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EXECUTIVE SUMMARY

The Office of Inspector General (OIG) completed an audit of contract administration and performance by the Division of Vocational Rehabilitation (DVR) and Stand Among Friends, Inc. (SAF). The audit covered activities for the period of October 1, 2009, through September 30, 2010.  The contract, #VJ578, provided employment services and on-the-job training (OJT) and became effective on October 1, 2008, extending to September 30, 2011.  

The purpose of the audit was to evaluate the processes involved with delivering services to DVR clients.  During the audit, we determined that appropriate services were provided to clients.  The OIG offers two findings and associated recommendations to improve contract compliance.  We also provide comments for management consideration.
Summary of Findings and Recommendations

Generally, SAF’s processes and practices complied with terms of the contract.  For example: file documents supported submitted invoices during the review period and all examined invoices correctly reflected one payment per achieved benchmark; all examined Notice of Approvals (NOAs) had original signatures of the contractor and DVR counselor; most referral forms were signed by the contractor and returned to the DVR counselor within 15 business days of receipt; monthly progress reports were detailed and complete;  and monthly invoices submitted were correct, and in accordance with contract payment schedule.  SAF personnel files were complete and indicated all staff met the minimum requirements of their positions.  Employees of SAF provide transportation for their clients. 

The following conditions deviated from full contract compliance:

1.
SAF’s employees’ background checks did not meet contract requirement.

2.
One former SAF employee did not have Florida driver’s license. 
The recommendations in this report are intended to assist DVR and SAF management establish an effective internal control environment that will ensure compliance with the terms of the contract, and ensure the goals and objectives are being met.  We recommend that DVR management:   

· Require SAF to conduct an appropriate background check of potential employees prior to employment. 
· Require SAF to use only licensed drivers to transport clients.
BACKGROUND

Stand Among Friends, Inc. is a 501(c)3 non-profit organization founded, in 1997 to help people with disabilities.  Their stated mission is to promote opportunities for people with disabilities to live a life without limits and experience the highest degree of independence and success in their communities. 

SAF became an approved vendor with the Division of Vocational Rehabilitation in 2007.  The earliest record of business transaction with DVR Rehabilitation Information Management System (RIMS) is in 2010.  SAF currently has six employees that provide employment services, supported employment services, and OJT services to DVR clients.  

AUDIT RESULTS: FINDINGS AND RECOMMENDATIONS  
finding 1
Two SAF employees’ background checks did not meet contract requirement.

A total of nine SAF personnel files were examined.  Two out of the nine employees’ background checks were not conducted by FDLE as the contract requires.  These background checks were performed by the Palm Beach County Sheriff Department and Port Saint Lucie Police Department.  
Attachment H, Part I, (5) requires the contractor to conduct a Florida Department of Law Enforcement background check on all employees.  Non-compliance with this contract increases the risk of hiring inappropriate individuals.
recommendation

DVR should ensure that SAF conduct appropriate background check of potential employees prior to employment.  Current employees without the approved background check should be screened by the proper authority.
Management Response

DVR is in the process of reviewing all contract files to ensure all Vendor Certification source documents are included. Currently, all SAF employees have FDLE background checks.
finding 2
One former employee did not have a Florida driver’s license.  

OIG staff examined nine personnel files of employees who provided services to clients during the audit period.  One of the files did not contain evidence of a Florida driver’s license.  The employee’s file contained a copy of a State of New York Driver’s License.  This employee worked at SAF for about two and half months in 2010.  SAF management indicated that the employee was terminated.  

The contract attestation for transporting clients requires that SAF employees providing transportation to clients have proof of Florida Driver’s License.  The Florida Driver’s License ensures that SAF’s employee possesses appropriate documentation for transporting clients.               

recommendation

In the future, SAF should ensure that all staff possess Florida driver’s licenses prior to employment.
Management Response

Currently, all SAF employees have Florida driver’s licenses and copies are in DVR’s file. 

MANAGEMENT COMMENTS
During the course of the audit, we observed other exceptions regarding contract administration which we do not consider findings but provide for management consideration: 

a) DVR contract manager’s file did not contain a signed Attestation of Required Information for Transporting DVR Clients.

Attachment H, Part I, (7) states: “Providers of employment services and Supported Employment for the Division of Vocational Rehabilitation (DVR)….. must provide Attestation of Required Information for Transporting DVR Clients.”

 b) A few invoices were missing in DVR contract manager’s files.   

Attachment A, Part I, Section F (1) (d) of the contract states:  “Records shall be maintained by the DOE/DVR Contract Manager that outline the number of services authorized and expenditures made to date.”

c) Some referral forms were returned late.

Attachment A, Part I, Section E (2) of the contract states that the contractor must complete the DVR referral form and return it signed to the DVR counselor within 15 business days of receipt of referral.
d) SAF’s Employee Handbook (policy and procedure manual) does not include a record retention policy.

Attachment C. Part II, Section B, Part 1 of the contract requires that contractors maintain (in accordance with generally accepted procedures) during and for five years after termination of the contract, books, records and all other documents relating to the contract.   

Additional Subject for Consideration:
Contract criterion for submitting NOAs is not specific.

The current criterion, Amendment 2, (8) of the contract states that the contractor shall submit the NOA with applicable back-up documentation, in a timely manner.  Exactly what constitutes a “timely manner” is open to various interpretations. 

Prior contract criterion was included in Attachment A, Part I, Section E (4) and stated that the contractor shall submit an original Notification of Approval (NOA) form within five working days after the client’s first day on the job and each subsequent benchmark thereafter, to the DVR counselor.    

We examined 38 NOAs submitted during the period October 1, through September 30, 2010.  Eight (21%) of the NOAs were approved by VR counselor after five working days.  The average timeframe for which the eight NOAs were received and approved was 11 days.  The remaining 30 NOAs were approved within five working days.
Establishing a specific contract timeframe for NOA submission would provide clear and precise criterion.

OBJECTIVES AND SCOPE

The objectives of the review were to:  

1.
Evaluate SAF’s compliance with terms and conditions of the contract;
2.
Determine whether adequate internal controls were in place to administer the project;
3.
Determine whether the contract was effectively managed and monitored; and
4.  Evaluate whether payments were made in accordance with contract terms.

The scope of the audit included activities during the time period of October 1, 2009 through September 30, 2010. 
METHODOLOGY
This audit was conducted in accordance with The International Standards for the Professional Practice of Internal Auditing, published by the Institute of Internal Auditors.  
To achieve these standards, audit staff:
· Reviewed the current contract document (VJ578) and amendments;
· Reviewed applicable sections of Operational Policies and Procedures for DVR counselors, as well as applicable federal/state rules and regulations, and DVR’s State Plan;
· Interviewed DVR contract staff in Tallahassee and in the field;
· Analyzed Monthly Progress Reports of clients in our sample;
· Examined a random sample of SAF’s client case files;
· Analyzed SAF’s official personnel and position descriptions;
· Reviewed SAF’s policy and procedures manual;
· Examined selected Notification of Approvals;
· Examined referrals and Individualized Plans for Employment (IPEs) for the selected sample;
· Compared invoices with clients’ IPEs to confirm appropriateness of  services delivery to meet clients’ employment goals;
· Examined selected invoices from October 1, 2009 through September 30, 2010;
· Examined benchmark accomplishment dates and payments;
· Examined contractor’s administrative files for evidence of liability and other insurance coverage; and

· Conducted on-site job visit to verify client placement, observed whether placement was in an integrated environment and discussed client’s performance on the job.

CLOSING COMMENTS 
The Office of the Inspector General would like to recognize and extend its gratitude to management and staff of SAF and DVR’s Contracting Section for their assistance and cooperation during the course of this audit. 
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