OFFICKE OF THE STATEKE COMPTROILER

yUIDANCE TO GOVERNMENT UNITS

The Audit Division of the Office of the State Comptroller (OSC) conducts
performance audits of all levels of New Jersey government. The best practices set forth

below derive from recommendations included in some of the OSC’s more recent

reports. They are not meant to be all-encompassing, but rather are offered here to shed

light on some basic yet crucial fiscal management practices. Public entities should look

to incorporate these best practices where appropriate.

Cash Management

Develop and adopt a reliable process to
ensure a balanced set of books: maintain
subsidiary ledgers; reconcile subsidiary
ledgers to the general ledger; perform
monthly and

year-end  closing

procedures.

Review activity in all bank accounts and

close accounts that are not necessary.

Perform automated bank reconciliations
and ensure they are signed and dated by
the preparer and reviewer.

Cancel stale-dated checks and escheat to
the state as appropriate. Checks that
have not been cashed within one year
should be treated as abandoned property
and transferred to the state in
accordance with the Uniform Unclaimed

Property Act, N.J.S.A. 46:30B-1.

Prepare ongoing cash projections and
appropriately invest any excess cash.

Bond proceeds that are no longer needed
by local units for their original purpose
should either be transferred to another
project or utilized to retire outstanding
debt, in accordance with N.J.S.A. 40A:2-
39.

Pay invoices on time to avoid potentially
applicable late fees. See, e.g., DLGS
Local Finance Notice 2010-3, section E.
Document all such payments.

Foreclose on eligible properties in a

timely manner.

Information Technology

Develop and maintain an accurate
inventory system for IT hardware and

software. Conduct physical inventories

regularly.
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OFrICKE OF THFE STATK COMPTROILILER

LOCAL GOVERNMENT CONTRACTING

The Procurement Division of the Office of the State Comptroller reviews local

government contracts for compliance with various state laws and regulations. For

reference, we have compiled below some best practices based on the most frequently

recurring contracting errors. The information below is intended to be consulted as

guidance and is not intended to be construed as legal advice. Procurement officials

should rely on the advice of legal counsel for an interpretation of the relevant

statutory and regulatory authority.

Ensure all contracts not subject to formal

sealed bid requirements include scope-of-

services or

scope-of-work  provisions

detailing vendor obligations under the

contract.

Document

Scope-of-services provisions should be
specific, detailing the type of work
required, the dates or frequency of
and the result

services  required

required.

Distinguish ~ within  the scope-of-
services provision the services payable
by retainer from services to be billed at
houtly rates.

Incorporate  the  scope-of-services

provisions of the solicitation by
referring to the provisions of the
solicitation in the contract ultimately

executed.

the procedures used for

awarding contracts that are not subject to

formal sealed bid requirements.

Document the effort to obtain quotes

and any quotes received for
Extraordinary Unspecifiable Services

contracts. Document how the contract

meets legal requirements. Retain the award

resolution and the

advertisement

publishing notice of the award. See
N.J.S.A. 40A:11-5, 6.1(b).

Document the evaluation of proposals

or qualifications in “fair and open”
procurements under the state’s Pay-to-
Play law. Retain the advertisement and
the resolution authorizing the award.
See N.J.S.A. 19:44A-20.7.
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e Document the evaluation of proposals
in accord with the applicable criteria
when using competitive contracting
under N.J.S.A. 40A:11-4.4. Retain the
required resolution authorizing the use
of  competitive  contracting,  the

advertisement, the required reports

recommending the award, and the
resolution of the governing body

awarding the contract.

Review the specifications in the solicitation.

e Use proprietary specifications only as
authorized by law. Retain any
resolution authorizing the use of such
proprietary specifications.

e FEnsure that specifications do not
include any unauthorized standards
that limit bidders, such as residency
requirements or mandatory pre-bid
meetings.

e Avoid
explaining how “brand name or

ambiguous  language  in
equivalent” items will be considered by
the contracting unit. The contracting
unit may not require any pre-approval
of an equivalent product before the
submission of bids. See N.J.A.C. 5:34-
9.2(d).

Ensure that language in the solicitation
correctly describes how the contract will be
awarded.

e Explain how the low bidder will be
determined if multiple projects or
multiple alternates are included in one

solicitation. See P.L. 2009, c. 292
(effective May 1, 2010).

Require all invoices submitted for service
contracts to adequately describe the
services performed.

e Require invoices for retainer services to
describe the services provided.

detailed
performed as per the invoice to the

e Compare the services
statement of work in the contract
before authorizing payment.

Examine change orders.

e Change orders should not be used to
substantially change the character of
the contracted work, which would
instead require a new bidding process.
See N.JLA.C. 5:30-11.3(a)(7); N.J.A.C.
0A:23A-21.1(d)(2).

VISIT OUR WEBSITE AT

www.nj.gov/comptroller




	best_practices_guidance1
	best_practices_guidance2

