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DESCRIPTION OF BASIC SERVICES 

This exhibit contains a description of the scope of the Basic Services to be performed by the 

office of the Bond Program Monitor (“BPM”) for the Los Angeles Community College District 

(“District”).   

To the extent reasonably applicable, all services within the general scope of the services 

described herein shall be performed in accordance with the professional standards of the Association 

of Certified Fraud Examiners, Institute of Internal Auditors Standards, the General Principles of the 

Government Accounting Standards Board (GASB) and the General Accepted Accounting Principles 

(GAAP). By way of clarification, the foregoing standards are incorporated herein in order to clarify the 

standard of performance applicable to the performance of the services set forth below and are not 

intended increase the scope of the services to be performed by the BPM beyond the scope of 

services expressly set forth in or reasonably inferable from the descriptions set forth below. 

 The foregoing principles and standards are hereby incorporated by reference as constituting a 

general guide in determining the minimum “professional standard” for performance of the services 

required for operation of the office of the BPM. 

1.0 Establishment and Maintenance of the Office of BPM 

This category describes the actions expected to be taken by the BPM to establish and 

maintain general operating procedures, staffing protocols, and office management functions 

of the BPM: 

1.1 establish an office area (within office space that may be provided by the District in an 

existing District facility) with all necessary systems and staffing infrastructure to support the BPM’s 

performance of its services; 

1.2 review the existing internal procedures and protocols of the District’s Board Rules as 

pertain to the office of Bond Program Monitor and make recommendations for any changes or 

additions thereto;  

1.3 develop and update annually a systemized plan (“Work Plan”) with the flexibility to 

address and adapt to new and changing risks and priorities for conducting investigations and making 

recommendations on appropriate action to be taken with respect to the misconduct (including fraud, 

corruption, a violation of a non-discretionary law, rule or regulation, an abuse of discretion in the 

exercise of a discretionary right or authority conferred by a law, rule or regulation, or other actions 

inactions occurring in the context of a deliberate or reckless disregard of an actual or probable waste 

of District funds, hereinafter collectively referred to as “Misconduct”),  that may arise in the Bond 

Program (including, without limitation, in the areas of the Bond Program that are most vulnerable, 

such as project expenditures, project procurement processes, project invoice and requisition 

procedures, processes for certification of construction progress and completion, certified payroll 

procedures, and project change order processes) that includes, without limitation, the following: (1) an 

assessment of the District’s existing internal controls to  prevent and deter misconduct and 

recommendations on new or revised procedures that would facilitate prevention and detection of 

misconduct, (2) an  system to gathering and reviewing on a regular basis available summary-level 

information prepared by the District or other consultants to the Bond Program concerning the Bond 

Program, including, without limitation, financial and performance audits performed by others; and 
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internal project and construction management reports, (3) a definition of the types of events, 

information, or reports that will constitute triggering events for initiation of an investigation, (4) a 

description of the range of investigative methodologies that will be available to the BPM to investigate 

suspected Misconduct, (5) prioritization of investigative options based on probable efficacy and cost, 

(6) when necessary, coordination of the BPM activities with the actions of and reporting to the 

District’s executive management, oversight committees, Board of Trustees, and other consultants 

performing financial and performance audits for the District; and (7) preparation and submission of an 

annual fiscal year budget for the office of the Bond Program Monitor; 

1.4 develop standardized protocols for confidentiality of documentation of information 

relative to reports of misconduct and investigations, including, without limitation, document security 

and confidentiality, document retention and disposal, and safeguarding of the identity of confidential 

sources; 

1.5 make semi-annual reports available to the public of all pending activities and pending 

investigations of the BPM and the outcomes of completed investigations; 

1.6 provide periodic special briefings and reports to  alert executive management of the 

District  of important undertakings and other matters that warrant attention;  

1.7 complete and sign an annual financial disclosure and annual conflict of interest 

certification to ensure that the BPM staff remain free from personal or external impairments to 

independence and objectivity;  

1.8 recommend a procedure for recourse in the event individuals refuse to cooperate in an 

investigation, including, without limitation, a process for discipline or termination;  

1.9 develop, implement, and participate in, at no additional cost to the District, an internal 

quality control and assurance program that includes external means of continuing education of BPM, 

BPM professionals and staff, and Subconsultants; 

1.10 provide regular reports on  a scheduled basis  to the Facilities and Master Planning 

Oversight Committee (FMPOC), District Citizen’s Oversight Committee (DCOC) and Board of 

Trustees  on the status of progress in establishing the office of the BPM; and 

1.11     consult with Chancellor, Board of Trustees, Chief Financial Officer/Treasurer and General 

Counsel to coordinate investigation/audit activities, discuss investigation/audit findings and 

recommendations, and develop corrective recommendations and achievements; and 

1.12  exercise general supervision over clerical and/or professional staff assigned to the BPM 

consistent with professional standards. 

2.0 Investigative Responsibilities  

This category describes the actions expected to be taken by the BPM when investigating 

allegations and indications of Misconduct related to the Bond Program, including the 

development of appropriate policies and procedures governing such investigative activity and 

reporting: 

 2.1 develop and implement policies, procedures, objectives, and priorities for investigation of 

suspected or reported allegations of misconduct, including but not limited to, conflicts of interest, 
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improper financial business practices, fraud, collusion, waste and abuse in the Bond Program and 

that ensure investigations will be handled with tact, discretion, and professionalism; 

 2.2 if and as needed in response to reports of misconduct, conduct internal audits, including 

operational audits, to assist the District in (1) evaluating or accomplishing management and 

departmental plans, policies, strategic objectives, and priorities, (2) assessing or improving the 

effectiveness of the District’s business, finance, risk management, control, or governance processes, 

(3) making efficient, effective, and financially responsible decisions, (4) assessing and managing 

operational and management risks, (5) ascertaining compliance with accounting procedures and data 

entry requirements, (6) evaluating whether Bond funds are being properly used in accordance with 

the legal requirements of the Bond Program, (7) safeguarding the District assets, or (8) assessing 

system security and confidentiality of information, automated information, and data processing 

controls; 

 2.3 if and as needed response to reports of misconduct, conduct external audits of District’s 

contractors and consultants to determine if Bond Program funds are being properly utilized and 

accounted for; 

 2.4 conduct investigations into suspected or reported allegations of misconduct in the Bond 

Program; 

 2.5 interview, examine, and take statements of witnesses as part of the BPM’s investigations 

of Misconduct; 

 2.6 utilize technology to assist in conducting investigative services;  

 2.7 conduct investigations in a timely manner based on accurate factual data that is carefully 

collected, fairly analyzed, and thoroughly documented;  

 2.8 deliver investigative reports and other written work products that are timely, objective, 

accurate, organized, objectively presented, balanced, and presented in such a way that appropriate 

officials will be able to act on the information conveyed; 

 2.9 support investigative findings, conclusions, and outcomes by adequate documentation, 

including investigator notes, in the case file; 

 2.10 identify and include in reports any personal or external impairments (including, without 

limitation, personal or financial relationships, preconceived ideas or prejudices, previous subject 

matter or party involvement, biases, attempts at influence, fund restrictions, interferences with 

access, or political pressure) affecting the BPM's ability to perform its work impartially and if so, either 

decline to perform the work and report the circumstances to the appropriate official or if appropriate, 

disclose the impairment in any resulting report along with any potential impact the impairment might 

have on the outcome of the report’s conclusions; 

  2.11 as appropriate, release investigative reports to the public subject to any redactions 

needed to protect witnesses unless the Chancellor determines the release of all or portions of the 

report should be deferred so as to not compromise ongoing investigative activity; 

  2.12 testify on behalf of the District on investigative matters as designated by the 

Chancellor; 
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  2.13 oversee the storage, security, and destruction of all information concerning the subjects 

of investigations consistent with the policies of the applicable laws governing public records and privacy; 

 2.14 maintain an electronic archive of all BPM documents; 

  2.15 ensure that data gathered and analyzed as part of the investigation is accurately 

interpreted, logically presented, and maintained in the investigative case file; and  

      2.16 where appropriate, refer acts of wrongdoing to the Chancellor, Board of Trustees and to 

appropriate law enforcement agencies. 

3.0 Confidential Whistleblower Program 

 

This category describes the actions to be taken by the BPM to create, implement, and 

maintain a confidential and well-publicized hotline and post office box for anonymous 

whistleblower reporting: 

  3.1 establish and follow procedures for safeguarding the identity of confidential sources and 

for protecting privileged and confidential information, including taking steps to ensure the following: 

   .1 confidential sources who make complaints or provide information to the BPM 

will not have their identities disclosed without their consent unless the BPM determines that such 

disclosure is required by law or necessary to further the purposes of an audit, investigation, 

inspection, evaluation, review, or other inquiry; and 

   .2 privileged or confidential information gathered by the BPM will be protected 

from disclosure unless the BPM determines that such disclosure is required by law or necessary to 

further the purposes of an audit, investigation, inspection, evaluation, review, or other inquiry;  

  3.2 utilize and maintain a toll-free “Whistleblower Hotline” and a post office box for 

anonymous reporting for the purpose of receiving citizen and employee reports of Misconduct related 

to the Bond Program;  

  3.3 maintain proper records of calls and actions taken; 

  3.4 establish and follow appropriate investigative protocol; 

  3.5 ensure appropriate investigation of allegations through final resolution directing the 

confidential investigator to carry out tasks and/or consult with outside legal counsel to assist; 

  3.6 create a program that ensures against retaliation and retribution; 

  3.7 establish and follow written record management, retention, and destruction policies; 

  3.8 provide whistleblowers with unique identification numbers to protect their identity; 

  3.9 create a pre-recorded message explaining to callers their rights, the non- retaliation 

policy, and other pertinent information; 

 3.10 provide state-of-the art technology, including customizable telephonic and web-branded 

 intake, web intake for managers, and accessibility 24/7/365; 
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  3.11 ensure that the anonymous hotline is secure and customizable as a self-administrable 

system; 

  3.12 develop a fee schedule to document the costs associated with the establishment of the hotline; 

and 

  3.13 develop and implement an external and internal campaign to advertise the whistleblower 

program and hotline that includes dissemination of information to District staff, contractors, vendors, 

consultants, community stakeholders, oversight committees, campus students, faculty and staff, 

unions, and project management staff.   

4.0 Coordination and Communication 

 

This category describes the actions expected of the BPM with respect to reporting, advising, 

or making recommendations to the Chancellor and Board of Trustees: 

  4.1 consult with the Chancellor a n d  r e l e v a n t  D i s t r i c t  e x e c u t i v e  m a n a g e m e n t  

to coordinate investigations, discuss investigative findings and recommendations, and develop 

corrective action plans and timetables;  

  4.2  inform appropriate District executive management, the Board of Trustees, and the public  

through proper District communication channels of the BPM's activities, findings, recommendations, 

and accomplishments as consistent with the BPM's mission, legal authority, and confidentiality 

requirements; 

  4.3 provide technical advice and recommend corrective internal controls, policies, and 

procedures to Bond Program management, the Chancellor, and the Board of Trustees; 

  4.4 make regular (no less frequently than monthly) status reports to the Chancellor and 

Board of Trustees on objectives, critical problems, investigation findings, and corrective 

recommendations on matters related to the Bond Program, including the following:   

  .1 the status of all ongoing investigations; 

   .2 any significant problems or impairments encountered and the BPM 

recommendations for corrective action;  

   .3 a summary of matters referred to prosecutorial authorities and the prosecutions, 

convictions, recoveries, and other results from such referrals;  

   .4 a summary of civil and administrative referrals and the results from such 

referrals;  

   .5 a statement of recommended amendments to the regulations or procedures 

governing the BPM that would improve the effectiveness or the operation of the BPM;  

   .6 identification and discussion of high-risk areas and determination of where 

internal Bond Program of District controls should be strengthened; and  

  .7 identification and discussion of trends and patterns; 
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  4.5 make semi-annual reports on BPM activities that shall be available to the public and not 

later than three days after issuance of any report that is publicly available, post such report on the 

Bond Program Monitor website;  

  4.6 alert the Chancellor and the Board of Trustees as early as possible to instances of 

criminal behavior or other egregious Misconduct that become known to the BPM; and 

  4.7  develop and implement training programs for Bond Program and District staff targeted at 

addressing problems or deficiencies identified by the BPM as part of its investigations/audits in such 

areas as ethics, conflicts of interest, and detection, deterrence, and reporting of Misconduct. 

5.0   Excluded Services 

 
The following services shall not be the responsibility of the Bond Program Monitor. One of 
the purposes of listing excluded services is to identify areas where the Bond Program 
Monitor is not responsible to self-initiate and conduct audits, reviews, or investigations. 
However, the listing of such excluded services is not intended to limit and shall not be 
interpreted as limiting (a) the scope of the Bond Program Monitor’s responsibility to exhaust 
all avenues of investigation of information involving Misconduct or (b) Bond Program 
Monitor’s access to any information, including, without limitation, information within the 
scope of that mentioned in a description of an excluded service: 
 

  5.1 conducting  regularly scheduled financial, operational, or performance audits of the Bond 

Program under circumstances where there is no perceived need for such an audit based on 

circumstances of reported Misconduct; 

  5.2 conducting audits (including, without limitation, spot audits of raw data reviewed by the 

District’s financial and performance auditors) for the purpose of searching for and “rooting out” 

unreported and unsuspected misconduct; 

   5.3 Making recommendations to the District on management decisions, budgetary matters, 

setting policy, or internal controls affecting routine management functions; 

  5.4 Providing legal advice to the District; provided, however, that the foregoing shall not be 

interpreted as limiting the BPM’s responsibility for making all necessary  professional determinations 

and judgments as may be necessary to carry out the functions of the BPM, including, without 

limitation, making independent determinations whether allegations of misconduct constitute a 

violation of applicable laws or District administrative procedures or regulations; 

 5.5 Investigation of crimes (other than white collar crimes) involving Misconduct; 

 5.6 Advising the District on matters of employee Misconduct involving students; or 

  5.7 Advising the District on matters involving violations of classified work requirements or 

labor law requirements. 

  

 

 


