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Audit Committee Agenda 

Friday, February 25, 2022 
12:30 p.m. 

**Teleconference Meeting** 

MEETING ANNOUNCEMENT AMIDST COVID-19 PANDEMIC: 

The Audit Committee meeting scheduled for Friday, February 25, 2022, will be conducted virtually in 
accordance with Governor Newsom’s State of Emergency declaration regarding the COVID-19 outbreak, 
Government Code Section 54953(e), Assembly Bill 361 (Rivas, 2021), and the COVID-19 Emergency 
Temporary Standards issued by the California Department of Industrial Relations. Committee members 
will primarily participate in the meeting virtually, while practicing social distancing, from individual 
remote locations.  

To participate via Zoom webinar, click the link to join the meeting: https://zoom.us/j/92135697128 

Webinar ID: 921 3569 7128 

To participate via phone, dial a number based on your current location in the US:  

+1 (669) 900-6833 +1 (929) 205-6099 

+1 (253) 215-8782 +1 (301) 715-8592 

+1 (346) 248-7799 +1 (312) 626-6799 

International numbers available: https://zoom.us/u/a7EJ77bak 

SANDAG relies on commercial technology to broadcast the meeting via Zoom. With the increase of 
virtual meetings, platforms such as Microsoft Teams, WebEx, GoToMeeting, and Zoom are working to 
scale their systems to meet the new demand. If we experience technical difficulty or you are 
unexpectedly disconnected from the broadcast, please close and reopen your browser and click the link 
to rejoin the meeting. SANDAG staff will take all possible measures to ensure a publicly accessible 
experience. 

Public Comments: Persons who wish to address the members on an item to be considered at this 
meeting, or on non-agendized issues, may email comments to the Clerk at clerkoftheboard@sandag.org 
(please reference February 25, 2022, Audit Committee meeting in your subject line and identify the item 
number(s) to which your comments pertain). Comments received by 4 p.m. on Thursday, February 24 will 
be provided to members prior to the meeting. If you desire to provide live verbal comment during the 
meeting, please join the Zoom meeting by computer or phone and use the “Raise Hand” function to 
request to provide public comment. On a computer, the “Raise Hand” feature is on the Zoom toolbar. By 
phone, enter *9 to “Raise Hand” and *6 to unmute. Requests to provide live public comment must be 
made at the beginning of the relevant item, and no later than the end of any staff presentation on the 
item. The Clerk will call on members of the public who have timely requested to provide comment by 
name for those joining via a computer and by the last three digits of for those joining via telephone. All 
comments received prior to the close of the meeting will be made part of the meeting record. Please 
note that any available chat feature on the Zoom meeting platform should be used by panelists and 
attendees solely for procedural or other “housekeeping” matters as comments provided via the chat 
feature will not be retained as part of the meeting record. All comments to be provided for the record 
must be made via email or orally per the instructions above. 
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Welcome to SANDAG. Members of the public may speak to the Audit Committee on any item at the time the 
Audit Committee is considering the item. Public speakers are limited to three minutes or less per person. The 
Audit Committee may only take action on any item appearing on the agenda. 
In order to keep the public informed in an efficient manner and facilitate public participation, SANDAG also 
provides access to all agenda and meeting materials online at sandag.org/meetings. Additionally, interested 
persons can sign up for email notifications at sandag.org/subscribe. 
SANDAG operates its programs without regard to race, color, and national origin in compliance with Title VI of 
the Civil Rights Act. SANDAG has developed procedures for investigating and tracking Title VI complaints, and 
the procedures for filing a complaint are available to the public upon request. Questions concerning SANDAG 
nondiscrimination obligations or complaint procedures should be directed to the SANDAG General Counsel, 
John Kirk, at (619) 699-1997 or john.kirk@sandag.org. Any person who believes himself or herself or any specific 
class of persons to be subjected to discrimination prohibited by Title VI also may file a written complaint with the 
Federal Transit Administration. 
In compliance with the Americans with Disabilities Act (ADA), SANDAG will accommodate persons who require 
assistance in order to participate in SANDAG meetings. If such assistance is required, please contact the Clerk of 
the Board at clerkoftheboard@sandag.org or at (619) 699-1985, at least 72 hours in advance of the meeting. To 
request this document or related reports in an alternative format, please call (619) 699-1900 or (619) 699-1904 
(TTY), or fax (619) 699-1905 at least 72 hours in advance of the meeting. 
SANDAG agenda materials can be made available in alternative languages. To make a request, call (619) 699-1900 
in advance of the meeting. 
Los materiales de la agenda de SANDAG están disponibles en otros idiomas. Para hacer una solicitud, llame al 
(619) 699-1900.
如有需要, 我们可以把SANDAG议程材料翻译成其他語言.

请在会议前至少 72 小时打电话 (619) 699-1900 提出请求.

Vision Statement
Pursuing a brighter future for all.
Mission Statement
We are the regional agency that connects people, places, and innovative ideas by implementing solutions with 
our unique and diverse communities. 
Our Commitment to Equity 
We hold ourselves accountable to the communities we serve. We acknowledge we have much to learn and 
much to change; and we firmly uphold equity and inclusion for every person in the San Diego region. This 
includes historically underserved, systemically marginalized groups impacted by actions and inactions at all 
levels of our government and society. 
We have an obligation to eliminate disparities and ensure that safe, healthy, accessible, and inclusive 
opportunities are available to everyone. In 2021, SANDAG will develop an equity action plan that will inform how 
we plan, prioritize, fund, and build projects and programs; frame how we work with our communities; define how 
we recruit and develop our employees; guide our efforts to conduct unbiased research and interpret data; and set 
expectations for companies and stakeholders that work with us. 
We are committed to creating a San Diego region where every person who visits, works, and lives can thrive. 
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Audit Committee 
Friday, February 25, 2022 

Item No.  Action 
+1. Approval of Meeting Minutes Approve 

 The Audit Committee is asked to approve the minutes from its 
January 28, 2022, meeting. 

 

2. Public Comments/Communications/Member Comments  

 Public comments under this agenda item will be limited to 
five speakers. Members of the public shall have the opportunity to 
address the committee on any issue within the jurisdiction of 
SANDAG that is not on this agenda. Other comments will be heard 
during the items under the heading “Reports.” Public speakers are 
limited to three minutes or less per person. Committee members 
also may provide information and announcements under this 
agenda item. 

 

3. Agency Report Discussion 

 An update on key programs, projects, and agency initiatives will 
be presented. 

 

4. Update – Office of the Independent Performance 
Auditor Activities  
Mary Khoshmashrab, SANDAG 

Discussion 

 An update on the Office of the Independent Auditor’s activities and 
other information sharing events will be presented. 

 

 Reports  

+5. Salaries and Compensation Audit 
+5A. Action Plan Progress Report 
Melissa Coffelt, SANDAG 

Information 

 An update on progress achieved to date regarding the 
Compensation Audit Action Plan will be presented. 

 

 +5B. Corrective Action Plan Reporting Results 
Mary Khoshmashrab, SANDAG 

 

 The Audit Committee is asked to comment on the progress and 
testing results of the Corrective Action Plan actions that occurred 
last quarter. 

 

+6. Office of the Independent Auditor – Results for the Purchase 
Card Operational and System Control Review 
Mary Khoshmashrab, SANDAG 

Discussion/ 
Possible Action 

 The Audit Committee is asked to discuss and provide input on the 
review results, and other required next steps, and move to the 
Board of Directors for consideration and acceptance. 
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7. Upcoming Meetings Information 

 The next Audit Committee meeting is scheduled for Friday, 
March 25, 2022, at 12:30 p.m. 

 

8. Adjournment  

+ next to an agenda item indicates an attachment 
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Audit Committee Item: 1 
February 25, 2022  

January 28, 2022, Meeting Minutes 
Chair David Zito (Board Member) called the 
meeting of the Audit Committee to order at 
12:30 p.m. 

1. Approval of Meeting Minutes (Approve) 

Robert Monson (Public Member) asked to have the 
meeting minutes more uniform regarding the identification of committee member’s titles. 

Chair Zito also asked to change page eight of the agenda to reflect that Agnes Wong 
Nickerson (Public Member) was absent.  

Action: Upon a motion by Robert Monson and a second by Vice Chair Racquel Vasquez 
(Board Member), the Audit Committee approved the minutes from its December 17, 2021, 
meeting.  

The motion passed. 

Yes: Chair Zito, Vice Chair Vasquez, Stewart Halpern (Public Member), and Robert Monson.  

No: None.  

Abstain: None. 

Absent: Agnes Wong Nickerson. 

2. Public Comments/Communications/Member Comments 

None. 
Reports 

3. Chief Executive Officer’s Report (Discussion) 

Deputy Chief Executive Officer Coleen Clementson presented an overview of events from 
2021, including the opening of the Mid-Coast Trolley Extension, the adoption of SANDAG’s 
Regional Plan, progress on the SR 11/Otay Mesa East border crossing, the Del Mar Bluffs and 
LOSSAN Corridor, the Central Mobility Hub, and the Regional Bikeway Program. Coleen also 
announced that the first meeting of the Regional Equitable Housing Subcommittee will be 
held on February 1, 2022. 

Tim Bilash, member of the public, commented on the need for updates to the timetable for 
the underground tracks relative to the need for fencing of the Del Mar Bluffs. 

Stewart Halpern asked about the timeline for filling senior positions. Coleen responded that 
the Chief Executive Officer Hasan Ikhrata will be giving an organizational structure update on 
Tuesday, February 1, 2022.  

Action: Discussion only. 

Action: Approve 
The Audit Committee is asked to 
approve the minutes from its 
January 28, 2022, meeting. 
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4. Update on the Office of the Independent Performance Auditor Activities (Discussion) 

Independent Performance Auditor (IPA) Mary Khoshmashrab provided an update on the 
Office of the Independent Performance Auditor’s (OIPA) activities, including a delay in the 
delivery of the Purchase Card Audit due to giving Management more time to respond. The 
IPA also brought up the option of creating formal policies and procedures regarding any 
allegations against the IPA, whether internal or external.  

Chair Zito agreed this would be good for the office. Chair Zito also commented there were 
positions for the OIPA that were approved but have not been funded.  

Tim Bilash spoke in support of appropriate staffing for the OIPA.  

Robert Monson commented the IPA is different from other employees and there is a need for 
standard policies and procedures for the position.  

Stewart Halpern asked if the Board of Directors entertains amendments to the policies once 
a year. Deputy General Counsel Amberlynn Deaton confirmed the Board considers 
amendments annually and anticipates doing so this summer.  

Action: Discussion only. 

5. Proposed FY 2023 Independent Performance Auditor Budget (Recommend) 

IPA Mary Khoshmashrab presented the item.  

The IPA stated that the OIPA FY 2023 budget is similar to last year’s budget, but that she is 
requesting one additional auditor position. The IPA shared supporting documentation for the 
need of the additional position. 

Tim Bilash stated that there is much confusion regarding SANDAG’s spending on large 
projects and the recently approved Regional Plan, and additional auditors will reassure the 
public of the accountability of the monies SANDAG is spending.  

Stewart Halpern asked about the supporting data presented by the OIPA, and whether the 
presented charts were for the fully requested 15 audit staff or the authorized 7 audit staff. The 
IPA responded the charts reflected a full staff of 15 auditors. Stewart Halpern also asked if the 
OIPA were to do the data charts with current staff would the disparities be worse? The IPA 
responded yes.  

Agnes Wong Nickerson asked what management’s plan is to get the OIPA at least the 
minimum number of auditors. Agnes Wong Nickerson also asked if SANDAG should consider 
outside auditors. The IPA responded SANDAG management is supportive and understands 
the OIPA is highly understaffed. The OIPA is hopeful additional staff will be more supported 
once we are out of the pandemic. The IPA added she is opposed to outside auditors because 
they are costly and outside auditors do not have the same perspective and look as internal 
auditors. It is preferable, and cost effective, to have more internal auditors.  

Agnes Wong Nickerson asked since SANDAG does not currently have the staff how do we fill 
the short-term need of more staff for the audits and reviews of the current construction 
projects. The IPA responded every year before creating the Audit Plan she looks at the risk 
levels and discusses with management the areas of highest risk.  

Robert Monson asked if the budgeted money includes training or just the position. The IPA 
answered it only includes the position, but she is qualified to train if necessary. 

Chief Financial Officer André Douzdjian commented this auditor position is the only added 
position to the FY 2023 budget. 
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Chair Zito commented there are a lot of budget constraints, and they will continue unless 
SANDAG passes more ballot measures. André Douzdjian responded that SANDAG is good at 
getting funding and they will continue to get that in addition to a possible new ballot 
measure. Chair Zito also commented that with the scope of projects on the horizon, we will 
need to have a full-fledged audit team.  

The IPA added the OIPA will move to continuous auditing next fiscal year.  

Chair Zito asked why the position is labeled as unfunded. The IPA responded it is considered 
unfunded until it is approved by the Board of Directors.  

Action: Upon a motion by Stewart Halpern and a second by Agnes Wong Nickerson, the 
Audit Committee voted to recommend the Board of Directors approve the proposed Office 
of the Independent Auditor FY 2023 budget.  

The motion passed. 

Yes: Chair Zito, Vice Chair Vasquez, Agnes Wong Nickerson, Stewart Halpern, and 
Robert Monson.  

No: None.  

Abstain: None. 

Absent: None. 

6. Upcoming Meetings (Information) 

The next Audit Committee meeting is scheduled for Friday, February 25, 2022, at 12:30 p.m.  

7. Adjournment 

The meeting was adjourned at 1:32 p.m. 
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Meeting Start Time: 12:30 p.m. 
Meeting Adjourned Time: 1:32 p.m. 

4 

Confirmed Attendance at SANDAG Audit Committee Meeting 

January 28, 2022 

Jurisdiction/Organization Name 
Member/ 
Alternate 

Attended 

Board Member David Zito (Chair) Primary Yes 

Board Member Racquel Vasquez (Vice Chair) Primary Yes 

Public Member Robert Monson Primary Yes 

Public Member Agnes Wong Nickerson Primary Yes 

Public Member Stewart Halpern Primary Yes 
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Audit Committee Item: 5A 
February 25, 2022  

Salaries and Compensation Audit Action Plan 
Progress Report 

Overview 

In November 2020, the Board of Directors, at the 
recommendation of the Audit Committee, approved 
an Audit Action Plan (Plan) responsive to the Salaries 
and Compensation Compliance Audit (audit) 
conducted by the SANDAG Office of the Independent 
Performance Auditor (OIPA). Management 
committed to providing periodic updates regarding 
the status of the Plan; this is management’s fourth 
progress report. 

Status Update 

The Plan is comprehensive and describes 27 actions 
that the Board will consider or that management will 
undertake in response to the recommendations 
noted in the audit. From management’s perspective, the actions reflect the agency’s commitment 
to continual improvement and acknowledge that adoption of additional policies and controls 
directly supports the highest levels of organization performance. Management and OIPA are 
working collaboratively as items in the Plan are addressed. 

On December 30, 2021, management provided OIPA with information demonstrating completion of 
11 actions described in the Plan. These relate to policies and procedures for administering 
compensation, documenting practices for maintaining the SANDAG salary ranges, and 
documenting the agency’s recruitment and selection practices. The Plan document, included as 
Attachment 1, incorporates the following status notes. 

1. Provide training regarding procedures for separation/termination pay 

In response to Recommendation II.3: The CEO, General Counsel, and Manager of 
Human Resources reviewed the section of Board Policy No. 017 (Delegation of Authority) 
pertaining to severance payments and have acknowledged their understanding of the policy 
and procedures (Attachment 2). 

2. Develop and formalize a procedure for reconciling the Board-approved annual compensation 
adjustment pool to the amount awarded to employees 

In response to Recommendations IV.5 and VI.4: The procedure used by Payroll for reconciling 
annual compensation adjustments was updated (Attachment 3) and used for reconciling the 
compensation adjustments awarded to employees in 2021 relative to the amounts approved by 
the Board. 

3. Clarify existing procedures and implement additional procedures related to general payroll 
processes, allocating lump sum merit pay, and reporting special compensation 

In response to Recommendations V.1, V.2, V.4, and V.5: Procedures used for processing general 
payroll actions and reporting special compensation to CalPERS were updated and documented 

Action: Information 
An update on progress achieved to 
date regarding the Compensation 
Audit Action Plan will be presented. 

Fiscal Impact: 
The Action Plan includes activities that 
will incur expenses. Those that are 
anticipated were included in the  
FY 2022 program budget. 

Schedule/Scope Impact: 
The Audit Action Plan describes a  
series of activities to be completed by 
June 2022. 
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(Attachments 4 and 5). The process used for reconciling lump sum merit pay is documented 
in Attachment 6. 

Regarding Recommendation V.3: Management consulted with SANDAG’s external financial 
auditors to review practices used for allocating expenses for past bonus payments. A summary of 
this review is included in Attachment 7. 

4. Provide training regarding processes and procedures for payroll functions 

In response to Recommendation VI.4: Employees in the Accounting and Finance department 
have acknowledged their review and understanding of the policies and procedures relevant to 
their job functions (Attachment 8). 

5. Document the policy and practices for maintaining the SANDAG salary ranges 

In response to Recommendation VII.3: A new administrative policy documenting the various 
practices SANDAG uses for maintaining market competitive salary ranges, including Board 
approval of recommendations, has been prepared (Attachment 9). 

6. Ensure consistent use of employee job titles in agency systems and documents 

In response to Recommendation VIII.1: A new administrative policy establishing expectations for 
the consistent use of employee job classification titles in all agency systems, records, and 
documents has been prepared and implemented (Attachments 10 and 11). 

7. Implement and document procedures that support fair and competitive hiring practices 

In response to Recommendation IX.3: A new administrative policy that documents the practices 
and procedures used in all phases of the recruitment and selection process, consistent with the 
agency’s equal employment opportunity responsibilities, has been prepared (Attachment 12). 

Next Steps 

Management is due to complete the one remaining item in the Action Plan by June 30, 2022; 
a status report will be provided to the Audit Committee following OIPA’s review and testing. 

 

Hasan Ikhrata, Chief Executive Officer 

Key Staff Contacts: Melissa Coffelt, (619) 699-1955, melissa.coffelt@sandag.org 
Andre Douzdjian, (619) 699-6931, andre.douzdjian@sandag.org 

Attachments: 1. Salaries and Compensation Audit: Action Plan Update (February 2022) 
2. Documentation: Acknowledgments – Termination Pay 
3. Documentation: Payroll Procedure – Reconciliation of Comp Adjustments 
4. Documentation: Payroll Procedure – General Payroll Processes 
5. Documentation: Payroll Procedure – Reporting Special Comp to CalPERS 
6. Documentation: Payroll Procedure – Processing Merit Pay 
7. Memo to OIPA: Completion of CAP Item V.3 
8. Documentation: Acknowledgments – Finance Policies and Procedures 
9. Documentation: HR Policy – Maintaining Salary Ranges 
10. Documentation: HR Policy – Standards for Maintaining Job Titles 
11. Memo: Distribution of HR Policy – Standards for Maintaining Job Titles 
12. Documentation: HR Policy – Recruitment and Selection 
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ACTION PLAN FOR IMPLEMENTING THE  
SALARY AND COMPENSATION PERFORMANCE  
AND COMPLIANCE AUDIT RECOMMENDATIONS 

The SANDAG Office of the Independent Performance Auditor (OIPA) completed a Salaries and 
Compensation Performance and Compliance Audit (audit) in August 2020. The SANDAG Board of 
Directors (Board), at the recommendation of the Audit Committee, approved an Audit Action Plan 
(Plan) responsive to the audit in November 2020. The Plan incorporates Board input, Audit Committee 
recommendations, and feedback from OIPA, and summarizes the actions SANDAG intends to 
undertake. Management committed to providing periodic updates regarding the status of the Plan.  

Progress-at-a-Glance 
The Plan is comprehensive and describes 27 actions that the Board will consider or that management 
will undertake in response to the recommendations noted in the audit. A status summary is provided 
below; detailed information about each proposed action and current status starts on page 4. 

Progress is noted as: 

 Completed     Complete/pending OIPA review   Underway     Not started 

Recommendation I. To ensure that SANDAG’s Board properly governs and 
develops a system of internal controls over salaries, compensation, and benefits: 

Status Proposed Action Due Date 

I.1. Update Bylaws and Board Policy No. 017 (Delegation of Authority) to
define the Executive Director’s scope of responsibility regarding creating and
maintaining the SANDAG Employee Handbook.

6/30/2021 

I.2. Update Bylaws and Board policies to document the relationship between
the Bylaws, Board policies, and Employee Handbook, and clarify the
Executive Director’s responsibilities regarding personnel administration.

6/30/2021 

I.4. Require all employees to acknowledge receipt of the Employee
Handbook and Bylaws at the time of employment and annually thereafter.

3/31/2021 

Recommendation II. To ensure that management cannot approve termination  
payments that exceed the amounts set forth in Board policies and rules and regulations: 

Status Proposed Action Due Date 

II.2. Develop an administrative policy related to separation/ termination pay;
Update Bylaws and Board policies pertaining to setting and reporting any
future severance payments to the Board.

6/30/2021 

II.3. Develop and provide training to designated employees regarding agency
processes and procedures related to separation/termination pay.

12/31/2021 

Attachment 1

3
11



Salaries and Compensation Audit - Action Plan Status Update (February 25, 2022) 2 

Recommendation III. To ensure that management and Board members cannot 
approve salary increases and large dollar payouts without justification: 

Status Proposed Action Due Date 

 
III.3. Update Bylaws and Board policies to clarify the authority of Board 
leadership, as well as reporting protocol, for actions related to compensation. 

6/30/2021 

 
Recommendation IV. To ensure that SANDAG’s Board is properly informed of SANDAG  
business and information is presented clearly, accurately, and timely: 

Status Proposed Action Due Date 

 
IV.1. Seek Board approval of a resolution defining special compensation; 
Update the Employee Handbook regarding items of special compensation. 

2/28/2021 
6/30/2021 

 
IV.2. Develop an administrative policy related to approval of salary range and 
special compensation tables by the Board. 

6/30/2021 

 
IV.3. Strengthen practices related to budgeting, reporting, and 
communication of salary and benefits information to the Board. 

6/30/2021 

 
IV.4. Strengthen practices related to preparation and communication of the 
annual compensation adjustment pool recommended to the Board. 

6/30/2021 

 
IV.5. Document procedures for reconciling the annual compensation 
adjustment pool to the actual compensation adjustment amounts awarded; 
review procedures with employees with related job responsibilities. 

12/31/2021 

 
IV.6. Employee acknowledgement of an administrative policy related to 
approval of salary range and special compensation tables by the Board 
(Action IV.2). 

12/31/2021 
6/30/2021 

 
Recommendation V. To ensure that SANDAG has adequate procedures in place to  
ensure accuracy and reliability of SANDAG’s financial information: 

Status Proposed Action Due Date 

 
V.1. Strengthen procedures related to appropriately allocating bonuses lump 
sum merit pay to projects. 

12/31/2021 

 
V.2. Strengthen procedures for correctly reporting special compensation 
items to CalPERS. 

12/31/2021 

 
V.3. Review cost allocation for past bonuses and take remedial steps if past 
expenses should have been charged differently; clarify procedures for 
allocating the costs associated with bonus lump sum merit payments to 
projects.  

12/31/2021 

 
V.4. Update accounting procedures to ensure appropriate controls for payroll 
processing functions.  

12/31/2021 

 
V.5. Employee acknowledgment of policies and procedures for financial 
practices. 

12/31/2021 

 
V.6. Require employee acknowledgement of Board Policy Nos. 041 (Internal 
Control Standards) and 042 (Policy of Reporting Procedures and Forms for 
Fraud, Waste and Abuse). 

3/31/2021 

4
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Salaries and Compensation Audit - Action Plan Status Update (February 25, 2022) 3 

Recommendation VI. To ensure adequate controls over approvals over performance 
incentives and special compensation: 

Status Proposed Action Due Date 

 
VI.1. Present a special compensation table to the Board for approval. 6/30/2021 

 
VI.2. Strengthen procedures for awarding compensation adjustments (merit 
increases and bonus awards) to employees. 

9/30/2021 

 
VI.3. Provide training to designated employees regarding processes for 
completing performance evaluations and preparing and approving 
compensation adjustment recommendations. 

9/30/2021 

 
VI.4. Establish procedures for reconciling compensation adjustments 
provided to employees.  

12/31/2021 

 
Recommendation VII. To ensure adequate processes for determining and setting  
salary ranges: 

Status Proposed Action Due Date 

 
VII.1. Develop an administrative policy for maintaining salary ranges to 
include the methodology for conducting salary range studies, analyzing 
survey results, and preparation of recommendations.  

12/31/2021 

 
VII.3. Develop and maintain job descriptions for all positions, with input from 
supervisors and employees. 

6/30/2022 

 
Recommendation VIII. To ensure justification and approval of number of executive  
team members and associated salaries: 

Status Proposed Action Due Date 

 
VIII.1. Develop processes to maintain systems and documents with accurate 
and consistent use of employees and job titles and other relevant 
information. 

12/31/2021 

 
VIII.4. Complete a salary range study to determine market rates for agency 
benchmark positions, including newly defined management positions. 

6/30/2021 

 
Recommendation IX. To ensure SANDAG has fair, objective, and competitive hiring practices: 

Status Proposed Action Due Date 

 
IX.3. Strengthen procedures related to the recruitment program that support 
fair and competitive hiring practices. 

12/31/2021 
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Salaries and Compensation Audit – Action Plan Status Update (February 25, 2022)  4 

Finding I Recommendations 
To ensure that SANDAG’s Board properly governs and develops a system of  
internal controls over salaries, compensation, and benefits, the Board should: 

OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated  
Completion Date 

Status 

1. Assume ownership of and update the 
Board’s Administrative Rules and 
Regulations, including but not limited 
to, 

• Citations of the applicable laws 
and regulations for which 
SANDAG will follow with regard to 
salaries, compensation, and 
benefits. 

• Define the responsibility for 
SANDAG management to create 
and update an Employee 
Handbook that is aligned with 
Board Bylaws, Policies, 
Administrative Rules and 
Regulations, and Manuals. 

Management shall review and propose 
updates, including additional 
language, to the SANDAG Bylaws and 
Board Policy No. 017 (Delegation of 
Authority), for Board consideration and 
approval, that further defines the 
Board’s expectations and the 
Executive Director’s scope of 
responsibility regarding creating and 
maintaining the SANDAG Employee 
Handbook.  

Consistent with the Audit Committee’s 
recommendation, management shall 
present the Employee Handbook to 
the Board for ratification of the 
employment decisions made by the 
Executive Director pursuant to the 
standards set forth in the Handbook. 

General Counsel  
and Director of  
Organization  
Effectiveness 

Due: 6/30/2021 

 Completed. 

At its meeting on June 11, 2021 (Agenda 
Item 16), the Board approved 
amendments to the SANDAG Bylaws 
and Board Policy No. 017 (Delegation of 
Authority) that clarify the Executive 
Director’s scope of responsibility, 
including developing and maintaining 
the SANDAG Employee Handbook. 

Further, at its meeting on June 25, 2021 
(Agenda Item 14A), the Board ratified 
that the employment decisions made 
by the Executive Director, that were the 
subject of the audit, were made 
pursuant to the standards set forth in 
the Employee Handbook. 

2. Strengthen and amend the Board’s 
Bylaws, and other Board Policies as 
necessary, to ensure consistency and 
clarity of Board documents, including 
but not limited to, 

• Document that the Executive 
Director’s authority is limited 
subject to the Administrative Rules 
and Regulations, rather than 
Administrative policies and 

Management shall propose updates to 
the SANDAG Bylaws and applicable 
Board policies, for Board consideration 
and approval, that 

• Fully document the scope and limit 
of the Executive Director’s 
authority, 

• Document the hierarchy and 
relationship of the Bylaws, Board 

General Counsel 

Due: 6/30/2021 

 Completed. 

At its meeting on June 11, 2021 (Agenda 
Item 16), the Board approved 
amendments to the SANDAG Bylaws 
and Board Policy No. 017 (Delegation of 
Authority) that clarify the Executive 
Director’s scope of responsibility, 
including developing and maintaining 
an Employee Handbook and other 
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OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated  
Completion Date 

Status 

manuals, for administration of 
SANDAG business. 

• Document the hierarchy of Board 
Bylaws, Policies, Administrative 
Rules and Regulations, and 
management procedures and the 
Employee Handbook to ensure 
that management is aware of and 
adhering to the highest authority. 

• Clarify Board policy to ensure that 
sections pertaining to the 
Executive Director’s authority to 
administer SANDAG’s personnel 
system are clearly indicated. 

policies, Employee Handbook, and 
other administrative policies, and 

• Clarify the Executive Director’s 
responsibilities with respect to 
administering the personnel 
system. 

administrative policies, for use in 
administering the SANDAG personnel 
system. 

3. Evaluate retaining General Counsel 
for the Board to conduct legal 
research, prepare ordinances, 
resolutions, memoranda, 
administrative rules and regulations, 
and other legal documents, and 
advise the Board of Directors, and 
keep the Board appraised of its 
obligations for following applicable 
laws and regulations, and to ensure 
that Board documents are properly 
retained and changes approved by 
the Board to Board Bylaws, policies, 
and other documents are completed 
and tracked. 

No action proposed. The Office of 
General Counsel currently performs 
these tasks and is accountable to the 
Board of Directors pursuant to both 
SANDAG’s organizational structure as 
well as per ethical mandates. 

n/a Implementation of this 
recommendation is not planned. 
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OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated  
Completion Date 

Status 

4. Require SANDAG management to 
acknowledge that they are aware of 
and complying with the Board 
Bylaws, Policies, Administrative Rules 
and Regulations, and Manuals upon 
being hired and on an annual basis 
thereafter. 

Consistent with the Audit Committee’s 
recommendation, management shall 
require all employees to acknowledge 
receipt of the Employee Handbook 
and SANDAG Bylaws at the time of 
employment and annually thereafter. 
Language reflecting this requirement 
will be incorporated into the next 
version of the Handbook; processes 
and procedures related to this activity 
will be documented. For new 
employees, acknowledgement will be 
incorporated into existing job offer/job 
acceptance practices. A new process 
will be developed and implemented 
for the annual acknowledgement by 
existing employees. 

Director of 
Organization 
Effectiveness 

Due: 3/31/2021 

 Completed.  

Management has  

• Revised the Employee Handbook 
and notified employees of the new 
acknowledgement requirement; 

• Revised offer of employment letters 
to incorporate the new 
acknowledgement process;  

• Developed and documented 
processes and procedures related to 
the acknowledgement requirement; 
and 

• Implemented a process for 
obtaining employee 
acknowledgement of the Handbook 
and Bylaws on an annual basis, 
including recordkeeping. 

 

  

8 16



Salaries and Compensation Audit – Action Plan Status Update (February 25, 2022)  7 

Finding II Recommendations 
To ensure that management cannot approve termination payments that exceed  
the amounts set forth in Board policies and rules and regulations, the Board should: 

OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated 
Completion Date 

Status 

1. Formally investigate the legality of 
management’s actions of granting 
severance pay to employees who 
resigned without pending litigation, 
and the granting of the exception for 
paying more than 25% of sick leave to 
employees who voluntarily resign 
from SANDAG, and failure to report 
payouts to the Board in order to 
determine whether any personnel 
action should be taken against 
individuals for breach of fiduciary 
duty. 

Consistent with the Audit Committee’s 
recommendation, and at the direction 
of the Board, no action is proposed.  

n/a Implementation of this 
recommendation is not planned. 

2. Require management to develop and 
formalize procedures, including but 
not limited to, 

• Ensuring termination pay is paid 
consistent with the Administrative 
Rules and Regulations set forth in 
Board policy. 

• Process for requesting approval 
from the Board for making 
termination payments not 
expressly written stated in the 
Board Policies and Administrative 
Rules and Regulations. 

Management shall review and clarify 
existing administrative policies, and 
develop additional procedures, related 
to separation/termination pay, including 
a process for seeking Board approval in 
the event a proposed transaction is not 
expressly covered by Board policy. 
Further, consistent with the Audit 
Committee’s recommendation, 
management shall propose updates to 
the SANDAG Bylaws and/or relevant 
Board policies, for Board consideration 
and approval, pertaining to setting and 
reporting any future severance 
payments to the Board. 

General Counsel, 
Chief Financial 
Officer, and 
Director of 
Organization 
Effectiveness 

Due: 6/30/2021 

 Completed. 

At its meeting on June 11, 2021 (Agenda 
Item 16), the Board approved an 
amendment to Board Policy No. 017 
(Delegation of Authority) to clarify the 
Executive Director’s authority to offer 
severance to an employee in 
accordance with the employee’s 
contract and/or at the discretion of the 
Executive Director. Any discretionary 
action taken, shall be reported to the 
Board in summary form. 
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OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated 
Completion Date 

Status 

3. Require staff responsible for 
implementing procedures related to 
termination pay training on updated 
procedures. 

Following implementation of 
Recommendation II.2, management 
shall develop and provide training to 
designated employees regarding new 
and/or revised agency processes and 
procedures related to separation/ 
termination pay. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

Due: 12/31/2021 

 Completed. 

Management has implemented a 
process to train and review agency 
policies pertaining to severance pay 
with designated employees on at least a 
biannual basis and obtain written 
acknowledgement. 

 

Finding III Recommendations 
To ensure that management and Board members cannot approve salary increases  
and large dollar payouts without justification, the Board should: 

OIPA Recommendation Proposed Action 
Responsible Official  
and Estimated 
Completion Date 

Status 

1. Formally investigate the legality of 
management’s actions of granting 
large dollar salary increases and 
bonuses to the former Chief Deputy 
Executive Director, and failure to 
report the payouts to the full Board in 
order to determine whether any 
personnel action should be taken 
against individuals for breach of 
fiduciary duty. 

Consistent with the Audit Committee’s 
recommendation, and at the direction 
of the Board, no action is proposed.  

n/a  Implementation of this 
recommendation is not planned. 
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OIPA Recommendation Proposed Action 
Responsible Official  
and Estimated 
Completion Date 

Status 

2. Rescind all delegated authority to 
award salary increases and bonuses 
until such time as the investigation 
has taken place and appropriate 
controls have been implemented to 
ensure that abuse of the performance 
incentive program does not occur. 

Consistent with the Audit Committee’s 
recommendation, no action proposed. 
The actions described in response to 
Recommendations III.3, IV.1, VI.1, VI.2, 
and VI.3 address the introduction of 
policies and procedures, at both the 
Board and management level, related 
to the award of performance rewards. 

n/a Implementation of this 
recommendation is not planned. 

3. Clarify the responsibility of the Board 
Members acting in the capacity of the 
Chair and Vice Chair, to report actions 
taken on behalf of the full Board to 
ensure the Board is aware concerning 
awarding salaries increase and 
performance incentive pay. 

Consistent with the Audit Committee’s 
recommendation, management shall 
propose updates to the SANDAG 
Bylaws and/or relevant Board policies, 
for Board consideration and approval, 
that clarify the authority of Board 
leadership, as well as any reporting 
protocol for specified actions.  

General Counsel 

Due: 6/30/2021 

 Completed. 

At its meeting on June 11, 2021 (Agenda 
Item 16), the Board approved an 
amendment to Board Policy No. 001 
(Allocation of Responsibilities) to clarify 
that in time sensitive situations when a 
quorum of the Executive Committee 
cannot be convened, the Chair, with 
written concurrence from the First Vice 
Chair and Second Vice Chair, may act on 
behalf of the Executive Committee. 
Such actions, if taken by the Chair, shall 
be reported to the Executive Committee 
at its next meeting. 
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Finding IV Recommendations  
To ensure that SANDAG’s Board is properly informed of SANDAG business and  
information is presented clearly, accurately, and timely, the Board should: 

OIPA  
Recommendation Proposed Action 

Responsible Official 
and Estimated 
Completion Date 

Status 

1. Create and promulgate a Board policy 
defining special compensation for 
SANDAG employees. 

Consistent with the Audit Committee’s 
recommendation, management shall 
develop, for Board consideration and 
approval, an administrative policy 
defining a special compensation 
policy/table, and including the 
conditions for payment, that meets 
the requirements of California Code of 
Regulations, Title 2, sections 571(b) and 
571.1 and any other applicable laws and 
regulations. The approved 
administrative policy shall be 
incorporated into the Employee 
Handbook shall reflect the Board 
approved policy pertaining to items of 
special compensation; future updates 
to the administrative policy policies 
shall be presented to the Board for 
approval.  

Note: This action is responsive to the 
CalPERS Retroactive Special 
Compensation Adjustment audit 
completed in June 2020. 

Director of 
Organization 
Effectiveness 

Due: 2/28/2021 

Due: 6/30/2021 

 Completed. 

This work was initially postponed. 
Management elected a course of action 
for addressing the findings noted in the 
CalPERS Retroactive Special 
Compensation Adjustment audit that 
was not dependent on the Board’s 
approval of a Special Compensation 
policy. As such, the 2/28/2021 deadline 
was no longer relevant. 

Consistent with 2 CCR §571(b) and §571.1, 
the Board approved the FY 2022 Special 
Compensation Policy (Table) as part of 
adopting the FY 2022 Program Budget 
on May 14, 2021 (Agenda Item 12). 

The sections of the SANDAG Employee 
Handbook pertaining to items of special 
compensation (Shift Differential and 
Statutory Holiday Pay) mirror the 
language approved by the Board in the 
Special Compensation Policy. 

The newly established Classification 
Salary Range and Special Compensation 
Tables administrative policy (see Rec. 
IV.2) includes a requirement for seeking 
Board approval of a Special 
Compensation policy on an annual 
basis. 
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OIPA  
Recommendation Proposed Action 

Responsible Official 
and Estimated 
Completion Date 

Status 

2. Create and promulgate a policy which 
addresses the nature and timing of 
information that SANDAG 
management and staff should 
present to the Board and the public, 
including but not limited to, 

• Responsibility of management to 
present salary and special 
compensation tables as a 
separate agenized resolution at 
least annually, properly date 
approved schedules, and post the 
approved schedules on SANDAG’s 
website. 

Consistent with the Audit Committee’s 
recommendation, management shall 
develop and document an 
administrative policy and procedure 
for presenting changes to salary range 
and special compensation tables to 
the Board for consideration and 
approval, and other related actions, 
that meets the requirements of 
California Code of Regulations, Title 2, 
sections 570.5, and 571(b), and 571.1, 
and any other applicable laws and 
regulations. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

Due: 6/30/2021 

 Completed. 

Management developed and 
implemented an administrative policy 
and procedure guide that describes 
activities and responsibilities for 
maintaining, seeking Board approval, 
communicating, recordkeeping, and 
other actions pertaining to the 
Classification Salary Range and Special 
Compensation tables, consistent with 
applicable laws and regulations. 

3. Require management to develop and 
formalize procedures for budgeting 
and reporting financial information, 
specifically salaries and benefits 
information, to the Board in 
accordance with applicable laws, 
regulations, Board Bylaws, and Board 
Policies. 

Management shall review and clarify 
existing practices and procedures, and 
prepare additional documentation, 
regarding the budgeting, reporting, 
and general communication of salary 
and benefits information to the Board.  

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

Due: 6/30/2021 

 Completed. 

Management has reviewed, updated, 
and documented the processes used for 
preparing the Personnel Cost Summary, 
one of core elements of Chapter 11 
(Human Resources) of the annual 
Program Budget document. 

Management also established new 
practices and standards for 
transparently communicating salary 
and benefits information to the Board 
via staff reports and presentations 
prepared in conjunction with 
developing the Draft and Final Program 
Budgets. 
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OIPA  
Recommendation Proposed Action 

Responsible Official 
and Estimated 
Completion Date 

Status 

4. Require management to update its 
methodology and formalize 
procedures for determining the total 
Annual Compensation Pool and in 
alignment with Board defined special 
compensation and approved special 
compensation tables. 

Management shall review and clarify 
existing practices and procedures, and 
prepare documentation, regarding 
preparation and communication of 
the annual compensation adjustment 
pool recommended to the Board, and 
consistent with the special 
compensation administrative policy. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

Due: 6/30/2021 

 Completed. 

Management has reviewed, updated, 
and documented the processes used for 
preparing the compensation 
adjustment pool for inclusion in the 
annual Program Budget. 

Management also established new 
practices and standards for 
transparently communicating the 
purpose and components of the 
compensation adjustment pool to the 
Board. 

5. Requirement (sic) management to 
develop and formalize a procedure for 
reconciling the Annual Compensation 
Pool to amounts awarded to 
employees and report performance 
incentives earned by employee name, 
title, amount, and period earned in 
accordance laws and regulations. 

Management shall develop and 
document procedures for reconciling 
the annual compensation adjustment 
pool to the actual compensation 
adjustment amounts awarded. 
Further, management shall review the 
procedures with those employees with 
responsibilities related to the 
reconciliation of annual compensation 
adjustments upon implementation, 
and in advance of each reconciliation 
process. Procedures for reporting 
bonus payments (performance 
incentives) in accordance with 
applicable laws and regulations shall 
be developed as part of implementing 
Recommendation V.2. 

Chief Financial 
Officer 

Due: 12/31/2021 

 Completed. 

Management has reviewed, updated, 
and documented the processes used for 
reconciling the annual compensation 
adjustment pool to the actual amounts 
awarded. 

Management implemented a review 
process with employees in the 
Accounting and Finance department 
whose responsibilities include 
reconciliation of annual compensation 
adjustments. This process was initiated 
in December 2021 and will reoccur in 
advance of each future compensation 
adjustment cycle. Employees who 
participate in the review sign an 
acknowledgment form indicating their 
awareness and understanding of 
agency processes. 
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OIPA  
Recommendation Proposed Action 

Responsible Official 
and Estimated 
Completion Date 

Status 

Note: At the beginning of 2021, SANDAG 
ceased its practice of reporting 
performance bonuses to CalPERS and 
has since eliminated performance 
bonuses from the agency’s 
compensation program. Therefore, 
activities related to developing 
procedures for reporting bonus 
payments to CalPERS that were 
originally noted the Action Plan have 
not been addressed. 

6. Require staff to review formalized 
policies and procedures to ensure 
staff is aware of their roles and 
responsibilities for receiving and 
documenting approvals of salary 
schedules and special compensation. 

Following implementation of 
Recommendation IV.2, management 
shall require those employees with 
responsibilities related to the 
preparation and presentation of salary 
range and special compensation 
tables to the Board to review and 
acknowledge their understanding of 
related policies and procedures on an 
annual basis. 

Director of 
Organization 
Effectiveness 

Due: 12/31/2021 

Due: 6/30/2021 

 Completed early.  

As part of the newly established 
Classification Salary Range and Special 
Compensation Tables administrative 
policy (see Recommendation IV.2), 
employees with responsibilities for 
preparing and presenting Classification 
Salary Range and Special Compensation 
Tables to the Board have signed 
acknowledgement forms attesting they 
have reviewed and understand the 
policy and procedure. This practice will 
recur on an annual basis.  

  

15 23



Salaries and Compensation Audit – Action Plan Status Update (February 25, 2022)  14 

Finding V Recommendations 
To ensure that SANDAG has adequate procedures in place to ensure the accuracy  
and reliability of SANDAG’s financial information the Board should: 

OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated 
Completion Date 

Status 

1. Require Financial Services to create 
and formalize procedures for 
reallocating special compensations 
costs to projects, including but not 
limited to 

• Verifying that fringe benefits and 
overhead are not charged when 
bonuses are charged to projects. 

• Reallocations are supported by 
employee timesheets to ensure 
that costs are correctly allocated 
to projects. 

• The total amount of bonuses 
charged to projects reconciles to 
the bonuses approved by the 
Executive Director. 

Management shall review and clarify 
existing procedures, and develop, 
document, and implement additional 
procedures, for appropriately 
allocating the costs associated with 
employee performance bonuses lump 
sum merit pay to projects. 

Chief Financial 
Officer 

Due: 12/31/2021 

 Completed. 

In mid-2021, SANDAG eliminated 
performance bonuses from the agency’s 
compensation program. As a new 
practice, some employees may be 
eligible to receive Lump Sum Merit Pay 
in lieu of a base pay merit increase. 

To support administration of this new 
form of compensation, Management 
developed, documented, and 
implemented a new procedure for 
appropriately allocating the cost of 
Lump Sum Merit Pay to projects. 

2. Require Financial Services to develop 
and formalize procedures for 
reporting special compensation to 
CalPERS in accordance with 
applicable laws and regulations, 
including documenting that Financial 
Services has reviewed that amounts 
were accurately reported for periods 
earned. 

Management shall review and clarify 
existing procedures, and develop, 
document, and implement additional 
procedures, for correctly reporting 
special compensation items to 
CalPERS, consistent with applicable 
laws and regulations. 

Chief Financial 
Officer 

Due: 12/31/2021 

 Completed. 

Management has reviewed, updated, 
and documented the process for 
reporting special compensation items to 
CalPERS consistent with California Code 
of Regulations, Title 2, Sections 571(b) 
and 571.1, and in compliance with payroll 
reporting guidelines published by 
CalPERS. 
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OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated 
Completion Date 

Status 

3. Require Financial Services to review 
the allocations for bonuses paid, 
identify whether bonus amounts 
were accurately reallocated to 
projects based on supporting time 
sheets and other documentation, and 
correct any amounts not properly 
charged to projects. 

Management shall review the cost 
allocation for past bonus payments 
with the agency’s outside auditors and 
will take remedial steps if expenses 
should have been charged in a 
different manner. Further, as noted in 
response to Recommendation V.1, 
management shall review and clarify 
existing procedures, and prepare 
additional documentation for 
appropriately allocating the costs 
associated with bonus payments lump 
sum merit pay to projects. 

Chief Financial 
Officer 

Due: 12/31/2021 

 Completed. 

Management consulted with SANDAG’s 
external financial auditors to review and 
confirm practices used for allocating 
expenses for past bonus payments. 
Based on this review, no changes were 
made to past bonus payment 
transactions.  

4. Require Financial Services to update 
accounting procedures to address the 
issues identified in this report, 
including but not limited to, ensuring 
procedures are clearly and concisely 
written, control activities are clearly 
stated, the document is properly 
indexed and dated, and login 
information, passwords, and other 
confidential information is removed. 

Management shall review existing 
accounting practices and update 
procedures to ensure proper controls 
are in place related to payroll 
processing functions. As part of this 
review, management will address the 
issues noted in the audit report. 

Chief Financial 
Officer 

Due: 12/31/2021 

 Completed. 

Management has reviewed, updated, 
and documented payroll processing 
functions to further clarify procedures 
and to ensure proper controls are in 
place. 
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OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated 
Completion Date 

Status 

5. Require staff to review formalized 
policies and procedures to ensure staff 
is aware of their roles and 
responsibilities for ensuring sound 
financial practices within SANDAG. 

Management shall require designated 
employees to review and acknowledge 
receipt of policies and procedures 
related to the agency’s financial 
practices, on at least on a biannual 
basis, or upon implementation of 
significant policy/procedure updates, 
to ensure employees understand their 
roles and responsibilities. 

Chief Financial 
Officer 

Due: 12/31/2021 

 Completed. 

Management implemented a review 
process of agency financial practices 
and any significant changes or updates 
to policies or procedures, prior to 
implementation, to ensure that each 
staff member is clear on their roles and 
responsibilities in the department. 

Management implemented a process 
for obtaining Accounting and Finance 
staff acknowledgments on a bi-annual 
basis and as needed for any significant 
changes or updates. 

6. Require all SANDAG employees to 
acknowledge that they have read and 
understand their fiduciary duties as 
provided in Board Policy 041 and their 
obligation to report fraud, waste, and 
abuse, as well as, their protection as a 
whistleblower as provided in Board 
Policy 039. 

Management shall require all 
employees to acknowledge awareness 
of SANDAG Board Policy Nos. 041 
(Internal Control Standards) and 042 
(Policy of Reporting Procedures and 
Form for Fraud, Waste, and Abuse). 
This activity is anticipated to occur in 
conjunction with the annual employee 
acknowledgement of the Employee 
Handbook. 

Director of 
Organization 
Effectiveness 

Due: 3/31/2021 

 Completed.  

Management has implemented a 
process to obtain employee 
acknowledgment of Board Policy Nos. 
041 and 042 on an annual basis. For 
efficiency purposes, this activity occurs 
in conjunction with the annual 
acknowledgement of the Handbook 
and Bylaws by employees (refer to 
Recommendation I.4). 
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Finding VI Recommendations 
Based on the auditor’s review, and to ensure adequate controls over approvals 
over performance incentives and special compensation the Board of Directors should: 

OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated 
Completion Date 

Status 

1. Require management to develop and 
seek Board approval a special 
compensation table, which defines 
the amounts to be awarded to 
employees, in accordance with 
applicable laws and regulations and 
aligned with the Board’s defined 
special compensation plan on an 
annual basis. 

Consistent with the Audit Committee’s 
recommendation, management shall 
present a special compensation table 
to the Board for consideration and 
approval on an annual basis, as part of 
the annual program budget, that 
meets the requirements of California 
Code of Regulations, Title 2, section 
571(b) and any other applicable laws 
and regulations. 

Director of 
Organization 
Effectiveness 

Due: 6/30/2021 

 Completed. 

Consistent with 2 CCR § 570.5, 571(b), 
and 571.1, the Board approved the FY 
2022 Special Compensation Table as 
part of adopting the FY 2022 Program 
Budget on May 14, 2021 (Agenda Item 12). 

The newly established Classification 
Salary Range and Special Compensation 
Tables administrative policy (see 
Recommendation IV.2) describes 
management’s responsibility for 
seeking Board approval of the Special 
Compensation Table on an annual basis. 

2. Require management to develop and 
formalize procedures for a consistent 
methodology which identifies the 
performance ratings employees 
should attain in order to qualify for 
performance incentives on an annual 
basis, including but not limited to, 
documenting approvals, 
recommendations, and justification of 
amounts awarded. 

Management shall review and clarify 
procedures, and prepare additional 
documentation, to further support the 
award of compensation adjustments 
(base pay merit increases and bonus 
awards lump sum merit pay) to 
employees, including eligibility criteria, 
the review and approval process, and 
preparation and maintenance of 
supporting documentation. 

Director of 
Organization 
Effectiveness 

Due: 9/30/2021 

 Completed. 

The newly established Compensation 
Adjustment administrative policy 
describes the procedures used for 
recommending and approving 
performance-based pay increases for 
employees, including documentation 
and recordkeeping. 
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OIPA Recommendation Proposed Action 
Responsible Official 
and Estimated 
Completion Date 

Status 

3. Require staff to review formalized 
procedures for completing 
performance evaluations, 
recommending performance 
incentives, and approving 
performance incentives to staff to 
ensure they understand their roles 
and responsibilities. 

In conjunction with implementing 
Recommendation VI.2, management 
shall develop additional reference 
materials and provide training to 
supervisors and management 
regarding the completion of 
performance evaluations, and the 
preparation and approval of 
compensation adjustment 
recommendations for employees. 

Director of 
Organization 
Effectiveness 

Due: 9/30/2021 

 Completed. 

Management has developed and 
implemented new tools, systems, and 
practices to ensure fair, equitable, and 
consistent distribution of performance 
rewards within departments and across 
the organization, including oversight 
and review by Senior Leadership. 
Training and reference materials have 
been provided to Executive Team 
members to use when preparing 
compensation adjustment 
recommendations.  

4. Require Financial Services to develop 
and formalize a procedure for 
reconciling the performance 
incentives paid to employees to the 
amounts approved by management. 

In conjunction with implementing 
Recommendation IV.5, management 
shall develop and document 
procedures for reconciling the 
compensation adjustment amounts 
provided to employees with the 
amounts approved by management. 

Chief Financial 
Officer 

Due: 12/31/2021 

 Completed. 

As noted in Item IV.5, Management has 
reviewed, updated, and documented 
the process used for reconciling the 
annual compensation adjustment pool 
awarded to employees with the 
amounts approved by management. 

  

20 28



Salaries and Compensation Audit – Action Plan Status Update (February 25, 2022)  19 

Finding VII Recommendations 
To ensure that SANDAG has an adequate process for determining  
and setting salary ranges, SANDAG's Board should:  

OIPA Recommendation Proposed Action 
Responsible Official  
and Estimated  
Completion Date 

Status 

1. Establish and formalize policies and 
procedures to regularly complete 
salary comparison surveys and 
analysis, including but not limited to 

• Explain when and how it will 
complete a salary survey, 
including a methodology it will 
use to determine these entries 
against which it compare itself, 
and how it uses the results to 
determine the increases in 
salaries and benefits. Further it 
should provide justification to the 
Board when deciding to increase 
salaries above the amounts that 
the salary survey. E.g. Chief 
Economist, Clerk of the Board, 
and other key positions identified 
by SANDAG. 

• Develop a schedule for ensuring 
that salary positions are included 
on the salary comparison surveys. 

• Require that SANDAG create duty 
statements for each position 
within the organization. 

Management shall develop an 
administrative policy and procedures 
for maintaining SANDAG salary ranges 
including the general methodology 
used for conducting periodic market 
salary range studies, analyzing survey 
results, and preparing 
recommendations for salary range 
changes. Action pertaining to the 
development of duty statements is 
addressed in the response to 
Recommendation VII.3. 

Director of  
Organization 
Effectiveness 

Due: 12/31/2021 

 Completed. 

Management has prepared a new 
administrative policy to document the 
practices used for maintaining the 
salary ranges for each position 
classification used by SANDAG. 
Processes include conducting periodic 
market studies to evaluate 
competitiveness with similar public 
agencies and private sector employers, 
as well as salary range maintenance 
activities, conducted with guidance 
from expert compensation consultants. 
Updates to the Classification Salary 
Range table are presented to the Board 
of Directors for consideration and 
approval as part of the annual Program 
Budget. 
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OIPA Recommendation Proposed Action 
Responsible Official  
and Estimated  
Completion Date 

Status 

2. Request management to conduct a 
job analysis by gathering, 
documenting, and analyzing 
information about the job duties to 
determine the activities and 
responsibilities. 

No action proposed. Management 
shall continue to monitor and 
maintain the classification 
specifications (Class Specs) that were 
comprehensively reviewed, updated, 
and implemented in FY 2017 as well as 
the additional Class Specs developed 
and implemented in 2019 as part of 
the agency reorganization. Job 
analysis will continue to be performed 
as needed, and information obtained 
during the preparation of job 
descriptions for all positions (see 
Recommendation VII.3) also will be 
used to maintain Class Specs. 

n/a Implementation of this 
recommendation is not planned. 

3. Request management to develop job 
duty statements in compliance with 
applicable laws, regulations, and best 
practices for each position within 
SANDAG. The qualifications necessary 
for performing the job and the 
conditions under which work is 
performed. 

Management shall require 
development and maintenance of job 
descriptions for all positions. Human 
Resources shall be assigned 
responsibility for researching current 
best practices and recommending a 
job description template; developing, 
documenting, and implementing a 
process and procedure to support 
development and ongoing 
maintenance of job descriptions; and 
coordinating the preparation of job 
descriptions with input provided by 
supervisors and employees. 

Director of 
Organization 
Effectiveness 

Due: 6/30/2022 

 This work shall be initiated in early 
2022. 
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Finding VIII Recommendations 

OIPA Recommendation Proposed Action 
Responsible Official  
and Estimated  
Completion Date 

Status 

1. SANDAG should update agency 
documents, including its 
organizational charts and job titles to 
reflect accurate employee names, job 
titles, and other relevant information. 

Management shall review and update 
agency systems and documents to 
ensure accurate and consistent use of 
employee names, job titles, and other 
relevant information. Further, 
processes and standards will be 
developed and implemented to 
ensure maintenance of systems and 
documents. 

Director of 
Organization 
Effectiveness 

Due: 12/31/2021 

 Completed. 

Management has made a conscientious 
effort to review and update agency 
systems and documents with accurate 
employee name and job tile 
information. Further, a new 
administrative policy and procedure has 
been implemented to help ensure the 
accuracy and consistency of employee 
names, job classification titles, and other 
relevant information in the systems, 
records, and documents maintained by 
various program areas. 

2. Revert salaries for high level positions 
to salaries prior to the September 
2019 salary schedule revisions. 

Consistent with the Audit Committee’s 
recommendation, no action is 
proposed. 

n/a Implementation of this 
recommendation is not planned. 

3. SANDAG should complete a needs 
assessment, which includes a cost 
benefit analysis for positions added 
and promotions in place to the level 
of Chief Executive Director, Director II, 
and manager to determine whether 
the number of management 
positions at the current levels is 
necessary and can be justified. 
Further, the reporting structure and 
hierarchy should be reviewed to 
ensure consistency and that positions 
within job classifications are reporting 
to management with the necessary 

Consistent with the Audit Committee’s 
recommendation, no action is 
proposed. Furthermore, as described 
in the Management Revised Response  
(see p.27), an examination of the 
agency’s organization structure was 
included as part of the strategic 
planning project undertaken in 2019. 
The review was conducted, and 
recommendations were prepared, by 
experienced management 
consultants, who worked in a 
deliberative and collaborative manner 
with Executive Director to address the 

n/a Implementation of this 
recommendation is not planned. 
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OIPA Recommendation Proposed Action 
Responsible Official  
and Estimated  
Completion Date 

Status 

skills and experience to management 
the workload. 

needs of the agency with respect to 
leadership oversight and operational 
effectiveness. The Management 
Revised Response (see p.25) also 
addresses the conclusion that a 
significant number of executive-level 
positions have been added to SANDAG 
and explains how existing executive-
level roles have been repurposed to 
achieve the recommended 
organization structure.  

4. Based on the result of the Needs 
Assessment, management should 
complete a salary comparison 
analysis to determine the market 
value of management positions 
based on the job duties and 
responsibilities. 

An alternate action is proposed. While 
the needs assessment described in 
Recommendation VIII.3 and 
referenced in this recommendation is 
not planned to be undertaken, 
management intends to complete a 
salary range study in 2021 to 
determine the market pay rates for 
benchmark positions, and shall 
include the newly defined 
management positions that can be 
reasonably compared as part of this 
project. The salary range study shall be 
conducted by the agency’s 
compensation consultant. 

Director of 
Organization 
Effectiveness 

Due: 6/30/2021 

 Completed. 

The SANDAG compensation consultant 
was engaged in late 2020 to conduct a 
salary range study. The study compared 
existing salary ranges for 42 benchmark 
positions, including 6 Executive-level 
positions, relative to similar positions at 
15 comparable public agencies as well as 
the private sector.  

Recommendations from the study were 
approved by the Board, in the form of 
the FY 2022 Classification/Salary Range 
Table as part of the FY 2022 Program 
Budget adopted on May 14, 2021 
(Agenda Item 12). 
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Finding IX Recommendations 
To ensure that SANDAG has fair, objective, and competitive hiring practices SANDAG should: 

OIPA Recommendation Proposed Action 
Responsible Official  
and Estimated  
Completion Date 

Status 

1.  SANDAG should identify all 
employees who were appointed or 
promoted without undergoing a fair 
and competitive hiring process.  

No action proposed. As described in 
the Management Revised Response  
(see p.29), the Executive Director acted 
within delegated authority and 
consistent with employment policies 
established as part of the Employee 
Handbook in appointing appropriately 
qualified individuals to executive-level 
positions during the 2019 agency 
reorganization. 

n/a Implementation of this 
recommendation is not planned. 

2. For those positions determined to be 
filled without a fair and competitive 
hiring process, SANDAG should 
perform an evaluation to identify: 

• Whether the position and level of 
the position is necessary for the 
organization, this shall be 
supported a needs assessment, 
organization chart, span of control 
review and, complete duty 
statement. 

• Vacate and properly re-advertise 
the position and follow the 
competitive hiring process for 
filling the position. 

No action proposed. As noted in 
response to Recommendation IX.1, the 
Executive Director acted within 
delegated authority and consistent 
with employment practices as part of 
the Employee Handbook in making 
the 2019 staffing decisions and these 
are considered legal actions. 

As noted in response to 
Recommendation VIII.3, an 
examination of the agency’s 
organization structure was included as 
part of the strategic planning project 
undertaken in 2019 which resulted in a 
plan to repurpose existing executive-
level positions to achieve the 
recommendation organization 
structure.  

n/a Implementation of this 
recommendation is not planned. 
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OIPA Recommendation Proposed Action 
Responsible Official  
and Estimated  
Completion Date 

Status 

With respect to vacating currently 
filled positions, the Office of General 
Counsel has identified potential legal 
risks associated with violation of 
employee contract rights and does not 
recommend this action. Furthermore, 
the Audit Committee recommended 
against making any changes to 
positions in response to Finding VIII. 

3.  Develop and formalize procedures for 
openly advertising and competitively 
hiring for SANDAG positions in 
accordance with applicable laws and 
regulations and Board Bylaws, 
Policies, and Administrative Rules and 
Regulations, that include but are not 
limited to, 

• Documenting justification for 
advertising internally or externally 
including timeframes for 
advertisement. 

• Documenting applications and 
resumes of all job applicants who 
applied for each open and filled 
position, including rating of 
whether candidates met the 
minimum qualifications. 

• Documenting interview 
questions, candidate ratings and 
scores by each interviewer, and 
justification for candidate 
selection. 

Management shall develop, 
document, and implement procedures 
and processes related to the 
recruitment program that support fair 
and competitive hiring practices, 
including preparation of position 
announcements, advertising 
strategies, application submittal and 
review procedures, selection activities, 
and approval of job offers. 

Director of 
Organization 
Effectiveness 

Due: 12/31/2021 

 Completed. 

Management has documented the 
processes and procedures coordinated 
by Human Resources for the 
recruitment and selection of new 
employees, consistent with the agency’s 
Equal Employment Opportunity policy 
and objectives. The documentation 
comprehensively describes all phases: 
approval to add or backfill an existing 
position; recruitment planning; 
preparation of the job announcement 
and advertising/outreach strategy; 
receipt of Employment Applications and 
applicant communication; application 
evaluation; candidates interviews and 
selection; preparing and negotiating job 
offers; pre- and post-employment 
checks, and onboarding. 
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Finding X Recommendation 
The OIPA recommends that SANDAG:  

OIPA Recommendation Proposed Action 
Responsible Official  
and Estimated  
Completion Date 

Status 

1. Create and establish policies and 
aligned with applicable laws and 
regulation set forth in the 
Administrative Rules and Regulations 
to ensure the regular full-time 
employees’ rights are not violated and 
are consistent. 

No action proposed. As described in 
the Management Revised Response  
(see p.30) and its Appendix A (p.12), 
SANDAG already has established, 
documented, and communicated, via 
the Employee Handbook and 
procedural guides, legally sound 
policies and practices that 
appropriately ensure the rights of 
employees while also protecting the 
operational interests of the agency. 

n/a Implementation of this  
recommendation is not planned. 
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Board Comments 
In addition to the OIPA recommendations, the SANDAG Board:  

Board Direction Proposed Action 
Responsible Official 
and Estimated 
Completion Date 

Status 

1. Direct staff that information in audit 
reports never be redacted, except for 
names and personal information. 

Management shall fully comply with 
this direction. 

Executive Director 

Due: Immediately 

Management acknowledges the 
direction provided by the Board and will 
ensure this is reflected in future 
practices and actions.  
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Acknowledgement: 
Approval for Termination Pay

The employees holding the positions shown in bold text below shall review and acknowledge their 
understanding of the following agency policies and general procedures regarding the approval of 
termination pay associated with involuntary separations of employment, on at least a biannual basis or 
when the relevant section of Board Policy No. 017 is revised. 

Policies and Procedures 

 Board Policy No. 017 (Delegation of Authority), states that the Chief Executive Officer (CEO) shall act
as the appointing authority for SANDAG with the authority to appoint, promote, transfer, discipline,
and terminate employees, consistent with the provisions of SANDAG’s Employee Handbook.

Severance Benefits 

 Further, per Board Policy No. 017, states that the CEO shall have the authority to offer severance to an
employee in accordance with the employee’s contract and/or at the discretion of the CEO.

 In the event the CEO wishes to offer severance to an employee, the Manager of Human
Resources shall verify whether an employment contract exists, and if so, confirm the agreed
upon severance terms with the CEO and General Counsel.

 If no contract exists, the CEO may exercise his/her discretion of offer severance. The CEO, with
support from the Manager of Human Resources, shall develop a reasonable severance offer,
document the reasons why severance is to be offered, and obtain written concurrence from
the Office of General Counsel that the severance offer is in the public interest and does not
constitute an improper gift of public funds. Further, the CEO shall report the action in
summary form at the next regular meeting of the Board of Directors.

 Before receiving the severance payment, the separating employee must sign a Separation
Agreement and General Release of All Claims. The CEO also must sign the agreement to
become fully effective.

Final Pay 

 The Employee Handbook, Chapter 10, states that upon separation of employment (either voluntary or
involuntary), an employee will receive their final pay in accordance with applicable law. All accrued
time off benefits, which the employee is eligible to receive, such as PTO, floating holidays,
compensatory time, vacation leave, etc. will be paid out as part of the final paycheck in addition to any
other vested benefits that are due and payable upon termination.

 The Manager of Human Resources is responsible for preparing and transmitting a Personnel Action
Form to Payroll with information necessary for preparing the employee’s final paycheck/s. If severance
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benefits are to be provided, the Manager of Human Resources shall prepare and transmit a second 
Personnel Action Form to Payroll, and provide any requested documentation, necessary for 
preparation of the severance payment.  

Acknowledgement 

By signing below, I confirm I have reviewed and understand SANDAG’s policies and general procedures 
related to termination pay: 

Position: 

 Chief Executive Officer  General Counsel  Manager of Human Resources 

Name: Signature: Date: 
Hasan Ikhrata 12/28/2021

30 38



Acknowledgement: 
Approval for Termination Pay

The employees holding the positions shown in bold text below shall review and acknowledge their 
understanding of the following agency policies and general procedures regarding the approval of 
termination pay associated with involuntary separations of employment, on at least a biannual basis or 
when the relevant section of Board Policy No. 017 is revised. 

Policies and Procedures 

 Board Policy No. 017 (Delegation of Authority), states that the Chief Executive Officer (CEO) shall act
as the appointing authority for SANDAG with the authority to appoint, promote, transfer, discipline,
and terminate employees, consistent with the provisions of SANDAG’s Employee Handbook.

Severance Benefits 

 Further, per Board Policy No. 017, states that the CEO shall have the authority to offer severance to an
employee in accordance with the employee’s contract and/or at the discretion of the CEO.

 In the event the CEO wishes to offer severance to an employee, the Manager of Human
Resources shall verify whether an employment contract exists, and if so, confirm the agreed
upon severance terms with the CEO and General Counsel.

 If no contract exists, the CEO may exercise his/her discretion of offer severance. The CEO, with
support from the Manager of Human Resources, shall develop a reasonable severance offer,
document the reasons why severance is to be offered, and obtain written concurrence from
the Office of General Counsel that the severance offer is in the public interest and does not
constitute an improper gift of public funds. Further, the CEO shall report the action in
summary form at the next regular meeting of the Board of Directors.

 Before receiving the severance payment, the separating employee must sign a Separation
Agreement and General Release of All Claims. The CEO also must sign the agreement to
become fully effective.

Final Pay 

 The Employee Handbook, Chapter 10, states that upon separation of employment (either voluntary or
involuntary), an employee will receive their final pay in accordance with applicable law. All accrued
time off benefits, which the employee is eligible to receive, such as PTO, floating holidays,
compensatory time, vacation leave, etc. will be paid out as part of the final paycheck in addition to any
other vested benefits that are due and payable upon termination.

 The Manager of Human Resources is responsible for preparing and transmitting a Personnel Action
Form to Payroll with information necessary for preparing the employee’s final paycheck/s. If severance
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benefits are to be provided, the Manager of Human Resources shall prepare and transmit a second 
Personnel Action Form to Payroll, and provide any requested documentation, necessary for 
preparation of the severance payment.  

Acknowledgement 

By signing below, I confirm I have reviewed and understand SANDAG’s policies and general procedures 
related to termination pay: 

Position: 

 General Counsel  Manager of Human Resources 

Name: Signature: Date: John Kirk 12/23/2021

 Chief Executive Officer 

John Kirk

32 40



 
 

Acknowledgement: 
Approval for Termination Pay 
 
 
The employees holding the positions shown in bold text below shall review and acknowledge their 
understanding of the following agency policies and general procedures regarding the approval of 
termination pay associated with involuntary separations of employment, on at least a biannual basis or 
when the relevant section of Board Policy No. 017 is revised. 

 

Policies and Procedures 

 Board Policy No. 017 (Delegation of Authority), states that the Chief Executive Officer (CEO) shall act 
as the appointing authority for SANDAG with the authority to appoint, promote, transfer, discipline, 
and terminate employees, consistent with the provisions of SANDAG’s Employee Handbook. 

Severance Benefits 

 Further, per Board Policy No. 017, states that the CEO shall have the authority to offer severance to an 
employee in accordance with the employee’s contract and/or at the discretion of the CEO.  

 In the event the CEO wishes to offer severance to an employee, the Manager of Human 
Resources shall verify whether an employment contract exists, and if so, confirm the agreed 
upon severance terms with the CEO and General Counsel. 

 If no contract exists, the CEO may exercise his/her discretion of offer severance. The CEO, with 
support from the Manager of Human Resources, shall develop a reasonable severance offer, 
document the reasons why severance is to be offered, and obtain written concurrence from 
the Office of General Counsel that the severance offer is in the public interest and does not 
constitute an improper gift of public funds. Further, the CEO shall report the action in 
summary form at the next regular meeting of the Board of Directors. 

 Before receiving the severance payment, the separating employee must sign a Separation 
Agreement and General Release of All Claims. The CEO also must sign the agreement to 
become fully effective.  

Final Pay 

 The Employee Handbook, Chapter 10, states that upon separation of employment (either voluntary or 
involuntary), an employee will receive their final pay in accordance with applicable law. All accrued 
time off benefits, which the employee is eligible to receive, such as PTO, floating holidays, 
compensatory time, vacation leave, etc. will be paid out as part of the final paycheck in addition to any 
other vested benefits that are due and payable upon termination. 

 The Manager of Human Resources is responsible for preparing and transmitting a Personnel Action 
Form to Payroll with information necessary for preparing the employee’s final paycheck/s. If severance 
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benefits are to be provided, the Manager of Human Resources shall prepare and transmit a second 
Personnel Action Form to Payroll, and provide any requested documentation, necessary for 
preparation of the severance payment.  

 

Acknowledgement 

By signing below, I confirm I have reviewed and understand SANDAG’s policies and general procedures 
related to termination pay: 

Position: 

 Chief Executive Officer  General Counsel  Manager of Human Resources 

 

Name:   Signature:   Date:   

 
 

X

Rachel Nycholat 12/22/2021
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Payroll Procedure: 
Reconciliation of Annual Compensation Adjustments 

1. General

To acknowledge and reward employees for their contributions to the agency, SANDAG uses a pay-for-
performance compensation program. Each year the annual Program Budget includes a recommended 
compensation adjustment pool which is submitted to the Board of Directors for consideration and approval. 
The annual compensation adjustment pool, approved as part of the Program Budget, is distributed to each 
department head on a pro rata share by Human Resources; it is then the responsibility of the department 
head to allocate the distribution based on performance evaluations of employees within the department. 
Payroll processes the salary changes based on distribution of the pool in the pay period and makes sure the 
changes (merit increases/lump sum merit pay) match to what was approved in the pool for eligible 
employees.  

Processing and reconciliation of the annual compensation pool is a key function of SANDAG’s financial 
responsibilities to ensure proper allocation to each employee. Payroll validates the total employee salary 
increases are within the approval pool by performing year-over-year comparisons in approved annual salaries. 
This procedure explains the process for reconciling annual compensation adjustments in a timely manner and 
consistent with all Board approved changes and that each employee receives the appropriate amount 
awarded.  

II. Responsibilities and Documentation

Human Resources is responsible for: 

 Managing and coordinating approval of merit increases for eligible employees and taking reasonable
measures to ensure the total cost of the approved increases does not exceed the Board approved
compensation pool in the Program Budget; this includes

 Providing a compensation adjustment spreadsheet to each Director which lists each
employee, their classification, pay grade, and current annual salary along with the
department’s pro-rated portion of the Board-approved compensation adjustment pool.

 Providing guidance to Directors regarding the preparation of compensation
recommendations, consistent with established practices and guidelines.

 Compiling compensation recommendations from all Directors and coordinating review and
final approval by the Senior Leadership Team.

 Providing compensation adjustment spreadsheets to Payroll containing the amounts approved by the
Senior Leadership Team.

 Preparing and providing a summary of compensation adjustments, by type of adjustment, to the
CFO.
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This document was reviewed and approved by  
Andre Douzdjian, Chief Financial Officer, on December 15, 2021 
 
Effective date: December 2021 
Revision date/s: None 

Payroll is responsible for:  

 Providing year-over-year comparisons in approved annual salaries in the pool. 

 Reconciling the total merit increases provided by Human Resources are within the approved pool.  

 Providing the reconciliation results to the CFO for final approval. 

All payroll documents/reports are kept and saved in restricted folders (X:\Accounting drive) that only Payroll 
team members can access. Documents that support and inform the reconciliation process include: approved 
Board report showing the Merit Increase Pool, Summary of Compensation Adjustment Costs, by Pay 
Adjustment Type, Employee Compensation Adjustment by Department spreadsheet, and Annual 
Compensation Payroll Reconciliation. 

III. Process 

1. Obtain Employee Compensation Adjustment by Department spreadsheet from Human Resources.  

2. Review the Employee Compensation Adjustment by Department spreadsheet. 

3. Compare the current salary rate and the adjusted salary rate for eligible employees to make sure the total 
changes are within the approved compensation adjustment pool.  

4. Payroll creates a year-over-year comparison for all eligible employees in the approved compensation pool.  

5. Payroll compares each eligible employee’s current annual salary to new pay rate or pay increase approved 
in the pool. If employee’s pay rate or pay increase changes mid-year, the total increase is allocated and 
adjusted based on the effective date of the new pay rate or pay increase.  

6. Payroll confirms that total increases are within the approved pool.  

7. Once the changes have been confirmed as within the approved compensation adjustment pool, the 
reconciliation is sent to CFO for review and final sign off. 
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Payroll Procedure: 
General Payroll Processes 

1. General

Processing of payroll is a key function of SANDAG’s Accounting and Finance department. This procedure 
explains the process for distribution of payroll to employees in a timely manner and consistent with all federal 
and state requirements. This procedure details responsibilities, documentation required, and specific 
processes for ensuring proper allocation of payroll. 

SANDAG follows a biweekly payroll schedule. Employees are paid every other Friday, the Friday following the 
end of the pay period. Any adjustments to pay days are noted on the annual payroll calendar and in 
memoranda to Payroll staff and employees. Pay periods begin on Monday (at 12:01am) and end on 2nd 
Sunday (at midnight).  

II. Responsibilities and Documentation

 Employees are responsible for indicating time worked, either entering time in the timesheet
management system on a biweekly basis or daily via a time clock system, and attesting to the
accuracy of time entered. Employees are responsible for setting up direct deposit information and
submitting required tax withholding forms; Payroll reviews and approves.

 Supervisors are responsible for verifying the hours entered in the timesheet management system and
project/cost codes charged for accuracy on a biweekly basis. Supervisors are required to approve the
time worked and submitted by each employee

 Human Resources (HR) is responsible for entering new hire information and salary adjustments into
Dayforce. HR formally communicates all individual pay-related transactions (e.g. new hires, pay rate
adjustments, promotions, rehires, etc.) with Payroll via a Personnel Action Form (PAF). Payroll verifies
changes made by HR (per PAF).

 Payroll is responsible for updating employee information related to certain payroll related employee
elections ns such as CalPERS contribution, preferred work schedule, deferred compensation plan
contribution, and some management benefits and plan contributions.

 Ceridian administers direct deposit to employee bank accounts; employees have access to view/print
earning statements within Dayforce.

All payroll documents/reports are saved and maintained in restricted folders (X:\ Accounting drive) that only 
Payroll can access. Documents that are kept include, but are not limited to: Payroll Register, CalPERS reports, 
VOYA reports, Workers Compensation, etc. 

Payroll Register Preview Report is printed and audited prior to submitting payroll to Dayforce. This report is 
reviewed by the Senior Accountant and the Finance Director. 
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This document was reviewed and approved by  
Andre Douzdjian, Chief Financial Officer, on December 15, 2021 
 
Effective date: December 2021 
Revision date/s: None 

III. Process 

1. Payroll runs a Payroll Register Preview report. When the first review is completed, the report is generated 
again to confirm that employees are paid accurately. Upon confirmation, Payroll submits the final payroll 
to Dayforce for processing. 

2. Ceridian administers the direct deposit to employee bank accounts and deducts any payroll tax. 
Employees may access earning statements via Dayforce. Payroll taxes are prepared and filed on behalf of 
SANDAG by Ceridian. 

3. HR sends a formal email notice that informs Payroll of a pending separation of employment, with the 
separation date and instructions for the employee’s final check. Payroll gathers and prepares the final 
check with all hours worked in the current pay period through the last day of employment, including any 
accrued time off balances (as applicable); normal benefit deductions and taxes are withheld. The final 
paycheck is provided as an onsite check. 

4. Payroll downloads payroll data from Dayforce and uploads it into the accounting system, ONESolution, to 
generate the labor distribution Journal Entry (JE). A Senior Accountant and the Finance Manager review 
and approve the labor distribution JE. Upon approval, the JE is posted by the Associate Accountant to the 
X: drive. Payroll journal entries are prepared by Payroll and reviewed by a Senior Accountant and the 
Finance Manager and posted by the Associate Accountant to the X: drive. 

5. Deferred Compensation (which is administered by Voya) is completed after payroll has been submitted by 
downloading the report from Dayforce and it is uploaded to the Voya website on a bi-weekly basis. 

6. Public Agency Retirement Services (PARS) is completed after payroll has been submitted by downloading 
the report from Dayforce and uploaded to the PARS website on a bi-weekly basis. 

7. California Public Employees Retirement System (CalPERS) is completed after payroll has been submitted 
by downloading the report from Dayforce and it is due within 30 days of an ending pay period. 

8. Onsite paychecks are recorded in the ONESolution system as a JE by Payroll and reviewed by a Senior 
Accountant and the Finance Manager. An Associate Accountant posts the JE to the X: drive. 

9. Payroll data is reconciled by Payroll on a monthly basis and reviewed by a Senior Accountant and the 
Finance Manager. 

 

38 46



Payroll Procedure: 
Reporting Special Compensation to CalPERS 

1. General

As a public agency, SANDAG participates in the retirement program administered by CalPERS. As a 
participant, SANDAG has an obligation to accurately report special compensation duly earned by an 
employee in compliance with California Code of Regulations, Title 2, sections 571(b) and 571.1 and 
consistent with the payroll reporting guidelines published by CalPERS.  

The SANDAG Board of Directors considers the Special Compensation Policy as part of their review and 
approval of the annual Program Budget. SANDAG provides two forms of special compensation to eligible 
employees as follows:  

 Statutory Holiday Pay
Due to the 24/7 operational nature of the SR 125 toll road, employees who hold the position Toll
Operations Specialists are required to work their usual assigned schedule regardless of agency
holidays. If a holiday falls on a day a Toll Operations Specialist is normally required to work, the
employee will be paid regular holiday pay in addition to straight time for the hours worked on the
holiday.

 Shift Differential Pay
Employees who hold the job title of Toll Operations Specialist or Toll Plaza Attendant, who are
routinely and consistently scheduled to work other than a standard daytime shift, are entitled to shift
differential pay in the amount of $0.50 per hour for hours worked between 6 p.m. and 6 a.m.

Reporting of special compensation to CalPERS in a timely manner is a key function of SANDAG’s Accounting 
and Finance department. The responsibilities, documentation required, and specific process for ensuring 
proper reporting of special compensation are provided below. 

II. Responsibilities and Documentation

Human Resources is responsible for: 

 Establishing, maintaining, and obtaining Board approval for a Special Compensation Policy that
meets the requirements of 2 CCR §571(b) and §571.1.

 Confirming which employees are eligible for special compensation by including appropriate detail in
the Personnel Action Form prepared at the time of hire or promotion.

Payroll is responsible for: 

 Calculating gross earnings and the CalPERS contribution amount for employees who are eligible for
statutory holiday pay during pay periods in which a SANDAG holiday falls

 Collecting employee shift differential data for each pay period

 Reporting Special Compensation pay to CalPERS
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The document was reviewed and approved by  
Andre Douzdjian, Chief Financial Officer, on December 15, 2021 
 
Effective date: December 2021 
Revision date/s: None 

All payroll documents/reports are saved and maintained in restricted access folders (X:\ Accounting); only 
Payroll are granted permission to access these files. Documents that are maintained include, but are not 
limited to: Payroll Register, Employee Timesheet, myCalPERS report, and Payroll CalPERS worksheet by pay 
period.  

III. Process 

1. For pay periods in which there is an agency holiday, Payroll selects Toll Operation Specialists and 
calculates gross earnings and the CalPERS contribution amount based on hours worked on the holiday 

2. Payroll collects shift differential data after the pay run is committed 

3. Payroll adjusts Statutory Holiday Pay under Special Assignment Pay category in the myCalPERS system 

4. Payroll staff adjusts Shift Differential under Special Assignment Pay category in the myCalPErs system  

5. The Senior Accountant reviews the reconciliations and CalPERS Worksheet.  
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Payroll Procedure: 
Processing Merit Pay (Merit Increases and Lump Sum Merit Pay) 

I. General

Processing of merit increases and lump sum merit pay for employees is a key function of SANDAG’s 
Accounting and Finance department. This function is performed in coordination with Human Resources. This 
procedure explains the process for reconciling the payments in a timely and accurate manner and consistent 
with all pay adjustments approved by the CEO and Senior Leadership Team, as provided by Human 
Resources. The responsibilities, documentation required, and specific procedures for ensuring accurate 
allocation of merit and lump sum merit increases are described below. 

II. Responsibilities and Documentation

Human Resources is responsible for: 

 Coordinating a process with Directors to obtain recommendations for merit pay, consistent with
agency policies and practices, and coordinating review and approval activities for all proposed
compensation adjustments with the CEO and Senior Leadership Team.

 Preparing correspondence, on behalf of the Director, informing each employee about the merit pay
they will receive.

 Coordinating with the Accounting and Finance department to determine the timeline for processing
merit pay, and for providing information to Directors and employees about the activities and
timeline.

 Providing Compensation Adjustment spreadsheets to Payroll to be used for processing merit
increases and/or lump sum merit pay.

For Merit Increase Adjustments:  

 Human Resources is responsible for entering the new, approved hourly pay rate and effective date
for each employee into Dayforce and conducting review procedures to ensure accuracy of pay rate
change entries.

 Payroll relies upon the Compensation Adjustment spreadsheet provided by Human Resources; the
spreadsheet includes departments/employee names and is maintained on restricted X:\ Accounting
drive which only Payroll can access. The spreadsheet includes the following information:

 Employee ID, Employee Name, Classification Title, Pay Grade, Current hourly Pay Rate,
Current Annual Salary, Hours Per Year, New Hourly Rate, New Annual Salary, Type of
Adjustment, and Lump Sum Merit Pay (if applicable)

For calculation of retro pay on merit increases: 

 Payroll is responsible for determining the amount due and paid retroactively to employees from the
Compensation Adjustment spreadsheet; the retro pay is based on the time between the effective
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This document was reviewed and approved by  
Andre Douzdjian, Chief Financial Officer, on December 15, 2021 

Effective date: December 2021 
Revision date/s: None 

date of the pay increase and when the pay increase is processed. The calculated retro amount is 
entered in Dayforce by Payroll and processed as an additional paycheck to employees.  

For Lump Sum Merit Pay: 

 Payroll is responsible for identifying the lump sum merit pay amount from the Compensation
Adjustment spreadsheet. Payroll calculates the supplemental taxes and enters the information into
Dayforce; the lump sum merit pay is processed as an additional paycheck to employees.

Reconciliation: 

 Payroll reconciles the new, approved pay rates entered by Human Resources in Dayforce to the
Compensation Adjustment spreadsheet.

III. Process

Merit Increases: 

1. Human Resources enters the new rate and the effective date for all merit increases.
2. Merit increases are calculated automatically in Dayforce for the specified pay period.

Lump Sum Merit Increases: 

1. Payroll enters the approved Lump Sum Merit Pay amount into Dayforce.
2. Payroll calculates the appropriate tax deduction and enters the information into Dayforce as an additional

paycheck.
3. Payroll runs a Labor Distribution Report to allocate appropriate project numbers. Reallocations are

supported by employee timesheets to ensure the costs are correctly allocated.
4. Payroll prepares Journal Entries (JEs) to exclude fringe benefits and overhead portion.
5. Payroll verifies the total amount of Lump Sum Merit Pay provided to employees matches to the amount

included in the Compensation Adjustment spreadsheet provided by Human Resources.
6. The Senior Accountant reviews the Lump Sum Merit Pay JEs and the Accounting and Finance Director

reviews and posts the JEs.

Merit Pay Reconciliation Steps 

1. Run a Labor Distribution Report (LDR) for the pay period where the new pay rate/merit increase takes
effect.

2. Calculate hourly rate by employee ID’s based on LDR.
3. Compare hourly rate difference from LDR to HR Merit increase sheet and reconcile any differences
4. Communicate with Human Resources if there are any differences/discrepancies identified. This may

include such actions such as employees appearing on one document but not another such as new
employees (not eligible for a pay adjustment).
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San Diego 
ASSOCIATION OF GOVERNMENTS 

MEMO 
December 27, 2021 

TO: Mary Khoshmashrab 

FROM: Andre Douzdjian 

SUBJECT: Compensation Audit Action Plan: Response to Recommendation V.3 

As part of the Salaries and Compensation Performance and Compliance Audit conducted in 2021, one of the 
OIPA recommendations (V.3) was to “Require Financial Services to review the allocations for bonuses paid, 
identify whether bonus amounts were accurately reallocated to projects based on supporting time sheets 
and other documentation, and correct any amounts not properly charged to projects.”  

In response to this recommendation, Management committed to review the cost allocation for past bonus 
payments with SANDAG’s outside independent financial auditors, Crowe LLP, and take any remedial steps if 
necessary. As SANDAG’s CFO, I assumed responsibility for ensuring appropriate follow-up action was taken; 
this is documented by email below where I provided a link to relevant documents to Kathy Lai, the 
engagement partner from Crowe LLP, on October 20, 2020. 
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Upon review of the audit report, management responses, etc., Crowe LLP performed additional procedures 
prior to issuing their final audit opinion, as noted from Kathy Lai in the email below dated November 20, 
2020. 
 

 
 
 
 
 
In addition, I understand Kathy Lai held a follow up meeting with OIPA to discuss matters related to the audit 
on December 17, 2020: 
 

 
 
 
 

44 52



 3 

Finally, Kathy Lai notified me on December 23, 2020 that SANDAG would be receiving unqualified (clean) 
audit opinions on all year end audits as nothing rose to the threshold of materiality in the Compensation 
Audit that would have significantly impacted the agency’s financial statements. 
 

 
 
 
Staff have completed various actions pertaining to updating and reviewing processes and procedures for 
Processing Merit Pay (merit increases and lump sum merit pay) as part of the Compensation Audit Action 
Plan. On behalf of Accounting and Finance staff with responsibilities for payroll and related reporting 
functions, we are comfortable that SANDAG’s practices are in line with the expense recognition by GASB 
Statements 33 and 34, and in accordiance with OMB Uniform Guidiance (2 CFR part 200). 
 
As a further measure, a copy of the Comp Audit Action items prepared by Accounting and Finance staff will 
be provided to Crowe, LLP.  
 
Please contact me with any questions regarding the completion of Action V.3. 
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ID Start time Completion time Email Name First Name Last Name AcknowledgmentBy completing this form, I confirm I have received (been provided with electronic access)             

1 12/14/21 11:16:10 12/14/21 11:24:26 ado@sandag.org Andre Douzdjian Andre Douzdjian I confirm that the above statements are true.

2 12/14/21 13:04:49 12/14/21 13:15:08 kfi@sandag.org Kevin Fischer Kevin Fischer I confirm that the above statements are true.

3 12/14/21 13:27:01 12/14/21 13:27:52 tge@sandag.org Theresa George THERESA GEORGE I confirm that the above statements are true.

4 12/14/21 12:57:10 12/14/21 13:31:18 blu@sandag.org Beth Lupu Beth Lupu I confirm that the above statements are true.

5 12/14/21 14:10:01 12/14/21 14:10:12 hzh@sandag.org Heather Zhan Heather Zhan I confirm that the above statements are true.

6 12/14/21 16:49:15 12/14/21 16:49:56 aga@sandag.org Albert Gaviria Albert Gaviria I confirm that the above statements are true.

7 12/15/21 8:14:40 12/15/21 8:15:04 mwh@sandag.org Marlene Whitting Marlene Whitting I confirm that the above statements are true.

8 12/15/21 8:52:00 12/15/21 8:52:13 tbu@sandag.org Thanh Bui Thanh Bui I confirm that the above statements are true.

9 12/15/21 12:39:43 12/15/21 12:39:54 amir@sandag.org Aracely Miramontes Aracely Miarmontes I confirm that the above statements are true.

10 12/16/21 7:41:23 12/16/21 7:41:35 wmc@sandag.org Wylenia McCambrid Wylenia McCambridge I confirm that the above statements are true.

11 12/17/21 8:56:35 12/17/21 8:56:46 vba@sandag.org Viri Bailey Viridiana Bailey I confirm that the above statements are true.

12 12/17/21 12:56:54 12/17/21 12:57:12 pek@sandag.org Pegah Ekrad Pegah Ekrad I confirm that the above statements are true.

13 12/20/21 14:35:44 12/20/21 14:35:53 yho@sandag.org Yen Ho I confirm that the above statements are true.

14 12/21/21 16:31:23 12/21/21 16:32:57 vsp@sandag.org Venessa SphabmixayVenessa Sphabmixay I confirm that the above statements are true.

15 12/22/21 8:39:27 12/22/21 8:39:58 cdi@sandag.org Colleen Dillon Colleen Dillon I confirm that the above statements are true.

16 12/22/21 13:00:51 12/22/21 13:02:22 lwal@sandag.org Leeanne Wallace I confirm that the above statements are true.

17 12/22/21 14:03:04 12/22/21 14:03:50 mpa@sandag.org Marcus Pascual Marcus Pascual I confirm that the above statements are true.

18 12/22/21 14:09:36 12/22/21 14:09:46 cfe@sandag.org Carlo Felix Carlo Felix I confirm that the above statements are true.

19 12/22/21 14:05:44 12/22/21 14:10:11 cmou@sandag.org Charbel Mouannes Charbel Mouannes I confirm that the above statements are true.

20 12/22/21 14:11:16 12/22/21 14:15:01 ica@sandag.org Ian Castellana Ian Castellana I confirm that the above statements are true.

21 12/22/21 14:14:48 12/22/21 14:15:23 mqu@sandag.org Mabelle Quiroz Mabelle Quiroz I confirm that the above statements are true.

22 12/22/21 14:21:09 12/22/21 14:21:34 scr@sandag.org Sandi Craig Sandi Craig I confirm that the above statements are true.

23 12/22/21 14:32:41 12/22/21 14:33:13 plar@sandag.org Patty Iglesias Patty Iglesias I confirm that the above statements are true.

24 12/22/21 15:39:11 12/22/21 15:39:31 aga@sandag.org Albert Gaviria Alberto Gaviria I confirm that the above statements are true.

25 12/22/21 16:05:53 12/22/21 16:06:15 kyo@sandag.org Kim Monasi Kimberly Monasi I confirm that the above statements are true.

26 12/23/21 8:53:18 12/23/21 8:53:57 bcr@sandag.org Betsy Crescini Blessilda Crescini I confirm that the above statements are true.

Note: An unredacted copy was provided to OIPA on 12/20/2021

Accounting and Finance Department Policies and Procedures
Review and Acknowledgement by Dept Staff (December 2021)
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Maintaining Salary Ranges 

Human Resources Program Management Guide 1 

Maintaining Salary Ranges 

Policy 

SANDAG shall maintain a salary structure, in the form of a Classification Salary Range table, to support 
equitable and systematic pay practices, while ensuring employees are paid competitively relative to the 
pay rates for comparable job categories in like organizations.  

Responsibilities 

 The Board of Directors (Board) is responsible for considering and approving the Classification
Salary Range table whenever changes are proposed; as a practice, this occurs on at least an
annual basis, typically in conjunction with approval of the Program Budget.

 The Chief Executive Officer (CEO) is responsible for establishing administrative rules and
regulations for agency personnel functions. (SANDAG Bylaws; SANDAG Board Policy 017:
Delegation of Authority), and for approving staff’s proposed changes to the Classification Salary
Range table and seeking Board approval.

 The Senior Leadership Team is responsible for providing operational input and reviewing
proposed changes to the salary structure and salary ranges.

 The Director of Organization Effectiveness is responsible for overseeing actions and activities
related to maintaining the salary structure and salary ranges.

 The Manager of Human Resources is responsible for obtaining information and preparing
recommendations for salary ranges.

Market Salary Studies 

SANDAG conducts periodic market studies to evaluate the overall competitiveness of the agency’s 
established salary ranges. As a practice, Salary Range Studies are typically conducted every 2 to 3 years 
and may be conducted more frequently if market or other conditions warrant such action. 

 The Manager of Human Resources, in consultation with the Senior Leadership Team, will
recommend when a Salary Range Study should occur. When possible, timing is established
such that recommendations stemming from the study can be incorporated into the
Classification Salary Range Table considered by the Board as part of the annual Program
Budget.

 The Manager of Human Resources will engage the services of an expert compensation
consultant to perform the Salary Range Study and define the goals for the project.
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Maintaining Salary Ranges 

Human Resources Program Management Guide 2 

 The following activities typically occur as part of conducting a Salary Range Study. (Note: The 
activities may vary depending on the project goals and are specified in the scope of work 
agreed to by SANDAG and the consultant.) 

 In collaboration with the consultant, the Manager of Human Resources and Senior 
Leadership Team will identify a list of comparable public agencies - with respect to size, 
function, responsibilities, geography, etc. - to obtain salary range data. Direction also 
shall be provided as to whether data indicative of private sector pay rate will be 
considered as part of the study scope. 

 In collaboration with the consultant, the Manager of Human Resources and Senior 
Leadership Team will select the positions for comparison in the study; these are 
referred to as the benchmark classifications or benchmarks.  

 The following criteria are considered when selecting the benchmarks - whether 
the position represents a core SANDAG function, has a significant number of 
incumbents, is likely to exist in other organizations, has been difficult to recruit 
from a compensation perspective, or whether the starting salary for recent new 
employees exceeds the expected range position. 

 The Manager of Human Resources shall provide existing Classification Specifications, 
job descriptions, job announcements, or other materials for each of the benchmarks to 
the consultant for their use in comparing similar positions at other agencies. 

 The gathering and analysis of market data is performed independently by the 
consultant. The consultant is fully responsible for implementation of their methodology, 
for communicating with participating agencies, gathering salary range data, 
conducting the review and analysis, and preparing summary information for the 
Manager of Human Resources to review. 

 Based on the results of the market study, the consultant, in collaboration with the 
Manager of Human Resources, shall prepare recommendations for salary ranges. These 
may include adjustments to salary range spreads, general increases to all ranges, 
reallocation of certain classifications to higher or lower-level salary ranges, or other such 
changes that are intended to ensure the overall competitiveness of the salary ranges. 

 The proposed salary range changes are reviewed with the Senior Leadership Team and 
CEO. With support from the CEO, the proposed changes are incorporated into the Draft 
Classification Salary Range Table and presented to the Board of Directors for approval, 
consistent with 2 CCR § 570.5 and 571.1. 

 The Manager of Human Resources shall maintain files, records, and other documents 
prepared as part of the project within the HR Program folder on the main network 
drive (currently the X:\ drive with restricted access). 

 

General Maintenance of Salary Ranges 

In years where a Salary Range Study is not recommended or conducted, SANDAG considers whether a 
general increase to all salary ranges is warranted by market conditions. The research and preparation of 
a recommendation for such a change may be performed by the agency’s compensation consultant or 
by Human Resources. When possible, timing is established such that recommendations stemming 
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Maintaining Salary Ranges 

Human Resources Program Management Guide 3 

from the research can be incorporated into the Classification Salary Range Table considered by the 
Board as part of the annual Program Budget. 

 The Manager of Human Resources, in consultation with the Senior Leadership Team, will 
recommend when a general market salary range review shall be conducted, and identify 
whether this work will be performed by Human Resources or by a consultant. 

 When consultant services are engaged, the Manager of Human Resources shall define the 
scope of work and project goals with the consultant. The consultant will follow their established 
processes and methodologies for conducting the research and preparing the 
recommendation. 

 When Human Resources performs the research, the Manager of Human Resources shall rely on 
credible, published compensation research sources (such as World at Work, Mercer, Willis 
Towers Watson, The Conference Board, and others) to gather information and prepare a 
recommendation. The methodology, supporting documentation, files, and records generated 
during the project shall be maintained within the HR Program folder on the main network 
drive (currently the X:\ drive with restricted access).  

 Any recommendations for general salary range changes are reviewed with the Senior 
Leadership Team and CEO. With support from the CEO, the proposed changes are 
incorporated into the Draft Classification Salary Range Table and presented to the Board of 
Directors for approval, consistent with 2 CCR § 570.5 and 571.1 

 

Board Review and Approval 

The Manager of Human Resources, with oversight from the Director of Organization Effectiveness, is 
responsible for coordinating the Board’s consideration and approval of the Classification Salary Range 
table each year. 

The Manager of Human Resources, with oversight from the Director of Organization Effectiveness, shall 
seek Board approval for any significant mid-year changes to the Classification Salary Range table. Such 
action may occur as a stand-alone agenda item or may be part of a broader action taken by the Board. 

 

Communication of Approved Classification Salary Range Table 

Prior to the effective date of the Classification Salary Range table, or within 30 days’ of the Board’s 
approval of the tables, whichever is latest, the Manager of Human Resources shall 

 Post the approved Classification Salary Range table to the Careers section of the SANDAG 
website for access by the public 

 Place a copy of the approved Classification Salary Range table at the main reception desk   

 Post the approved Classification Salary Range table to the internal SANDAG SharePoint Intranet 
site for reference by employees 
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Maintaining Salary Ranges 

Human Resources Program Management Guide 4 

Recordkeeping 

The Manager of Human Resources shall:  

 Maintain records documenting the preparation, review, and CEO’s approval of the proposed 
Classification Salary Range table changes. 

 Maintain the current Classification Salary Range table, and at least five years of prior approved 
versions. 

The SANDAG Clerk of the Board is responsible for maintaining staff reports, records of adopted Board 
resolutions, and other related documents pertaining to the Board’s consideration and approval of the 
Classification Salary Range table.  

 

References 

Handbook 

 Section 10.2 Classification Salary Range Table 
 Section 10.4 Compensation Program 
 Section 10.10 Reallocation 
 Policy: Delegation of Authority by the Executive Director 

Human Resources Program Management Guide 

 Classification Salary Range and Special Compensation Tables 

 

This document was reviewed and approved by   
Melissa Coffelt, Director of Organization Effectiveness, on December 23, 2021  
 
Effective date: December 2021 
Revision date/s: None 

 

52 60



Standards for Maintaining Job Titles 

Human Resources Program Management Guide 1 

Standards for Maintaining Job Titles 

Policy 

SANDAG maintains multiple systems, records, and documents that include employee names, job 
classification titles, and other relevant information, and takes measures to ensure the accuracy and 
consistency of this information throughout the organization. 

Responsibilities 

 The Chief Executive Officer is responsible for establishing administrative rules and regulations
for agency personnel functions. (SANDAG Bylaws; SANDAG Board Policy 017: Delegation of
Authority).

 The Senior Leadership Team is responsible for providing operational input and reviewing
proposed changes to the administration of the personnel program.

 The Director of Organization Effectiveness is responsible for overseeing the development,
maintenance, and administration of the personnel program, including the preparation and
maintenance of systems, documents, and records that contain employee information.

 The Manager of Human Resources is responsible for managing and implementing personnel
procedures, including functions that support the maintenance of accurate and consistent
employee information, including names, job classification titles, and other relevant information,
in agency systems, documents, and records.

Job Classification Titles and Working Titles 

The SANDAG Classification Plan includes titles for positions used by the agency. These titles, referred to 
as job classification titles, are considered the “official” titles and are used in the systems, records, and 
documents maintained by SANDAG. The Classification/Salary Range Table, approved by the Board of 
Directors, contains the list of job classification titles that may be used by SANDAG in each fiscal year.  

The Employee Handbook describes the use of a working title by an employee. The intent of a working 
title is to describe or clarify the function of a position in greater detail or in terms more easily recognized 
within or outside the organization. Working titles also may help to differentiate similar specialties 
within a classification. For example, an employee classified as an Associate Regional Planner may use 
the working title Associate Environmental Planner or Associate Transportation Planner.  

Appropriate uses for working titles include email signature blocks, business cards, job announcements 
prepared for advertising open positions, etc. Use of a working title requires pre-approval by the 
employee’s supervisor, in consultation with Human Resources. 

Attachment 10
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Standards for Maintaining Job Titles 

Human Resources Program Management Guide 2 

Practices 

The Manager of Human Resources shall have the following responsibilities with respect to the 
identification, use, and maintenance of employee job classification titles within agency systems, 
records, and documents. 

Communication with employees: 

 Clearly stating the job classification title and salary range number in offer of employment 
letters; the working title used as part of the recruitment also may be included. 

 Clearly stating the job classification title and salary range number in correspondence 
confirming the promotion/demotion, reclassification, or transfer of an employee. 

 Clearly stating the job classification title and salary range number in correspondence with 
employees where the transaction or change was based on the employee’s classification. For 
example, when an employee’s position is reallocated (moved to a different salary range). 

Internal coordination: 

 Ensuring the job classification title and salary range number is included on all Payroll Action 
Forms. 

 Ensuring a new employee’s job classification title is provided to IT staff for use in 
establishing a SANDAG network account.  

 Providing a new employee’s job classification title when coordinating Onboarding and 
Orientation activities. 

HR systems and databases: 

 Ensuring the accuracy of an employee’s job classification title in Dayforce (the main Human 
Resources/Payroll system). 

 Ensuring the accuracy of an employee’s job classification title in the HRIS and IMBM 
(SANDAG designed and maintained databases used to support preparation of the annual 
Program Budget). 

 Ensuring the accuracy of an employee’s job classification title in SuccessFactors (the online 
tool used for employee performance evaluations). 

Documents and resources: 

 Ensuring employee job classification titles are used and regularly updated in organization 
charts, the staff roster, the employee photo directory, and similar resources. 

Program managers in functional areas such as Payroll, IT, Digital Workplace, Office of General Counsel, 
etc. are responsible for ensuring accurate employee job classification information in the systems, 
records, and documents they maintain. The Manager of Human Resources may be consulted if there 
are discrepancies.  

The Manager of Human Resources shall conduct and coordinate periodic reviews, on at least an annual 
basis, of the employee job classification titles used in agency systems, records, and documents; updates 
will be made as needed.  

The Manager of Human Resources shall provide a copy of this policy to program managers in 
appropriate functional areas on at least an annual basis as a reminder of agency practices.  
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Human Resources Program Management Guide 3 

Handbook References 

 Section 10.12: Working Titles 

 

This document was reviewed and approved by 
Melissa Coffelt, Director of Organization Effectiveness, on December 21, 2021. 
 
Effective date: December 2021 
Revision date/s: None 
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Rachel Nycholat

From: Rachel Nycholat
Sent: Thursday, December 23, 2021 12:49 PM
To: SANDAG Human Resources; Heather Zhan; Anthony Lacsina; Joey Hendrix; Amberlynn 

Deaton; Peter Stevens
Cc: Melissa Coffelt
Subject: New Policy: Standards for Maintaining Job Titles
Attachments: HR Policy - Standards for Maintaining Job Titles.pdf

Hello, 

One of the action items outlined in the Compensation Program Audit that took place last year was for SANDAG to review 
and update agency systems and documents to ensure accurate and consistent use of employee names, job titles, and 
other relevant information. SANDAG Human Resources committed to developing and implementing additional processes 
and standards to ensure the maintenance of systems and documents and as such has prepared a new policy: Standards 
for Maintaining Job Titles (attached).  

This policy is being provided to those with programmatic responsibility for ensuring accuracy of classification and job titles 
and will be provided on an annual basis as a reminder of agency practices.  

Please contact me if you have any questions. Thank you. 

Rachel  

Rachel Nycholat (she/her/hers) 
Manager of Human Resources 

619.699.1962 
401 B Street, Suite 800, San Diego, CA 92101 

 |  Pursuing a brighter future for all 

 Learn about our commitment to equity 

SANDAG office hours are Tuesday – Friday and every other Monday from 8 a.m. – 5 p.m. 

Attachment 11

56 64



Recruitment and Selection 

Human Resources Program Management Guide 1 

Recruitment and Selection 

Policy 

SANDAG is committed to cultivating a rewarding and productive work environment through the 
selection and retention of a highly qualified, talented, and diverse workforce, and establishing 
recruitment and employment practices that are fair, consistent, and comply with all applicable laws 
and regulations. 

Responsibilities 

 The Executive Director is responsible for establishing administrative rules and regulations for
agency personnel functions. (SANDAG Bylaws; SANDAG Board Policy 017: Delegation of
Authority), including policies related to the recruitment and selection of employees.

 The Senior Leadership Team is responsible for providing operational input and reviewing
proposed changes to recruitment and selection policies and practices. The Senior Leadership
Team also are delegated certain responsibilities for recruitment and selection activities as
defined in the Delegation of Authority by the Executive Director Policy included as part of the
Employee Handbook.

 The Director of Organization Effectiveness is responsible for overseeing the development and
implementation of policies and practices related to recruitment and selection and ensuring
adherence with all applicable laws and regulations, including SANDAG Board Policy No. 006
(Equal Employment Opportunity and Disadvantage Business Enterprise Programs) and the
SANDAG EEO Program.

 The Manager of Human Resources is responsible for recommending changes to recruitment
and selection policies and establishing processes and coordinating services that ensure fairness
and consistency in SANDAG’s hiring practices.

Recruitment and Selection Program 

One of the core services provided by Human Resources is assisting Directors and hiring managers with 
filling vacant positions with suitably qualified candidates. The Manager of Human Resources is 
responsible for developing processes, tools, and resources that ensure timely and high-quality service 
to hiring managers while ensuring compliance with laws, regulations, and agency policies, and 
ensuring the principles of equal employment opportunity are upheld. 
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Human Resources Program Management Guide 2 

The SANDAG workforce is primarily comprised of full-time executive, professional, technical, 
administrative, and service/maintenance employees, and is augmented, on an as-needed basis, with 
the temporary staff or annuitants. SANDAG also provides year-long internship opportunities to students 
and recent graduates.  

SANDAG’s recruitment and selection policies and practices fit within a larger set of employment-
related policies; these are described in the Employee Handbook and in program documentation 
maintained by the Manager of Human Resources. 

 

Approval to Add a New Position or Fill a Vacant Position 

The Manager of Human Resources, in conjunction with the Senior Leadership Team, will establish and 
coordinate appropriate processes for obtaining approval to fill an existing vacant position or approval to 
add a new position. 

New Positions  

 The Senior Leadership Team is delegated responsibility for approving new Regular and 
Limited-Term positions.  

 The hiring manager and Director are required to submit a written request for a new 
position that includes the following information: expected classification, core job 
duties, business justification for adding the position, options/alternatives including 
impact to SANDAG if the position is not added, and funding source. 

 The CFO will verify funding availability for mid-year new position requests (requests 
that are made after the annual Program Budget is approved). 

 A copy of the approval to add a new position shall be retained by the Manager of 
Human Resources. 

 Note: As part of developing the annual Program Budget, the Manager of Human 
Resources will coordinate activities on behalf of the Senior Leadership Team to 
determine if any new Regular or Limited-Term positions will be included in the future 
year budget. 

 Directors are delegated responsibility for approving new TIPS positions, including verification 
that funding is available.  

Backfills of Vacant Positions 

 The Senior Leadership Team is delegated responsibility for approving backfills for Director-level 
positions.  

 Directors, in coordination with the Manager of Human Resources, are delegated responsibility 
for approving backfills for all other positions.  

 The hiring manager and Director are required to submit a written request for 
backfilling an existing position that includes the following information: 
existing/proposed classification, core job duties, business justification for backfilling the 
position, options/alternatives including impact to SANDAG if the position is not filled, 
and funding source. 

 A copy of the approval to backfill a position shall be retained by the Manager of Human 
Resources. 
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Human Resources Program Management Guide 3 

Recruitment Planning 

The Manager of Human Resources is responsible for establishing various methods and approaches for 
filling new or vacant positions. 

 Upon receiving approval to add or backfill a position, the Manager of Human Resources, and/or 
the HR Recruiter will consult with the hiring manager to develop a strategy for recruiting the 
position. Consideration will be given to factors such as availability of potential candidates, 
historical experience filling similar types of roles, whether the position is needed on an ongoing 
or contingent basis, start date for the position, general market conditions, and the need for 
active vs passive recruitment to attract viable applicants. 

 The recruitment strategy discussions will result in a plan that defines whether 

 an internal vs external recruitment shall be conducted, and 

 the recruitment will be conducted in-house, or outsourced to a staffing services firm 

 Once the recruitment strategy is determined, Human Resources will begin coordinating the 
necessary activities.  

 

Preparation of Job Opening Announcement 

The Manager of Human Resources is responsible for overseeing the preparation of job opening 
announcements that describe the duties, responsibilities, experience, and qualifications for new or 
vacant positions that are used for advertising and selection activities.  

 Human Resources has established a “template” job opening announcement that includes areas 
for content customized for the position being recruited, as well as standard sections describing 
agency benefits, application procedures, an EEO commitment statement, etc.    

 The HR recruiter works with the hiring manager to draft the job announcement; this is typically 
an iterative process.  

 The hiring manager serves as the subject matter expert regarding the duties and 
responsibilities of the role.  

 The HR Recruiter ensures the description of the position, in terms of scope of duties, 
level of responsibility, and qualifications align to the classification to which the position 
has been assigned. The HR Recruiter also ensures the appropriate salary range/s for the 
vacant position is included. 

 The HR Recruiter also will ensure language describing the due date for applications as 
well as any other instructions for potential applicants. 

 The Manager of Human Resources reviews the final draft of the job opening announcement; 
part of this review includes a scan for any language that may create an actual or perceived 
barrier for diverse applicants to consider the role. 

 The HR Recruiter obtains final approval for the job opening announcement from the Director.  
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 Notes: 

 The job opening announcement may be abbreviated when an internal recruitment is 
conducted. The content shall be prepared in a manner than does not suggest pre-
selection of a candidate. 

 When a recruitment is outsourced, the staffing firm may use an alternative form of job 
announcement to advertise the position. Regardless of form, the description of the role 
shall be developed in collaboration with the hiring manager, the HR Recruiter/Liaison, 
and Director. 

 

Advertising the Job Opening 

The Manager of Human Resources is responsible for broadly advertising employment opportunities, 
and ensuring as many potential, qualified candidates are provided information about job openings.  

 Human Resources has established a set of core locations where all positions being externally 
recruited are advertised. These include: the SANDAG website, LinkedIn, local general circulation 
newspapers (including minority publications), and various online job boards (including sites 
designed for minority candidates). Email notification also is provided to individuals who have 
subscribed to receive information about SANDAG job openings. 

 Job postings also are distributed broadly to various career and community centers, chambers 
of commerce, schools, and organizations supporting underserved individuals, minorities, and 
veterans.  

 The HR Recruiter also shall obtain recommendations for any industry-specific websites, 
publications, or other communications methods to advertise the job opening.    

 Information about each job opening/recruitment is emailed to employees and job opening 
announcements are posted prominently on bulletin boards throughout the SANDAG offices.  

 Note: When a recruitment is outsourced, the staffing firm is responsible for coordinating 
advertisement of the job opening. 

 

Receiving Applications for Employment 

The Manager of Human Resources is responsible for establishing a process for collecting and 
maintaining relevant information from job applicants.  

 Human Resources has developed and implemented a standardized Employment Application 
form. This is required from all applicants for full-time positions. The PDF form is available from 
the Careers section of the SANDAG website; a copy may be obtained by calling or emailing 
SANDAG. 

 Note: The Employment Application includes a Voluntary Demographic Information 
form; this supports data collection for EEO reporting purposes. This form is removed 
from the main Application upon receipt and maintained separately by Human 
Resources. 

60 68



Recruitment and Selection 

Human Resources Program Management Guide 5 

 Upon receipt of an Employment Application, the HR Recruiter or HR Assistant will scan the 
document for completeness and ensure any other requested items were submitted. An email 
will be sent to the applicant confirming receipt of the materials and to establish a point of 
contact for the recruitment. 

 The HR Recruiter or HR Assistant will maintain digital versions of fully completed applications in 
a shared folder created for the recruitment.  

 Notes: 

 The requirement for submittal of an Employment Application is waived when an 
internal recruitment is conducted. 

 When a recruitment is outsourced, the staffing firm is responsible for establishing 
application procedures and maintaining materials submitted by applicants. 

 

Evaluating Employment Applications 

The Manager of Human Resources is responsible for establishing fair, effective, and defensible methods 
for reviewing and evaluating the experience and qualifications of applicants for job openings, that leads 
to identification of the most qualified applicants. 

 Human Resources has developed a two-step process for evaluating applications.  

 In the first step, the HR Recruiter reviews the applications materials to determine if the 
minimum experience qualifications have been met and if required for the open 
position, that the minimum education or credentials have been met. Applications are 
sorted into three groups – Yes (meets minimums), Maybe (has some related 
experience), or No (does not meet minimums). This process is referred to as the 
Application Screening.  

 In the second step, the Hiring Manager and at least one other subject matter expert 
independently reviews and scores the education and relevant experience of the “Yes” 
applicants using a set of standardized evaluation criteria developed for the position. 
The scores from all reviewers are compiled and those applicants with the highest total 
scores are invited to interview. This process is referred to as the Application Evaluation. 

 As part of the second step, the Hiring Manager also reviews the applications 
screened as “Maybe” and “No.” The Hiring Manager may identify applicants to 
move into the “Yes” group to undergo the full review and scoring.  

 Forms, files, and other documentation generation during the Screening and Evaluation 
phases are maintained by the HR Recruiter. 

 Note: In recruitments where a small number of applications are received, the 
Screening step may be eliminated.  

 Prior to the ‘First Review of Applications” date, the HR Recruiter and Hiring Manager will jointly 
develop the criteria to be used as part of the Application Screening and Application Evaluation 
processes. The criteria are derived directly from the job opening announcement.  

 The HR Recruiter sends notification to those applicants who are not selected to be interviewed 
for the job opening. 
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Candidates Interviews and Selection 

The Manager of Human Resources is responsible for establishing a fair and equitable process for 
interviewing qualified candidates for job openings, that leads to identification of the most suitable 
individual to fill a vacant position. 

 SANDAG typically conducts two rounds of panel-style interviews to gain a broad perspective in 
the consideration of an individual’s suitability for a job opening. Interviews may be conducted 
in-person or virtually. 

 First round interviews are conducted for all qualified candidates identified during the 
Application Evaluation phase. The Interview Panel is comprised of the Hiring Manager, 
HR Recruiter, and one or two other individuals. Additional panel members may be 
selected for their subject matter expertise or because of the working relationship they 
expect to have with the selected candidate. 

 Notes: 

 To the extent possible, Panel members will represent diversity in gender, 
race/ethnicity, age, and other characteristics. 

 Depending on the position, the Hiring Manager may invite an individual from 
an outside organization to serve on the Panel member. 

 At the conclusion of first round interviews, the HR Recruiter facilitates discussion 
among the Panel Members to review the additional information gathered from each 
candidate, noting relevant skills and experience and other job-related attributes that 
align to the responsibilities of the vacant position and nature of the work environment. 
As a result of these discussions, one or more of the interviewed candidates may be 
identified to continue in the selection process. The HR Recruiter shall maintain 
documentation of the discussion. 

 Second round interviews are frequently conducted for one or more of the top 
candidates as identified in the first round interviews. Second interviews are an 
opportunity for the Hiring Manager and candidate to have further discussion about the 
job opening; they also provide an opportunity for the Director to meet the top 
candidate/s prior to supporting a hiring decision. The HR Recruiter usually is part of the 
second interviews.  

 At the conclusion of the interview phase, the Hiring Manager makes a 
recommendation to the Director about which candidate should be extended a job offer 
based on the assessment of the candidate’s suitability for the position. 

 As part of preparing for both rounds of interviews, the HR Recruiter will coordinate with the 
Hiring Manager to develop a set of interview questions. To ensure fairness, each candidate is 
asked the same set of questions in their interview; panel members are permitted to ask follow-
up questions to seek clarification or elicit more information based on a candidate’s response to 
a question. 

 For every interview conducted, each Panel Member takes notes regarding the candidate’s 
responses to the questions. These notes are referred to by Panel Members during discussions 
about which candidates should advance in the selection process. The interview notes are 
maintained by Human Resources as part of the recruitment files and records. 
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 At the appropriate time in the selection process, the HR Recruiter notifies interviewed 
candidates who are not selected for further consideration for the job opening. 

 Notes: 

 Prior to each set of interviews, the HR Recruiter briefs the Panel Members on the 
format of the interviews, roles of the Panel Members, and effective interview 
techniques, and reminds Panel Members of potentially discriminatory or illegal 
questions. Should a sensitive or off-limit topic arise in the course of an interview, the HR 
Recruiter will intervene as needed.  

 From time to time, there may be job openings where the HR Recruiter and Hiring 
Manager determine that initial Phone Screens will be helpful in identifying potential 
applicants to interview. Phone Screens are usually conducted by the HR Recruiter and 
Hiring Manager, and use a list of structured questions asked of each applicant. 

 From time to time, there may be job openings where the HR Recruiter and Hiring 
Manager determine it would be helpful to include job-related testing as part of the 
interview process. If testing is used as part of the selection process, this will require the 
candidate to demonstrate performance of one or more of the core functions of the 
position to which they have applied (for example, a computer skills test, preparation of 
a writing sample, or giving a short presentation). Candidates are notified in advance if 
testing will be included as part of their interview. 

 

Reference Checks and Degree Verification 

The Manager of Human Resources is responsible for developing and implementing procedures to 
gather additional job-related information from finalist candidates prior to an offer of employment being 
made. 

Reference Checks 

 Human Resources has established practices for conducting professional Reference Checks on 
candidates for employment. Reference checks are encouraged but not required. 

 If reference checks are to be conducted, the HR Recruiter will ask the candidate to provide the 
names and contact information for up to three professional references. This information is 
gathered on a standard form that also includes a signed release statement from the candidate 
regarding the collection of information via the reference check process.  

 The Hiring Manager is responsible for conducting the reference checks. The HR Recruiter 
provides the reference contact information along with guidelines for conducting effective 
reference checks. The Hiring Manager is required to document information gathered during 
the reference check process and provides this to the HR Recruiter to maintain as part of the 
recruitment record. 

 Upon completion of the reference checks, the Hiring Manager confirms whether they wish to 
proceed with the selected candidate. If consideration of a candidate is ended due to 
information gathered in the reference check process, the HR Recruiter will ensure there is 
appropriate documentation supporting this decision.  
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Degree Verification 

 For job openings where an academic degree is noted as one of minimum qualifications, and 
when the candidate indicates they have obtained a degree as part of their Employment 
Application, the HR Recruiter will obtain information to verify the degree.  

 This process is completed using a third-party vendor website or by contacting the university or 
school listed on the Employment Application. 

 Information obtained that verifies the degree shall be maintained as part of the recruitment 
record.  

 

Conditional Offer of Employment 

The Manager of Human Resources is responsible for developing and implementing procedures to 
ensure fair and reasonable offers of employment are extended to finalist candidates. 

Confirmation of Classification 

 For job openings advertised as potentially being filled at one of various levels (for example at 
the I, II, or Associate Analyst level), the HR Recruiter will confirm with the Hiring Manager and 
Director the classification of the position to be offered to the candidate. 

Preparation of Salary Recommendation 

 The HR Recruiter shall prepare a recommendation for the salary to be offered to the candidate. 
The recommendation shall be based on the demonstrated experience of the candidate and 
developed consistent with the ‘Expected Salary Range Position’ tool used by Human Resources 
for all salary-setting activities. To maintain internal equity, the recommendation also shall 
consider the salaries of existing employees holding positions with similar roles and 
responsibilities, and with comparable level of experience.  

 The Manager of Human Resources shall review all salary offer recommendations prior to 
discussion with the Director. 

 The HR Recruiter reviews the salary recommendation with the Director and obtains approval to 
negotiate an offer of employment. 

Negotiation of Job Offer 

 The HR Recruiter initially provides a verbal offer of employment to the candidate, and discusses 
the primary terms and conditions of employment, including the salary and benefits. 

 Following the verbal offer, the HR Recruiter provides summary information to the candidate via 
email to assist with consideration of the offer; this package often includes information about 
the benefits available to employees, a Total Compensation Estimate, and any specific 
information requested by the candidate is provided if available. 

 The HR Recruiter facilitates negotiation of the offer terms, seeking approval from the Manager 
of Human Resources, the Director, or member of the Senior Leadership Team if needed. 

 Upon acceptance of the job offer, the HR Recruiter prepares a Conditional Offer of Employment 
Letter and transmits this to the candidate. The candidate is provided a copy of the Employee 
Handbook and information about any pre-employment checks that must be successfully 
passed in order to remove the conditional status of the offer.  
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Pre-Employment Checks 

 Human Resources has established policies and practices to support obtaining certain types of 
information from candidates following acceptance of a conditional offer of employment. 

 Pre-employment checks vary by position and are dependent on the assigned responsibilities. A 
candidate may be subject to one or more pre-employment checks; these are discussed during 
verbal negotiations and described in the Conditional Offer of Employment Letter. 

 Pre-employment checks may include: criminal history record checks, credit history checks, 
driving record checks, physical performance tests, and verification of professional 
licensing/certification. 

 Note: Criminal history, credit, and driving record checks are conducted by an 
independent third-party vendor and in accordance with the Fair Credit Reporting Act 
(FCRA) and California Consumer Credit Reporting Agencies Act (CCRAA). 

 The HR Recruiter is responsible for coordinating any pre-employment checks with the 
candidate. Documentation gathered during the pre-employment check process is maintained 
as part of the recruitment record. 

 

Onboarding 

The Manager of Human Resources is responsible for developing and coordinating processes to prepare 
for the arrival of new employees and obtain the information necessary to establish their status as an 
employee. 

 Human Resources has established a comprehensive onboarding and orientation program to 
prepare new employees, supervisors, and Directors, as well as coordinate with service teams in 
various business support departments, to efficiently and effectively integrate new employees 
into the organization.  

 As part of the onboarding program, the HR Recruiter shall provide the new employee with a 
package of forms, documents, and other materials including instructions for providing 
information that establishes the employee’s identify and legal right to work in the United 
States, as well as personal information necessary for payroll and tax withholding requirements. 

 Additional information is gathered from the employee during the onboarding process for 
enrollment in benefit programs such CalPERS, health insurance, disability insurance, etc. 

 

Non-competitive Recruitments 

The general policy of SANDAG is to ensure that the recruitment, selection, and hiring of Regular 
employees is accomplished in an open, competitive, objective, and timely manner. In addition to the 
‘standard’ practices described above that are used for filling vacant Regular positions, SANDAG has 
established additional policies that support the agency’s staffing program. 

 Per Board Policy No. 017 (Delegation of Authority) and described in Section 3.3 of the Employee 
Handbook, the CEO has the authority to waive the competitive recruitment requirement for 
Regular positions.  
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 Per Section 3.4 of the Employee Handbook, the CEO or his/her designee may fill contingent 
positions (Limited-Term and TIPS positions) without using the standard SANDAG competitive 
recruitment process. 

 

Intern Recruitments 

SANDAG has established a robust internship program to provide local students and/or recent 
graduates early career experience in the public sector. Internships are offered in many of the agency’s 
program areas and thus represent a broad range of professions. Intern positions are part-time and are 
typically offered for a 12-month period. Interns are hired as Temporary, Intern, Part-time, and Seasonal 
(TIPS) employees, and as contingent workers, and are not entitled to the same terms and conditions of 
employment as Regular employees. This is described in the Employee Handbook. 

In supporting the SANDAG Internship program, the Manager of Human Resources has established 
practices for advertising, recruiting, and selecting intern candidates. These practices mirror many of 
those used for hiring Regular employees and are streamlined in certain phases to maximize efficiency 
without comprising fairness and consistency. For example, an abbreviated Application Evaluation 
process is used, and Hiring Managers facilitate interviews without the HR Recruiter while using 
standard interview questions and fully documented interview results. The approval to fill a vacant intern 
position and the selection of a candidate remains with the Director, and the HR Recruiter is responsible 
for extending the job offer, coordinating any pre- and/or post-employment checks, and coordinating 
onboarding activities.  

 

Use of Staffing Firms 

SANDAG contracts with several staffing firms to assist with hiring temporary employees for short-term 
assignments and to conduct competitive recruitments to fill job openings on an as-needed basis.  

The Manager of Human Resources has established practices with the staffing firms to coordinate 
activities related to the consideration of temporary employees, and for the conduct of recruitments. In 
all cases, an HR Recruiter is identified as a liaison between the staffing firm and the Hiring Manager. 

 

Recordkeeping 

The Manager of Human Resources shall  

 Maintain a comprehensive record of each competitive recruitment conducted, consistent with 
the SANDAG Records Retention schedule.  

 Maintain all information gathered about finalist candidates (subsequently employees) during 
the recruitment and selection process in a file separate to the Personnel File. 

 

Handbook References 

 Chapter 3: Employment Practices 
 Policy: Delegation of Authority Policy by the Executive Director  
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This document was reviewed and approved by 
Melissa Coffelt, Director of Organization Effectiveness, on December 29, 2021 
 
Effective date: December 2021 
Revision date/s: None 
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Audit Committee Item: 5B 
February 25, 2022 

Salaries and Compensation Audit: Corrective 
Action Plan Reporting Results 

Overview 

In November 2020, the Board of Directors at the 
recommendation of the Audit Committee, approved a 
Corrective Action Plan (CAP) to address audit 
recommendations relating to the Salaries and 
Compensation Compliance Audit conducted by the 
Office of the Independent Performance Auditor 
(OIPA). 

Part of OIPA’s roles and responsibilities include 
quarterly reviews of all CAPs that resulted from an 
audit or review performed by the OIPA. This report is 
the result of the quarterly review that ended 
December 31, 2021. 

Key Considerations 

The CAP includes actions that management are to undertake in response to the 
recommendations noted in the audit. The OIPA’s responsibility is to review the CAP on a 
quarterly basis for actions that are due based on time commitments provided by 
management at the time the CAP was approved in November 2020 and perform a review of 
the actions taken. The review consists of verifying that the actions taken were accomplished 
within the time committed, the outputs or outcomes (e.g., policies, procedures, tracking 
sheets, system controls, or other tangible outputs) are reviewed, and findings are addressed. 
Attachment 1 is the report that details the CAP action steps and OIPA’s testing results for the 
action items due this quarter. 

Next Steps 

The OIPA will continue to work with management proactively and collaboratively as the CAP 
items are completed. The next quarterly action items for this CAP are due to OIPA on 
March 31, 2022, with the results reported to the Audit Committee on the April of 2022. This 
report will be presented to the Board in March of 2022 and posted to the OIPA website. 

Mary Khoshmashrab, Independent Performance Auditor 
Key Staff Contact: Mary Khoshmashrab, (619) 595-5323, mary.khoshmashrab@sandag.org 
Attachment: 1. OIPA Corrective Action Report – Results as of December 31, 2021 

Action: Information 

The Audit Committee is asked to 
comment on the progress and 
testing results of the Corrective 
Action Plan actions that occurred 
last quarter. 

Fiscal Impact: 
None. 

Schedule/Scope Impact: 
FY 2022. 
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THE OFFICE OF THE INDEPENDENT PERFORMANCE AUDITOR 

February 25, 2022 

Chair Zito, 
SANDAG Audit Committee 

Dear Chair Zito: 

Subject: Testing Results on Corrective Action Plan – Salary and Compensation 
Performance and Compliance Audit Items due as of December 31, 2021 

Background 
The SANDAG Office of the Independent Performance Auditor (OIPA) completed a Salaries and 
Compensation Performance and Compliance Audit (Audit) in August 2020. In November 2020, the 
Board of Directors at the recommendation of the Audit Committee, approved a Corrective Action 
Plan (CAP) to address audit recommendations relating to the Salaries and Compensation Compliance 
Audit conducted by the Office of the Independent Performance Auditor. As part of the OIPA’s roles 
and responsibilities, quarterly reviews are performed on all CAP’s that resulted in an audit finding. 

Objective 
The objective of this review for the quarter ending December 31, 2021 is to ensure that the 
Corrective Action Plan items approved by the Board of Directors have been implemented and are 
consistently followed and to ensure that the finding identified in the audit has been corrected.  

As stated by Management, 11 actions from the CAP were due to be completed in the fourth quarter 
of 2021. 

The Corrective Action Plan includes actions that management are to undertake in response to 
the recommendations noted in the audit. The OIPA’s responsibility is to review the CAP on a 
quarterly basis for actions that are due based on time commitments that were provided by 
management on the CAP that was approved in November 2020.  

The review consists of applying the following actions: 
1. Vouching that the time commitment was accomplished.
2. Testing the outcomes/ outputs (e.g., policies, procedures, tracking sheets, system controls, or

other tangible outputs) exists, are reviewed and to ensure that the matter addresses specific
findings and the related causes and effects; and

3. To perform testing on applicable items to ensure that the actions have been successfully

Attachment 1
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implemented, enforced, are sufficiently documented, and that it has corrected the matter in an 
efficient and effective manner. 

It is important to note that testing on a quarterly basis is not the only involvement the OIPA has in 
the implementation of the CAP and board approved action items. The OIPA and Management are 
working proactively and collaboratively on a continuous basis to ensure the success of the CAP 
implementation.  
 
This review of 11 action items was conducted in accordance with attestation standards established 
by the American Institute of Certified Public Accountants.  
 
Action Items and Results 
 
Action Item II.3: 
Recommendation - To provide training to designated employees regarding procedures for 
separation/termination pay. 
 
Management Action: Key agency employees, namely the CEO, General Counsel, and Manager of 
Human Resources, have reviewed the approved changes made to Board Policy No. 017 (Delegation 
of Authority) pertaining to severance payments, as described in Action Item II.2 in the Compensation 
Audit Action Plan, and have acknowledged their understanding of the policy and procedures.  
 
OIPA Results: Management provided acknowledgement forms signed by the CEO, General Counsel 
and the Manager of Human Resources acknowledging their understanding of changes to Board Policy 
017 regarding delegation of auditory as it relates to termination pay such as severance pay, and other 
compensation payout as defined in Board Policy. Board Policy 017 was reviewed by OIPA during the 
last CAP review for quarter ending September 30, 2021 and found to be sufficient. This CAP item has 
been sufficiently completed.  
 
Action Item IV.5, and VI.4:   
Recommendation - To develop and formalize a procedure for reconciling the Board-approved annual 
compensation adjustment pool to the amount awarded to employees - the following work has been 
completed: 
 

Management Actions:  
• The procedure used by Payroll for reconciling annual compensation adjustments awarded to 

employees was updated. The updated procedure was used for reconciling the 2% 
compensation adjustment pool approved by the Board in FY 2021. The reconciliation for 3% 
and 1% compensation adjustment pools approved by the Board for FY 2022 is in process. The 
expected completion date for the reconciliation for the most recent pay increases is the end of 
January 2022.  

• Payroll improved communication and clarified the documentation requested from Human 
Resources to support the reconciliation processes. 

• Training is key for accurate and consistent processes and procedures to ensure appropriate 
controls are established for payroll functions. Training is provided to team members by a senior 
member of the Accounting and Finance department regarding payroll-related policies and 
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procedures. A detailed desk top manual also is available to team members for reference at any 
time and the Finance Manager is available for additional support and direction as needed. In 
response to Recommendation VI.4 
 

OIPA Results:  Auditors reviewed SANDAG’s document titled “Payroll Procedures on Reconciliations 
of Annual Compensation Adjustments” and requested evidence that the newly developed procedures 
were implemented and followed for FY2021 employee compensation adjustments. Based on our 
review, procedures were followed and implemented as stated. In regard to VI.4, auditor reviewed 
evidence of electronic data of SANDAG employees acknowledging their understanding of written 
payroll processes and procedures.  Auditor also inquired with Human Resources regarding the specific 
types of improved communications and clarifications provided in supporting the reconciliation 
process and determined the explanation supported this statement. These CAP items have been 
sufficiently completed.  
 
Action Item V.1, V.2, V.3, V.4 and V.5: 
Recommendation- To clarify existing procedures and develop, document, and implement additional 
procedures related to general payroll processes, allocation of lump sum merit pay to projects, and 
reporting special compensation to CalPERS – the following work has been completed: 
 
Management Actions:  

• Payroll procedures documenting the control measures in place for the processing of general 
payroll actions and reporting special compensation were updated. 

• SANDAG updated its compensation program in 2021 and no longer provides performance 
bonuses to employees. Employees who are ineligible to receive a base pay merit increase may 
be considered for Lump Sum Merit Pay. The process for reconciling lump sum merit pay as 
part of all compensation adjustments are described in written payroll procedures.  

• Payroll improved communication and clarified the documentation requested from Human 
Resources to support the processes associated with general payroll, allocating lump sum 
payments to projects, and reporting special compensation to CalPERS.  

 Specifically related to Action V.3, Management consulted with SANDAG’s external financial 
auditors to review practices used for allocating expenses for past bonus payments. A summary 
of this review was provided to OIPA.   

 
OIPA Results:  
Auditors reviewed various written payroll procedures prepared by SANDAG regarding processes and 
procedures relating to processing transactions and reporting special compensation to CalPERS. 
Procedures included steps to be taken and documentation requirements for both Human Resources 
and Finance for employee merit increases and lump sum payments. Additionally, auditors were 
provided emails and other confirmation which supported that all necessary adjustments for past bonus 
payments reported to CalPERS was addressed and that the allocation of lump sum bonuses to various 
projects were properly allocated and allowable.  Bonuses are no longer offered to SANDAG employees. 
These CAP items have been sufficiently completed. 
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Action Item VII.3:  
Recommendation - To document policy and practices related to maintaining the SANDAG salary ranges 
– the following work has been completed:  

 
Management Actions:  

• Management has prepared a new administrative policy to document the practices used for 
maintaining the salary ranges for each position classification used by SANDAG.  

• Processes include conducting periodic market studies, typically performed by experienced 
compensation consultants, to evaluate competitiveness with similar public agencies and 
private sector employers. The description is consistent with the practices used when SANDAG 
conducted the 2021 market salary range study and brought recommendations to the Board 
for approval as part of the FY 2022 Program Budget. 

• The policy also describes salary range maintenance activities that may occur in years when a 
market study is not conducted. Again, this work is typically conducted with assistance from 
expert compensation consultants.  

 
OIPA Results:  Auditors reviewed SANDAG’s newly prepared administrative policy titled “Maintaining 
Salary Ranges”. The document is well formed and detailed. The document includes roles and 
responsibilities, references the recent Market Salary Study, and guidance on the maintenance of 
market salaries. Further the document provides for a review and approval of the governing board 
and proper communication and transparency. Lastly, the document provides requirements for proper 
recording keeping and references other relevant and applicable policies and procedures. This CAP 
item has been sufficiently completed. 
 
Action Item VIII.1: 
Recommendation - To ensure consistent use of employee job titles in agency systems and documents 
- the following work has been completed: 
 
Management Actions:  

• Management has implemented a new administrative policy and procedure that outlines 
the requirement for Human Resources to consistently use employee job classification titles 
in systems, records, and documents maintained by Human Resources, and also to provide 
this information to program managers who maintain systems, records, and documents in 
their various program areas. 

• This new policy and expectation for information maintenance was communicated to 
Human Resources team members and appliable program managers in December 2021. 
Reminders about the policy will be distributed annually. 

 
OIPA Results: Auditors reviewed SANDAG’s newly prepared administrative policy titled “Standards 
for Maintaining Job Titles” and the email to applicable SANDAG employees informing them of the 
policy.   The document includes roles and responsibilities, processes regarding communication to 
employees, internal coordination regarding newly created job classification and titles, entering titles 
into the employee database, and reference to the Employee Handbook section regarding “Working 
Titles”.  This CAP item has been sufficiently completed. 
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Action Item IX.3: 
Recommendation- To implement and document procedures that support fair and competitive hiring 
practices - the following work has been completed: 
 
Management Actions:  

• Management has implemented a new administrative policy that comprehensively outlines all 
phases of the recruitment and selection processes used on a regular, recurring basis for hiring 
new employees, consistent with the agency’s Equal Employment Opportunity policy and 
objectives.  

• The documentation describes responsibilities and activities undertaken by Senior 
Management, Directors, Hiring Managers, and Human Resources related to the approval to 
add or backfill an existing position; recruitment planning; preparation of the job 
announcement and advertising/outreach strategy; receipt of Employment Applications and 
applicant communication; application evaluation; candidates interviews and selection; 
preparing and negotiating job offers; pre- and post-employment checks, and onboarding. 

 
OIPA Results: Auditors reviewed SANDAG’s newly prepared administrative policy titled “Recruitment 
and Selection”.  The document is a well-documented guidance for the entire recruitment process. 
The document includes roles and responsibilities, the recruitment and selection program that is 
currently followed, the required approval to add a new position or fill a vacancy, step to followed 
regarding recruitment planning, preparation of job opening announcements and advertisement, 
receipt of applications, evaluation of applications, interviews and selection processes, reference 
checks and other verifications, conditional offers, onboarding and non-competitive recruitments, 
intern recruitments, use of staffing firms, and most importantly recording keeping and relevant 
references. This CAP item has been sufficiently completed. 
 
In close the newly prepared administrative policies and procedures provide helpful, informative, and 
easy to follow guidelines that will support and help to ensure SANDAG’s success in regard to 
employee compensation and recruitment. Having these written policies are only one leg of ensuring 
SANDAG’s success; the other and even more important is to ensure that written policies and 
procedures are consistently followed and adhered to. Documentation of the actions taken that 
support the adherence to these guidelines are key and helps to support the “why” and other actions 
taken by management, provide transparency, and ensure fairness in the recruitment and 
compensation practices.  
 
Additionally, based on the recent changes to SANDAG’s organizational structure, we recommend that 
the above polices are reviewed to ensure that the roles and responsibilities identified throughout 
these documents are consistent with the recent changes.  
 
The OIPA would like to thank the Executive Director, Hasan Ikhrata and SANDAG management and 
staff for their professionalism, responsiveness, and cooperation during this inquiry. 
 
If you have additional questions, please contact me at (619) 595-5323 or 
mary.khoshmashrab@sandag.org. 
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Chair Zito 
SANDAG Audit Committee  
CAP Update 11 Items as of December 31, 2021 
February 25, 2022 
 

AN EMPHASIS ON ACCOUNTABILITY AND TRANSPARENCY 
Page 6 of 6 

 

 

Respectfully, 
 

MARY E. KHOSHMASHRAB, MSBA, CPA 
Independent Performance Auditor 
Office of the Independent Performance Auditor 
SANDAG 

 
cc:  
 
Members of the Board of Directors (SANDAG) 
Members of the Audit Committee (SANDAG) 
Hasan Ikhrata, Chief Executive Officer  
Jhon Kirk General Counsel 
Andre Douzdjian Chief Financial Officer 
Melissa Coffelt, Director of Organizational Effectiveness 
OIPA Filed 

  OIPA website  
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Audit Committee Item: 6 
February 25, 2022 

Office of the Independent Auditor – Results for the 
Purchase Card Operational and System Control 
Review 

Overview 

A review of the purchase card operational and system 
controls process was performed as part of the Office of 
the Independent Performance Auditor’s (OIPA) 
approved Annual Audit Plan (plan). The objective of this 
engagement is to review SANDAG’s management of 
purchase cards. Specific objectives are to review 
policies and procedures; evaluate internal controls over 
purchase cards to determine whether they exist, are 
being followed, and are functioning effectively; and, 
lastly, to test purchase card transactions to determine 
whether they are appropriate, allowable, and 
supported by adequate documentation. 

Key Considerations 

At its June 28, 2021, meeting, the Audit Committee approved the OIPA’s plan. The 
Audit Committee agreed with the Independent Performance Auditor that the reviews would 
focus on SANDAG’s operational processes and system controls. 

The attached report identifies four audit findings primarily stemming from system control 
weaknesses of which the auditors provide details and examples of what resulted or impacted 
SANDAG’s operational processes due to the identified weakness. Further, the auditors provide 
recommendations that can help to eliminate the control deficiencies and provided SANDAG 
management with additional guidance on creating a Corrective Action Plan (CAP) that would 
bring improvement to SANDAG’s purchase card operational processes and system controls. 
SANDAG management has prepared a response and CAP for this review which is enclosed. 

The Audit Committee is asked to review the report and CAP, discuss the results, and direct the 
OIPA to move the matter to the Board of Directors for acceptance and consideration. 

Next Steps 

The OIPA auditors will continue to provide guidance to SANDAG management and staff upon 
their request. Further, once the Audit Committee moves the matter to the Board and the Board 
accepts the report and the corrective actions, OIPA will work with management to ensure that 
the CAP is implemented, and that on a quarterly basis OIPA reports the results to the 
Audit Committee. The report will be posted to the website in continued effort to support public 
transparency. 

Action: Discussion/Possible Action 

The Audit Committee is asked to 
discuss and provide input on the 
review results, and other required 
next steps, and move to the 
Board of Directors for 
consideration and acceptance. 

Fiscal Impact: 
None. 

Schedule/Scope Impact: 
FY 2022. 
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Mary Khoshmashrab, Independent Performance Auditor 
Key Staff Contact: Mary Khoshmashrab, (619) 595-5323, mary.khoshmashrab@sandag.org 
Attachments: 1. Final Purchase Card Operational and System Control Review Report 

2. OIPA Purchase Card Audit – Management Response Letter
3. OIPA Purchase Card Audit – Proposed CAP
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THE OFFICE OF THE INDEPENDENT PERFORMANCE AUDITOR 

January 28, 2022 

Chair Blakespear 
SANDAG Board of Directors 

Audit Committee Chair Zito  
SANDAG Audit Committee 

Dear Chair Blakespear and Audit Committee Chair Zito: 

Subject:   Results – Purchase Card Operational and System Control Review for the 
period of July 1, 2017 to June 30, 2021 

The objective of this engagement is to review SANDAG’s management of purchase 
cards. Specific objectives are to review policies and procedures; evaluate internal 
controls over purchase cards to determine whether they exist, are being followed, and 
functioning effectively. Lastly, to test purchase card transactions to determine whether 
they are appropriate, allowable, and supported by adequate documentation.  

The auditors did not perform an audit of relative financial statements or other financial 
data or provide an opinion regarding the financial statements in part or taken as a 
whole, and accordingly, we will not express such an opinion.  

The review consists primarily of gaining an understanding of the relevant laws, rules, 
and regulations; inquiries and observations from management and staff, gaining an 
understanding of system controls, testing controls, and a review of purchase card 
processes and transactions. 

A review does not provide assurance that we will become aware of all significant 
matters that would be disclosed in an audit.  

The Office of Independent Performance Auditor’s (OIPA’s) office reviewed the purchase 
card process and system controls including testing transactions for  
the period of July 1, 2017 to June 30, 2021. 

The audit was performed as part of the board approved annual audit plan. The Audit 
Plan is risk based and prioritized by the level of risk to an agency. Risk are considered 

Attachment 1
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Chair of the Board of Directors - Catherine Blakespear  
Audit Committee Chair David Zito 
Purchase Card Operational and System Control Review 
January 28, 2022 

Page 2 of 2 

both in qualitative and quantitative perspectives. 

The audit was conducted in accordance with the Generally Accepted Government 
Auditing Standards, as required by federal and state governing code and under 
Assembly Bill 805. The purchase card review for public agencies often come with 
similar findings and therefore, many of the issued identified in the report may not be 
surprising and in fact may be recognizable from your own government organization’s 
purchase card reviews. Also prevalent are the primary causes leading to the behavior.  

As with prior audit reports performed by OIPA, the causes identified were primarily due 
to weaknesses in system controls, vaguely defined policies and procedures, and a need 
for employee training, especially around documenting.  

The OIPA has been working proactivity with the Executive Director and SANDAG staff 
to provide guidance and help bring improvements to system controls and strengthen 
policies and training. We will continue to support Hasan and his desire to make 
SANDAG more successful.  

Restricted use: Though this report is a public report, this report is intended solely for 
the information and use as determined by the SANDAG Chair and is not intended to 
be and should not be used by anyone other than the specified parties as determined 
by the SANDAG Chair.  

The OIPA would like to thank the Chief Executive Officer, Hasan Ikhrata and SANDAG 
management and staff. If you have additional questions, please contact me at (619) 595- 
5323 or mary.khoshmashrab@sandag.org.  

Respectfully, 

MARY E. KHOSHMASHRAB, MSBA, CFE, CPA 
Independent Performance Auditor Office of the Independent Performance 

cc: Members of the Board of Directors  
Members of the Audit Committee  
Hasan Ikhrata, Chief Executive Officer 
John Kirk, General Counsel 
Andre Douzdjian, Chief Financial Officer 
OIPA Website and Files 

Enclosure: Purchase Card Operational and System Control Review Report – Audit ID. 
2022-03
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Office of the Independent 
Performance Auditor  

PURCHASE CARD 
OPERATIONAL AND  SYSTEM 
CONTROL REVIEW 

AUDIT No. 2022-03 
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Independent Performance Auditor, Mary Khoshmashrab, MSBA, CPA 
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PURCHASE CARD OPERATIONAL AND SYSTEM CONTROL REVIEW 
 

The Office of the Independent Performance Auditors’ Review Objectives 
 
The objective of this engagement is to review SANDAG’s management of purchase 
cards.  Specific objectives are to review policies and procedures; evaluate internal 
controls over purchase cards to determine whether they exist, are being followed, and 
functioning effectively. Lastly, to test purchase card transactions to determine whether 
they are appropriate, allowable, and supported by adequate documentation.  

 
The auditors did not perform an audit of relative financial statements or other financial 
data or provide an opinion regarding the financial statements in part or taken as a 
whole, and accordingly, we will not express such an opinion. 
 
The review consists primarily of gaining an understanding of the relevant laws, rules, 
and regulations; inquiries and observations from management and staff, gaining an 
understanding of system controls, testing controls, and a review of purchase card 
processes and transactions. A review does not provide assurance that we will become 
aware of all significant matters that would be disclosed in an audit. 
 

REVIEW FINDING HIGHLIGHTS 
 
INADEQUATE PURCHASE CARD POLICIES AND PROCEDURES AND LACK 
OF SYSTEM CONTROLS  
(Report Page no. 11)   
 
Auditors found that SANDAG’s procurement card policy is inadequate as it is not 
comprehensive and is missing components that are present in other government 
agencies’ policies relevant to all public organizations. The policy does not address 
delegation of signature authority, email approvals of transaction logs, and 
payments through alternative payment service providers (PSPs). Auditors also 
noted that training on the policy is minimal resulting in personal purchase that 

  

Mary Khoshmashrab Independent Performance Auditor (619) 595-5323 mary.khoshmashrab@sandag.org 

January 6, 2021 

Report 2022-03 
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were left undetected.  Additionally, based on test of controls performed during dual 
testing, system controls around the purchase card are lacking or not being 
followed. 
 
THE PROCUREMENT CARD POLICY IS NOT CONSISTENTLY FOLLOWED  
(Report page no. 15)  
 
SANDAG’s procurement card policy is not consistently being followed. Auditors 
noted that there are multiple cases of transaction logs missing the approver’s 
signature, purchases of over the spending limit, split purchases in order to 
circumvent the purchase card limit of $3,500 and spending more in a fiscal year 
with a single vendor than the procurement card policy allows. Auditors found 
enforcement of the purchase card procurement card policy is lacking with no 
documented consequences for failure to adhere to policy requirements, despite 
the policy stating consequences will be implemented.   
 
AUDITORS NOTED IMPROPER, QUESTIONABLE, AND UNALLOWABLE 
PURCHASES  
(Report page no. 17)  
 
Transactional data showed purchases totaling over $69,000 from local within the 
county and region restaurants and eateries during the review period. Auditors 
noted a transaction for an employee retreat exceeding the purchase card limit and 
violating the procurement policy regarding bid requirements that was charged to 
federal, state, and local funds. Auditors also noted purchases for gift cards, utilities, 
memberships, and other high-risk and unallowable types of purchases.  
 
 
PURCHASES OF BOTH HARDWARE AND SOFTWARE USING PURCHASE 
CARDS (Report page no. 21) 
 
Auditors noted many transactions for hardware and software purchases on the 
purchase card. In March of 2020, employees were allowed to telecommute due to 
the Covid-19 pandemic. Between March 13th and March 16th, four transactions 
totaling $178,777 for laptops and devices necessary for working from home were 
purchased utilizing purchase cards. Hardware and software purchases are not 
explicitly disallowed by SANDAG procurement card policy; however, these 
transactions exceed the $3,500 purchase card single purchase limit. Additionally, 
due to time constraints, the auditors did not perform procedures to determine if 
the equipment purchased were properly inventoried; additional procedures will 
be performed in a separate review and reported accordingly.  
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Mary Khoshmashrab, MSBA, CFE, CPA, Independent Performance Auditor 

Staff:  
Lloyd Carter, Auditor-in-Charge 
Toufic Tabshouri, Principal Management Internal Auditor 
Michael Ryan, Management Internal Auditor 
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REVIEW OBJECTIVES 
 

UNDERSTANDING SANDAG’s PURCHASE CARD PROGRAM 
 

SANDAG has a purchase card purchase card program which is governed by a seven-
page policy. The procurement card policy establishes requirements and processes for 
the program, including logging of transactions, reconciliation of logs with bank 
statements, approval of logs, and documentation of receipts. This program operates 
through the CAL-Card program, a statewide program administered by the California 
Department of General Services (DGS). DGS allows local government agencies to enroll 
and participate in the CAL-Card program, which contracts with a merchant bank. 
 
At SANDAG, credit cards are authorized by the Finance Director and are issued directly 
to individual users by the merchant bank, currently U.S. Bank. Most of the cards are 
issued to administrative or other staff for departmental use, which entails making 
payments for many individual requestors within that department. From an internal 
control perspective, limiting the number of cards is prudent and far better than issuing 
an overabundance of purchase cards. However, the result of limiting the number of card 
holders is that the administrative staff that are issued purchase cards for departmental 
use have the burden of processing high volumes of transactions and have to contend 
with a fair amount of recordkeeping and after the fact justification.  
 
Exhibit 1 shows the annual transaction volume for purchase cards during our audit 
period.  
 

    Exhibit 1 - Purchase Card Activity at SANDAG (Audit Period) 

 
Source: Transactional Data provided to the OIPA 
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For the period of our audit, SANDAG had 15 to 20 active purchases cards at any point in 
time. While most departments were only authorized one purchase card, some were 
authorized two cards with one department being issued three cards. Exhibit 2 shows 
the transaction activity by cardholder department.   
 
Exhibit 2 – Total Purchase card Purchase Card Amounts by Department (For Audit 
Period) 

 
 
Source: Transactional Data provided to the OIPA  
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SANDAG cardholders use purchase cards for a wide variety of purchases, as shown in 
Exhibit 3 below. These categories are based on standard merchant codes and provide 
only a general view of spending categories, as many of the merchant codes (e.g., 
Electronics Stores and Computer and Data Process) are related.  
 
Exhibit 3 – Spending By Merchant Category (Audit Period) 

 
 
Source: Transactional Data provided to the OIPA 
 

GENERAL REVIEW OBJECTIVES 
 

The overall objective of this engagement is to review SANDAG’s management of 
purchase cards. Specific objectives are to review policies and procedures; evaluate 
internal controls over purchase cards to determine whether they exist, are being 
followed, and functioning effectively; Lastly, to test purchase card transactions to 
determine whether they are appropriate, allowable, and supported by adequate 
documentation.  
 
The auditors did not perform an audit of relative financial statements or other financial 
data or provide an opinion regarding the financial statements in part or taken as a 
whole, and accordingly, we do not express an opinion. 
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The review consists primarily of gaining an understanding of the relevant laws, rules, 
and regulations; inquiries and observations from management and staff, gaining an 
understanding of system controls, testing controls, and a review of purchase card 
processes and transactions. A review does not provide assurance that we will become 
aware of all significant matters that would be disclosed in an audit. 
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REVIEW RESULTS 

FINDING I – INADEQUATE PROCUREMENT CARD POLICIES AND PROCEDURES 
AND LACKING SYSTEM CONTROLS 

The OIPA noted that SANDAG’s procurement card policy does not include several 
provisions that are present in other governmental agencies’ purchase card policies 
that must follow specific practices that are unique to all public organizations. 
Additionally, based on test of controls performed during dual testing, system controls 
around the purchase card are lacking or not being followed. 

The Procurement Card Policy Does Not Address Delegation of Signature Authority 
SANDAG’s purchase card policy does not address delegation of approval authority, so 
this is not explicitly prohibited. However, delegating approval authority for purchase 
card purchases increase the risks of noncompliance with purchase card policy, as 
delegates are unlikely to be trained on the purchase card policy. SANDAG managers 
commonly delegate authority to subordinates when they are not available, and they 
announce the delegation through an organization-wide email. However, a principal 
behind authority delegation is that the delegate has to be well trained and 
competent in the subject matter in order to properly exercise the authority 
delegated.  

The Policy Does Not Address Email Approvals of Transaction Logs  
Based on our sample selection, auditors found three instances where the approver of a 
transaction log failed to sign the log, rather instead approved the transaction via an 
email. While the purchase card policy does not address or prohibit email approvals, the 
emails requesting approval did not include any attachments with the supporting 
documentation for transaction logs. While such documentation can be voluminous, 
approval of logs without reviewing any support increases the risk that a purchased item 
may lack support or be unallowable.  

Training on the Procurement card Policy is Minimal 
Training on the purchase card policy entails providing a cardholder with a copy of the 
procurement card policy and then having the cardholder sign a statement attesting to 
having read the policy. Other government organizations conduct a training class on 
their purchase card policies and require periodic retraining.  

The Procurement card Policy Does not Address Payments Through Alternative 
Payment Service Providers (PSPs) 
Credit card payment transactions flow through a payment gateway, which is the 
infrastructure that connects a payment portal (e.g., a terminal where a credit card is 

15 97



Office of the Independent Performance Auditor Report No. 2022-03 

  12  

 

 

inserted or a web page) with the credit card’s issuing bank. Although making payments 
through payment service providers such as PayPal or Venmo is not prohibited by 
SANDAG’s procurement card policy, such payment methods are prohibited by 
purchase card policies of other government agencies due to the high risk of using such 
providers. PSPs provide a similar payment mechanism to a purchase card. Connecting 
a purchase card to a PSP simply adds a second layer (or middleman) between the 
customer and vendor. That second layer can obscure the true nature and purpose of 
goods and services purchased through alternative PSPs, because the supporting 
documentation consists of the PSP’s monthly statement and may not identify the 
transaction details. Furthermore, while government entities negotiate a contract with 
the merchant bank issuing purchase cards, PSPs impose their terms and conditions on 
account holders and therefore paying through them may undermine any recourse the 
government entity may have with the merchant bank when disputed charges or other 
issues arise. Due to time constraints, auditors did not perform additional testing on the 
detailed PSP transactions.  
 
Personal Charges Can Remain Undetected 
Based on the sample selection1, auditors noted three personal charges for items 
purchased through SANDAG Amazon and PayPal accounts. Two of these charges 
were identified by the cardholders themselves, who also provided credible 
explanations for their error and reimbursed SANDAG. The third charge was related to 
one of the other charges and was uncovered after the first charge was reported. 
These charges occurred because individuals have both personal and SANDAG 
accounts with these merchants, and login credentials are often automatically saved 
by websites. It is therefore easy to inadvertently charge a personal purchase to a 
SANDAG account without realizing it. SANDAG’s procurement card policy lacks many 
of the elements that are found in other public organizations policies at the federal, 
state, and local government agency level. There is considerable variability in the size 
and level of detail included in purchase card policies. In general, the larger the 
government entity and the more complex its operations, the more elaborate the 
purchase card policy. For example, federal agencies and the State of California have 
more comprehensive purchase card policies than small cities. However, SANDAG’s 
procurement card policy is missing basic elements that are found in the policies of 
many government purchase card policies that ensure consider good system controls, 
accountability, and transparency. 
 
Weekend and Holiday Transactions 
Auditors identified 802 transactions totaling $197,538 that occurred on weekends and 
124 transactions totaling $49,165 that occurred on holidays, days where the holiday is 
observed (Christmas 2021 was observed on December 24th ,2021 for SANDAG for 
example), and both Black Friday and Cyber Monday in the purchase card transaction 

 
1 This sample selection is the same one that will be mentioned more in Finding III 
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data provided. Though weekend and holiday transactions are not explicitly 
disallowed, auditors deemed it necessary to test because these transactions occurred 
on non-working days. Auditors judgmentally selected a sample of 123 weekend 
transactions and 41 holiday transactions based on dollar amounts and where the 
transaction occurred. Using the purchase cards transaction logs, auditors 
determined if the transaction was supported and allowed, unsupported, supported 
but unallowed, or supported but unreasonable. A transaction was considered 
supported if the reconciliations showed a receipt, the transaction log sheet was 
signed, and there was a clear and/or stated reason for the transaction. A transaction 
is allowed if it does not violate the purchase card policies. And a transaction was 
considered reasonable if it is an allowable transaction based on the policy but was 
considered unreasonable based on the reason for the transactions, its cost, or both. 
For example, using a purchase card at a restaurant on a work trip (traveling outside 
the region) is an allowable transaction, but if the cost of the meal was quite expensive 
or exceeded the travel policy limit, that would be considered unreasonable. The 
following are notable results from the testing: 

• A combined 18 transactions were missing one or more forms of support 
• 6 transactions were missing some form of supporting documentation such as 

a receipt 
• 12 transactions did not include a justification or an explanation for why a 

purchase card was used 
• A combined 12 transactions were unallowable with the majority of them 

occurring at San Diego area restaurants 
• Auditors noted 4 transactions that had proper support but could be 

considered unreasonable 
• $99.95 for a Target gift card for a monthly prize gift card2 
• $306.53 at the Kimpton Palomar Hotel for a one-night stay for an interview 

candidate 
• $1,250 spent on Target gift cards for “Survey Incentives” 
• $549.74 at Panera Bread for an “All Hands” staff meeting, and Draft Regional 

Plan debrief for all staff on May 29, 2021, however a large portion of SANDAG 
staff was still telecommuting and not in the main downtown office, though still 
within the San Diego Region and required to commute to the office for 
necessary business. 

 
 
 
 
 
 
 

 
2 Gift cards will be discussed more in depth in finding III 
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Exhibit 4 – Other Agencies’ Policy Elements vs. SANDAG’s 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
SANDAG did not create a purchase card policy that addresses areas covered by 
purchase card policies of other government (public) agencies. 
 
The vagueness of the purchase card policy creates a condition where some 
circumstances or questions are unaddressed, and individual cardholders or approvers 
end up making decisions as they see fit without having any official guidance or 
understanding of funding criteria such as Code of Federal Regulations (CFR), Internal 
Revenue Service (IRS), or other criteria that governs. 
 
A policy that lacks detail and guidance increases the risk for both intentional and 
unintentional charges occurring, and transactions not being identified by SANDAG 
staff, as there are insufficient approval and oversight procedures in place to ensure that 
such transactions would be captured and identified.  
 
RECOMMENDATIONS: 
1. OIPA recommends that any delegates who approve purchases or transaction logs 

receive training on the procurement card policy and approver’s responsibilities. 
 
2. OIPA recommends that the procurement card policy prohibit the approval of 

transaction logs by email or mandate that all supporting documentation be 
available digitally to the approver. The policy can allow approvers to designate a 

Policy Element SANDAG 
Procurement 

card Policy 
Logging of Transactions  
Reconciliation with Bank Statement  
Listing of specific purchase prohibitions X 
Initial training on procurement card policy X 
Annual training on procurement card policy X 
Related training on procurement policies X 
Sanctions against cardholders violating policy  
Use of analytical and exception reports X 
Pre-authorization of charges X 
Prohibition on circumventing procurement 
policies 

 

Prohibition on payment splitting  
Regular audits X 
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permanent alternate approver or a temporary delegate who is trained on the 
procurement card policy and approver responsibilities to review and sign the 
transaction log.   

 
3. OIPA recommends that the Finance Department develop a training session for 

SANDAG’s procurement card policy. A session should include examples of improper 
use of purchase cards to make the training more relevant and comprehensible to 
the cardholder. These sessions can be recorded and viewed at the cardholder’s 
convenience. 
 

4. OIPA recommends that the Finance Department develop a policy on SANDAG’s use 
of popular merchant accounts such as Amazon for business purposes, and to 
reduce the number of these accounts to the lowest possible number. The Finance 
Department may also consider establishing corporate accounts with some of these 
popular merchants through which all SANDAG business purchases are funneled in 
order to reduce the chance of inadvertent or intentional personal purchases.   

 

FINDING II – THE PROCUREMENT CARD POLICY IS NOT CONSISTENTLY 
FOLLOWED 

 
Auditors found many instances of noncompliance with the procurement card policy. 
In a sample of 44 items, auditors noted three cases where the transaction log was not 
signed by an approver.  
 
For other purchases, there was no documentation of the receipt of goods ordered. 
SANDAG’s procurement card policy requires that the “Cardholder, Project Manager, or 
Department Director shall verify that any items or services purchased with the 
purchase card were received prior to sending the documentation to Finance for 
payment.”  
 
SANDAG’s procurement card policy explicitly disallows using purchase cards for 
individual purchases larger than $3,500. There are no exceptions stated in the 
procurement card policy so even if the purchase was made during extraordinary 
circumstances, such as purchasing laptops for staff at the start of the Covid-19 
pandemic3, it would still not be allowed. Auditors found a total of 34 total transactions 
over the $3,500 limit. Additional review procedures will be performed and reported 
accordingly.  
 
Split transactions or transaction splitting is the practice of breaking up a large single 
purchase into two or more smaller transactions. The reason a cardholder might do this 
is to attempt to circumvent the $3,500 transaction limit. In order to test for potential 

 
3 This will be discussed further in finding IV 
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split purchases, auditors isolated transactions that were made by the same person, 
from the same merchant, during the same cycle close date. It is difficult to prove the 
intent of the cardholder, however the following are some examples of likely potential 
split purchases that auditors found: 

• 2 transactions made on the same day for a $3,811 purchase of “Extensis”. One
transaction was for $3,000 and another for $811 purchase

• 2 transactions one week apart for a total of $3,671 for the same product, transceivers.
The first transaction was $1,575 and the second was for $2,096

• 2 transactions on the same day from the same vendor, Vology Inc. for a total of
$4,324. It should be noted that the transaction log states that it is for two different
products.

According to the SANDAG Procurement Credit Card Program, “The aggregate 
purchase amount should not exceed the micro purchase threshold for a vendor per 
fiscal year. Purchases aggregating more than the micro purchase threshold in a fiscal 
year require a procurement via Contracts and the CMS”. The micro purchase 
threshold, until late June 2021, was $3,500, therefore the amount spent at a particular 
vendor in a fiscal year using a purchase card cannot exceed $3,500. Auditors sorted data 
by Taxpayer Identification Number (TIN) vendors and totaled transactions by TIN by 
fiscal year instead. Auditors found 106 instances amongst 61 vendors where more than 
$3,500 was spent in a single fiscal year. The micro purchase threshold limit was 
increased to $10,000 in June of 2021 which is the end of our audit period. It should be 
noted that even if we use the current $10,000 micro purchase threshold for the entire 
audit period rather than the $3,500 limit, there would still be 25 instances amongst 12 
vendors where more than $10,000 was spent in a single fiscal year. Auditors also noted 
that merchants that had no TIN accounted for $537,498 in purchase card spending. 

Auditors found enforcement of the procurement card policy lacking and there are 
documented consequences imposed for failure to adhere to policy requirements 
despite the policy stating that consequences would be imposed.   

Based on the auditor’s review, the absence of any evidence that reviews and approvals 
were consistently performed, in these cases, demonstrates that the most important 
controls in the procurement card policy are not followed or adhere to.   

Based on the auditor’s review, absent documentation, compliance with the 
requirement to verify the receipt of items or delivery of services could not be 
ascertained.  

RECOMMENDATION: 
OIPA recommends strict enforcement of procurement card policy provisions. The 
Finance Department should track non-compliance by cardholder and develop a 
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mechanism for highlighting such noncompliance. A monthly listing provided to the 
Executive Director of cardholders who submitted their reconciliations after the 
deadline is an example of such a mechanism. Additionally, a quarterly report to the 
Board of the Directors and or the Audit Committee of non-compliance would exhibit 
accountability and transparency.  

 
FINDING III – AUDITORS NOTED IMPROPER, QUESTIONABLE, AND 
UNALLOWABLE PURCHASES 

 
Auditors noted improper, questionable, and unallowable purchases, the most notable 
of which fall into the following areas:  
 
Auditors Found Regular Charges at Local Restaurants and Food Establishments 
In all cases, these charges were supported by receipts, and the cardholder wrote in the 
transaction log that the purchases were for a business purpose. An initial sample of 44 
transactions identified four material in dollar amount transactions from local food 
establishments, but a visual scan of the transaction logs on which these payments were 
recorded identified several more of such purchases.  The total food establishment 
charges in the San Diego area under the merchant category codes “Eating Places and 
Restaurants”, “Fast Food Restaurants” and “Drinking Places (Alcohol)” are $45,754, 
$17,492, and $5,884 respectively. For comparison, the total amount spent under those 
three merchant category codes are $69,719, $20,673, and $6,660 respectively, meaning 
that the vast majority of charges at eating and drinking establishments were spent in 
the San Diego area and not associated with traveling outside the region for business or 
training events.  
 
Payment of meals for employees creates a tax reporting requirement for SANDAG, as 
the IRS considers this value of these payments to be a taxable fringe benefit. Meal 
payments also create a tax liability for some recipients of the paid meals who are 
employees or board members. 
 
Auditors Found Several Transactions for Purchases of Gift Cards 
Although the awarding of gift cards during meetings that are conceived as employee 
morale or wellness events is not explicitly prohibited by SANDAG’s purchase card policy, 
gift cards are for personal use. For one, most gift cards were purchased from food 
establishments, which means that they are for personal use, which is prohibited by 
SANDAG policy. The main distinction may be that the beneficiary of the gift card is not 
the cardholder making the purchase but another SANDAG employee.   
 
Gift cards should be accounted for, and someone should be assigned custody of them. 
While most gift card purchases auditors identified are in the amounts of $10 or $20, in 
our testing, auditors found 5 transactions for $100 each for gift cards that did not 
provide a complete explanation on the transaction logs.  
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Recognizing employee efforts is an important function that should be undertaken by 
managers. Such acknowledgements may or may not include a financial award. Such 
acknowledgements recognize employees for outstanding work, performance that 
surpasses expectations, or simply for sustained contributions. Acknowledgement of 
employee contributions, particularly when done in writing, can be very impactful. In 
contrast, the awarding of gift cards in a raffle may be a fun activity but is otherwise of 
little value and is susceptible to abuse, absent strong controls. 
 
Employee Retreat Costs Charged to Federal, State, and Local Funds 

 
SANDAG held a staff retreat at a downtown San Diego hotel in December 2019. The cost 
of this retreat was paid in two installments, an initial deposit followed by a final 
payment.  As documented in SANDAG’s procurement requisition form, these costs 
were charged to Federal, State and local funds according to the following percentages:  

• Federal Transit Administration – 13 % 
• Federal Highway Works Administration – 24 % 
• Other Federal – 10 % 
• State of California – 12 % 
• Local (TransNet and TDA) – 41% 

 
Determining the legal allowability of this spending is complex because the various 
funders have different rules on such expenditures. Regardless of the legal allowability 
of this expenditure, SANDAG should have avoided spending public funds on a retreat 
and considered utilizing a free public venue instead. If no SANDAG facilities were 
suitable for this purpose, SANDAG could have sought a venue at one of its member 
government agencies.  
 
Allowability is a low bar for a public agency such as SANDAG that is concerned with 
public image and that should be a good steward of public funds.  Government agencies 
such as the Federal General Services Administration have suffered significant public 
backlash and negative press coverage as a result of holding such events. As a public 
agency, public service employees should consider both the appearance as well as the 
dollar amount when considering materiality.   
 
Auditors Found Transactions for Utilities, Memberships, and Other Unallowable 
Purchases 
There are types of purchases that are not allowed based on the policy regardless of the 
cost. These types of transactions include utilities, memberships and licenses, A&E 
services, and staff reimbursements. Auditors conducted supplementary tests on 
potentially high-risk transactions such as transactions that occurred on weekends and 
holidays, out of country transactions, Amazon transactions, IT transactions, and 
transactions that come out to round numbers (i.e., $100.00, $500.00, etc.). The sample 
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selections combined had 369 transactions, and auditors found 29 transactions or 7.86% 
that are prohibited based on that policy.  

 
SANDAG’s procurement card policy states that “Under no circumstances shall the 
card be used for personal purchases or cash advances.” Although the procurement 
card policy does not define the word “personal,” both a dictionary definition and a 
plain meaning interpretation suggest that purchases of food and beverage for 
consumption by a few individuals constitute personal purchases. Furthermore, the 
cardholder’s written assertions that the purchases were for business-related purposes 
have no effect on their allowability.  
 
The assertion that lunch or dinner payments were for a business-related purpose 
raises the threat of exposure to Brown Act violations. The California Brown Act is a law 
intended to promote transparency in government by providing public access to 
government meetings. It is a complex law, and a detailed discussion of it is beyond the 
scope of this review. However, the Brown Act prohibits discussions among board 
members regarding matters that may be before a governing body. This prohibition 
applies when the number of people engaged in such a discussion constitute a 
quorum, serial meetings with smaller number of board members can trigger a 
violation. Because the transaction logs did not indicate the subject matter of the 
discussions, auditors were unable to draw any conclusions or evaluate the risk further.  
 
The purchase of gift cards is prohibited by procurement card policies of other 
government agencies because gift cards are considered a cash equivalent and 
require handling procedures to safeguard them. They should be accounted for, and 
someone should be assigned custody of them. 
 
Regarding outside and independent meetings with consultants that lack proper 
documentation such as an agenda or other detail that provides the purpose of the 
meeting, presents potential risks, at minimum, an appearance of favoritism with 
consultants; due to time constraints, auditors did not perform audit procedures to 
determine the intent of these meeting. 
 
Paid meals may also violate conflict of interest regulations promulgated by the 
California Fair Political Practices Commission (FPPC) for covered employees and board 
members, if the value of the meals exceeds a certain annual limit. That limit was $500 
in calendar year 2020. Violation of FPPC regulations can result in possible penalties. 

 
While it is important not to overstate the potential ramifications of any noncompliance, 
it is also important to note that the IRS and FPPC may take a strict enforcement 
position when they find instances of non-compliance. They may impose fines or 
penalties without regard to whether the noncompliance was intentional or financially 
material or unintentional.  
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The SANDAG Employee Handbook states that no SANDAG employee “shall accept any 
favors, gifts (e.g., meals), or gratuities of significant value from persons, concerns, or 
corporations who have, or seek to have, contracts with SANDAG. Favors, gifts, or 
gratuities totaling less than $50 annually from a person, concern, or corporation shall 
not be considered significant for purposes of SANDAG policy. Violation of this section 
may result in immediate termination of an employee”.  

SANDAG Board policy 4 section 4.4.4 says board members can’t accept gifts of any 
kind from “anyone doing business with the Board under circumstances from which it 
could reasonably be inferred that such was intended to influence such person in their 
duties or as a reward for official action.” 

California’s constitution Article XVI Public Finance [Section 1 - Sec. 23] specifically 
prohibits “gifts” of public resources, often referred to as the ban on “gift of public funds”. 
According to the Institute of Local Governments, it also applies to gifts from either an 
agency or its officials to private citizens or organizations, and since this ban is in 
California’s constitution, it applies to all public agencies except charter cities. 

The Code of Federal Regulations (2 CFR Chapter 11) § 200.445 disallows the costs of 
goods or services for personal use of a non-Federal entity’s employees regardless of 
whether the cost is reported as tax able income to the employees. 

The Internal Revenue Service (IRS) provides guidance on the treatment of meal 
payments, based on 26 U.S. Code §119. Most payments to employees4 are considered 
taxable wages unless an exception applies. For meals to be considered a nontaxable 
fringe benefit, they have to be provided on the premises of the employer and for the 
convenience of the employer. For example, providing sandwiches at long meetings 
would qualify, whereas inviting people to local restaurants for lunch would not.   

Inconsistent enforcement of procurement card policies allowed for purchasing meals 
and beverages and may have been a longstanding practice at SANDAG, as the charges 
we noted extend through the entire audit period. Although this practice does not 
appear to be pervasive among purchase card holders, its persistence for years may have 
resulted in it being normalized and therefore not subject to scrutiny. Additionally, staff 
may be reluctant to question or challenge transactions for cardholders who are in 
senior management positions.  

The customary purchase of meals for board members, employees, and other SANDAG 
partners has the potential to create reputational damage for SANDAG and erode public 
trust in the agency. Such damage can be significant and adversely impact SANDAG’s 
ability to execute its long-term plans, which depend on public support and voter 

4 For wage tax calculations, the IRS considers board members the same as other government employees. 
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approval of measures such as local sales tax increases. 

 RECOMMENDATION: 

1. The Finance Department should disallow the practice of purchasing meals at local
establishments immediately, and the procurement card policy should be revised to
explicitly reflect this prohibition.

2. The Finance Department should tally all improper purchase card charges and seek
reimbursement of this amount from the responsible cardholder.

3. SANDAG should refrain from issuing purchase cards to individual cardholders and
instead reimburse them for expenses. In cases where employees are unwilling or
unable to bear the financial burden of paying with their personal funds for work-
related purposes, SANDAG can advance funds or pay through a departmental card.

4. The Finance Department should evaluate any tax compliance issues that resulted
from the purchase of meals for employees and board members at local restaurants.
This entails tallying total payments for select individuals and making any required
reports to the Internal Revenue Service. Individual recipients of paid meals should
also be notified and advised to consult with their own tax advisors if they were not
SANDAG employees.

5. SANDAG’s General Counsel should evaluate the implications of paid meals to board
members and any inadvertent violations of FPPC regulations and necessary filings.
Covered individuals should be notified and also consult with their own ethics
advisors.

6. The procurement card policy should be amended to explicitly prohibit the purchase
of gift cards.

7. The Chief Financial Officer should examine this transaction and contact the relevant
funding agencies for advice; SANDAG should reimburse any funds that are deemed
unallowable.

8. The Board of Directors may want to consider creating a Board Policy that provides
allowability of some of these transactions, with the understanding of the risk
associated with allowing for activity that is considered unallowable by Federal and
State funding agencies.

9. A monthly or quarterly listing provided to the Audit Committee or the Board of
Directors of cardholders and transactions by user would be a good system control
to put in place to encourage adherence to the policy and exhibit accountability and
transparency.
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FINDING IV – PURCHASES OF BOTH HARDWARE AND SOFTWARE USING 
PURCHASE CARDS 

During the review the auditors noted that there were significant purchases of 
computer hardware or software using purchase cards, as shown in the exhibit below5: 

Exhibit 5 - Hardware and Software Purchases by Fiscal Year  

 

Auditors noted that in March of 2020 employees were allowed to telecommute due to 
the Covid-19 pandemic. Between March 13 and March 16, 2020, four transactions 
totaling $178,777 for laptops and devices necessary for working from home were made 
utilizing purchase cards. Both hardware and software purchases can be costly and 
exceed the $3,500 single purchase limit for purchase cards. Along with the four 
transactions mentioned previously, the following are more examples of hardware and 
software purchases exceeding the $3,500 limit: 

• $7,498 for a renewal of “Progress Software” 
• $3,840 for the software “Loomly” 
• $3,563 for “Enterprise Solutions Hosting” 

Payment for information technology hardware and software using purchase cards is 
prohibited by procurement policies of many government agencies such as the City of 
San Antonio and the City and County of San Francisco and the County of Yolo. 

SANDAG’s purchase card policy is brief and has a general prohibition against purchases 
for personal use but does not otherwise provide a listing of prohibited items.  

While the purchase card policies from other government agencies do not identify the 
rationale for this prohibition, there are several potential concerns regarding computer 
hardware and software procurements. For one, computer hardware is valuable and 
more susceptible to theft and personal use than other organizational assets and 

 
5 Note that the figure for FY 2018-2019 differs by an immaterial amount from that in Exhibit 2, due to the way the data was filtered. 
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therefore requires more stringent controls over delivery and  inventory. Procuring 
software through monthly subscription payments can obscure the cost of IT services. 
Additionally, placing subscriptions on a monthly payment schedule may cause 
inadvertent noncompliance with procurement limits if the total annual payments 
exceed $3,500. Paying a monthly charge for a software subscription is essentially 
payment splitting, even if the intent is not to circumvent procurement policies. 

It should be noted that due to time restrictions auditors were unable to include 
additional audit procedures to determine if equipment was properly inventoried. 
Additional audit procedures will be performed in a separate review and reported 
accordingly.  

RECOMMENDATION: 

SANDAG should revise its procurement card policy to limit or restrict payment for 
information technology hardware or software to the lowest level possible.  
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BACKGROUND, SCOPE, AND METHODOLOGY 

AGENCY BACKGROUND AND CREATION OF THE OFFICE OF THE INDEPENDENT 
PERFORMANCE AUDITOR 

Founded in 1980, San Diego Association of Governments (SANDAG) was created by 
local governments as a long-range planning agency within the San Diego County 
government as a state-authorized joint powers authority. Currently SANDAG is defined 
by the State Controller’s Office as an Independent Special District. This public agency 
serves as the forum for regional decision-making. The agency builds consensus; makes 
strategic plans for the region; obtains and allocates resources; plans, engineers, and 
builds public transportation; conducts criminal justice research; and provides 
information on a broad range of topics pertinent to the region's quality of life. 

SANDAG is governed by a Board of Directors composed of mayors, council members, 
and county supervisors from each of the region's 18 cities and County. Supplementing 
these voting members are advisory member representatives from Imperial County, the 
U.S. Department of Defense, California Department of Transportation, Metropolitan 
Transit System, North County Transit District, San Diego County Water Authority, San 
Diego Unified Port District, San Diego Regional Airport Authority, Southern California 
Tribal Chairmen's Association, and Mexico. 

SANDAG currently has approximately 380 employees. The agency’s program budget 
for fiscal year 2021-22 was $1.13 billion. This budget includes $52.1 million in projected 
costs for the overall work program, $60.8 million for regional operations, and the annual 
portion of the capital program is projected to be $686.7 million, of which $317 million 
will be passed through to Caltrans District 11 and local agencies. The SANDAG financial 
outlook is tied to the health of the regional, state, national, and global economy. 
Economic performance can impact sales tax receipts and other sources of revenue that 
the agency depends on to carry out its projects and programs. Sales tax-based 
revenues such as Transportation Development Act and TransNet are a significant 
source of funding for both the Capital Program and the Overall Work Program (OWP). 

On January 1, 2018, a new California Assembly Bill (AB 805) required the creation of the 
SANDAG Audit Committee, and an independent performance auditor (IPA) position. 
The Audit Committee is responsible for making recommendations to the SANDAG 
Board of Directors regarding the hiring and oversight of the work of the SANDAG 
independent performance auditor, the SANDAG annual audit plan, the external 
financial auditors for SANDAG, and internal control guidelines for the agency. The Audit 
Committee also is responsible for monitoring the implementation of any corrective 
actions arising from the audits. Prior to the creation of the Audit Committee and IPA, 
SANDAG had only 1.5 full-time equivalent internal audit positions reporting directly to 
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management. 

SCOPE 
The OIPA’s office reviewed the purchase card transactions, processes and procedures 
for the period of July 1, 2017 to the June 30, 2021. 

METHODOLOGY 
The review of internal controls, including testing of controls, was performed. The 
procedures included gaining an understanding of the internal control structure 
including documenting the understanding of internal controls and the controls 
components to help plan the review and to determine the nature, timing, and extent 
of tests to be performed. Gaining an understanding of internal controls may consists of 
reviewing, verifying, interviewing, and identifying internal controls strengths and 
weaknesses by way of a questionnaire, narratives, flowcharting processes, and 
performing a walk-through of transactions as necessary, to develop appropriate 
auditing procedures. Test of Controls included dual testing to determine if controls 
were in place and being followed.  

Additionally, auditors followed procedures in accordance with SAS No. 122 and with SAS 
No. 99 that included performing a brainstorming session regarding potential fraud as 
it relates to the audit and document the process.  

The substantive audit procedures (dual testing) consisted of an examination of the 
evidence that supports the recording, authorizing, and approving; reviewing and 
reporting; and the monitoring and maintenance processes and procedures relevant to 
the review. The examination entailed testing, on a sample basis, a portion of the 
population of transactions and the controls around the process.  

Auditors’ consideration of audit risk and materiality is a matter of professional 
judgment. There are quantitative and qualitative elements to consider when 
establishing a materiality factor, including risk of fact and appearance.  
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January 25, 2022 

TO: Mary Khoshmashrab, Independent Performance Auditor 

FROM: Hasan Ikhrata, Chief Executive Officer 

SUBJECT: Management Response to the OIPA Purchase Card 
Operational and System Control Review 

On behalf of the SANDAG Management Team, thank you for the 
opportunity to respond to the Office of the Independent Performance 
Auditor’s (OIPA’s) report pertaining to the Purchase Card Operational and 
System Control Review (audit), for the period of July 1, 2015 to June 30, 2021. 

SANDAG Management has reviewed the draft audit report and takes no 
exception to the findings. Management intends to address all findings 
identified by OIPA and has drafted an Action Plan (see Attachment 1). The 
Plan describes the follow-up actions Management will undertake, 
including development and implementation of a revised Purchase Card 
Policy that will improve processes, procedures, and controls and provide a 
framework for strengthening the agency’s Purchase Card program. 
Actions to start implementing the recommendations have been initiated. 

The SANDAG Management Team firmly believes that continuous 
improvement is important for the agency and appreciates the ongoing 
support and cooperation provided by OIPA. We share the mutual goal of 
organizational efficiency, transparency, and success and look forward to 
collaborating in response to the Purchase Card Audit. 

Please contact me with any questions regarding the information provided. 

Sincerely, 

HASAN IKHRATA 
Chief Executive Officer 

Attachment 1: Purchase Card Audit - Proposed Action Plan 

Attachment 2
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PROPOSED ACTION PLAN FOR IMPLEMENTING THE  
PURCHASE CARD OPERATIONAL AND SYSTEM CONTROL 
REVIEW RECOMMENDATIONS 

The SANDAG Office of the Independent Performance Auditor (OIPA) completed a 
Purchase Card Operational and System Control Review (audit) in January 2022.  

The audit resulted in 16 recommendations for consideration by SANDAG 
Management. The recommendations fall into the following three categories: 
Inadequate Procurement Card policies and procedures; Procurement Card policy not 
consistently followed; and Improper, questionable, and unallowable purchases 
including the purchase of hardware and software. Management intends to address 
the proposed recommendations as part of the agency’s commitment to continual 
improvement and to support the highest levels of organization performance. Actions 
to start implementing the recommendations have been initiated.   

This proposed Action Plan (Plan) has been prepared by Management in response to 
the recommendations identified in the audit report and summarizes the actions 
SANDAG intends to undertake. Periodic progress updates shall be reported. 

Finding I Recommendations 
Inadequate Procurement Card Policies and Procedures and Lacking System Controls: 

OIPA Recommendation Proposed Action Responsible Official Estimated Date 
of Completion 

1. P card delegates who
approve purchases or
transactions logs receive
training on procurement
card policy and approver
responsibilities

Following implementation of a 
revised SANDAG Purchase Card 
Policy, Management shall provide 
regular training to all employees 
with responsibilities associated 
with the Purchase Card Program, 
including those who approve 
purchase transactions, to ensure 
awareness of expectations, 
consequences for non-compliance, 
and understanding of processes 
and procedures. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

June 30, 2022 

2. P card policy revised to
prohibit the approval of
transaction logs by email
or mandate that all
supporting
documentation be
available digitally to the
approver.

Management shall revise the 
SANDAG Purchase Card Policy to 
establish effective control 
mechanisms, including 
expectations for the submittal and 
approval of transaction logs, and 
related processes and procedures.  

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

April 30, 2022 

Attachment 3
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DRAFT: OIPA Purchase Card Review - Proposed Action Plan 2 

OIPA Recommendation Proposed Action Responsible Official Estimated Date 
of Completion 

3. Develop training to
support the P card policy.

Consistent with Action Item I.1 
described above, Management 
shall provide regular training to all 
employees with responsibilities 
associated with the Purchase Card 
Program. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

June 30, 2022 

4. Develop a policy related
to SANDAG’s use of
popular merchant
accounts such as Amazon
for business purposes or
establishing corporate
accounts for merchants
utilized frequently.

Management shall evaluate options 
for establishing corporate accounts 
for frequently used merchants and 
develop appropriate policies and 
procedures. 

Further, the SANDAG Purchase 
Card Policy will be revised to 
establish expectations for the use 
of purchase cards at frequently 
utilized merchants, including 
related processes and procedures. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

April 30, 2022 
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DRAFT: OIPA Purchase Card Review - Proposed Action Plan 3 

Finding II Recommendations 
The Procurement Card Policy is Not Consistently Followed: 

OIPA Recommendation Proposed Action Responsible Official Estimated Date 
of Completion 

1. The Finance Department
should track non-
compliance by card
holder and develop a
mechanism for
highlighting non-
compliance.

Management shall revise the 
SANDAG Purchase Card Policy to 
include control mechanisms, such 
as tracking and reporting non-
compliance by Purchase Card 
holders on a regular basis, and 
establish related processes and 
procedures. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

April 30, 2022 

2. Report non-compliance
to Board of Directors or
Audit Committee on a
quarterly basis

Management shall revise the 
SANDAG Purchase Card Policy to 
include control mechanisms, such 
as reporting non-compliance to the 
Chief Financial Officer and Chief 
Executive Officer, and establish 
related processes and procedures.  

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

April 30, 2022 
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DRAFT: OIPA Purchase Card Review - Proposed Action Plan 4 

Finding III Recommendations 
Improper, Questionable, and Unallowable Purchases: 

OIPA Recommendation Proposed Action Responsible Official Estimated Date 
of Completion 

1. Finance Department
should disallow the
practice of purchasing
meals at local
establishments
immediately. P card
policy should be revised
to explicitly exclude this
type of transaction.

Management shall revise the 
SANDAG Purchase Card Policy to 
clarify allowable purchases, such as 
business meals, and establish 
related processes and procedures.  

Chief Financial 
Officer and Director 
of Organizational 
Effectiveness. 

April 30, 2022 

2. Finance Department
should tally all improper
purchase card charges
and seek reimbursement
of this amount from the
responsible cardholder.

Management shall review and 
evaluate any instances of improper 
use of the SANDAG Purchase Cards 
and take corrective action if 
deemed necessary. 

Chief Financial 
Officer and Director 
of Accounting and 
Finance 

June 30, 2022 

3. SANDAG should refrain
from issuing purchase
cards to individual card
holders and instead
reimburse them for
expenses. Instead, issue a
departmental card or
reimburse individuals
through expense process.

Management shall revise the 
SANDAG Purchase Card Policy to 
clarify practices for the issuance of 
Purchase Cards and establish 
related processes and procedures. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

April 30, 2022 

4. The Finance Department
should evaluate any tax
compliance issues that
resulted from the
purchase of meals for
employees and board
members at local
restaurants. Follow a tally
of total payments for
select individuals and
make a report to the IRS.
Individuals that were
recipients of paid meals
should be notified so that
they can consult with
their personal tax advisors
if they were not SANDAG
employees.

Management shall review and 
evaluate past transactions related 
to the purchase of business meals 
for employees and Board members 
for possible tax implications and 
undertake corrective action if 
deemed necessary. 

Chief Financial 
Officer and Director 
of Accounting and 
Finance 

June 30, 2022 
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OIPA Recommendation Proposed Action Responsible Official Estimated Date 
of Completion 

5. SANDAG General Counsel
should evaluate the
implications of paid meals
to board members and
any inadvertent violations
of FPPC regulations and
necessary filings.

Management shall review and 
evaluate past transactions related 
to the purchase of business meals 
relative to the Fair Political 
Practices Commission (FPPC) 
regulations and undertake 
corrective action if deemed 
necessary.   

General Counsel 
and Chief Financial 
Officer 

June 30, 2022 

6. Procurement card policy
should be amended to
explicitly prohibit the
purchase of gift cards.

Management shall revise the 
SANDAG Purchase Card Policy to 
clarify allowable and non-allowable 
purchases, such as gift cards, and 
establish related processes and 
procedures. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

April 30, 2022 

7. CFO should examine P
Card transaction of
purchasing gift cards.
Compare practice with
other agencies and
reimburse any funds that
are deemed unallowable.

Management shall review and 
evaluate past transactions related 
to the purchase of gift cards and 
undertake corrective action if 
deemed necessary.  

Chief Financial 
Officer and Director 
of Accounting and 
Finance 

June 30, 2022 

8. The Board should
consider creating a Board
Policy clarifying
allowability of utilizing P
cards for business meals
and gift cards and other
transactions.

Management shall discuss creation 
of a Board Policy related to 
authorized Purchase Card 
transactions, including business 
meals and gift cards, with Board 
Leadership. 

General Counsel 
and Chief Financial 
Officer 

June 30, 2022 

9. A monthly or quarterly
listing provided to Audit
Committee or Board of
Directors of cardholders
and transactions by user
as a method of system
control to encourage
adherence to policy and
to exhibit accountability
and transparency.

Management shall revise the 
SANDAG Purchase Card Policy to 
include control processes, such as 
preparing regular program 
summary reports for review by the 
Chief Financial Officer and Chief 
Executive Officer. Such reports 
would be available to the Board of 
Directors or Audit Committee upon 
request. 

Chief Financial 
Officer and Director 
of Organization 
Effectiveness 

April 30, 2022 
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Finding IV Recommendations 
Purchases of Hardware and Software Using Purchase Cards: 

OIPA Recommendation Proposed Action Responsible Official Estimated Date 
of Completion 

1. Revise procurement card
policy to limit or restrict
payment for information
technology hardware or
software to the lowest
level possible.

Management shall revise the  
SANDAG Purchase Card Policy to 
clarify allowable purchases, such as 
technology hardware and software, 
and establish related processes 
and procedures.  

Chief Financial 
Officer and 
Director of 
Organization 
Effectiveness  

April 30, 2022 
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