| Ul = MLA

oljoyuod e ul spucq 3y3 j0 Ayjenb adeiaae pajysiam anjea JayIEW Ay3 Jo Fujes ANLndas 5 APCO Ayl = Ajenp

ANBA IJEWY OIjOJHOH = {DOD]) [EA I HOd

anjep 1Je N = ($) @neA DI

0oljoj1i0d € ut SpuUOqg ayl 4o Ajnjew adelaae PaY3am anjea 1axJew ay} Jo Hodal 3yl Jo a3ep Ay} WOy AUN1eW A3nias sy = Ajuniel
sajel J5ai23U1 ui sadueys 0] Anansuas {5 op0puod 1o} s, puoq e Jo arnseaw pashfpe-uotdo uy - uolIeINg IAIDAYT = uoleINg 43
oljoyrod e ul spuoq ay3 ;0 uodnod aBesaae pajydiam ay3 Jo 33e1 uodnoa Ayunaas ay] = wodno)

{syuswhedazd pue sumop-Aed pajnpayss 3ulpnoui) ssuawAed jedipund 4o 1diadad 01 2l 23elaAe paiydiam ay| = a1 @8eiany

anjea 1ayew uo paseq ol oguod ayl up ARaNaas ays Jo JyFtam Jusad = {AN) PIRH %

SWE ]

178



JemraJeueyy 1885y (2O Ong

/nod0as opulasiape mmm/ f2d11y Suilisia Ag a|gejieae

BPELW S Y3iym AQY W04 0} 19531 25e3)d u0)IBWLIO U} ULl |ERCINPPE JO4 "an{eA 3507 AR ~ 3DIURIEND JURQ ON — PaJInsu) Jjg4 10N :2Je S1InpoJd juawisanuy
‘{oWa)

|ESJIUO(A JOYUEY YO qLBLW 221A43S B SI dNOUG) [B1JUeUi{ O g "sUOilE|ndas pue sme( 3|qeodljdde yiim aDueplodae Ul SUQIFa: pue SALIUNDI aSoys t SI03saAUl

4Ins D} PAIaYO0 AUO 31 $32AUIS PUR SIINPOL4 “SU0IFaU PUR SIIIUNO0I JU43LIP JO JAGLUNY € U} SIDISaAY| §0 Sat0T33Ed snowea 103 Ajjedyads paudisap aze
jeawadeur|y 1955y |2G0]D QNG SWEU PURIY U J3PUN PAISYO SINAIDS pure sanpasd ayT JO ulepar “sa01A3s Ueld 1UaLWaJI3aa pue Juawafeusws JuaWISIAUL
‘Burpua) s213L:N32s "Apo3sna ‘1snJ) apiaodd 18yl dnouy |BIDUBLL QN E 40 SPIHIUD PIIBYHJE SNOLIRA JO) SUIeU pUBIq DY) St Juawadeuep 1955y |eqo|o olNg
"ueuopad aining

03 aping e Al1esSa33U 10U ST Bouewlopad 1Sed "Xapu Ue Ul IpeLL 3 J0UURD SIUBWIS3AU| "PRISRAUI Aj|eUIB1O URY] SS3) 3B 2A19331 ARW S10353aaUl "AjSuIpiooay
“[|24 10 3S11 ABW SJUILISDAUL Y1IM PILLIDOSSE SLUODUE SB [[3M SE JUBLLISIAU U JO AN|BA S| "IIRNIIN( J{IM SPUa4) PUE SUCIHPUDI }YJRIA "SI S3A|0AUL
JUIUIISIAU| "PAzZI|EII 3 J0U AEW sPadsold asnny Juipredal s3U8WDFEIS JBY) PUBISIIPUN RINAYS puk Lodas siy3 Ul paPUBILLIOCIa) A0 passnasip salBalens
JUBWIS3AUI J0 S2I314NIas Aue ul Buiisaaut jo ssauaielidosdde oy Suipiedal ad(Ape X335 PjNOYS Si0153AUL "0 S1Y) BAIa8. ABw DYm uostad Jyaads

Aue Jo spaau Jenoijed ay) pue UDIIENS [BIIUBUL SaA13200 JUWIISIAUE JIdads 3y} 01 pre3ai Ay 10U S520p Y “IU3WLSIAUS 21)132d5 AUR LO JUAWASIOpUR

UE SB PIPUIIU| 10U 51 PUE SIIAPE TUILUJSIAULL 31NZEISUOD 10U 590D |eLIBIEW S| “Ajuo UolBULIOU; [B:3uaB 10) paJjedasd 51 uorexnqnd siyy “Adesmaoe

a2y} aajuelend 10UUED 3Mm NG ‘24134 3 O] JBPISULT BM SITUNDS K0S PAUIRID U SBY Uoew.osul “aBueyd 01 Palqns a4 pue a1ep suy3 3e JuawSpnl sno
103421 249y passasdxa suolutdo ay) *Ajundas 1o Ailsnpul ‘Auedwod Aue Suipsedas 10.) [BSIEW A13A3 JO SISAJEUR 313|dWOD B SE 3AI3S 0] P2PUalus 10U S SIYL
"P40231 pue 3DO( [21INY0 INOA SB LRIPOISND paliienb anoA Jo 519558 JO JUSWSIEIS SYl O 12434 ISEA|d "PAPUSWLILIOISL St J3SIADR

B3 Wo3g asoyl ©] UBIPOISNI PalyEND 3Y] WYY 51ULUReIS JUNDIDE 40 uosedwo?) I3SIADR JUaLWISaAUL APOIsNa-uou e si 'd1o) Juawageuey 1355y OWd
‘Sjand] 31ed 35a433ul {£] ‘s1ayJew jesueul) jo adueuliopad

{Z} ‘suCPUOD J1WOU023 |elauad {T) 'UOLIBLILI| JNOYLAM ‘0] B3NP SIUALIBIRIS YINS L) 3S0YI WIS A([BLI1BUS JOHP ABW S3UAS 10 3dURWIOHDd ‘SHNsad

[BN12Y "2iNiNy 3Y) LI SMBIA SN0 JO S83ueyd O] SE idPRaJ Y] ISIAPE O3 SXEHLIPUN JOU OP apA "SiUawalels yons w paydw; 1o passasdxa asoy; w0 Alfelialew
A34IP 0} SIUBAS JD JUeLIOHad "S3|NSaJ [BN]IR ISNEBD PINOD JeY} SBI1UIELI9IUN PUR $Y511 UMOLYUN DUR UAMOUY SAJOAUL PUE SUDIIAWINSSE pUR SM3LA JUBLIND
$,juswaleuewW UD Paseq AIB 1EY] SIUBWS3E]S BUN0O|-PLEAUC) JDUI0 pUR SUOHRI2AHXS BIN3INE JO STUIWIIR]S 4B UJ3JPY PSUIBEILAD SIUDUIILEIS BY) JO UjeHa)
*s}nsaJl auniny jo aajuesend ou §f ouEWIoNSd 3584 "S3{1INIAS AUE 135 10 ANg 0} 43P0 UR 4O UOJIRHNOS @ 10U

SI $I4 ) "9iN1N 3Y] Ul SMBIA 1IN0 j0 saSueyd O] S 19PEAI BY] ISIADE O IYELIIPUN JOU Op IM "SSaULI|AWOI 10 AJRINIIE A13Y] JURILEM 10U Op @M 1ng J(qelfa.) 2ue
aA3}[a0 9M SIVUNOS UIOK PIUIEIYD UIIG 2ABY Hoda1 SIY) Ul SHISAEIS pUe UOIIBWIOME 3Y ], "SUCIIEPUILWILLIOIB ANINI3s Mads Aue 01 pajejaa Jou pue Pafgns
ay3 Inoge smata jeuosiad 12834 jesodoud siyz u] passaudxa smala pue sISA|RUE 31| "|eUOi3EINPa PUE |EUDIIBWIo U] 51 333id s1yl jo atnjeu pue asodund 3y

FAR SUgN0S BER3PU0G ALNGS

179



RESPONSE TO RECOMMENDATION
NUMBER 7
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Roberts, Ellen

From: Humphrey, Vera

Seni: Menday, February 29, 2016 9:39 AM

To: ~Official Ceommunication

Subject: Official Communication - Contract Approval Process
Attachments: Contract Approval Form.pdf

Effective immediately, Kim Michael-Lee, CPA, CGMA has been appointed to the position of interim Vice President,
Administration and Treasurer. Assuch, Kim is autherized to sign all contracts on behalf of the College.

All contracts, along with a completed Contract Approval Caver Sheet and other required documents as noted on page 2
of the Cover Sheet, should be submitted to Purchasing in BIC 1540 via inter-office mail or via e-mail at
purchasing@cod .edu for review. Purchasing will forward reviewed contracts to Kim for signature as appropriate. This
form is also availahle in the Forms Library on the employee portal in a fillable format.

Please do not submit contracts directly to Kim, as the documents will he redirected to Purchasing for initial review.

Thank you.

Ellen M. Roberts

Director, Business Affairs

College of DuPage

425 Fawell Boulevard / 55C12108
Glen Elfyn, IL 60137

(630) 942-2233
roberts@cod.eduy
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@ College of DuPage Purchasing

CONTRACT APPROVAL COVER SHEET

Contract Name:

Requesting Department: Date Inifiated:

Contact Name: Phone:

Ermail Address:

Vendor Name: Phone:

Vendor Contact: Email:

Total Contract: $ _ Contract Dates:  Start:
FY Budget $ End:

Contract Purpose:

Contract Type: Olndependent Contractor O Service Agreement O Lease

O Construction Q Other

Has the College contracted with this vendor in the past or is this a renewai or extension of a
previously approved contract? OYes No {if YES, attach a copy of the relevant agreement.)

Are required support documents attached? (see page 2} D Yes

| certify that } have read and understand the terms of this agreement and have appropriate authority
to submit this agreement on behalf of my department. | further certify that the agreement is complete
and includes all exhibits, attachments and pages.

Print Sian
Requester: L
Budget Magr.:
Dept. Adm.:
Purchasing Dept. Use Only
Comments

Approval Inttials

Page 1 of 2 BA-15-19900{10/15)
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CONTRACT APPROVAL COVER SHEET {Instructions)

Per Administrative Procedure 10-80, all contracts entered inio on behalf of the College of DuPage must be signed by the Senior
Vice President, Administration, This form must be compileted in full and subrnitied with all contracts that require signature.

Submit the contract, along with this form and all required support docurnents as oullined below, to the Purchasing Manager
in BIC 1540. The Purchasing Manager will review all documents, and, if appropriate, will forward to the Senior Vice President,
Adminisiration for signature. Contracts submitted without complete documentation will be refurned to the requester.

Required suppoerl documentation:

I:I'i . Contract value less than $5,000: Contract Purpose section should indicate action taken to confirm best price.

I:IQ. Contract value between $5,000 and $14,999: minimum of three {3) verbal quotes must be documented {vendor name
and quoted amount} on this form or an attached sheet.

D 3. Centract value between $15,000 and $24,999: minimum of three {3} writien quotes.

|:|4. Contract value of $25,000 or greater: bid resulis (bid tabulation or RFP evaluation matnix}, Board Report, and
confimnation of Board approval {mesting minutes or Cabinet confirmation).

I:IS. Contracts submitted as sole source: full justification of sole source and letier from the vendor confirming they are the
only source of the product/service.

6. if vendor will be providing a service on campus a Certificate of Insurance is required. For additional information contact
. Risk Manager.

Upon signature, the original contract wiil ba returned to the requester. 1t is the responsibility of the requester to
forward afl fully executed contracts/agreecments, no matter the dollar amount, to the Purchasing Depariment
by emaifing to purchasingforms@cod.edu for inclusion in the College’s contract database. If a vendor/
contractor signature is still required after signature by SVP, it is the rasponsibility of the requester to obtain
remaining signature{s). Once fully executed, requester will scan a copy of the complete contract and email to
purchasingforms@cod.edu.

A copy of the signed contract, along with al! required support documents, must be attached to the requisition
when initiated.

Page 2 ol 2
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT

OPERATING PROCEDURE
CONTRACT APPROVALS

Procedure #

Page #: 1 of 10

Effective Date: 8.1.15

Revision Date:

Revision Date:

PURPOSE: To ensure effectiveness of contract approval, processing, and retention in an effort to minimize the risk to
the Coltege.

SCOPE: The scope of this procedure encompasses ali contracts entered into on behalf of the College of DuPage. For
purposes of this procedure, the term contracts includes all agreements, contracts, memoranda of understanding,
purchase orders, service agreements, and any other binding documents. The requester is ultimately responsible for
any contract initiated. Contracts must be read completely by the requester to confirm that it inciudes what has been
agreed to before submitting the contract for review and approval; this includes all exhibits, attachments, and
addendums.

CONDITIONS OF USE: All contracts entered into on behalf of the College of DuPage must be signed by the Senior
Vice President, Administration & Treasurer, unless expressiy designated to another individual for signature by the
Board of Trustees.

RELATED PROCEDURES:

Administrative Procedure 15-465 Independent Contractors

PROCEDURES:

General Contracts of purchase value [ess than $5,000

General Contracts of purchase value of $5,000 or greater, but less than $25,000

General Contracts of purchase value of $25,000 or greater

Construction Contracts of purchase value less than $50,000

Construction Contracts of purchase value of $50,000 or greater

Independent Contractor Agreements of purchase value less than $5,000

Independent Contractor Agreements of purchase value of $5,000 or greater, but less than $25,000

independent Contractor Agreements of purchase value of $25,000 or greater
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Pracedure #
OPERATING PROCEDURE

CONTRACT APPROVALS Page #: 2 0f 10

Effective Date: 8.1.15 Revision Date: Revision Date:

General Contracts of purchase value less than $5,000

1) A contract document with a total value less than $5,000 shali be submitted by the requestor for the user
department to the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
available in the Forms tibrary on the Employee Portal, must accompany any contract submitted for review.

a} The contract document will be returned to the requestor if:

i. The contract is submitted without a completed Cover Sheet, including all required signatures.

ii. The contractis submitted without appropriate documentation, including:
1. Documentation of competitive cost comparisons {if applicable)
2. 1T Review form for equipment/software purchases
3, Furniture Review form for furniture purchases

iii. The contract is deemed flawed for any reason. A letter of explanation describing the reason for

non-approval will be attached to the returned contract.

2) The Purchasing Manager will review documents and may submit for approval to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approvai Cover Sheet. {f it
is determined that additional information or edits are required, the contract will be returned to the requester
with a letter of explanation describing the additional requirements.

3} The contract will be sent in original form, as received by the Purchasing Department, to the office of the Senior
Vice President, Administration & Treasurer for approval and signature execution.

4) The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. If not approved, the contract will be returned to the requestor with a letter of exptanation describing
the reason for non-approval; a copy of such letter will be sent to the Purchasing Manager.

5} The office of the Senior Vice President, Administration & Treasurer will scan {PDF} the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and forward via e-mait to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database

for retention.
6) The office of the Senjor Vice President, Administration & Treasurer wil send the original signed contract to the
requestor for retention.
7) Upon receipt of the contract, the requestor may submit to Accounts Payabie for payment per Administrative
Procedure 10-65:
a. Contracts for independent Contractors with a vatue under $2,500 may be submitted for payment via the
Check Request process, with the independent Contractor Agreement (Under $5,000) attached.
b. Contracts for Independent Contractors with a value over $2,500 must be submitted for paymentvia a
requisition, with all contract documentation attached.
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
OPERATING PROCEDURE

Effective Date: 8.1.15 Revision Date:; Revision Date:

General Contracts of purchase value of $5,000 or greater, but less than $25,000

1} A contract document with 2 total value greater than $5,000 shall be submitted by the requestor for the user
department to the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
available in the Forms Library on the Employee Portal, must accompany any contract document submitted.

a} The contract document will be returned to the requestor if:
i. The contract is submitted withaut a completed cover sheet, including all required signatures.
#. The contract is submitted without appropriate documentation, including:
1. Documentation of three verbal quotes is required for any contract with a value between
$5,000 and $14,999,
2. Documentation of three written quotes is reguired for any contract with a vajue between
$15,000 and $24,999.
3. Cooperative/consortium references {if applicable}
4. Sole Source justification {if applicable)
5, IT Review form for equipment/software purchases
6. Furniture Review form for furniture purchases
iii. The contract is deemed flawed for any reason. A letter of explanation describing the reason for
non-approval will be attached to the returned contract.

2} The Purchasing Manager will review documents and may submit for approval to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approval Cover Sheet. ifitis
determined that additional information or edits are required, the contract wili be returned to the requester with a
letter of explanation describing the additional requirements.

3} Upon approval, the contract will be sent in original form, as received by the Purchasing Department, to the office
of the Senior Vice President, Administration & Treasurer for approval and signature execution.

4} The Senior Vice President, Administraticn & Treasurer may approve the contract by executing signature on the
contract. if nat approved, the contract will be returned to the requestor with a letter of explanation describing the
reason for non-approval; a copy of such letter wilt be sent to the Purchasing Manager.

5} The office of the Senior Vice President, Administration & Treasurer will scan {PDF} the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and forward via e-mail 1o
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database for
retention.

6) The office of the Senior Vice President, Administration & Treasurer will send the originat of the signed contract to
the requestor for retention.

7) Upon receipt of the contract, the requestor will submit a requisition for a Purchase Order (if the contract will be
pald on a single invoice) or a Bianket Purchase Order {if the contract will be paid on multipie invoices). All
documentation submitted for Contract approvai {See section 1a above) should be attached to the requisition.
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
OPERATING PROCEDURE

CONTRACT APPROVALS Page #:4 of 10

Effective Date: 8.1.15 Revision Date: Revision Date:

General Contracts of purchase value of $25,000 or greater

1} A contract document with a total value of $25,000 or greater shall be submitted by the requestor for the user
department to the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
availabie in the Forms Library on the Employee Portal, must accompany any contract document submitted.

a} The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including all required signatures.

fi. The contract is submitted without appropriate documentation, including:

1. Documentation in the form of a Board Report and approval {Board meeting minutes} for
any items of value over $25,000. '

2. Cooperative/consortium references.
3. Sole Source justification.
4. Exemption from bidding.
5. IT Review form for equipment/software purchases
6. Furniture Review form for furniture purchases

iii. The contract is deemed flawed for any reason. A letter of explanation describing the reason for

non-approval will be attached to the returned contract,

2) The Purchasing Manager will review documents and may submit for approval to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Cantract Approval Cover Sheet. If it
is determined that additional information or edits are required, the contract will be returned o the requester with
a letter of explanation describing the additional requirements.

3) The contract will be sent in original form, as received by the Purchasing Department, to the office of the Senjor
Vice President, Administration & Treasurer for approval and signature execution.

4) The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract, If not approved, the contract wil be returned to the requestor with a letter of explanation describing
the reason for non-approval; a copy of such letter will be sent to the Purchasing Manager,

5) The office of the Senior Vice President, Administration & Treasurer will scan {PDF} the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and forward via e-mait to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database for
retention.

6} The office of the Senior Vice President, Administration & Treasurer will send the originai of the signed contract to
the requestor for retention.

7} Upon receipt of the executed contract, the requestor will submit a requisition for a Purchase Order {if the contract
will be paid on a single invoice} or a Blanket Purchase Order {if the contract will be paid on multiple invoices}. Afl
documentation submitted for Contract approval (See section 1a ahove} should be attached to the requisition.

a) Ifa requisition was previously submitted 1o initiate the bidding process, a copy of the Contract and all
pertinent documents should be submitted to the Purchasing Buyer, The Buyer will attach the documents
to the requisition, and update the requisition to reflect final terms.
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Pracedure #
OPERATING PROCEDURE

CONTRACT APPROYALS Page #:50f 10

Effective Date: 8,1.15 Reviston Date: Revision Date:

Construction Contracts of purchase value [ess than 550,000

1} A contract document with a total value greater than $5,000 shall be submitted by the requestor for the user
department to the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
available in the Forms Library on the Employee Portal, must accompany any contract document submitted.

a} The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including al! required signatures.
ii. The contract is submitted without appropriate documentation, including:
1. Documentation of three verbai guotes is required for any contract with a value between
515,000 and $24,995.
2. Documentation of three written quotes is required for any contract with a vatue between
$25,000 and 549,999.
3. Cooperative/consortium references {if appticable}
4, Sole Scurce justification {if applicabie) .
5. IT Review form for equipment/software purchases
6. Furniture Review form for furniture purchases
iii. The contract is deemed flawed for any reason. A letter of expianation describing the reason for
non-approval will be attached to the returned contract.

8) The Purchasing Manager will review documents and may submit for approval to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approval Cover Sheet. Ifitis
determined that additional information or edits are required, the contract will be returned te the requester with a
letter of explanation describing the additional requirements.

9} Upon approval, the contract will be sent in original form, as received by the Purchasing Department, to the office of
the Senior Vice President, Administration & Treasurer for approval and signature execution.

10} The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. If not approved, the contract will be returned to the requestor with a letter of explanation describing the
reason for nen-approval; a copy of such letter will be sent to the Purchasing Manager.

11} The office of the Senior Vice President, Administration & Treasurer will scan {PDF) the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and ferward via e-mali to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database for

retention.

12} The office of the Senior Vice President, Administration & Treasurer witl send the original of the signed contract to
the requestor for retention.

13) Upon receipt of the contract, the requestor will submit a requisition for a Purchase Order {if the contract will be
paid on a single invoice} or a Blanket Purchase Order {if the contract will be paid on multiple invoices}. Afl
documentation submitted for Contract approval (See section 1z above]} shouid be attached to the requisition,
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
OPERATING PROCEDURE

Effective Date: 8.1.15 Revision Date: Revision Date:

Construction Contracts of purchase value of 550,000 or greater

1} A contract document with a total value of $25,000 cr greater shail be submitted hy the requestor for the user
department to the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
availahle in the Forms Library on the Employee Portal, must accompany any contract document submitted.

a) The contract document wifi be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including all required signatures.

ji. The contract is submitted without appropriate documentation, including:

1. Documentation in the form of a Board Report and approval {Board meeting minutes) for
any items of value over $50,000.

2. Cooperative/consortium references {if applicable)
3. Sole Source justification (if applicabie}
4, Exemption from bidding {if applicable)
5. T Review form for equipment/software purchases
6. Furniture Review form for furniture purchases

fii. The contract is deemed flawed for any reason. A letter of explanation describing the reason for

non-appravatl will be attached to the returned contract,

2) The Purchasing Manager will review documents and may submit for approval to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approvai Cover Sheet, Ifitis
determined that additional information or edits are required, the cantract will be returned to the requester with a
letter of explanation describing the additional requirements,

3) The contract witl be sent in original form, as received by the Purchasing Department, to the office of the Senior Vice
President, Administration & Treasurer for approval and signature execution.

4} The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. if not approved, the contract will be returned to the requestor with a letter of explanation describing the
reason for non-approval; a copy of such letter will be sent to the Purchasing Manager. '

5} The office of the Senior Vice President, Administration & Treasurer will scan (PDF} the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and forward via e-mait to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database for
retention.

6} The office of the Senior Vice President, Administration & Treasurer will send the original of the signed contract to
the requestor for retention,

7} Upon recelpt of the executed contract, the requestor will submit a requisition for a Purchase QOrder {if the contract
will be paid on a single invoice) or a Blanket Purchase Order {if the contract will be paid on multiple invoices). Al
documentation submitted for Contract approval {See section 1a above) should be attached to the requisition.

a. If a requisition was previously submitted to initiate the bidding process, a copy of the Contract and all
pertinent documents should be submitted to the Purchasing Buyer. The Buyer will attach the documents to
the requisition, and update the requisition to reflect final terms.
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure §
OPERATING PROCEDURE

CONTRACT APPROVALS Page #: 7 0f 10
Effective Date: 8.1.15 Revision Date: Revision Date:

Independent Contractor Agreements of purchase value iess than 55,000

1} Review Administrative Procedure 15-465 independent Contractors for information regarding determination of

2)
3)

4)

5)

6)

7)

independent Contractor classification. Seek assistance from HR/Compensation as appropriate.
Prepare an independent Contractor Agreement {Under 55,000}, which is available from Accounts Payable.
The completed Independent Contractor Agreement shall be submitted by the requestor for the user depariment
to the Senior Vice President, Administration & Treasurer for signature. A Contract Approval Cover Sheet,
avaifable in the Forms Library on the Employee Portal, must accompany any contract document submitted.
a. The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including all required signatures.
ii. The contract is submitted without appropriate documentation, including:
1. Documentation of competitive cost comparisons.
2. Sole Source justification.
iii. The contract is deemed flawed for any reason. A letter of explanation describing the reascn for
non-approval will be attached to the returned contract.

The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. If not approved, the contract will be returned to the requestor with a letter of explanation describing
the reason for non-approval.
The office of the Senior Vice President, Administration & Treasurer will scan (PDF) the signed contract, aleng
with the Contract Approval Cover Sheet and any attached documentation, and forward via e-mail to
purchasingforms@cod.edu, Upon receipt, Purchasing staff will enter the document into the Contract Database
for retention.
The office of the Senior Vice President, Administration & Treasurer will send the original of the signed centract
to the requestor for retention.
Upon completion of the contractual services, the requestor may submit to Accounts Payable for payment per

Administrative Procedure 10-65:
a. Contracts for Independent Contractors with a value under 52,500 shouid be submitted for payment via
Check Request with an Independent Cantractor Agreement {Under $5,000}.
b, Contracts for Independent Contractors with a value over $2,500 must be submitted via a reguisiticn,
with alf contractuat documentation attached.
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CONTRACT APPROVALS Page #: 8 of 10
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Independent Contractor Agreements of purchase value of $5,000 or greater, hut less than $25,000

1)

2)

3)

Review Administrative Procedure 15-465 Independent Contractors for information regarding determination of
independent Contractor classification. Seek assistance from HR/Compensation as appropriate.
Prepare an Independent Contractor Agreement {Over $5,000} using the template available in the Forms Library on
the Employee Portal. Obtain the signature of the selected independent contractor,
The requestor for the user department shal! submit the independent Contractor Agreement (Over $5,000) to the
Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet, available in the
Forms Library on the Empioyee Portal, must accompany the Agreement.
a) The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, inciuding all reguired signatures.
ii. The contract is submitted without appropriate documentation, including:
1. Documentation of three verbal quotes is required for any contract with a value between
$5,000 and $14,999.
2. Documentation of three written quotes is required for any contract with a value between
$15,000 and 524,999
3. Cooperative/consortium references {if applicable)
4. Sole Source justification {if applicable}
fii. The contractis deemed flawed for any reason. A letter of exptanation describing the reasen for
non-approval wil be attached to the returned contract.

4] The Purchasing Manager wilf review docurments and may submit for approval to the Senior Vice President,

S)

6)

7)

)

Administration & Treasurer with his/her initiais and comments noted on the Contract Approval Cover Sheet. If it
is determined that 2dditional information or edits are required, the contract wili be returned to the requester
with a letter of explanation describing the additional requirements.
The contract will be sent in original form, as received by the Purchasing Department, to the office of the Senior
Vice President, Administration & Treasurer for approval and signature execution.
The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. If not approved, the contract will be returned to the requestor with a letter of explanation describing
the reason for non-approvai; a copy of such letter will be sent to the Purchasing Manager.
The office of the Senior Vice President, Administration & Treasurer will scan (PDF} the signed contract, along with
the Contract Appsoval Cover Sheet and any attached documentation, and forward via e-mail to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Catabase for

retention.

The effice of the Senior Vice President, Administration & Treasurer will send the original of the signed contract to
fhe requestor for retention.

Upon receipt of the contract, the requestor will submit a requisition for a Purchase Order {if the contract wili be
paid on a single invoice} or a Blanket Purchase Order {if the contract will be paid on multiple invoices). All
documentation submitted for Contract approval {See section 1a above) shouid be attached to the requisition,
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CONTRACT APPROVALS . Page #: 9 of 10
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independent Contractor Agreemants of purchase value of 525,000 and greater

1)

2)

4)

5)

6)

7}

Review Administrative Procedure 15-465 independent Contractors for information regarding
determination of independent Contractor classification. Seek assistance from HR/Compensation as
appropriate.
Prepare an Independent Contracter Agreement (Over $5,000) using the tempiate available in the Forms
Library on the Employee Portal. Obtain the signature of the selected independent contractor,
The requestor for the user department shall submit the Independent Contractor Agreement {Over $5,000)
o the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
available in the Forms Library on the Employee Portal, must accompany the Agreement.
8} The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including all required
signhatures.
ii. The contract is submitted without appropriate documentation, inciuding:
1. Documentation in the form of a Board Report and approval (Board meeting
minutes} is required for any items of vatue over $25,000.
2. Bid exemption (if applicable)}
3. Cooperative/consartium references {if applicable}
4. Sole Source justification (if applicable)
iii. The contract is deemed flawed for any reason. A letter of explanation describing
the reason for non-appraoval will be attached to the returned contract.
The Purchasing Manager will review documents and may submit for approva! to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approval Cover
Sheet. If it is determined that additional information or edits are required, the contract will be returned to
the requester with a letter of explanation describing the additional requirements.
The contract will be sent in original form, as received by the Purchasing Department, to the office of the
Senior Vice President, Administration & Treasurer for approval and signature execution,
The Senior Vice President, Administration & Treasurer may approve the contract by executing signature
on the contract. If not approved, the contract will be returned to the requestor with a letter of
explanation describing the reason for non-approval; a copy of such fetter will be sent to the Purchasing
Manager.
The office of the Senior Vice President, Administration & Treasurer will scan {PDF) the signed contract,
along with the Contract Approval Cover Sheet and any attached documentation, and forward via e-mail to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract
Database for retention.
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9} Upon receipt of the contract, the requestor wii submit a requisition for a Purchase Order {if the contract
will be paid on a single invoice} or a Blanket Purchase Order {if the contract will be paid on muitiple
invoices}. All decumentation submitted for Contract approval {See section 1a above) should be attached

to the requisition,

a} If a requisition was previously submitted to initiate the hidding process, a copy of the
Contract and all pertinent documents should be submitted to the Purchasing Buyer. The
Buyer will attach the documents to the requisition, and update the requisition to reflect

final terms.

END OF DOCUMENT
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COLLEGE OF DUPAGE College Dperations - Fiscal

Administralive Procaedure Manuat Progadure No. 10-80

Purchasing

1. Centralized Purchasing Function

in order for centralized purchasing to be effective, there must be meaningful cocperation between alt
depantments and the Purchasing Department. Purchasing Department dacisions witi be made on the
basis of serving the overall needs of the College as a whole. All purchases exceeding $160 $500 in total
value shall have an authorized purchase order Issued by Purchasing. Purchases of unnecessary items
should be aveided. The payment for any unauthorized purchases wii be the sole responsibility of that
person placing the order.

2, Purchasing and Contracting

'A. Compstitive Bidding
College of DuPage will operate in accordance with the lilinais Public Community College Act,

paragraph 3-27.1, Contracts.
B. Bid Deposit

A bid depasit for 156% (fifteen percent) of the base bid amount is normaliy requlred for ail bids with _
an estimated value exceeding four {4) times the bid Imit. Bid deposits will be in the form of a ;
cashter's check, certified check or bid bond. All bid deposits must accompany the respective bid and :
will be held by the College until award of the bid is made. Bid deposits may be waived at the
discretion of the Purchasing Department when such a requitement is detrimental to competitive
canditions or other reasons contrbuting to the best interests of the Collega,

C. Request for Quolations
1} $1 to $4,999 - Quotes will be solicited at the discretion of the Purchasing Department.
2) $5,000 to $14,999 - A minimum of three verbal quotes will be solicited or 1eviewed by the
Purchasing Department before processing a requisition.
3) $15,000 to $24,099 - Aminlmum of three written quotes wil be scoliclted or reviewad by the
Purchasing Dapartment before processing a requisition.
4) §$25,000 and over -Subject to formal bid procedures.

Bids will be reviewed by the Purchasing Department to verify the award of low bid. {moved from Section
6) Committee evaluation results for proposals will be provided fo the Purchasing Depantment for
verification and retention.

D. Procurement Cards !
The Purchasing Department may issue procurement cards to employees authorized by the :
Administration in accordance with Purchasing Department and Finance CHice procadures. {(moved
from Section 3}

E. Governmental Consontium/Cooperative Agreements
The Board of Trustees delegates authority to the Purchasing Depariment to purchase from
governmantal contracts or cooperative/consortium agreernents that fully meet the requirements of
lflinols law, in lieu of competitive bidding. A monthiy report of alf such purchases of $25,000 or
greater shall be submitted for infermation approvai to the Board of Trustees prior to release of the

purchase order.
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F. Contract Authorization
All coniracts entered into_on behalf of the College must be signed by the Vice President,
Administrative Aflairs & Treasurer. ef-Administralive-Affaire—~Contracts and vendor Cerlificates of
Insurance are required for, but not limited to, all services to be performed on college property.

G. Professional Service Contracts

Contracts for services of individuals possessing a high degree of professionat sklil, where the ability
or fitness of the individugi plays an imporlant part, shall be selected through a competitive proposal
pracess unless the service is a sole source purchase that is appropriately documented, Professional
Service Contracts exceeding the established bid mit shall require approval by the Board of
Trustees. Selection of a professional service provider shall be based on a variely of criteria
including, but not limited to, demonstrated competence, knowledge, references and unique
qualifications to perform the services, in addition to offering a fair and reasonable price that Is
consistant with current market conditions.

H. Construction Coniracts
Contracts for building repalr, maintenance, remodeling, renovation, ar construction and
professional services related thereto shalt also be in accordance with Board Policy 10-90,
GConstruction Contracts.

3. Purchase Requisitlons

A. The Purchasing Depariment will not institute any action untll it has received a valid requisition.

B. Requisitions must will be prepared oa-pre-rumberadforms-stoskedinthe-Purshasing-Department
and-availablelo-all-depariments: submitted electconically via the deslanated Puichasing system
Sepamt&mqwmhensﬂkb&used—bmaeh#endm%aﬁaeheﬂmﬂng—#neees&aw ~The-Rurehasing
Depamentmay-authorizo-deparlmentsto-lssus-olockenicraguisilions in accordance with
Purchasing Department and Finance Office procedures. Each reguisition must include pertinent
information/explanation In the internal notes field; guotes, coniracts, and other supporting
documentation will be atlached as applicable.

C. Afterrocelving proper apprevals; thelast copy-wilkbe rotainad by the-initiating deparment-andthe
three-rernaining-copios-wilkbeferwarded to-the Purchasing-Depariment:_Reqguisitions subrmitted for
goods and services after 1} receipt of the goed, or 2) the service has been completed, are not in
compliance with standard procedures: a wiitlen explanation of the reason for the after-the-fact
purchase and the Vice President’s apnroval are required.

D. Adterthe-Rurchasing Department-has issued a purchase order rumber, a copy-af-the-raquisition will
be relurned-te the-autherized signator and e the ariginator with the fellowing additions:
1) Purchase-arder-number
2 Bato-ordored
3) Anychange-in spesifisatian
4) Gorract-cost
5) Mepdor
8) Eslimated delivery date, fbknown
Expendituras exceeding the bid threshgld, Including planned aggregate spend in excess of the bid
threshold, musi be anproved by the Board of Trustess prior to purchase. Planned aqgregate spend is
considered the olanned purchase of related items from the same vendor by a single department withii &

fiscal year.

E. Requisitions for bid items must be in received by the Purchasing Deparlment with full
specifications and rationala by-the-pested-deadlines at leas! eight {8] weeks prior to anticipated
Board review to aliow time for bid process and Board review preparalion. —prorte-the-upseming
Board-Meoling—in-ordorte be plagod-on-the agenda-for said Beard-Mesting-Cut-olf-dates will- e
pesiodHp-the-Groen-Sheal:
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F. Requisttions for goods andfor services purchased with Grant funds must be approved by the a Grants
Accountant and will be processed in the sama manner as a regular requisition, unless superseded by
specific Grant provisions. Purchases funded by federal grant funds must adhere to regulations as
stipulated in Uniform Guidance 2 CFR, Part 215,

G. Reguisltions for goods andfor services purchased through barter must be authorized by the
Purchasing Department and supported by written rationale prepared by the initiating depariment. All
barter purchases will be competitively evaluated to equivalent cash value.

H. Ali requisitions for goods andfor services which must be secured under formal contractual basis must
be approved by the divisional Vice President. The Purchasing Department wili have the authority to
consolidate requests for similar goods and/or services for procurernent on a competitive basis.

I. Special approvals will bs required for computer equipment, ergonomic furniture/equipment, telephone
equipmsnt, audiovisual equipment, eapter print/copy equipment, publicetions and fumiture,
Completed approvalfreview forms must accompany the reguisition upon submission.

J. The issuing of muitiple requisitions to circumvent the competitive bidding process wilf not be allowed.
This practice is known as “chaining” of “stringing”, and is a violation of purchasing policy.

L. The Purchasing Depantment-may-awtherize-depafments-tc-issue deparmental purchase-orders-ata
limit-in-accardansa-with-Rurchasing Deparment-ard Firanco-OHise-procodures.

4, Cost Justification Analysis
Prior to the bidding process, the requisitioner will provide the Purchasing Department with e rationale
ouilining-thereasens for the expenditurs, which will include the following:
A. Intended use of goods or services
B. Geredodeseriptionof Specifications/scope of work for goods or services
C. Usep{s}-Evaluation criteria (applicable to RFP and RFQ}
D. UsebdifeList of Depadment Beviewers or Evaluation Commikee Members
E. List of vendors to receive direct solicitation
—Surarany-shothereompaliblo—orsimilar—eguipment
F. Supplemental reguirements, including installation esst, maintenance, trade-in or disposal services. if
applicable
G. Where appropriate, an analysis should be conducted of lease and purchasg alternatives to determine
which would be the most economical and practical procurement.
H. Mainterance-eost iHapplicabls
i. Trade-inordisposalequipientavailable

5. Solicitation Benuirements
Solicitations for goods and gservices must provide for the following:

A, Aclear and accurate description of all reguirements, including {echnical, for the material, product ar
senvice to be procured. in competitive procurements, such a description shall not contain features which
vnduly restrict competition,

B. Beguirements which the biddet/offeror must jutfill and all other factors 1o be uged in evaluating bids of
proposals.

C. A description, whenever practicable, of technical requirements in terms of functions to be pedormed or

D. The specific teatures of "brand name or egual” descriptions that bidders are required fo mest when such
items are included in the solicitation.

E. The acceptance, to the extent practicable and economically feasibie, of producis and services
dimensioned in the metric system of measuremeant.
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8. Modification of Crders

Requests for modifications of purchase orders {before shipping) will be directed to the Purchasing
Department by an authorized individual, Any changes in purchase orders must be authorized by the
Purchasing Depariment. Reasons for the request will be submitted in writing, with refersnce to the
purchase order number and vendor. Purchasing staff will provide the requester with instruction regarding
the_appropriale method of accommodating the modification. Blds—wil-be—raviswed- by-the-Rurshasing
Deparmontiovorfy tho-award-of low-bid—Modifications Involving bid items in excess of 10%——+sd the
approved amount will be approved by the Board of Trustees.

7. Invoice Processing
The Finance Office may issue checks for invoices on bid items which wera approved by the Board of
Trustees alter the goods and/or services are received and determined to be satisfactory. Checks for items
not praviously approved by the Board of Trustees shall require individual approval by the Board for
amounts of $25,000 and over. Payments greater than $15.000, but less than $25,000, (excluding legal
services) and which have ne_prior Beard approval inust be approved by the Board of Trustees before
payment can be raleased. Requast for Board approval to release payments will take place during the
monthiy Beard maeting. Any check pavment greater than $25,000 (excluding legal services) which was
nrevicusly approved by the Board of Trustees requires the approval by the Board Chair prior ta release of

payment.

Inveices less than the bid threshold that are greater than the Purchase Order amount by ng more than
10% will be paid when the following apply; 1) the amount over the Purchase Order value is for shipping
only, and 2} the additional amount does not place the total value of the Purchase Order over the approved
threshold catedory as noted in Section 2.C. Reguest for Quotations in this Procedure. No tnvoices will be
paid that are greater than the authorized value of a Blanket Purchase Order.

8. Emergency Expenditures
Requests for emergency expenditures which have a total cost of iess than $406 350 may be processed
through the Cashier as a pelty cash item within thirty {(30) days of their occurrence. Forms are available
from the Cashier and must be accompanied by an original receipt and be approvad by an authorized
signator. Charges will be allocated to the appropriate Goliege budget. Emergency expenditures wiih &
total cost of less than_$560 may be processed through Accounts Payable via the Pay a Vendor process.
Emergency expendiiures between $500 and the established bid limit may be submitted as an after-the-
fact purchase: an explanation of the emsrgency and ihe appropriate division Vice President's
autherization will be required,

Requests for emergency expendiiures exceeding the bid limit shall be authorized by the President, with
approval by three-fourths (3/4) of the members of the Board, in accordance with Board Policy. In_such
cases, the President will conlact the Board of Trustees Chairperson, who will then obtain aytherization by
three-fourths of the members of the Board, |f an emergency arises perinent to a construction project, the
Prasident may_also seek_approval by three-fourths of the Board to waive the payment and performance
bond requirement for projects fess than_the threshold established by the Public Construction Bond Act.
The Administration shall set forlh, with specificity, the nature of the emergency which shall be certifled by
a person with direct knowledge of the emergency. Details of the nature of the emergency and the
certification shalt be submitted for ratification by the Board of Trustees st the next Regular Board Meeting.

9. Beguests for Sampies
Any samples submitled will be at no cost to the College and will become the property of the College upon
receipt. Samples will be retumed at the discretion of the Coilege, but only upon specific raquest of the
bidder within fourteen {14) calendar days afler submission of the bid. The College reserves the right to
subject such samples to tests and inspections which, in its judgment, are deemed necessary. The Collegs
does not guerantes that samples returned to the bidder will be in the same condition as when submitted.
Employees will not accept samples or gratuities for personal or non-College use.
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10. Purchase of Producis with Resysled-Gonteni_Environmantal Impact
A, The College will show preference, to the extent practicable and economically feasible, for products and
services thal conserve natural resources, protect the envirgnment, and are energy efficient.

8. The College will show preference for the purchase of products with recycied content whenever
specifications, standards and availabiiity are equivalent to products which de not contain recycled content,
and without incuriing unreasonable additional costs.

11. Electronic Bid Submissions
Electronic submission of bids may be utilized for competitive bid requests, at the discretion of the
Purchasing Departmant, in accordance with state law,

Adopted: 10/1/09 Reviewed: ﬁmgﬂggg 3;,9111{,150
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT

OPERATING PROCEDURE

COMPETITIVE BID PROCESS: NON-CONSTRUCTION

Procedure #

Page #:10f 4

Effective Date:
2/19/2015

Revision Date:

Revision Date:

PURPQOSE: The Competitive Bid Process invites suppliers to submit competitive hids for project work or products.
This process encourages competition and provides prospects with fair and honest dealings with suppliers.

SCOPE: Any contract for the purchase of supplies, materials, or work involving expenditure in excess of 525,000 is to
be awarded to the lowest responsive and responsible bidder meeting requirements, considering conformity with
specifications, terms of delivery, quality, and serviceability. The College bid threshoid is $25,000 for general
purchases and 550,000 for construction-related purchases, as indicated in Administrative Procedures 10-60 and 10-
90, respectively. This threshaoid is applicable to a single point of purchase {i.e. same vendor, related items/project;
related #terns via a Blanket Order}, not a coilege-wide aggregate of unrelated purchases {i.e. college-wide aggregate
by vendor or GL account number). Where contracts are concerned, the threshold is based upon the total contract
amount, inciuding any extensions, change orders, amendments, renegotiations, renewais, etc. All executed
contracts will be centrally located in the Purchasing Department unless a designated alternate location is approved
by the Senior Vice President, Administration and Treasurer. College of DuPage will operate in accordance with the
filinois Public Community College Act, paragraph 3-27.1 Contracts. Bids will be reviewed by the Purchasing
Department to verify the award of low bid meeting requirements and specifications.

PROCEDURES:
1} identify/Evaluate/Clarify

a} The Purchasing Department will not institute any action until it has received a valid requisition. Requisitions
will be received and reviewed by Buyer,

a. [fiT-related equipment or services are being requested, a completed IT Review Farm must be
provided by the requester prior to additional action being taken.

h. If furniture is being requested, a completed Facitities Furniture Review Form must ke provided by the
requester priar to additional action being taken.

c. if catering services are being requested, a completed Food Waiver Form must be provided by the
requester prior o additional action being taken.

d. If requesteris indicating sole source vendor, full justification is reguired.

b) If total vaive is $25,000 or greater, Buyer will begin Bid Process

¢} Buyer to work with end user to develop detailed Specifications to fit the College needs.

a. Specs should not be brand-specific. If only one brand/model is acceptable, and oniy one supplier
exists, Buyer to request Sole Source justification from end user. if justification s accepted by the
Purchasing Manager, a Board Report will be written and competitive bidding does not need te take
place.

d} Buyer to work with end user to determine milestone dates (Pre-bid, start date, due dates). Pre-bids should
be scheduled, when needed, at least 5 days prior to Bid opering date to allow time for Bidders to complete
bid response,

e) Buyer to work with end user to determine if there is a need for a bid/performance bond is needed (See
Administrative Procedure 10-60 2. B. Bid Deposit}

2] Prepare Documents for Bid
a} Buvyer creates a folder on U Drive/Purchasing/Fiscal year folder {i.e. FY2015}/ and names folder Bid Number
and Title {i.e. “2015-B009S Office Supplies”)
b} Buyer to draft Bid Packet
a. Buyer to receive Bid Number from Purchasing Assistant
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COMPETITIVE BID PROCESS: NON-CONSTRUCTION Page #: 2 of 4
Effective Date: Revision Date: Revision Date:
2/19/2015

b. Once Project Manager/end user approves final specifications, Buyer will add to 8id Template
found in the project folder on U:Drive/Purchasing/ Templates folder , and update al! other
pertinent information in template {milestone dates, contact information, meeting iocations,
contact information to include Buyer and Purchasing Assistant, etc.}.

¢. Bid Packet labeled as draft, saved as PDF file, and sent to Project Manager/end user for approval.

i, Save approval email and alt ather pertinent emails on U drive in the project folder in subfolder
named “Bid Communications”

ii. Remove Draft watermark and save file on U: Drive in Bid folder named by bid number, titte
and the word FINAL [i.e. 201580099 Office Supplies FINAL). Save a copy as a Word document
and as a PDF file.

¢} At least 2 business days prior to bid start date, Buyer to create Legat Notice and send to Daity Herald with
requested Posting date. Advertisement should be posted at least 10 business days prior to Bid Opening date.
Buyer to save confirmation on U: Drive in Bid Communications fotder.

d) At least 2 business days prior to bid start date, the Purchasing Assistant will post the project title, contact
information, and due date on the COD Purchasing website. This should remain posted until Bid opening
oceurs, then status fine wilt be revised to show bid as closed pending award.

e} Buyer to send vendor list tempiate from the U drive: Purchasing: Templates folder to end user to fili out.
Buyer can obtain additional vendars to add to list from internet searches and/or previous related bids, as
requested hy end user or deemed necessary by Buyer. Once list is completed, Buyer to get approval from
end user.

a. Save approva!in Bid Communications foider.

b. Save completed Vendor List in Bid folder titles “Approved Vendor List”.

f) Buyer to send compieted Vendor list and final Bid packet to Purchasing Assistant.

g) Buyer to schedule milestone dates {Pre-bid if applicable, Bid Opening, etc.} on catendar in Outlook
Conference Room. invite the Project Manager/End User,

3} Distribution of Documents
a) Purchasing Assistant to distribute bid documents

a. Email Invitation to Bid to all vendors on Vendor List provided.

b. Bid documents will be sent to vendors who request documents

¢.  New vendors who request documents wili be added to Vendor List

i. 1f bid brokers request bid documents on behalf of vendors, our obligation is only to provide
the bid broker will additionai documents such as addenda.
. Purchasing Assistant will note responses/transmittal error messages on Vendor List

e. Purchasing Assistant wiil attempt other means of contacting vendors when initial attempt fails. If
necessary, Purchasing Assistant will contact Project Manager/end user to assist in obtaining corrected
vendor information to ensure all vendors are centacted

4} Questions/Clarification
a} Pre-bid {if Applicable)
a. Buyer, Project Manager/end user will attend Pre-bid, if applicable.
b, PM/End user will lead meeting.
¢. Buyer records questions and ensures all vendors sign in {Sign-in sheet template available on U drive:
Purchasing: Templates folder)
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure B

2/18/2015

OPERATING PROCEDURE
COMPETITIVE BID PROCESS: NON-CONSTRUCTION Page #: 3 of 4
. Effective Date: Revision Date: Revision Date:

5)

b) OCther questions
a. Due date for questions is listed in Bid packet, and is generally 5 business days after legal advertisement
initially runs. Once due date has passed, all vendors should be provided with Addendum answering all
questions.

i. Buyer will compile questions from vendors {from emails/phane calis/ pre-bid, etc.), and work
with PM/end user to answer all questions in the form of an Addendum,

ii. Buyer will get approval from PM/end user on finai draft of Addendum, save Addendum in
project folder, and send a copy of final Addendum to Purchasing Assistant to distribute to
vendors.

Bid Opening

a) Alf Bids are due into the Bid Box in Purchasing by the time/date listed in the bid packet.

b} Al bids must be sealed

c) Bids that are not deposited into the bid box by the time listed on the bid packet will be returned to the vendor,
unopened.

d) Buyer will open bid box at the time listed on the bid packet.

e} Buyerand at least one other member of the purchasing team will attend the Bid opening.

fj  Buyer will cpen sealed bids and read them aloud.

g} Second member of purchasing team will record bids on the Bid Tabulation form. {located U drive: Purchasing:
Tempiates folder).

h) After Bid Cpening, Buyer will review all bids to ensure conformance to requirements in bid packet.

i} Buyer wiit scan all responses and bid tabulation and save to project folder.

i} Buyer wili email documents to end user. If end user did not attend bid opening, Buyer wili provide an email
summary of Bid results as well as send all scanned documents for end user to review,

6] Acceptance

a) Project Manager/End user complete final review that low bidder met all requirements and specifications.
a. Buyer to send any guestions to vendors if PM/end user needs clarification of any part of bids.
b. Buyer to save approval email from PM/end user in Bid Communications foider.
b) Buyer will confirm good standing of accepted vendor via the foltowing websites, and will place screen shot of
the Cyberdrive information in the project folder:
a. lllinois Secretary of State:

b, inois State Debarred Companies List:
http://www2.illinois.gov/dhr/PublicCantracts/Pages/Debarred Companies.aspx
c. Eligibility to bid on lllinais State contracts:
https://data.illinois.gov/dataset/IDHR-Eligible -Public-Contract-Mumbers/Gvms-ush
¢) PM/End user to complete a Vendor Intake form, obtain a W-9 and send it to Purchasing {for new vendors
only}.
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #

OPERATING PROCEDURE
COMPETITIVE BID PROCESS: NON-CONSTRUCTION Page H: 4 of 4
Effective Date: Revision Date: Revision Date:
2/19/2015

d) Buyer to create a draft Board report {template located in U drive: Purchasing: Templates foider}

g

a. Full business name as noted on the Signature Page of response documents, including DBA where
applicable, should be used in the Board Report,

Watermark as "draft” and save as a PDF to send to end user to PM/end user for review and approval.
Save approval emall in Bid Communications folder.

Buyer to send Word document copy of approved Board Report to Purchasing Assistant for finalization.
Purchasing Assistant will add topic to next month’s agenda, assign the agenda item number to the
board report. Spelling, grammar, punctuation, order of topics, and formatting will also be
checked/adjusted by Purchasing Assistant.

. The board report wilt be sent to Purchasing Manager and Director for final questions,

g. Upon approval, Purchasing Assistant will send the report back to end-user for signature routing.
Signatures required are departrnent VP, Purchasing Director, Sr VP of Administrative Affairs and
President,

Board Report will be submitted for inclusion in next available BOT meeting agenda.

Once approved at BOT meeting, Buyer will get final approvai from PM/end user to send order.

Buyer will approve requisition for the awarded amount, changing vendor name to awarded bidder, and make
note af the Bid number in the PO internal notes section,

Buyer will send PO to vendor, and copy PM/end user.

@20

7] Closing of Bid File

a)
b)

¢}

Purchasing Assistant will move the bid information to the Awarded Bids section of the webpage with the RFP
and Board Report attached.

Buyer will obtain signed copy of contract for submission to Purchasing Contract Database {{mageNow) from
end-user if applicable,

Buyer will follow up with end-user or vendor to make sure the Certificate of insurance {COI) was received
before onsite work is performed. Buyer will ensure all COis should be scanned into ImageNow.

OTHER APPLICABLE DOCUMENTS:

BOT Policy 10-60 — Purchasing

Administrative Procedure 10-60 — Purchasing
Purchasing Operating Procedure — Bid Deposits
Purchasing Operating Procedure - Blanket POs

End of Document
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BID/RFP Process — End User Guide

Bid - A formal competitive bid process is bsed for the grocurement of gaods or services with an anticipoted cost in excess of $25.000.00
Vendors must submit thelr sealed bids to the Purchasing Deportment an or befors o deadiine, ot which time ofl bids ore publically opened by the
Purchosing Department end the Vendor's pricing content 1s read out loud. The Vendor with the lowest responsible bid flowest cost proposa?
meeting off bid specifications] is awgrded the conteget upon Board opprovol.

REP (Request for Propasal] — An RFP process is mostly used far the procurement of services or goods thot should be evaluated on additions’
quolities as welf as the price. The RFP defines project objectives and scope of secvices, But does not detad every aspect of implementing the
project. The RFP provides for negotintions after progosols are opened and o Respondent is sefected.  Respondenats must submit their proposols
0 the Purchosing Department on or Before ¢ deodliing, at which Hme the Prapasol of off porticipoting Raspondents are publically speaed by the
Purchasing Department and the nemes announced. Eod user will form an Evaluation Comenittee ond canduct o detafied evaiyntion of of
proposais bosed on criteria stated in the RFP. The oward wifl be made to the highest reted and renked Respondent and upon Baord epproval

RFQ (Begquest for Qualification) - Similar to the RFP grocess except pricng isnoto camponent in the RFQ. The RFO is vsed to solicit guolifications
to implement ¢ new service. The RFQ outhines project objectives and scope of services, ond quolifications of the services. The REQ defines a pol
af condidotes. Price is negotioted after vendor selection

Timeline of Events

i w1 10 weeks e

Bozrd T ]
fid Boar
Bld Quertinns Report Hoard
Dosument ’ } I ‘ ’ Rapart . Ralzase PO
Finatizalon Advrtreract & Addenda Wiile up Slgaatire Maeling

TN
@Tn

Eitd Closingt
Response
nevHra

Board
Rk RFP Cuestions RFP Responas a““‘ Rugort Bosrd Contraed
Documant Advrrasemioy A Addanda Clostng Rrdewl Report Slgnature Hasting Sigeing than
Flaabxatlon Evainatan Write up Route PO fslanns
| ['12 weeks | e

Order of Events:

1. Depariment determines their need and writes the specifications; Purchasing can assist with
writing the specifications,
2. Arequisition must be entered in Mercury Commerce. Please choose vendor number 1297164 -
PURCHASING FOR BiD OR RFP when entering your requisition. Attach your specifications,
3. Purchasing receives the approved requisition, evaluates the specifications and begins working
on drafting the packet of the Bid/RFP packet.
a. If questions regarding the specification arise, the Purchasing department will reach out
to the requisitioner regarding the purchase.
This step involves constant communication between the departments, and may take
saveral weeks.
b. Foran RFP/RFQ, end user forms an evaluation committee and an evaiuation criteria.
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Example;

Evaltuation Criteria ;?:::;:;
Total Cost 20
Capzhility to Meet or Exceed Requirements 20
References 10
Number of Interpreters in the area 20
Firm Resources/Staff Team 10
QOnline scheduling system capability 20
TOTAL 100%

Upon final packet approval by both departments, Purchasing advertises the Bid/RFP/RFQLin the

local newspaper and posts it on the Purchasing website:
http://cod.edu/about/purchasing/requests/index.aspx

The advertising process requires a minimum of 10 business days.
5. During the advertised periad:

a.

b.
c
d

Pre-bld meeting is scheduled {if applicable}

Vendor question are accepted

Addenda are sent aut to vendors by the Purchasing department {if applicable}
Blackout Period: After the College has advertised for bids, no vendor shail contact any
College officer(s) or employee{s) involved in the solicitation process, except for
interpretation of bid specifications, clarification of bid submission requirements or any
information pertaining to pre-bid conferences as instructed in the bid documents. No
vendor shall visit any Coliege officers or employees untii after the bids are awarded,
except in those instances when site inspection is a prerequisite for the submission of a
bid.

6. Bid/RFP/RFQOpening

d.

Bids - Bids are publicly opened, pricing is read out loud, and bids are checked for
completeness of required forms.

RFP/RFQ —Proposals are pubiically opened, Respondent names announced, and
proposat are checked far compieteness of required forms. No pricing is shared with the
public.

7. Ewvaluation

d.

Bid documents are checked for completeness and the lowest responsibie bidder is
considered for the award.

b. Proposals are evaluated by a previously assigned committee. Proposals are then scored

by the committee and the vendor with the highest score is proposed far the award.

8. Board Report

a.

Raquester: It is the requester’s responsibility to write the Board Repart. The Requester
will be provided with a Board Report example, along with appropriate fanguage
summarizing the bid/RFP/RFQ results, by Purchasing following the public apening.
Please note below that Financial Affairs wili add the Budget Status table. Requester will
subgit Board Report draft in Word format, along with a Routing Form in .pdf format, to
their department [budget} manager.
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9. Boarda
a,

et

Department {Budget} Manager: Reviews Board Report draft, edits {in black) document
as appropriate, and submits to the Purchasing department at Purchasing@cod.edu,
Purchasing: The Buyer will {in red):
i. Review/edit the bid/RFP/RFQ information

ii. Insert/review appropriate exemption-from-bidding language as appropriate

Hi. insert/review cooperative contract information as appropriate

iv. Ensure the bid tabulation (big) or evaluation matrix {(RFP/RFQ) has been

inctuded.

The Buyer will forward to the Director, Business Affairs.
Director, Business Affairs: Reviews and edits {in red} all language, and submits to the
College Budget Manager/Financial Affairs.
College Budget Manager/Financial Affairs: Adds the Budget Status table {in black), and
sends the edited document to the Requester.
Requester: Requester will make final changes and submit clean copy to Vice President
for review and submission,
Vice President: Reviews final draft, works with Regquester to make final revisions, and
submits to President’s Office for inclusion in the appropriate Board meeting packet.
Board Reports will only be accepted in the President’s office directly from the
appropriate Vice President. Please inciude this form with the Board Report submission
to the President’s office. The Vice President is responsible for the final Board Report
content and format.
pproves the purchase at a Board Meeting
If an item is not approved, bids/RFPs may need ta be rejected and/or modified and re-
advertised.

10. {For services or goods requiring instaliation only} End user initiates a contract with the chosen
vendor and collects the vepdor’s COI {certificate of insurance).

a.

A contract along with the contract approval sheet {found on the portal} is submitted for
signatures. Submit ail paperwork to Purchasing in the Berg instructional Center (BIC),
Room 1540 or via email at purchasing@cad.edu. Purchasing will review all documents,
and, if appropriate, will forward to the Vice President, Administration for signature.
Vice President, Administration will sign the contract and the criginal will be returned to
the end-user,

End user forwards an electronic copy of the fully executed contract to Purchasing at
purchasingferms@cod.edu.

11. Once the Board approves the purchase and contract is signed, Purchasing releases the £O to the

vendor.
d.

If a purchase does not require a contract, Purchasing will release the PO after the Board
approval.
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
OPERATING PROCEDURE FOR:

“AFTER THE FACT” REQUISITIONS page

Effective Date: 9.17.14 Revision Date: Revision Date:

PURPOSE: To efficiently process requisitions that are submitted after the service/goods have already been received.

SCOPE: _This procedure outlines the best practice to follow when a purchase over 5500 has been made priorto a
requisition being submitted. Purchases under $500 may be submitted for payment via a Check Request if qualified
under the Vendor Payment — Check Request Administrative Procedure No. 10-65. Purchases that do not fall under
the Check Request procedure will require that a Purchase Order be issued before any purchasing activity is
completed, as noted in Administrative Procedure Neo, 10-60. Therefore, if a requisition is submitted for a purchase
that has already been made, the transaction Is considered non-compliant with standard policies and/or procedures.

PROCEDURES: After-the-fact (non-compliantj requisitions require 1} an explanaticn as to why the requisition is being
submitted after the purchase has been made, and 2) the appropriate Vice President’s approval of the after-the-fact
submission. Based on specific circumstances, Vice President approvat should be documented in one of the following
ways:

1} The best practice to follow is for the requisitioner to include an explanation as to why the purchase was made
prior to 2 PO being issued in the Internal Notes of the requisition upon initial submission. In that way, if the
purchase total is $1,000 or great, or the Vice Prasident is the Immediate manager, the VP is automatically
included in the approval workfiow. if the Internal Notes contain the explanation when the VP approves the
requisition, it is assumed that the VP read and approved the explanaticn and both requirements have been
met.

2} If the totat amount of the requisition is such that the VP is not inciuded in the requisition waorkflow, a written
explanation shouid be submitted to the VP and their written authorization obtained. This explanation, with
the VP authorization, should then be attached to the requisition upon initial submission, atong with the
explanation of the after-the-fact purchase in the Internal Notes.

3} if the requisiticner submits an invoice with the Vice President’s signature, the VP must also note their
acknowledgement of the after-the-fact explanation. In addition, the explanation of the after-the-fact
circumstances must be noted in the internal Notes of the requisition. An invoice marked “OK to pay” with the
VP signature will not be accepted as after-the-fact acknowledgement,

End of Document
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PURCHASING DEPARTMENT OPERATING PROCEDURE

Procedure #

Page &:

Effective Date:

Revision Date:

Revision Date:
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RESPONSE TO RECOMMENDATION
NUMBER 9
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Callege of DuPags

Communily Callege District Ne. 502
ACCOUNTS PAYABLE
CASH DISBURSEMENTS GREATER THAN $15,000

B. Payrolt

July 31, 2816
Payroll - JULY 2016
r Gross Net

Birect Daposits 3 8GHEM IS 5,788,064
Checks 206,894 204,453
Total Payroll 8 8,508,765 | § 5,882 817
% Electronic 96.6%
Payroll Related Disbursements: Withholdings and Taxes
Grand Total Payroll Disbursements
Payrotl Disbursements - June 2016
CHECK NUMBER CHECK DATE PAYER NAME DESCRIPTION AMOUNT
M A4BE 7712016 |DES-Magnetic Madia Unit Wiiiholding Tax - State 77116 PR $142317.09
IMrA4BY Hi2nis  Depariment of Treasury Fedetal Tax Withiclding 777116 PR $632,017.78
M A450 Fi21i2016  Depariment of Treasury Federal Tax Withhoiding 721/16 PR S605,555.28
Mt Adat 712112016 IDES-Magnetic Media Unit Withholding Tax - State?/21/16 PR §137,600.22
IM*EODS5515 762016  DuPage Credil Unlen Payroli Deduction 777116 $35,178.48
M E0D55516 76i2016  Navia Benelif Solulions Payroll Deduction 7/7/16 $15,498.70
IME0O85517 7/6/2016  SURS-State Universily Retirement System Payroll Deduction 7716 $369,103.22
IM'EC055518 76/2016  Valic Retirement Services Payroll Deduction 7/7HE $125,507.40
|B4*ECD55839 7ie0fents  DuPage Credit Unien Payroil Deduction 72116 §35,230.23
IM*E0055840 7126/2016  Navlz Benefit Solutions Payroit Deduction 7/21/16 $15499.70
{M*EDD55641 72042016 SURS-Siate University Retiremant System Payrell Deduction 721416 $358,794.05
{M*EOG55842 712012016 Valic Retirement Services Payroll Daduction 7/21118 §132,428.40
M G205409 7/13/2016  Rellance Standerd Life insurance Company Emgployee Share Life Insurance $33,172.71

Tetal $2,639,206.27
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College of DuFage
Communlty Cotlege Diskict Neo. 582
AGCOUNTS PAYABLE
CASH DISBURSEMENTS GREATER THAMN 515,600
July 31, 2016

Accounts Payahle Disbursaments - july 2016

C, Accounts Payable

CHECKS ISSUED DURING AGCOUNTING MONTH - JULY 2018 FOR INVOIGES GREATER THAN $15.000

CHECK NUMBER _ CHECK DATE N PAYEE NAME DESCRIPTION AMOUNT
IK§-a2a5621 TEEiE [ltinois Eommunity Callege Risk Froperty and Casually Insurance $1,177,254.00
M 02056847 TG Postmaster - Glen Ellyn USPS Prepald $20,060.00
ki 02056648 HE2RS Rererve Account Filnzy Bowes Prepald $20,0680.80
(W a205065 HHIE Marsh USA, Inc, Olkar Contraciuat Services Expense §76,500.60
IM* 0205067 Figjritd Schaefges Brothers, Inc. Pay Applieatlon Ho., 1~ Land Improvements for AlRlelics $125,000.66
16205091 TiiH2016  Amerltean Express Travel Relaled Services Eo, nc. CoMege related travel fees for employees end slident group travel §38,117.66
14502056407 TH3206  Healtheare Service Carperation Viston/Oenlal PPO Payouts £05,851.86
1M B205408 His2018 Loxlcan Networks, Inc, IT Malntenance Services $36,000.08
I G265405 7132018 Rellance Standard Life lnsurance Company tlte tnsurance - Eollege Share 59,823,190
Lia2e5410 MHiM2016  Zehnder Sommunicatfens, dnc. Advertising Expanse 579,182.3¢
{M*0285424 T42016  Florida Graphic Supply, Inc, hdvertising Expenee §20,382.60
HATREAS425 THH018  GE Healthcare Equipment - Instruconal 5118,764.8)
IM"0205427 THe2018 Postmasler - Glen Ellyn USES Prepald 520,060.00
iM'G205888 H2E16 Ph! Thala Kappa Honor Socisty-MS Furds Held s Gustedy of Other $22,158.00
A"B6265889 712672096 Xarox Corporalion Renial - Equipment §46,054,23
rezessol TiE016  ComEdiCommonwealth Edizon-Carel Stream Eiectilclty Expense 39018142
AEQ055617 762016 SURS-Slate Unlversity Aetirement Syslem College Share SURS health 717718 Payroll $16,877.88
A ENDESETT 52016 SURS-Slate Universily Retfrement System Coliege Share Trus! end Federal Funds 7716 Payroll §2.448.40
I ED055553 THH2016  Denfer, Inc. Oihsr Contractual Services Expense $442,652.50
124 E0055554 7Harets G Services, lac. Hew Bulldlngs and Additions §61,371.94
RA'EQDS5595 THINE Mlgwes! Camputer Supply Equip < 52,508 per ltem $91,806.40
[ et ] THY2ME Y. Nuhsbaum, Inc, nalruglonal Supplias 879,185.60
A EQDS5TA0 THYEME  Village of Glon Ellyn Water - Sewage Expense $39,986.59
{M*EQDESTE THa2016  Zimmerman Entergiise, inc, DB1A Best Bus Sales Equipment » Instructional $24,658.06
RA'EDD55742 2006 Correct Blgital Displays, Inc. Equipment - Instructional $166,000.00
RA'EGOESTS3 a6 GADES Pass thru funds lo 1SBE. GOD acls as the pass through agent. $182,840.00
RA"EQB55T744 Haz0i6  Foitet! Higher Education Studenl bookslora chatges 533,116.70
1W§*EDB55TM5 42016 Landworks Pay Applicallon 1 - Urban Suatatnability Faim Project 7817408
1M EGO55745 711412016 Bailgy Sdward Archileclural Services Expense $15,604.00
A EpdssT47 7HARGI6  Denler, Inc, Other Confraciug! Servlces Expense §83,297.50
IM'EBBS5T4R THa 016 Nicor Eneichange Gas Expense $26,352.8)
M ESSEM4E 2016 Sport Supply Group, inc. hon-Cupitat Equipment §24 83750
' EBDS5838 72002016 Community College Health Consodium #PO Premler Paymenls $1,206,019.20
IM'E0DSSB41 Fwenis  SURSSlate tnlversilty Retirement System College Share SURS health 772416 Payroli $16,683.32
IM“EDO55E41 Ti20i2016  SURS-Slate Universily Retirement System Coltege Share Trust and Federsl Funds 721116 Payroll 45, 114.54
iMEODS5R4E 7/25/2016  Renge Syslems, inc. Eguipment - Ditice $35,870.00
IM*EDD53846 HaaeHe  Smilk Maintenance Company Cuslodial Sarvices §30,166.58
IM'EQDRERT Tiasied  Touchne! Information Systems, inc, {T Malntenance Services 5303,844.16
A EDD5ERAS Tlaarets  llinels Power Markellng DfBA Homefield Energy Elacirleity Expenge S200,447.13
IM*E0055531 THIRZEE  Advenced Communicallens Equipment - Instructional 546,724.15
IM*EQ055532 TARENIE  Advanced Wirfng Solullons, tee. Buliding Remodellng Expense $73,051.00
I *E0055923 72016 ESM Solutions Cotporalion 1T Maindenance Services 533,420.00
IMEDG55834 Thewlzess  Pave Wieeless, Inc, Rental - Eguipment 547,670,480
it A48T Fis/ il Bepartmenl of Treasury Collete Share FICA Tax WG PR §6,754.18
A4g? w08 Bapartment of Treasury College Share Medicare Yax 77115 FR 5A2,403.59
114 4450 7ienizats  Depariment of Treasury Collzge Share FICA Tax 7/24/16 PR 55,470.81
44490 UAROIE Department of Treasury Collags Share Medicrra Tox %2116 PR $60,528.53
Total $5,305,903.23
Purchases {or approval lo be pald in Augus! 2016
Acadatmy o Bance Arls tance Schooi Renlal and Bavenue Share $16,502.08
Graybar Sesulty C {Cooparative Agr t $24,702.08
DAQES - Technology Cenles of GuPage Paes thu fupds to ISBE §335,256,00
JKA Conglruclion, Ing, Instalfalion of Oala cabling in SAC Building $17,808.00
Landworks £0D Urban Suslalnabity Farm Prajael §32,150.32
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D. Disbursements
College of DuPage
Communily College Dislrict Ne. 502

ACGOUNTS PAYABLE
ALL CASH DISBURSEMENTS - Sorted by Check Numhar
July 34, 2046
CHEGHKS IS8UED BURING ACCOUNTING MONTH - JULY
Check number sequence order excludes cheeks Issued to sledents which rasulls in check number sag gaps, ANl shud are coverad under the Famlly Educational Rights and Privacy Act {FERPA},
Checks listed inciude payroll eash dish ts made to vendors and g agenttas for employee payroll daductions.
To vlow Invaless an Hre, clfek the hyperink below ta take you lo the College's home page.
hup fiwww.cod.edufaboulfoifice of the oresident/planning and reparling documenisfinvoicss aspx
CHek on” Aboul COD™; then cllek on "COD Flaanc|a] ocumends™; then cllck on Third Party invoites anrd select a month
CHECK CHECK
AP TYPE HUMBER DATE PAYEE AMOUNT DESCRIPTION

Employes Relm I 0205018 E2016  |Teresa K. Horis §120.00 |[Employee Reimt |

Invoice < $15,000 ]lM'OEDSDZﬂ i Fat Il_llinois Communily Coliege Rlsk Consartium $2,036.00 |Property and Casualfy Insurance
Invaice > 345,000 ]iM‘GZOBDEI 152016 |Mflinois Communily Coflegn Risk Consartivm $4,177,234.00 |Proparly and Casually lnsurance
|Inveice < $15,000 ]lM'DZOEMG 71512016 |WLS-Fi 55,000.80 [Advartising Expense

Invoize » $35,000 1IM'02050¢? 71612046 |Glen Ellyn Postmasler $20,600.00 {USPS Prepald

Involes > §45,000 fIM'MOﬁOﬂiB TH612016  |Reserve Account $20,000.00 |Pitney Bowes Prapeld

Involee < $35,000 }IM'OZG.':MQ TIE2HE  |Blatt, Hasenmilier, Lalbsher, Moore, LEC. $218.84 [Payrell Dadueltans - TG Payroli
Involea < $15,608 lIM'OEGSBSO TIGIH16 |Education Loan- AES PHEAA $240.23 |Payroll Deduclions - HAHE Payroll
Invaten < $15,000 IIM'GEGSGS‘E TEfMHE  |Greal Lakes Klgher Education Guaranty Gorp. $481.75 |Payroll Daductions - TG Payroli
involce < $15,000 IIM‘OZGSOSZ 612016 |Ulinols Dept of Revenuz §148.32 iT’ayroll Beducllens - A6 Payrall
Involce < §45,000 ILM'IJIBSOSS 1Ei2616 : ternalional Unlon of Operating Engl $646,13 |Payrotl Deduclions - /7116 Payrell
Invoice < §15,080 IM*0205054 2056 I}SAC-Studanl Loan §79,33 iPayroll Deduclions - THIE Payiall
Inyelea < §15,408 ]IM‘GE{ISDSS i }ISﬁC-Student Loan $189.27 |Payrofi Beductions - Fi7Fi6 Payiolt
lovaice < $15,000 IIH'OED.‘}OSB TEEnis  |ldartiyn G. Marshall $192.00 E’ayroﬂ Deductions - 77116 Payrol]
Ivolce < 545,008 IIM'(!?OSDE? 162016  |ONica of Glenn B. Stearns §752.31 |Payrofl Deductions - 77116 Payroll
Involce < $15,06 IM* 0205058 HE2016  |Pennsylvania SCOU £542,39 |Payrall Deductions - TITHE Payrof]
inveica < §15,008 ITM‘BEDSDSB NEFAGTE  [State Dishursemant Unit $4,134.39 |Payroll Deductions - 7716 Payrall
tavolce < $15,500 i[M'MDSﬂGD 62046 |Steven J. Fink & Assecefion $55.8% |Payroll Deductlons - 717146 Payroli
Involce < §45,000 IMP0205084 7IEI2016  |Weltman, Welnberg & Rels Co., LPA $619.54 |Payroli Daducifons - 76 Payreil
Involce < $45,000 {TM'OZGWSZ TIBIZ016  |WiESCTF $567.68 [Payroll Dedustions - /7118 Payroll
{Invoice < $15,600 IIM‘E!?OSGSS TNZHME  |AY Oceastons Balloang $75.80 |Confarance/Maoting Expense- Local
Involce » $15,600 I}M'MO&GBS NS |Harsh USA, Ine, 576,500,808 jOther Conlractuat Services Expanse
Invelee < $93,000 I?H'OEOSGGG e IRoberf Heris Unbeersity $650.60 |Tuillon Relmbursoment-Classified
Invoice = 315,000 T 205067 Tfetemis i&:haefges Brothers, Ine. §125,000.00 |Release and Sellamenl Agreament
Employse Ralm 1" 3205088 THARMHE |Susan F. Titay $717.83 |[Employas Reimbursomant
Employes Relm N+ (265063 71112016 |Jason ©, Florin $248.06 {Employas Retmbursement

Invalen » $15,008 IIM‘OIGSBEH MR |American Expross Trave! Ralated Sarvices Co., Inc. $36,117.66 |Collega ralated traval foes for employess and student group trave)
[avefee < $15,000 iM*0205002 M22616 |IPC Inferratioral, nc. $67.00 |Publicalions

Involce < $95,000 MMa205404 22046 [The Marton Arborelum $165.00 [Cther Contractual Services Expenss
Invoice < §15,040 M 0285405 THI2096 |Guardian-Applaton $4,673.45 [Vison/Dantal HMO Premlums
thvolee < §45,000 IIM'OEGSNS TH3E66 |Unuim Lifo Insurance Company ol Ameilca $10,906,52 |Long Teim Care - Insurance

Invalee » §15,008 IIM‘O?GHO? TM32096 |Healthcare Service Corporation $65,050.85 |Viston/Bental PPO Payouls

[rvelce » §15,000 BA0205408 432096 |Laxicon Hetworks, tng. $30,008.00 1T Mafntenance Sarvices

lavolce » 515,008 |TM’0205408 TI312016 [Rellanca Standard LHe | Company $43,696.87 |Life Insurance

Involce » $15.000 ]IM‘GE&Sdm THIHH16 ]Zehndnx Communlealions, Inc, $19,182.30 {Advartising Expansa

Involce < 515,080 I BR0544 132015 [Gethering of Healthears Simulationy Tochnology Specialist $456.00 {Tuition Reimbursement-Classified
Invoice < §15,000 |TM'0205412 THARME |ComEdiCommonwealth Edisen-Caral Btieam £285.61 |Electricity Expensa

Invaice < $15,088 ]lM'nZﬂs-ﬁs FTHAIHE |Verizon Wirclass $476,80 |Call Phone Allowance

Invoica < $15,800 IfM'0205414 412016 [Village of Carol Stream $57.05 |Watar - Sewage Expense

Invpice < $15,080 [Me205445 THAROE [Waste Management of IL-West $188.75 |Refuse Disposal Expense

[invelce < §95,600 70205416 THAI2016 {ATAT Corporation $4,760.73 | Velaptione Expense

Invalze < $45,800 {M* 0205417 THa2616 JATAT - Carol Straam $238.55 |Telophone Expense

Invoice < $15,800 1M'0205418 FI412096 JATRT - Carol Stream $2,104.53 |Telephone Expense

Involen < $15000 II—M'MBSHS THM42018 |ATET - Carol Stream $1,716.79 |Telaphona Expense

Invotee < $15,008 |IM‘0205420 TH42016 JATET Mobilily $106.64 |Call Phene Alipwance

Involee < $45,000 ]IM‘O?05-121 THA2096 JATET Mobillly $80.88 1ConfaranceiMeeling Expense- Local
liwolcr > $95,600 IIM’GEGSQN 1412016 [Florida Graphiz Supply, Inc. $20,082.60 |Anniversary Graphics for Markeling & Creative Services
Invelcs > §45,008 IIM‘0205125 142946 1GE Hoealtheate $118,764.33 [Equl { - [nsiruclionai

fnvalca < §15,000 |iM’0205126 NHIME [Cardmember Service $239.68 |Travel - In Bisi / tn State

Imvalce > §15,008 !IM'GZDS&Z? 82016 [Glen Ellyn Postmasker §20,000.60 |USPS Prepald

frwolce < §15,008 IEM’MGSMQ TFi342816 |AAP Financlal Services, Inc. £699.08 [Books and Binding Costs

tnvalce < §15,000  [IA'3205450 71182016 |Junathan B, Abarbanal $50.09 [Other Conlractusl Sarvices Expansg
lavaice < $15,000 IEM'MOS%S‘I 7HY2016 |ABC.CLID Inc. $750.22 IBaoks end BInding Costs

Invaice < §15,060 |IM'92&5352 THYZME |Accurate Document Beslruction, ine. 207,77 [Rn{use Disgosal Expense

Invaica < §15,800 jm'nzus-'.ss THO2HE |ACLS-American Counell of Learped Sogiolles $545.00 |Books anpd Binding Costs

Inwpice < $15,000 !IM’DIO545¢ THHIME |The Active Network $2,500.80 jOther Conference & Meoting Expanse
Invalce < §15,000 I[M'9205455 THORB16 |Advapce Auto Parts $581.86 |Purchasa for Rasala

Involce < $15,600 I[F\‘I'EIZJJS#SS THO(206 |Advanca Aulo Parts $208,25 |Putchase for Rasala
{invotee < $15,000 IIM'028545? FH9/206 |Adventist La Grange Memortal Hospita! $50.00 [ tonal Service Comtrit
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Gallage of DuPage
Communily Callage Distiict No, 502
ACCOUNTS PAYABLE

ALL CASH DISBURSEMENTS - Sorfed by Check Numbor

CHECKS {55UED GURING ACCOUNTING MONTH - JULY

July 24, 2016

D. Olshursemenls

Check numbar sequence prder excludes checks issued lo students which results iy chock number seq
Chrecks listed Includs paysall cash disbursements mate Lo vendors and governmant agencizs for employee payroll deductions,

ate sovarsd under the Family Educational Righls and Privacy Act [FERPA).

Te view Inveices an line, click the hyperitak halow fo take you lo the College's home page,
http:www, cad. eduiabout/office of the presidentiplanning and reporing documentsfinypices.aspx

Cltck on™ About SOU': than click on “COD Financlal Documents”; then click on Third Party Invoices and select 3 monih

CHECK GHEEH
AP TYPE HUMBER DATE PAYEE AMOUNT OESCRIPTION

Invofce < 515000 {IM'0205458 THH2DIE |AHW, LLC. §330.45 (Repalr Malesial & Supplles
involoe < §45,008 1IM'0205459 Y16 |ACPA-Horth Carafina §279.63 |Bcoks and Binding Costs
lvolce <$45,000  [IA'0205460 TH8/2016 |Airgas, Inc. $950.62|Matnenance Services
tnvolce < $45.008 ]IM'0205461 9206 (Alrgas, Inc. $88.00 }Instruct[ona! Supplles
Invaice < $15,000 ]IM'0205¢62 THO20%6 [ALA Library 480560 ]Buoks and Binding Costs
Invelea < §35,000 I 0205463 VA6 |Afexander Equipreent Company §2,001.66 {Insflucttunat Supplies
involce < $15,000 ‘TM'G?DS-%M THIRHE |Allbris $181.55 |Books and Binding Costs
Invelce < $15.008 IIM'OZﬁS#BS TH91IZ016 jAmatgamated Bank of Chicage $208.00 |Dther Expenditure
Invalce < §15008 ]IM'OEOS#GG THareQi6 JAmerican Red Cross $575.00 |Instructtonal Supplles
lnvaice < $15,008 |IM'020546'.-‘ FHO06 [American English, LLC. $2,500.00 |Other Conbraclual Services Exp
Involee < 55,000 {IM'GZDS-iS& V06 |Ameslean Hotel Reglster Company $4019.83 [instructional Supplies
Inveice < $935,000 ]IM'&?Ds#BQ 7192046 {American Psychizlde Publishi $104.95 {Instructional Suppties
lavolce < $15008 I 6205470 THEI201E {American Publlc Hadla §111.60 [Othor Contractual Services Exponss
Involee < $15000 IWOHH THIRME A Soclety of Radiologic Tachreloglst $3,454.95 |Instructional Supplies
Iwoicy < 515,000 [{m'EI?DS-tTE THM2MME [Laura A, Anschicks $600.00 !Tieliree Healthoare Peyments
Involee < $45000 (MTB205473 THe2018 |Aramark Uniform Serylees §62.69 tonat Service Conttthyth
Involee < §95.000 iI-M'E!?DS#N THR2EE JATET Mohiftty $224,0% [Other Matertals & Suppiles Expense
Inwolce < $45,000 ]1M'9205¢?5 THgize16 |Glorta M. Atkins $500.00 |Reliree Heattheare Payments
lnvales < 515,000 ]IM'E!ZUS&?G OTHSI2616 [The Audle Flie §53.25 |Adverifsing Exponse
Invelce < $16,000 llM’a?uEAﬂ‘ OTHSIZ016 [Aulomatic Doors, Inc, $E45.50 |Maintenance Services Exponse
Invoice « $15000 I[M'92D54?8 0711872016 {Baker & Taylor Books $148.18 |Books and Binding Costs
Invaice < §45,000 P'GEDE#?E oT808 iRcherﬁ C. Barron $800.00 |Rellran Haalthcare Paymants
favales < $45,000 IM* 6205480 07182016 |Davld L. Baughman $BO0.00 |Rellraa Hesllihcare Paymenis
Invotee < $95,000 IIM'MUSQM OTHBI2018 ]Louise M. Baam 325570 |[Retlrea Heslthcare Paymenls
Involce < $45,000 [smznsssz 912016 ]Bsar Pogging, LLL. $3,023.91 |Inskruclional Supplies
Invotce < §95,000 IM*B205483 @1119i2016 |Belner Sogs, LLC, 3615.00 jinskuchional Supplies
lnvalee < §95,000 [M*GI05484 8182016 (Michae! R. Bsil $563,33 [Rultraa Healthcare Payments
Ivalee < §15,000 [ G205485 OTMI2046 [William R. Bal! $403.17 |Retiraa Healleare Paymeanis
Involer < §45,800 [H4*0205486 07192046 [Bap Meadows Company $194.38 |Instructlonal Suppllas
Invelce < $95,800 I[M’U?G.’i&s? 6712016 ]Rebecca J, Bergan $700.00 |Retirea Heallhcare Paymunts
Involee < §95,800 I[M’B?GE#&B GTII2016 ]Bernan §15.00 [Books and Binding Costs
lavolea < §16,000 IFM‘9205¢89 BIHGI2016 [BHFX Bigltal Imaging $7,995.00 [Equipment - Service
involen < $95,000 IrM'IJZBE-tQD 0719912016 'Blbllotheca. LLC. $1,678.95 [Other Conlratiual Services Expanse
Invelce < 15,000 ilM'DEDS-iN U PO ]Rlchard E. Blaleckl $403.13 [Retires Healtheare Paymonls
Inveice < $95.000 ][M'ONNBZ a7MBI2018 [Baveriy A. BHisheusan $450,00 |Retirea Heallthcare Payments
Iavolce < $15,000 ][M'0205¢93 IMarEiG iBllck Arl Rateriats, LLE, $240.54 |Instructlonal Suppllas
tvolce < 315,000 |IM0205484 6741912016 {Bloaming Celar, Inc, $6,688.05 |Prinling Expense
Invoice < $15,000  |IN'0205485 | 07902016 [Tammie A, Bob $1,253.33 [Retirea Healthcare Payments
lovotce <315,000  |IN0205496 0711812016 [Breahthru Beverage Winols, LLC. $456.00 [Purchase for Resale
Invelco < $95,600 |IM'0205¢9T BYHI2016 {Kennnlh 1. Brall $450.00 iRetiree Healtheate Paymenis
Involce < 95,000 [[M‘OIGE-%QB eT1%iz018 ]Brick Wall, Inc, $195.90 |tnstructional Suppltes
tnvolee < $15,000 [iwomsaga 871192016 ]Broadcaste:s General Siore, Inc. $4,951.69 |Equiy t- Sarvica
Iavates < $15,000 l!M'G?DSSOD 071912016 }Browneti's $387.34 |Instruelional Suppites
Invotee < $45,000 IEM'OIGSSO‘I GHiS018 lauikema's fee Hardware $488.23 1Oher supplies
favolee < $95,000 [M*0205502 8711812016 |Bumper lo Bumper 5587051 |Purchase for Resale

" [iewoice < $i5,800 II_M‘OZDESM BIBI2006 |C. NP, Madia, lnz. $500.00 |Advariising Expense
Invotes < $15,080 ilM‘0205505 SYMOL2016 [Cambridge Educalonal $3,298.93 [N fional Supplk
Involce < $15,000 IIM'OEGSSDS 0THErE046 (Cambridge Univershy Press $12,670.9% ifnstructional Supplies
lavelce < §15,500 I[M‘OEDSSD? 0711812016 |Canttgny Foundalicn $4.823.00 [Non-Caplal equipmant
[avoloe < $15,000 |IM‘0205503 BIHGI2016 |Cape Eleuhara Foundalion, Ine. $10,935.00 [tnternational Travei
Invoice < $15000 ]IM'DE&SEOB 67H8/2016 |CARLI-UILC §44,174.00 (Bues
Invelce < $95,080 FI:!‘DEEFSSiEE 711412018 |Cary Company $119.01 tastructional Supplies
Invetes € $15,000 0205511 BT82016 [CCH, Inc. £i91.0 |Bocks 2rd Blnding Cosls
lneglze < $15,800 lIM‘0205512 O7H9/2046 |Creehin Flumbing & Heatlng $9,650.00 |Other Contracival Servlees Expense
Invoice < $15,000 IIM'0205513 0711912048 |Center Mass, fng. $186.79 |Instruclional Supplt
Jinvolce < §15,000 |IM‘0205514 OTHBIZD16 |Central Oupage Hospila) Association §7.006.00 {Consultanls Expanse
Inveice < $15,800 IIM'0205515 0714912044 |[Central Dupage Hospilal Asseclatien $135.00 |Instructional Servica Cont|bulton
Invelee < §15.000 IIM‘DZGSMS 07144812018 Contrat Sed Farm $700.80 |Malntenance Supplies
Invaica < §15,000 [IM'020551? 07/1/2016 |Chicago Distributlon Center $526.18 iBDoks and Binding Costs
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College of DuPage Purchasing ~ Professional Services

Professional Services Categories include, but are not limited by, the following:

Accounting/Financial Artistic Environmental/Construction
* Accouniant s Artist s Acoustics Consuiting
* Actuaries * Entertainer »  Arborist
+ Auditing Services +  Musician »  Architect**
+ Banking Services + Sculptor » Building Commissioning
+ Billing Services Services
* Collection Services ¢ Cartographer
* Economist » Code Consuiting Services
»  Ipvestment Services + Construction
Management Services
» Construction Materials
Information Technalogy Law Testing Services
s Consultant ¢ Administrative Law (concrete, soil, asphalt)
» Network Design Judge s Cost Estimating Services
*  Prograrmmers = Arbitratar/Mediator * Engineer**
» Systems Analyst * Attorney + Epvironmental Analyst

s Court Reporting
* Hearing Officer
* Law Clerk

s Llegal Services

Environmental Engineer
Geologist

Hydrologist

Interior Design Services
Land Appraiser

Land Surveyor**

Land Use Planner
Landscape Architect
LEED Consulting Services
Meteorologist

Signage Design
Specialty Construction
Consultants (Theatre,
Culinary, Ballistics)

Marketing & Media Services

Management/Administratf;é_-

Science[ﬂeséarch

+ Audio & Video

Production
»  Commercial
- Photographer
s Editor

+ Graphic Designer
s Media Consultant
» Public Relations

« Consultants

s Training & Development

Archaeologist
Biologist
Botanist
Chemist
Educator
Entomaologist
Historian

**The Coilege will award these services as outlined in Administrative Procedure 10-60, the lllinois

Community College Act, and the Local Government Professionol Services Selection Act.
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.COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
OPERATING PROCEDURE FOR.:

PROFESSIONAL SERVICE CONTRACTS Page H:

Effective Date: 4/1/2015 Revision Date: Revislon Date:

PURPOSE:
1} To ensure contracts for professional services are selected through a competitive proposal process as outlined in

Administrative Procedure 10-60 as appropriate, and

2} To ensure compliance and consistency in application of Professlonal Services exemptions from a competitive
proposal pracess. These exemnptions include:

« {ilinois Public Community College Act. Section 3-27.1. "Contracts for the services of individuals possessing a
high degree of professional skill where the ability or fitness of the individuai plays an important part” are
exempt from bidding.

+ Local Government Professianal Services Selection Act states: "Whenever 3 project requiring architectural,
engineering, or land surveying services is proposed for a politicat subdivision, the political subdivision shall,
unless it has a satisfactory relationship for services with one or mare firms” follow the procedures outlined
in the Act,

S5COPE; Although there is no single, standard legal definition of professional services, comman definitions for these
services includes: requires specialized education, knowledge, labar, judgment, and skill; is predominantly mental or
inteilectual {as opposed to physical or manual} In nature; unique, technical, and/or infrequent functions performed
by an independent contractor qualified by education, experience, and/or technical ability to provide services. In
mast cases, these services are of a specific project nature, and are not a continuing, ongoing responsibility of the
institution. The services rendered are predominately inteliectual in character even though the contractor may not
be required to be licensed. Professional service engagements may involve partnerships, corporations, or individuals.

Contracts for Professional Services possessing a high degree of professional skili, where the ability or fitness of the
individual plays an important part, shail be selected through a competitive proposal process unless the service is a
sole source purchase that is appropriately documented. Contracts exceeding the established bid limit of $25,000
{550,000 for construction-related contracts} shall require approval of the Board of Trustees. Selectlon of a
professional service provider shall be based on a variety of criteria inctuding, but not fimited to, demonstrated
competence, knowledge, references, and unique quatifications to perform the services, in addition to offering a fair
and reasonable price that is consistent with current market conditions. {Administrative Pracedure 10-60j.

Application of Professional Services exemptions {under IPCCA or LGPSSA) requires analysis of the reguired services,
not just the qualifications of the provider. Whether a company meets the professionai services exception must be
determined in each case by focusing on the nature and scope of the services required. If the contract calls for
professional and significant business judgment and professional skills and expertise that contribute directiy to the
overall success of the project, it will likely fit the professional services exernption. Where exemptions are justified
for muitiple years with the same vendor, the Purchasing Department will encourage the requester to engage in a
competitive proposal process every three {3}, but not more than five {5}, years,
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #

OPERATING PROCEDURE FOR:

PROFESSIONAL SERYICES CONTRACTS

Page #:

Effective Date: 4/21/15 Revision Date: Revision Date:

PROCEDURES:

1} 1dentify/Evaluate/Clarify

Al

B)

£)

The Purchasing Department will not institute any action uniit it has received a valid requisition. Requisitions

will be received and reviewed by the Purchasing Expediter or Buyer.

According to Administrative Procedure 10-60, all professional services wili be selected through a

competitive proposal process uniess the service is a sole source purchase.

I, Requester should attach the following, at a minimum, to the requisition for the RFP:

a. Description of the requirements, scope of work, or specifications {i.e. goal to be achieved, services
to be performed)

Justification of the need for services

Qualifications necessary for the firm or individual

Term of the contract for services

Estimated schedule

Evaluation Criteria
g. Vendor List

if the requester Indicates an exemption is applicable, the following shall be reviewed by the Buyer and the

Furchasing Manager:

. I the requester indicates sole source applicabitity, it will be their responsibility to attach documentation
justifying the sole source designation. The Purchasing Manager will determine if justification is
adequate based on client requirements and avaitability in the market.

il. if the requester indicates applicability of an exemption from competitive proposals based on the IPCCA
exemptions, a justification and scope of work must be submitted with the requisition. The Purchasing
Manager wil determine if justification is adequate based on client requirements and avaitabilityin the
market.

a. Where exemptions are justified for multiple years with the same vendor, the Purchasing
Department will encourage the requester to engage in a competitive proposal process every three
(3} to five {5} years.

Administrative Policy 10-95 states that the Board of Trustees will annuaily approve the Arts Center, Business

and Professional Institute, and Conference and Event Services comprehensive budgets, and aliows

administration to authorlze contracts for speakers, productions, training, equipment rental, performers, et¢.
without additional Board approval.

{, A signed contract should be attached to the requisition. Senior Vice President, Administrative Affairs &
Treasurer is the only representative authorized to sign contracts on behalf of the Coilege.

selection of Architects, Engineers, and Land Surveyors must follow the process outiined in the Local

Government Professional Sarvices Selection Act. The only exemption included in this Act is when there Is an

established satisfactory refationship for services with one or more firms; in these cases, a contract should be

atlached to the requisition.

I. Where exemptions are justified for multiple years with the same vendor, the Purchasing Department
wiil encourage the requester to engage in a competitive proposat process every three (3} to five {5}
years,

wpan
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-COLLEGE OF BPUPAGE PURCHASING DEPARTMENT Procedure #

OPERATING PROCEDURE FOR:
PROFESSIONAL SERVICES CONTRACTS

Page H:

Effective Date: 4/21/iS Revision Date: Revision Date:

2} Prepare Request for Proposal {RFP} Documants

3}

A)
B}
)
D}
E)

F}

G)

i

A}
B)

Buyer will create a folder on U Drive/Purchasing/Fiscal Year folder (i.e. FY2015)} and name folder with

Bid Number and Title.

Buyer will obtain RFP number from Purchasing Assistant.

Buyer will be contact for all RFP documents.

Buyer will ensure alt language in RFP references RFP respondent {rot “bidder”, “bid”, etc.}.

The following language from Section 30-22 Construction of the Hlinois Procurement Code will be

included in all RFPs for construction contracts: “The respondent and ali respondent’s subcontractors

must participate in applicable apprenticeshig and tralning programs approved by and registered with

the United States Department of Labor's Bureau of Apprenticeship and Training.

Per Administrative procedure 14-60, all RFP advertisemeants, specifications and resulting contracts will

include a notice regarding payment of prevailing wages.

If requester does not provide an adeguate number {depending on type of service 5-10} of yendor names

for salicitation, Buyer wili compiete a search for additional vendors using internet, current vendor

database, and other resources,

At least 2 business days prior to RFP start date, Buyer to create Legal Notice and send to Daily Herald

with reguested Posting date. Advertisement should be posted at least 10 business days prior to RFP

Opening date. Buyer to save confirmation on U drive in RFP Communications foider,

On RFP distribution date, Purchasing Assistant wlil post the project title, contact information, and due

date on the COD Purchasing website.

©n RFP distribution date, Purchasing Assistant wilt email Invitation to 8id to afl vendors on Vendor List

provided by requester and Buyer.

I.  Purchasing Assistant will note responses/transmittal error messages on vendor list

Il. Purchasing Assistant will attempt other means of contacting vendors when initial attempt fails. if
necessary, Purchasing Assistant will contact requester to assist in obtaining corrected vendor
information to ensure vendors afe contacted

Distribution of RFP Documents

Bid documents will be sent to all vendors who request them.
New vendors who reguest documents will be added to the vendor list
I. if bid brokers request documents on behalf of vendors, our obligation is only to provide the broker
with additional documents such as addendums
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
QPERATING PROCEDURE FOR:

PROFESSIONAL SERVICES CONTRACTS Page &:

Effective Date: 4/21/15 Revision Date: Revision Date:

4) Questions/Clarification
A} Pre-bid {if applicable}
I. Buyer and requester wilf attend pre-bid meeting
[l. Requester wilt lead meeting
1. Buyer will record questions and ensure all vendors sign in {sign-in sheet template available on U
drive/Purchasing/Templates folder
B} Other questions
I. Due date for questions is listed in Bid packet, and is generally 5 business days after legal
advertisement initially runs. Once due date has passed, ail vendors should be provided with
Addendum answering ali compiled questions.
a. Buyer will compile guestions from vendors {from e-mails/phone calls/pre-bid, ete.} and work
with requester to answer all of them in the form of an Addendum.
b. Buyer wili get approval from requester on final draft of Addendum, save Addendum in project
falder, and send a copy of final Addendum to Purchasing Assistant to distribute to all vendors on

the vendor fist.

5) Opening of RFPs

A} Buyer will open all RFPs after date/time noted in the RFP packet has passed. Note: RFPs do not require
a public bid opening.

8] Buyer will review ail RFPs ta ensure conformance to requirements in Bid packet.

C} Buyer will scan all responses and save to the project folder on the U drive.

D} Buyer wiil e-mail or provide hard copy of all responses to the requester.

£) Buyer will add minority-owned, women-owned, disadvantages, and focal vendor informaticn to the
vendor list.

6) Acceptance
A} Reguester will review all responses with their selection committee.
8) All selection committee members wili score each response against the evaluation criteria in the RFP.
Buyer can assist in creating the scoring matrix if requested.
C} Response with the highest score will be the vendor proposed to the Board for award, Copy of summary
scoring matrix to be provided to Buyer. Buyer will scan and place in the project folder.
D) Buyer will confirm good standing of accepted vendor via the foliowing websites, and will place screen
shot of the Cyberdrive information in the project folder.
I. llinois Secretary of State;
htto-/ fwaw. oyberdriveillincis.com/depactments/busingss _services/corp.htm)
(. liinois State Debarred Companies List:
hitp: /fwww2.llinais.gov/dhr/PublicContracts/Pages/Debarred Companies.asox
lii, Eligibility to bid on lllinois State Contracts:
http://data.illinois.gov/dataset/iDHA-Eiigible-Public-Contract-Numbers/fvms-ushd
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.'COLLEGE OF DUPAGE PURCHASING DEFARTMENT Procedure #
OPERATING PROCEDURE FOR:

PROFESSIONAL SERVICES CONTRACTS Page I

Effective Data: 4/21/15 Revision Date: Revision Date:

E) Requesterta complete a Vendor intake form and obtain a W-9 fram the vendor; both documents to be
sent to Purchasing {for new vendars only},
F} Buyertocreate a draft Board Report (template Jocated in U drive/Purchasing/Templates foider).
. Full business name as noted on the Signature Page of response documents, including DBA where
applicable, should be used in the Board Report,
Il.  Watermark as “draft” and save as a PDF to send to requester for review and approval.
.  Save approval email in Bid communications folder.
IV.  Buyer to send Word document of approved Board Report to Purchasing Assistant for finalization.
V.  Purchasing Assistant will add topic to next month’s agenda, assign the agenda item number o
the Board Report. Spelling, grammar, punctuation, order of topics, and formatting will also be
checked/adjusted by Purchasing Assistant.
Vi,  Once approved at BOT meeting, Buyer will notify requester,

7} Closing of RFP File

A)] Purchasing Assistant wili move the RFP information to the Awarded RFP section of the webpage with
the RFP and Board Report attached.

B) Buyer will obtain signed copy of the contract for submission to Purchasing contract database
{ImageNow] from requester.

C) Buyer will obtain Certificate(s) of Insurance from requester prior to onsite work beginning. Buyer will
enter £OIs into ImageNow database.

D} The Purchasing Department will retain original contracts, RFP documents, RFF responses, Certificates of
Insurance, Evaluation Matrix, and Board Report.

END OF DOCUMENT
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.COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
OPERATING PROCEDURE FOR:

PROFESSIONAL SERVICE CONTRACTS Page #:

Effective Date: 4/1/2015 Revision Date: Revision Date;

PURPOSE:

1} To ensure contracts for professional services are selected through a competitive proposal process as outlined in
Administrative Procedure 10-60 as appropriate, and

2} To ensure compliance and consistency in application of Professional Services exemptions from & competitive
proposal process. These exemptions include:

s llinols Public Community College Act, Section 3-27.1. “Contracts for the services of individuzls possessing a

high degree of professional skill where the ability or fitness of the individual plays an important part” are
exempt from bidding.

» local Government Professional Services Selection Act states: “Whenever a project requiring architectural,
engineering, or land surveying services is proposed for a political subdivision, the political subdivision shall,
unless it has a satisfactory relationship for services with one or more firms” follow the procedures outiined
in the Act,

SCOPE: Although there is no single, standard legal definition of professional services, common definitions for these

services includes: requires specialized education, knowledge, iabor, judgment, and skill; is predominantly menta!l or
inteliectual (as opposed to physical or manual} in nature; unique, technical, and/or infrequent functions performed
by an independent contractor quaiified by educaticn, experience, and/or technlcal ability to provide services. In
most cases, these services are of a specific project nature, and are not a continuing, ongoing responsibility of the
institution. The services rendered are predominately intellectual in character even though the contractor may not

be required to be licensed. Professional service engagements may involve partnerships, corporations, or individuals,

Contracts for Professional Services possessing a high degree of professional skill, where the abifity or fitness of the
individual plays an important part, shall be sefected through a competitive proposal process unless the service is a
sole source purchase that is appropriately documented. Contracts exceeding the established bid limit of 525,000
{550,000 for construction-related contracts) shali require approval of the Board of Trustees, Seiection of a
professional service provider shail be based on a variety of criteria inciuding, but not limited to, demonstrated
competence, knowledge, references, and unique qualifications to perform the services, in addition to offering a fair
and reasonahle price that s corsistent with current market conditions. {Administrative Procedure 10-60).

Application of Professional Services exemptions {under IPCCA or LGPSSA) requires analysts of the required services,
not just the qualifications of the provider. Whether a company meets the professional services exception must be
determined in each case by focusing on the nature and scope of the services required. If the contract calls for
professional and significant business judgment and professional skifls and expertise that contribute directly to the
overall success of the project, it wilt likely fit the professional services exemption. Where exemptions are justified
for multiple years with the same vendor, the Purchasing Department wili encourage the reguester to engage in 2
competitive proposal process every three {3}, but not more than five {5}, years.
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PROCEDURES;

1} ldentity/Evaluate/Clarity

A} TheP

urchasing Department will not institute any action until it has received a valid requisition. Requisitions

wilt be received and reviewed by the Purchasing Expediter or Buyer.
B) According to Administrative Procedure 10-60, all professionai services will be selected through a
competitive proposal process uniess the service is a sole source purchase.
I. Requester should attach the following, at a minimum, to the requisition for the RFP:

a.

meoong

8

C} ifthe

Description of the reguirernents, scope of work, or specifications {i.e. goal to be achieved, services
to be performed)

Iustification of the need for services

Qualifications nacessary for the firm or individual

Term of the contract for services

Estimated schedule

Evaluation Criteria

. Vendor List

requester indicates an exernption is applicable, the following shall be reviewed by the Buyer and the

Purchasing Manager:
.} the requester indicates sole source applicability, it will be their responsibility to artach documentation
justifying the sole source designation. The Purchasing Manager wilt determine i justification is

a3

dequate based on client requirements and avaflability in the market,

Il. i the requester indicates applicabiiity of an exemption from competitive proposals based on the IPCCA
exemptions, a justification and scope of work must be submitted with the requisition. The Purchasing
Manager will determine if justification is adequate based on client requirements and availability in the
market.

a.

Where exemptions are justified for multiple years with the same vendor, the Purchasing
Department will encourage the requester to engage in a competitive proposal process every three
{3) to five {5} years.

D) Administrative Policy 10-95 states that the Board of Trustees will annually approve the Arts Center, Business
and Professional Institute, and Conference and Event Services comprehensive budgets, and allows

admi

nistration to authorize contracts for speakers, productions, training, equipment rental, performers, etc.

without additional Board approval.
i. A signed contract should be attached to the requisition. Senior Vice President, Administrative Affairs &
Treasurer is the only representative authorized to sign contracts on bebalf of the Coliege.
€} Selection of Architects, Engineers, and Land Surveyors must foflow the process outlined in the Local
Government Professional Services Selection Act. The only exemption included in this Act is when there is an
established satisfactory relationship for services with one or more firms; in these cases, a contract shouid be
attached to the requisition.
I. Where exemptions are justified for muitiple years with the same vendor, the Purchasing Department
will encourage the reguester to engage in a competitive proposal process every three (3) to five {5}
years,
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" OPERATING PROCEDURE FOR;

PROFESSIONAL SERVICES CONTRACTS

Page #:

Effective Date: 4/21/15 Revision Date: Reviston Date:

2} Prepare Request for Proposal {RFP) Documents

A)
B}
g

D)
E}

F)

G)

H)

Y

Buyer will create a folder on U Drive/Purchasing/Fiscal Year folder {i.e. FY2015} and name folder with

8id Number and Title.

Buyer will obtain RFP number from Purchasing Assistant.

Buyer will be contact for all RFP documents,

Buyer will ensure ali language in RFP references RFP respondent {not “bidder”, “bid”, etc.).

The following language from Section 3G-22 Construction of the iliinois Procurement Code will be

included in alf RFPs for construction contracts: “The respondent and all respondent’s subcontractors

must participate in applicable apprenticeship and training programs approved by and registered with

the United States Department of Labor’s Bureau of Apprenticeship and Training.

Per Administrative procedure 10-60, all RFP advertisements, specifications and resulting contracts will

include a notice regarding payment of prevailing wages.

If requester does not provide an adequate number {depending on type of service 5-10} of vendor names

for solicitation, Buyer will comptete a search for additional vendors using internet, current vendor

database, and other resources,

At least 2 business days prior to RFP start date, Buyer to create Lega! Notice and send to Daily Herald

with requested Posting date. Advertisernent should be posted at least 10 business days prior to RFP

Cpening date. Buyer to save confirmation on U drive in RFP Communications folder.

Cn RFP distribution date, Purchasing Assistant will post the project title, contact information, and due

date on the COD Purchasing website.

Gn RFP distribution date, Purchasing Assistant will email Invitation to Bid to all vendors on Vendor List

provided by requester and Buyer.

[. Purchasing Assistant will note responses/transmittal error messages on vendor fist

Ii. Purchasing Assistant will attempt ather means of contacting vendors when initiaf attempt fails. If
necessary, Purchasing Assistant will contact requester 1o assist in obtaining corrected vendor
infermation to ensure vendors are contacted

3} Distribution of RFP Documents

A)
B}

Bid documents wil be sent to all vendors who request them.

New vendors wha request documents will be added to the vendor list

I. If bid brokers request dacuments on behalf of vendors, our obligation is only to provide the broker
with additional documents such as addendums
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4} Questions/Clarification
A) Pre-bid {if applicable)
I. Buyer and requester wili atternd pre-bid meeting
II. Requester will lead meeting
. Buyer will record questions and ensure all vendors sign in {sign-in sheet template availabie on U
drive/Purchasing/Tempiates folder
B} Other questions
I. Due date for questions is listed in Bid packet, and is generally 5 business days after legal
advertisement initially runs. Once due date has passed, ail vendors shouid be provided with
Addendum answering atl compiled questions.
a. Buyer will compile guestions from vendors {from e-mails/phone calls/pre-bid, etc.) and work
with requester to answer all of them in the form of an Addendum.
b. Buyer will get approval from requester on final draft of Addendum, save Addendum in project
foider, and send a copy of final Addendum to Purchasing Assistant to distribute to ali vendors on
the vendor list.

5} Opening of RFPs
A) Buyer will apen all RFPs after date/time noted in the RFP packet has passed. Note: RFPs do not require
a public bid opening.
Buyer will review all RFPs to ensure confarmance to requirements in Bid packet.
Buyer will scan all respanses and save to the project folder on the U drive.
Buyer wilt e-mail or provide hard copy of all responses to the requester.
Buyer will add mincrity-owned, women-owned, disadvantages, and local vendor information to the
vendor list.

mRo®

6) Acceptance
A} Requester will review all responses with their selection committee.
B) Al selection committee members will score each response against the evaluation criteria in the RFP.
Buyer can assist in creating the scoring matrix if requested.
C} Response with the highest score will be the vendor proposed to the Board for award. Copy of summary
scaring matrix to be provided to Buyer. Buyer will scan and place in the project folder.
D} Buyer will confirm good standing of accepted vendor via the following websites, and wiit piace screen
shot of the Cyberdrive informaticn in the project folder.
I. Hiinols Secretary of State:
htig:/ www.cyberdriveillinois.com/departments/business services/carp htmi
Il. lilinois State Debarred Companies List:
hito:/fwww2.illinois.gov/dhr/PublicContracts/Pages/Debarred Comoanies.asox
Hi. Eligibility to bid on fllinois State Contracis:
hitp://data.llinois.pov/dataset/IDHR-Eligible-Public-Contract-Numbars/byms-ushd
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Page #:

Effective Date: 4/21/15 Revision Date: Revision Date:

E} Regquester to complete a Vendor intake form and obtain a W-9 from the vendor; both documents to be
sent to Purchasing {for new vendors only),
F} Buyer to create a draft Board Report {template located in U drive/Purchasing/Templates foider},

i

Itl.
V.

VI

Full business name as noted on the Signature Page of response documents, incfuding DBA where
applicable, should be used in the Board Repart.

Watermark as “draft” and save as a PDF to send to requester for review and approval.

Save approval email in Bid communications folder,

Buyer to send Word document of approved Board Report to Purchastng Assistant for finalization.
Purchasing Assistant will add topic to next manth’s agenda, assign the agenda itern number to
the Board Report. Spelling, grammar, punctuation, order of topics, and formatting will also be
checked/adjusted by Purchasing Assistant,

Once approved at BOT meefing, Buyer will notify requester,

7) Closing of RFP File

A) Purchasing Assistant will move the REP information o the Awarded RFP section of the webpage with
the RFP and Board Report attached.

B} Buyer will obtain signed copy of the contract for submission to Purchasing contract database
{imageNow} from requester.

C} Buyer will obtain Certificate(s) of Insurance from requester prior to onsite work beginning. Buyer will
enter COIs into imageNow database.

D} The Purchasing Department wili retain original contracts, RFP decuments, RFP responses, Certificates of
Insurance, Evaluation Matrix, and Board Report.

END OF DOCUMENT
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OPERATING PROCEDURE FOR:

COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #

PROFESSIONAL SERVICE CONTRACTS Page #:

Effective Date; 4/1/2015 Revision Date; Revision Date:

PURPOSE:
1} To ensure contracts for professional services are selected through 8 competitive proposal process as outlined in

Administrative Procedure 10-60 as appropriate, and

2] To ensure compliance and consistency in application of Professional Services exemptions from a competitive
proposal process. These exemptions include:

+ {Hinois Public Community College Act. Section 3-27.1. “Contracts for the services of individuals possessing a
high degree of professional skill where the ability or fitness of the individual pays an important part” are
exempt from bidding.

» locai Government Professional Services Selaction Act states: “Whenever a project requiring architectural,
engineering, or land surveying services is proposed for a political subdivision, the political subdivision shall,
unless it has a satisfactory relationship for services with one or more firms” follow the procedures outlined
in the Act.

SCOPE: Aithough there is no single, standard legal definition of professional services, common definitions for these
services includes: requires specialized education, knowledge, labor, judgment, and skill; is predominantly mental or
intellectual (as opposed to physical or manuat) in nature; unique, technical, and/or infrequent functions performed
by an independent contractor qualified by education, experience, and/or technicai ability to provide services. in
most cases, these services are of a specific project nature, and are not a continuing, ongoing responsibility of the
institution. The services rendered are predominately intellectual in character even though the contractor may not
be required to be licensed. Professional service engagements may involve partnerships, corporations, or individuals.

Contracts for Professional Services possessing a high degree of professional skill, where the ability or fitness of the
individual plays an important part, shall be selected through a competitive proposal process unless the service is a
sole source purchase that is appropriately documented. Contracts exceeding the established bid limit of $25,000
{550,000 for construction-related contracts} shall require approval of the Board of Trustees. Selection of a
professional service provider shail be based on a variety of criteria including, but not limited to, demenstrated
competence, knowledge, references, and unique qualifications to perform the services, in addition to offering a fair
and reasonable price that is consistent with current market conditions. {Administrative Procedure 10-60).

Application of Professional Services exemptions {under IPCCA or LGPSSA) requires analysis of the required services,
not just the qualifications of the provider. Whether a company meets the professional services exception must be
determined in each case by focusing on the nafure and scope of the services required. If the contract calls for
professional and significant business judgment and professional skilis and expertise that contribute directly to the
overalt success of the project, it will likely fit the professional services exemption. Where exemptions are justified
for multiple years with the same vendor, the Purchasing Department will encourage the requester to engage in a
competitive proposal process every three (3}, but not more than five {5), years.
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Page #:

Effective Date: 4/21/15 Revision Date: Revision Date:

PROCEDURES:

1) ldentify/Evatuate/Clarify
A} The Purchasing Department wili not Institute any actlon until it has received a valid requisition. Requisitions

B)

£)

will be received and reviewed by the Purchasing Expediter or Buyer,

According to Administrative Procedure 10-60, all professional services will be selected through a

competitive proposal process unless the service is a sole source purchase.

I. Requester should attach the following, at a minirum, to the requisition for the RFP:

a. Description of the requirements, scope of work, or specifications {i.e, goal to be achieved, services
to be performed)

lustification of the need for services

Qualifications naecessary for the firm or individuat

Term of the contract for services

Estimated schedule

Evaluation Criteria
g. Vendor List

If the requester indicates an exemption is applicable, the following shall be reviewed by the Buyer and the

Purchasing Manager:

t. If the requester indicates sole source applicability, it will be their responsibility to attach documentation
justifying the sole source designation. The Purchasing Manager will deterrine If justification is
adequate based on client requirements and avaitability in the market.

il If the requester indicates applicability of an exemption from competitive proposals based on the (PCCA
exemptions, a justification and scope of work must be submitted with the requisition. The Purchasing
Manager will determine if justification is adequate based on client requirements and availability in the
market.

a. Where exemptions are justified for multiple years with the same vendor, the Purchasing
Department will encourage the requester to engage in a competitive proposal process every three
{3) to five (5) years.

Administrative Policy 10-95 states that the Board of Trustees will annually approve the Arts Center, Business

and Professional institute, and Conference and Event Services comprehensive budgets, and aflows

~manco

. administration to authorize contracts for speakers, productions, training, equipment rental, performers, ete.

without additional Board approval.
§. Asigned contract should be attached to the requisition, Senior Vice President, Administrative Affairs &
Treasurer is the only representative authorized to sign contracts on behalf of the College.
Salection of Architects, Engineers, and Land Surveyors must follow the process outlined in the Local
Government Professional Services Selection Act. The onty exemption included in this Act is when there is an
established satisfactory relationship for services with one or more firms; in these cases, a contract should be
attached to the requisition.
I. Where exemptions are justified for multiple years with the same vendor, the Purchasing Department
will encourage the requester to engage in a competitive proposal process every three {3} to five (5}
years.
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Page #:

Effective Date: 4/21/15 Revision Date: Revision Date:

2) Prepare Request far Propasal {RFP} Documents

A)

B)
C}
D)
£)

Buyer wil? create a folder on U Drive/Purchasing/Fiscal Year folder {i.e. FY2015} and name folder with

Bid Number and Title.

Buyer will obtaln RFP number from Purchasing Assistant.

Buyer will be contact for all RFP documents.

Buyer will ensure ali language in RFP references RFP respondent {not “bidder”, “bid”, etc.).

The following language from Section 30-22 Construction of the lHlincis Procurement Code will be

included in all RFPs for construction contracts: “The respondent and 2ll respondent’s subcontractors

must participate in applicable apprenticeship and training programs approved by and registered with

the United States Department of Labor’s Bureau of Apprenticeship and Training.

Per Administrative procedure 10-60, all RFP advertisements, specifications and resulting contracts will

include 2 notice regarding payment of prevailing wages.

If requester does not provide an adequate number {depending on type of service 5-10) of vendor names

for solicitation, Buyer will complete a search for additional vendors using internet, current vendor

database, and other resources,

At least 2 business days prior to RFP start date, Buyer to create Legal Notice and send to Daily Heraid

with requested Posting date. Advertisement should be posted at least 10 business days prior to RFP

Opening date, Buyer to save confirmation on U drive in RFP Communications folder.

On RFP distribution date, Purchasing Assistant will post the project title, contact information, and due

date on the COD Purchasing website. :

On RFP distribution date, Purchasing Assistant will email Invitation to Bid to ali vendors on Vendor List

provided by requester and Buyer,

[. Purchasing Assistant will note responses/transmittal error messages on vendor list

i, Purchasing Assistant will attempt other means of contacting vendors when initial attempt fails. If
necessary, Purchasing Assistant will contact requester to assist in obtaining corrected vendor
information to ensure vendors are contacted

3} Distribution of RFP Documents

A}
B)

Bid documents witl be sent to all vendors who request them.

New vendors who request documents will be added te the vendor list

I if bid brokers request documents on behalf of vendors, our obligation is only to provide the broker
with additional documents such as addendums
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4) Questions/Clarification
A} Pre-bid {if appiicable}
I. Buyerand requester will attend pre-hid meeting
1. Raguester will lead meeting .
{Il. Buyer will record questions and ensure all vendors sign in {sign-in sheet template avaitable on U
drive/Purchasing/Tempiates folder
Bj Other gquestions
I. Due date for questions is listed in Bid packet, and is generaily 5 business days after legal
advertisement initially runs. Once due date has passed, ail vendors shouid be provided with
addendum answerlng all compited questions.
a. Buyer will compile guestions from vendors {from e-mails/phone calls/pre-bid, etc.} and work
with requester to answer all of them in the form of an Addendum,.
b. Buyer will get approval from requester on final draft of Addendum, save Addendum in project
foider, and send a copy of final Addendum to Purchasing Assistant to distribute to al vendors on
the vendor list,

5) Opening of RFPs

Al Buver will open all RFPs after date/time noted in the REP packet has passed. Note: RFPs do not require
a public bid opening.

B] Buyer will review all RFPs to ensure conformance to requirements in Bid packet.

C) Buyer will scan all responses and save to the project folder on the U drive.

D} Buyer will e-mail or provide hard copy of ail responses to the requester.

E} Buyer will add minority-owned, women-owned, disadvantages, and local vendor information to the
vendor list,

6] Acceptance
A} Requester will review all responses with their selection commitiee.
B} All selection committee membaers will score each response against the evaluation criteria in the RFP.
Buyer can assist in creating the scoring matrix if requested.
C} Response with the highest score wilt be the vendor proposed to the Board for award. Copy of summary
scoring matrix to be provided to Buyer, Buyer will scan and place in the project folder.
D} Buyer will confirm good standing of accepted vendor via the following websites, and will place screen
shot of the Cyberdrive information in the project folder,
I Hiinois Secretary of State:
http:/fwww cyberdriveillinois.com/de partments/business servicesfcorp himi
Ii. Winois State Debarred Companies List;
hitp.//www.illinois.gov/dhr/PublicContracts/Pages/Debarred Cornpanies.aspx
ili. Eligibility to bid on Hlinois State Contracts:
http:H’clatqillinois.qouﬁdatasetleHR-EiigibIe-Puinc-Contract-l\!umbers;"Sums-ushQ
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E} Reguester to complete a Vendor Intake form and obtain a W-9 from the vendor; both documents to be
sent to Purchasing {for new vendors only}.
F) Buyer to create a draft Board Report {ternplate located in U drive/Purchasing/Templates folder}.
I. Fuil business name as noted on the Signature Page of response documents, including DBA where
applicable, should be used in the Board Report.
. Watermark as “draft” and save as a PDF to send to requester for review and approval.
lit.  Saye approval emall in Bid communications folder.,
IV.  Buyer to send Word document of approved Board Report to Purchasing Assistant far finalization.
V. Purchasing Assistant will add toplc to next month's agenda, assign the agenda item number to
the Board Report. Spelling, grammar, punctuation, order of topics, and formatting wiil also be
checked/adjusted by Purchasing Assistant.
Vi.  Once approved at BOT meeting, Buyer will notify requester.

7} Closing of RFP File

A) Purchasing Assistant will move the RFP information to the Awarded RFP section of the webpage with
the RFP and Board Report attached.

B) Buyer will obtain signed copy of the contract for submission to Purchasing contract database
{ImageMow) from requestar.

C} Buyer will obtaln Certificate(s) of insurance from requester prior to onsite work beginning. Buyer will
enter COls into ImageMow database.

D} The Purchasing Department will retain original contracts, RFP documents, RFP responses, Certificates of
Insurance, Evaluation Matrix, and Board Report.

END OF DOCUMENT
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
OPERATING PROCEDURE FOR:

COMPETITIVE BID PROCESS: CONSTRUCTION bage #: 10f6

Effective Date: 01/01/2015 Revision Date: Revision Date:

PURPOSE: The Competitive Bid process invites suppliers to submit competitive bids for project work or products. This
process encourages competition and provides prospects with fair and honest dealings with suppliers.

SCOPE: All construction-related contracts will be in accordance with Board Policy and Administrative Procedures 10-
80 Construction Contracts and 10-60 Purchasing, and the #finois Public Community College Act, paragraph 3-27.1
Contracts. Contracts for building repair, maintenance, remodeling, renovation or construction or a single project
involving an expenditure not to exceed $50,000 and not involving a change or increase in the size, type or extent of an
existing facility, will be exernpt frem formal bidding. Contracts for architectural, engineering and land surveying
services in the amount of 525,000 or greater wilt be awarded on the basis of demonstrated competence and
qualifications in accordance with the Local Government Professional Services Selection Act {50 ILC5 510),

DEFINITIONS:

+ Construction: Generally refers to new construction; primarily uses the 03 account code,

» Renovation: Primarily an update or change to an existing space; can be either 02 or 03 account code.

+ Maintenance: Repair, preventative, or replacement in-kind of existing materials; primarily uses the 02 account

code.

Note: Construction, renovation, and maintenance work is covered under Administrative Procedure 10-30. !f category
of work is in question by the Buyer, and is pertinent to documentation {i.e. Board Report), the Project Manager witl
make the determination as to which category is applicable.

PROCEDURES:

1} Identify/Evaiuate/Clarify
A} The Purchasing Department will not institute any action until it has received a valid requisition. Reguisitions
will be recelved and reviewed by Buyer.
B) If total vaiue is expected to be $50,000 or greater, Buyer will begin Bid Process unless advised by the Project
Manager that the contract is exempt from competitive bidding and providas a valid exemption. i project is
exempt from bidding, go to 6} Acceptance below.
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Effective Date: 01/01/15 Revision Date;

Revision Date;

2} PreparefReview Bid Documents
A) Bid packages may be ¢reated in either of two ways:

I. The Project Manager sends the technical/construction documents to the Buyer, who then adds the

front-end contractual decuments, or

IIl. The Project Manager obtains the front end documents from the Buyer, and combinas them with the
technical/construction documents and forwards the package in-total to the Buyer for review,
Either methed is acceptable as long as the Purchasing Department has the opportunity to review final

drafts,

B} Buyer creates a folder on U Drive/Purchasing/Fiscal year folder {i.e. FY2015}/and names folder with Bid

Number and Title.
€} Buyer will obtain Bid Number from Purchasing Assistant.

D) Buyer and Project Manager will determine contact informaticn.

E} The following language from Section 30-22 Construction of the fHfinois Procurement code will be included
in all bids for construction contracts: “The bidder and all bidder's subcontractors must participate in
applicable apprenticeship and training programs approved by and registered with the United States

Department of Labor’s Bureau of Apprenticeship and Training.”

F) Per Administrative Procedure 10-60, all bid advertisements, bid specifications and resulting contracts will
inciude a notice regarding payment of prevailing wages. Project Manager will ensure appropriate language
is included in Bid documents; Buyer will ensure language is noted in all legal ads.

G} At least 2 business days prior to bid start date, Buyer to create Legal Notice and send to Daily Herald with
requested Posting date, Advertisement should be posted at least 10 business days prior to Bid Opening
date. Buyer to save confirmation en U drive in Bid Communications folder,

H} On the bid distribution date, Purchasing Assistant will post the project titfe, contact information, and due

date on the COD Purchasing wehsite.
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3} Distribution of documents
A} Atleast 2 business days prior to bid start date, Buyer to create Legal Notice and send to Daily Heraid with
requested Posting date. Advertisement should be posted at feast 10 business days prior to Bid Opening
date. Buyer to save confirmation on U drive in Bid Communications folder.
B} On the bid distribution date, Purchasing Assistant will post the project title, contact information, and due
date on the COD Purchasing website,
C} Bid documents can be distributed in one of two ways; the Project Manager will determine best method:
I. Purchasing Assistant to distribute bid documents
a. Email invitation to Bid to all vendors on Vendor List provided
b. Bid documents will be sent to vendors who request documents
¢. Newvendors who request documents will be added to Vendor List
i.  If Bid brokers request bid documents on behalf of vendors, our obligation is only to provide
the bid broker with additional documents such as addenda
. Purchasing Assistant will note responses/iransmittal error messages on Vendor List
e. Purchasing Assistant will attempt other means of contacting vendors when inftial attempt fails. if
necessary, Purchasing Assistant will contact Project Manager to assist in obtaining corrected vendor
information to ensure ail vendors are contacted. All communications to be saved to Project Folder,
Il. 8HFX ({3 party vendor} to distribute bid documents
a. Project Manager to coordinate bid distribution via BHFX
b. Buyer and Project Manager will work together to ensure appropriate notifications to specific
vendors are sent to facilitate effective bid response
c. Project Manager will provide the Buyer with a list of bid document requesters received from BHFX;
this information is required for Business Enterprise Program compliance.

4} Questions/Clarification
A} Pre-bid (if applicable
I. Buyer and Project Manager will attend pre-bid meeting
ll. Project Manager will lead meeting
ill. Buyer records questions and ensures all vendors sign in {sign-in sheet tempiate available on U
drive/Purchasing/Templates folder
B} Other questions
I. Due date far questions is listed in Bid packet, and Is generally 5 business days after legal
advertisement initially runs. Once due date has passed, all vendors should be provided with

Addendum answering all questions.

a. Buvyer will compile questions from vendars [from e-mails/phone calls/pre-vid, etc.), and work with
Project Manager {o answer questions in the form of an Addendum.

h. Buyer will get approval fram Project Manager on final draft of Addendum, save Addendum in
project folder, and send a copy of final Addendum to Purchasing Assistant to distribute to ail
vendors on the vendor list. If BHFX is the document distributor, the Project Manager will provide
them with the Addendum for distributian,
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5} Bid Opening

6)

A} All Bids must be sealed and deposlted in the Bid Box in Purchasing by the date/time listed in the bid packet.
Bids that are not deposited into the Bid Box by the time {isted on the bid packet wil} be returned to the
vender unopened,

B) Project Manager, Buyer, and Purchasing Assistant will attend the Bid opening.

C) Buyer will open bid box at the time listed on the bid packet and remove 2il pertinent responses.

D) Buyer will open each sealed bid and read them aloud.

E} Purchasing Assistant will record bids on the Bid Tabulation form {located in U drive/Purchasing/Templates
folder).

F} Payment

G) After the Bid Opening, Buyer will review all bids to ensure conformance to non-technical requirements in Bid
packet.

H) Buyer will scan all responses and bid tabulations and save to project folder on the U drive.

' Buyer will e-mail documents to Project Manager.

)} Buyer will add minority/women-owned/loca! information to the vendor list.

Acceptance

A) Project Manager will compiete finai review ensuring that lowest bidder met all technical requirements and
specifications.

1. Buyer to send any questions to vendors if Project Manager needs ciarification of any part of bid
response,
1. Project Manager wilt e-mail name of selected vendor to Buyer. if selected vendor is not the lowest
bidder, Project Manager will provide a justification for the disqualification{s}.
Hl.  Buyer to save approval email from Project Manager in Bid Communications folder,

B) Buyer will confirm good standing of accepted vendor via the following websites, and will place screen shot of

the Cyberdrive information in the project folder.
1. ilinois Secretary of State:
http://www.cyberdriveillinois.com/departments/business services/corp.him!
it,  Iinois State Debarred Companies List:
htto:/fwww? lllinois.gov/dhr/PublicContracts/Pages/Debarred _Companies.aspx
itl.  Eligibility to bid on lllinois State Contracts:
http://data.Mlinois.gov/dataset/IDHR-Eligible-Public-Contract-Numbers/svms-ushS
C} Project Manager to complete a Vendor Intake form and obtain a W-9 from the vendor; both documents to

be sent to Purchasing {for new vendors only].
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D} Buyer to create a draft Board Report {tempiate located in U drive/Purchasing/Templates folder).

I, Fuil business name as noted on the Signature Page of response documents, including DBA
where applicable, shouid be used in the Board Report.

Il. Watermark as “draft” and save as a PDF to send to Project Manager for review and
approval,

fll.  Save approval email in Bid Communications folder.

IV.  Buyer to send Word document copy of approved Board Report to Purchasing Assistant for
finalizaticn.

V. Purchasing Assistant wili add topic to next month’s agenda, assign the agenda item number
to the Board Report. Spelling, grammar, punctuation, order of topics, and formatting will
also be checked/adjusted by Purchasing Assistant.

VI.  Once approved at BOT meeting, Buyer wilt notify Project Manager.

7} Closing of Bid File

8)

A)
B}
C)
D}

£

Purchasing Assistant will move the bid information to the Awarded Bids section of the webpage with
the Bid and Board Report attached.

Buyer wil obtain signed copy of the contract for submission to Purchasing contract Database
(ImageNow) from Project Manager.

Buyer will obtaln Certificate(s) of insurance from Project Manager prior to onsite work beginning.
Buyer will enter COIs into ImageNow database.

Purchasing Assistant will prepare bid checks/bonds for return to vendors not awarded the contract
(see COD Purchasing Department Operating procedure — Bid Deposits)

Purchasing Assistant will add minority-owned, disadvantaged, women-owned, lecal vendor
information from Certifications page of vendor response to vendor fisting and save to project folder

Bid Document Retention

A

8)

Q)

D)

Administrative Procedure 10-5C states: “The Director of Facilities is responsible for College
construction projects including the stewardship of ali contractual documents, pians, building
permits, etc. Ali construction-related contracts will be coordinated with the Director of Facilities.”
Facilities wili retain a full project file, including all project related documents, communications, and
prevailing wage documents.

The Purchasing Department will retaln: original contracts, original bonds {(bid, performance),
Certificates of insurance, ard Board Reports. Project Managers are responsibie for obtaining these
documents from the contractor{s} and providing them to the Buyer. Project Managers will also
provide Purchasing with a list of subcontractors for each project so they may properly index the
subs’ COIs to the appropriate contract. Buyer will scan all documents into the Contract database.
The Project Manager will retain: bid/RFP/quote documents, technical documents, project-specific
communications, Waivers of Lien, and prevailing wage documents including wage certifications.
After scanning the Performance and Payment Bonds, Buyer wiil give the original document{s) to the
Purchasing Manager, who wilt store in a locked cabinet throughout the project.
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9} Blanket Order Processing/Change Orders

A} Project Manager to submit a Blanket Order for designated amount, with appropriate GL codes noted.

8} Buyer will initiate a spreadsheet to be maintained in the Project Folder to track ail modifications to the
Blanket Order {see Construction Blanket Crder Tracking template in U drive/Purchasing/Template folder},

¢} Administrative Pelicy 10-90 indicates: “The Director of Facilities will document, for each change order,
certification . . . a summary of ail change orders and the certification of each change order will be

submitted on a monthiy basis for ratification by the Board of Trustees”.

L A requisition will be submitted by Project Manager indicating the required dollar amount of the
adjustment, the line itern allocation of the adjustment, the number of the specific PO to be adjusted,
the date of Board approval, and the related change order verbiage from the Board Packet,

#.  Changing a Blanket Purchase Crder Operating Procedure should be followed. Keep all
documentation provided by Project Manager in Project Folder. All Requisitions for increases must be
accompanied by a copy of the Board Report reflecting approval of the Change Order; the Board
Report page should be maintained in the Project Folder. E-mail requests for decreases should be

scanned and maintained in the Project Folder.

OTHER APPLICABLE DOCUMENTS

BOT Policy 10-60 Purchasing

BOT Policy 10-90 Construction Contracts

Administrativa Procedure 10-60 Purchasing

Administrative Procedure 10-80 Construction Contracts

COD Purchasing Department Operating Procedure — Bid Deposits
Hlinois Public Commuaity College Act, paragraph 3-27.1 Contracts
tocal government Professional Services Selection Act (50 iLCS 510)
Public Construction Bond Act (30 ILCS 550)

Public Works Contract Change Order Act (50 ILCS 525/5)

END OF DOCUMENT
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RESPONSE TO RECOMMENDATION
NUMBER 17
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
OPERATING PROCEDURE

CONTRACT APPROVALS page #: 1 of 10

Effective Date: 8.1.15 Revision Date: Revision Date:

PURPOSE: To ensure effectiveness of contract approval, processing, and retention in an effort to minimize the risk to
the Coliege.

SCOPE: The scope of this procedure encompasses all contracts entered into on behalf of the Coliege of DuPage. For
purposes of this procedure, the term contracts includes all agreements, contracts, memoranda of understanding,
purchase orders, service agreements, and any other binding documents. The requester is ultimately responsible far
any contract initiated. Contracts must be read completely by the requestor to confirm that it includes what has been
agreed to before submitting the contract for review and approval; this includes all exhibits, attachments, and

addendums.

CONDITIONS OF USE: All contracts entered into on behalf of the College of DuPage must be signed by the Senior
Vice President, Administration & Treasurer, unless expressly designated to another individual for signature by the
Board of Trustees.

RELATED PROCEDURES:

Administrative Procedure 15-465 Independent Contractors

PROCEDURES:

General Contracts of purchase value less than 45,000

General Contracts of purchase value of 5,000 or greater, but less than 425,000

General Contracts of purchase value of $25,000 or greater

Construction Contracts of purchase value less than $50,000

Construction Contracts of purchase value of $50,000 or greater

independent Contractor Agreements of purchase value less than $5,000

Independent Contractor Agreements of purchase value of $5,000 or greater, but less than $25,000

independent Contractor Agreements of purchase value of $25,000 or greater
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure 8
OPERATING PROCEDURE

CONTRACT APPROVALS Page #:2 of 10
Effective Date: 8.1.15 Revision Date: Revision Date:

General Contracts of purchase vahue less than 55,000

1)

4)

5)

7)

A contract document with a total value less than $5,000 shall be submitted by the requestor for the user
department to the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
available in the Forms Library on the Employee Portal, must accompany any contract submitted for review.
a] The contract document witl be returned to the requestor if:
{. The contract is submitted without a completed Cover Sheet, including ail required signatures,
fi, The contract is submitted without appropriate documentation, including:

1. Documentation of competitive cost comparisons {if applicable)

2. IT Review form for equipment/software purchases

3. Furniture Review form for furniture purchases

iii. The contract is deemed flawed for any reason. A letter of explanation describing the reason for
non-approval wilt be attached ta the returned contract.

The Purchasing Manager will review documents and may submit for approval to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approval Cover Sheet. (fit
is determined that additional information or edits are required, the confract will be returned to the requester
with a letter of explanation describing the additional requirements.
The contract will be sent in criginal form, as received by the Purchasing Department, to the office of the Senior
Vice President, Administration & Treasurer for approval and signatirre execution.
The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. If not approved, the contract will be returned to the requestor with a fetter of explanation describing
the reason for non-approval; a copy of such fetter wilt be sent to the Purchasing Manager.
The office of the Senior Vice President, Administration & Treasurer will scan {PDF) the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and forward via e-mail to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database

for retention.
The office of the Senior Vice President, Administration & Treasurer wilt send the original signed contract to the
requestor for retention.
Upon receipt of the contract, the requestor may submit to Aceounts Payabie for payment per Administrative
Procedure 10-65:
a. Contracts for independent Contractors with a value under $2,500 may be submitted for payment via the
‘Check Request process, with the independent Contractor Agreement {Under £5,000} attached.
b. Contracts for Independent Contractors with a value over $2,500 must be submitted for payment via a
requisition, with all contract documentation attached.
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Effactive Date: B8.1.15 Revision Date: Revision Date:

General Cantracts of purchase value of 55,000 ar greater, hut Jess than 525,000

1) A contract docurnent with a total value greater than $5,000 shalt be submitted by the requestor for the user
department to the Purchasing Department to be reviewed for appropriateness. A Contract Approvai Cover Sheet,
avallable in the Forms Library on the Employee Portal, must accompany any contract document submitted.

a) The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including all required signatures.
{i. The contract is submitted without appropriate documentation, including:
1. Documentation of three verbal quotes is required for any contract with a value between
45,000 and $14,599. _
2. Documentation of three written quotes is required for any contract with a value between
$15,000 and $24,999.
3. Cooperative/consortium references {if applicable)
4. Sole Source justification (if applicabie)
5, IT Review form for eguipment/software purchases
6. Furniture Review form for furniture purchases
ifi. The contract is deemed flawed for any reason. A fetter of expfanation describing the reason for
non-approval will be attached to the returned contract.

2} The Purchasing Manager will review documents and may submit for approval to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approval Cover Sheet. ifit is
determined that additional information or edits are required, the contract will be returned to the requester with a
letter of explanation describing the additional requirements.

3) Upon approval, the contract will be sent in original form, as received by the Purchasing Department, to the office
of the Senior Vice President, Administration & Treasurer for approval and signature execution.

4) The Senior Vice President, Administration & Treasurer may approve the contract by executing sighature on the
contract. !f not approved, the contract will be returned to the requestor with a letter of explanation describing the
reason for non-approval; a copy of such letter will be sent to the Purchasing Manager.

5} The office of the Senior Vice President, Administration & Treasurer will scan [PDF) the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and forward via e-mail to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database for
retention,

6} The office of the Senior Vice President, Administration & Treasurer will send the original of the signed contract to
the requestor for retention.

7} Upon receipt of the contract, the requestor will submit a requisition for a Purchase Order {if the contract will be
paid on a single invoice)} or a Blanket Purchase Order (if the contract will be paid on multiple invoices}. All
documentation submitted for Contract approval {See section 12 above} should be attached to the reguisition.
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Eifactive Date: 8.1.15 Revision Date: Revision Date:

General Contracts of purchase value of $25,000 or greater

1) A contract document with a total value of $25,000 or greater shall be submitted by the requestor for the user
department to the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
availabte in the Forms Library on the Empioyee Portal, must accompany any contract document submitted.

a} The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including all required signatures.

ii. The contract is submitted without appropriate documentation, including:

1. Dacumentation in the form of a Board Report and approval {Board meeting minutes) for
any items of value over $25,000.
2 Cooperative/consortium references.
3. Sole Source justification.
a. Exemption from bidding.

5. IT Review form for equipment/software purchases
6. Furniture Review form for furniture purchases

ifi. The contract is deemed flawed for any reason. A letter of explanation describing the reason for

non-approval wilf be attached to the returned contract.

2) The Purchasing Manager wil} review documents and may submit for approval to the Senior Vice Fresident,
Administration & Treasurer with his/her initials and comments noted on the Contract Approvai Cover Sheet, ifit
is determined that additional information or edits are required, the contract will be returned to the requester with
a letter of explanation describing the additional requirements.

3) The contract will be sent in original form, as received by the Purchasing Department, to the office of the Senior
Vice President, Administration & Treasurer for approval and signature execution.

4) The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. If not approved, the contract will be returned to the requestor with a letter of expianation describing
the reason for non-approval; a copy of such letter will be sent to the Purchasing Manager.

5) The office of the Senior Vice President, Administration & Treasurer will scan (PDF) the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and forward via e-mail to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database for

retention,

6} The office of the Senior Vice President, Administration & Treasurer will send the original of the signed contract to
the requestor far retention,

7) Upon receipt of the executed contract, the requestor will submit a requisition for a Purchase Order (if the contract
witl be pald on a single invoice) or a Blanket Purchase Order {if the contract wilt be paid on muttiplte invoices}. All
documentation submitted for Contract approval {See section 1a above] should be attached to the requisition,

a) If a requisition was previously submitted to initiate the bidding process, a copy of the Contract and all
pertinent documents shouid be submitted to the Purchasing Buyer. The Buyer will attach the documents
to the requisition, and update the requisition to reflect final terms.
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Effective Date: 8.1.15

Revision Date:

Revision Date:

Construction Contracts of purchase value less than $50,000

1} A contract document with a total value greater than $5,000 shall be submitted by the requestor for the user
department to the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
available in the Forms Library on the Employee Portal, must accompany any contract decument submitted.

a) The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including all required signatures.
ii. The contract is submitted without appropriate documentation, including:
1. Documentation of three verbal quotes is required for any contract with a value between
$15,000 and $24,999.
2. Documentation of three written quotes is required for any contract with a value between
$25,000 and $49,993.

Cooperative/consortium references (i applicable)

Sole Source justification (if applicable)

IT Review form for equipment/software purchases

Furniture Review form for furniture purchases

ii. The contract is deemed flawed for any reason. A fetter of explanation describing the reason for
non-approval will be attached to the returned contract.

8) The Purchasing Manager will review documents and may submit for approval to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted cn the Contract Approva! Cover Sheet, If itis
determined that additional information or edits ara required, the contract will be returned to the requester with a
letter of explanation describing the additionat requirements, '

9} Upon approval, the contract will be sent in original form, as received by the Purchasing Department, to the office of
the Senior Vice President, Administration & Treasurer for approval and signature execution.

10) The Senlor Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. If not approved, the contract will be returned to the requestor with a letter of explanation describing the

oo w

reason for non-approval; a copy of such letter will be sent to the Purchasing Manager.

11} The office of the Senior Vice President, Administration & Treasurer will scan {PDF) the signed contract, along with
the Contract Approval Cover Sheet and any attached decumentation, and forward via e-mail to
purchasingforms@cod.edy, Upon receipt, Purchasing staff will enter the document into the Contract Database for
retention.

12} The office of the Senior Vice President, Administration & Treasurer will send the original of the signed contract to
the requestor for retention,

13) Upon receipt of the contract, the requestor will submit a requisition for a Purchase Order {if the contract will be
paid on a singie invoice] or a Blanket Purchase Order {if the contract will be paid on multiple invoices}. Al
documentation submitted for Contract approval {See section 1a above] should be attached to the requisition.
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CONTRACT APPROVALS Page #: 6 of 10

Effective Date: 8.1.15 Revision Date: Revision Date;

Canstruction Contracts of purchase value of $50,000 or greater

1} A contract document with a total value of $25,000 or greater shall be submitted by the requestor for the user
department fo the Purchasing Department to be reviewed for appropriateness. A Contract Approval Cover Sheet,
available in the Forms Library on the Employee Portal, must accompany any contract document submitted.

a) The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including alt required signatures.
fi. The contract is submitted without appropriate documentation, including:
1, Documentation in the form of a Board Report and approvat {Board meeting minutes} for
any items of value over $50,000.

Cooperative/consortium references {if applicable)

Sote Source justification {if applicable)

Exemgtion from bidding {if applicable}

IT Review form for equipment/software purchases

6. Furniture Review form for furniture purchases
fii. The contract is deemed flawed for any reason. A letter of explanation describing the reason for
non-approval will be attached to the returned contract.

2} The Purchasing Manager will review documents and may submit for approval to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approvai Cover Sheet. [fitis
determined that additional information or edits are required, the contract wilt be returned to the requester with a
letter of explanation describing the additional requirements,

3} The contract wili be sent in original form, as received by the Purchasing Department, to the office of the Senior Vice
President, Administration & Treasurer for approval and sighature execution.

4} The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. if not approved, the contract will be returned to the requestor with a letter of explanation describing the
reason for non-approval; a copy of such letter wili be sent to the Purchasing Manager.

5) The office of the Senior Vice President, Administration & Treasurer wilf scan {PDF) the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and forward via e-mail to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database for
retention.

6) The office of the Senior Vice President, Administration & Treasurer will send the original of the signed contract to
the requestor for retention.

7) Upon receipt of the executed contract, the requestor will submit a requisition for a Purchase Order {if the contract
will be paid on a single invoice) or a Blanket Purchase Order (if the contract will be paid on multiple invoices), All
documentation submitted for Contract approval {See section 1a above)} should be attached to the requisition.

a. Ifarequisition was previously submitted to initlate the bidding process, a copy of the Contract and all
pertinent documents should be submitted to the Purchasing Buyer. The Buyer will attach the documents to

woREwN

the requisition, and update the requisition to reflect final terms.
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OPERATING PROCEDURE

CONTRACT APPROVYALS Page #: 7 0f 10

Effective Date: 8.1.15 Revision Date: Ravision Date:

Independent Contractor Agreements of purchase value less than $5,000

4)

6)

7)

Review Administrative Procedure 15-465 Independent Contractors for information regarding determination of
Independent Contractor classification. Seek assistance from HR/Compensation as appropriate.
Prepare an Independent Contractor Agreement {Under $5,000}, which is available from Accounts Payable,
The completed Independent Contractor Agreement shail be submitted by the requestor for the user department
to the Senior Vice President, Administration & Treasurer for signature. A Contract Approval Cover Sheet,
avaitable in the Forms Library on the Employee Portal, must accompany any contract document submitted.
a. The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including all required signatures.
ii. The contract is submitted without appropriate documentation, inctuding:
1. Documentation of competitive cost comparisons.
2. 5ole Source justification.
iii. The contract is deemed flawed for any reason. A letter of explanation describing the reason for
non-approval will he attached to the returned contract.
The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
cantract. 1f not approved, the contract will be returned to the requestor with a letter of explanation describing
the reason for non-approval.
The office of the Senior Vice President, Administration & Treasurer will scan {PDF)} the signed contract, aiong
with the Contract Approval Cover Sheet and any attached documentation, and forward via e-maii to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the document into the Contract Database

for retention.

The affice of the Senior Vice President, Administration & Treasurer will send the origina! of the signad contract
to the requestor for retention.

Upon completion of the contractual services, the requestor may submit to Accounts Payable for payment per

Administrative Procedure 10-65:
a. Contracts for Independent Contractors with a value under $2,500 should be submitted for payment via
Check Reguest with an Independent Contractor Agreement (Under $5,000).
b. Contracts for tndependent Contractors with a value over $2,500 must he submitted via a requisition,
with all contractuat documentation attached,
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COLLEGE OF DUPAGE PURCHASING DEPARTMENT Procedure #
OPERATING PROCEDURE

CONTRACT APPROVALS page # 8of 10

Effective Date: 8.1.15 Revision Date; Revision Date:

Independent Contractor Agreements of purchase value of $5,000 or greater, but less than $25,000

1} Review Administrative Procedure 15-465 Independent Contractors for information regarding determination of
Independent Contractor classification. Seek assistance from HR/Compensation as appropriate.

2} Prepare an independent Contractor Agreement {Over $5,000) using the template avallable in the Forms Library on
the Employee Portal. Obtain the signature of the sefected independent contractor.

3} The requestor for the user department shall submit the Independent Contractor Agreement {Over $5,000} to the
Purchasing Department to be reviewed for appropriateness. A Contract Approva! Cover Sheet, available in the
forms Library on the Employee Portal, must accompany the Agreement.

a} The contract document will be returned to the requestor if:
i. The contract is submitted without a completed cover sheet, including all requirad signatures.
ii. The contract is submitted without appropriate documentation, including:
1. Documentation of three verbal quotes is required for any contract with a value between
$5,000 and $14,999.
2. Documentation of three written quotes is required for any contract with a value between
$15,000 and $24,399
3. Cooperative/consartium references {if applicable}
4, Sote Source justification {if applicable)
fi. The contract is deemed flawed for any reascn. A fetter of expianation describing the reason for
non-approval will be attached to the returned contract,

4) The Purchasing Manager will review documents and may submit for approvat to the Senior Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approval Cover Sheet. if it
is determined that additiona! informaticon or edits are required, the contract will be returned to the requester
with a letter of explanation describing the additional requirements.

5} The contract will be sent in original form, as received by the Purchasing Department, to the office of the Senior
Vice President, Administration & Treasurer for approvat and signature execution.

6) The Senior Vice President, Administration & Treasurer may approve the contract by executing signature on the
contract. If not approved, the contract will be returned to the requestor with a letter of explanation describing
the reasan for non-approval; a copy of such letter wil! be sent to the Purchasing Manager.

7} The office of the Senior Vice President, Administration & Treasurer wiil scan {PDF) the signed contract, along with
the Contract Approval Cover Sheet and any attached documentation, and forward via e-mail to
purchasingforms@cod.edu. Upon receipt, Purchasing staff will enter the decument into the Contract Database for
retention.

8) The office of the Senior Vice President, Administration & Treasurer will send the original of the signed contract to
the requestar for retention,

9) Upon receipt of the contract, the requestor wiil submit a requisition for a Purchase Order {if the contract will be
paid on a single invoice) or a Blanket Purchase Order {if the contract will be paid on multiple invoices). Ali
documentation submitted for Contract approval {See section 1a above} should be attached to the requisition.
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1)

4]

5)

6)

7)

Independent Contractor Agreements of purchase value of $25,000 and greater

Review Administrative Procedure 15-465 1n;:|ependent Contractors for information regarding
determination of Independent Contractor classification. Seek assistance from HR/Campensation as
appropriate.
Prepare an Independent Contractor Agreement {Over $5,000) using the template availabie in the Forms
Library on the Employee Portal. Obtain the signature of the selected indepandent contractor.
The requestor for the user department shall submit the independent Contractor Agreement {Over $5,000)
to the Purchasing Department to be reviewed for appropriateness. A Contract Appraval Cover Sheet,
available in the Forms Library on the Employee Portal, must accompany the Agreement,
a}) The centract document will be returned to the requestor if;
i. The contract is submitted without a completed cover sheet, including all required
signatures.
fi. The contract is submitted without appropriate documentation, including: .
1. Documentation in the form of a Board Report and appraval {Board meeting
minutes) is required for any iterns of value over 525,000,
2. Bid exemption {if applicabie)
3. Cooperative/consortium references (if applicable)
4. Sole Source justification (if applicable)
fii. The contract is deemed flawed for any reason. A letter of exptanation describing
the reason for nen-approval will be attached to the returned contract.
The Purchasing Manager will review documents and may submit for approval {o the Senicr Vice President,
Administration & Treasurer with his/her initials and comments noted on the Contract Approval Cover
Sheet. ifit is determined that additional information or edits are required, the contract will be returned to
the requester with a letter of expianation describing the additional requirements.
The contract wili be sent in original form, as received by the Purchasing Department, to the office of the
Senior Vice President, Administration & Treasurer for approval and signature execution,
The Senior Vice President, Administration & Treasurer may approve the contract by executing signature
on the contract. |f not approved, the contract will be returned to the requestor with a letter of
explanation describing the reason for non-approval; a copy of such letter will be sent to the Purchasing
Manager.
The office of the Senlor Vice President, Administration & Treasurer will scan {PDF) the signed contract,
along with the Contract Approval Cover Sheet and any attached documentatian, and forward via e-mail to
purchasingforms@ced.edu. Upan receipt, Purchasing staff will enter the document into the Cantract
Database for retention,
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9} Upon receipt of the contract, the requestor will submit a requisition for a Purchase Order (if the contract
will be paid on a single invoice} or a Blanket Purchase Order {if the contract will be paid on multiple
invoices). All documentation submitted for Contract approval {See section 1a above} shouid be attached
to the requisition,

a} If a requisftion was previously submitted to initiate the bidding process, a copy of the
Contract and alf pertinent documents should be submitted to the Purchasing Buyer, The
Buyer will attach the documents to the requisition, and update the requisition to reflect
final termns.

END OF DOCUMENT
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