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EXECUTIVE SUMMARY 

 
In accordance with our audit plan for the fiscal year ended June 30, 2019, we completed an examination in March 2019 of selected accounts and operations of the 

Hartford Public Schools (HPS) Procurement process. The purpose of the examination was to evaluate and test internal accounting and operating controls, 

transactions processed and make appropriate recommendations. We reviewed the results of our examination with, D. Fleig, CFO, HPS; L.A. Ralls, City Finance 

Director; T. Washington, City of Hartford (City) Procurement Agent and, other responsible members in the HPS finance department. The issues, which follow, 

include recommended operating improvements and management’s responses and action plans. We will follow up to make sure that management’s action plans, as 

agreed, are implemented by the due date. 

 

We are pleased to report that the HPS purchasing operations were found to be satisfactory. We did note, however, that the purchasing section of the City 

Municipal Code needs to be updated to clarify existing language and the procedures need to be communicated to all HPS personnel involved in purchasing. 

 

We thank management for their cooperation and courtesies extended to us during the audit. 

 

BACKGROUND 

 
HPS purchasing is decentralized at the individual school or department level.  

A School Principal or Department Head is the initial approver and the final 

approval is made at the HPS Finance Department Administrator level. HPS 

follows the City Procurement Regulations and Purchasing Guidelines as 

stated in the City Municipal Code.  Purchase requisitions are initiated by 

departments and schools and once approved they are sent to the Procurement 

Services Unit of the Finance Department to create a corresponding purchase 

order.  Any purchase under $5,000 can be made without competitive bids.  

Purchases between $5,000 and $24,999 require three bids with the lowest 

accepted unless other criteria dictate otherwise.  Purchases of $25,000 or 

more require a Request for Response to have an open competitive solicitation.  

Purchases are also made without a purchase order (NPO) for one-time 

purchases under $10,000, with no processing of multiple transactions with 

the same vendor under the same commodity code. In addition, NPOs cannot 

be used for purchases that are subject to the competitive process.  Per the 

Procurement Regulations, NPO’s are not the preferred method of procuring 

goods and services.  

SCOPE 

 
The scope of our audit included various reviews and tests of HPS 

transactions recorded during the period from July 1, 2017 through 

December 31, 2018.  The audit procedures performed included, but were 

not limited to, reviews of policies and procedures, reviews and tests of 

purchases with and without a PO, and reviews and tests of processed 

invoices in MUNIS. 
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Issue 
Statement 

Management Action Plans 

 
 Procurement Ordinance 

 

We reviewed the Municipal Code procurement process which outlines the 

requirements and procedures for the solicitation and award of purchases of 

goods and services.  The ordinance was last updated in 2009 and management 

informed us in our last audit dated January 31, 2013 that many changes still 

need to be made to bring the ordinance up-to-date.   

 

Cause:   
 

The Finance Director informed us that updates were subsequently never 

provided to City Council to be approved and are now outdated again.   

 

Effect:   

The Municipal Code is not up-to-date and employees may not be aware of 

the required changes that are needed. 

 

Recommendation:   
 

We noted this same issue during our audit in 2013. We recommend that City 

Finance and Procurement management complete all the required updates and 

take the necessary steps to update the Municipal Code procurement process 

through City Council. 

 

 

 

 
Completion Date:  December 30, 2019 

 

Responsible Person:  L.A. Ralls, Finance Director; T. Washington, City 

Procurement Agent 

 

Management Response: 

 

Finance has reviewed the changes to the Procurement procedures, which 

are clarifying or expanding the current language.  No changes are being 

made to procedures or dollar thresholds.  The changes will be submitted to 

the Chief Operating Officer for review and submittal to Council for 

approval. 
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Issue 
Statement 

Management Action Plans 

 
Procurement Without Purchase Orders  

 

Reviews of all purchases made without a Purchase Order from July 1, 2017 

through December 30, 2018, and reviews of related processes and controls 

disclosed that some purchases greater than or equal to $5,000 were made and 

invoices were paid to vendors without required purchase orders.   
 

Cause:   

HPS personnel were not completely aware of the procurement process 

requirements as outlined in the City Municipal Code. 

 

Effect:  

Purchases were made without a PO and not in compliance with the current 

City Municipal Code. 

 

Recommendation:   

 

We recommend management communicate the procurement procedures in the 

City Municipal Code to all related personnel and establish controls to ensure 

that HPS is in compliance with the City Municipal Code i.e. the use of required 

purchase orders. 

 

 

 
Completion Date:  June 30, 2019 

 

Responsible Person: D. Fleig, HPS Chief Financial Officer 

 

Management Response: 

 

HPS Finance will communicate the current City of Hartford procurement     

procedures to all HPS personnel with email as well as through the weekly 

communication process. 

Included in this communication will be a compliance statement notifying HPS 

employees that the purchase of goods and services require a purchase order 

with the exception of the following: 

 

 Dues & Memberships 

 Subscriptions 

 Coaching / Referee Fees 

 Conferences 

 Replenishing of Postage Meter 

 Admissions for Student Field Trips 

 Accreditation Expenses 

 Arbitration Fees 

 Legal Judgements 

 Parent Stipends and Parent Activities 

 Non-Public School Expenses 

 Inter-district Grant Participation Stipends 

 In-service payments under $1,000 

 One-time, non-recurring purchases under $500 

 Consultant agreements up to $5,000 (with Cabinet member approval) 

 

In addition, HPS Finance will provide additional communication to all HPS 

employees upon the update to the City of Hartford procurement procedures 

(when completed by the City of Hartford procurement team). 
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Distribution:                

 

Board of Education Members 

City Council Members 

Internal Audit Commission Members 

L. Bronin, Mayor 

A. Cloud, Treasurer 

M. Colman, HPS Executive Director, Financial Management 

T. Montanez, Interim Chief Operating Officer & Chief of Staff, Mayor’s Office 

L.A. Ralls, Finance Director 

V. Rossitto, Partner, Blum Shapiro 

L. Torres-Rodriguez, Superintendent, Hartford Public Schools 

T. Washington, Procurement Agent, Finance Department 

 

 

 
 

 


