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Contracts Academy Summary
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The Contracts & Purchasing Academy was created and
developed at the direction of the County Board of
Supervisors, so that all county employees having a role
in the procurement process have the ability to be trained
in both effective and efficient contract processes, in a
standardized training environment focused on the
mechanics and arts of contract creation, entry and life-
cycle management.



Organizational Needs
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Category Need

Compliance 1. Increase contract compliance with regulatory statutes.

Efficiency 2. Increase productivity and efficiency throughout the contract 
and purchasing lifecycle.

3. Minimize the number of change orders for out‐of‐scope work.
4. Minimize the number of renewable or multi‐year agreements 

that expire prior to completing an amendment. 

Value 5. Increase the likelihood of more favorable pricing and terms in 
agreements.

Risk 6. Minimize the number of bid protests.
7. Minimize the risk of litigation due to process errors and 

unfavorable contract language.
8. Minimize number and amount of insurance claims.

Satisfaction 9. Minimize the number of internal customer complaints.



Mechanics of Contracts and Purchasing
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Art of Contracts and Purchasing
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Content Areas Covered
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Mechanics Content Arts Content
Contract Creation
• County procurement methods
• Using MS Word (track changes function) and 
managing multiple versions of contract 
documents

• Types of RFQ, RFP, Agreements, Purchase 
Orders

• Formation of written scope of services and 
deliverables

• Setting milestones for contract fulfillment
Contract Entry
• Automated procurement systems 
(knowledge of and using)

• Contract law and regulations
• Contract review and approval levels
• Negotiating contract terms and conditions
• Understanding and applying indemnification 
and insurance requirements

Contract Management
• Determine vendor performance failings
• Developing and managing multiple, long‐
term contracts

Contract Creation
• Contract techniques for best value and sole 
source

• Researching statutory requirements for 
county procurement

• Reading and interpreting contract language
• Comprehend complex contract terms and 
conditions

• Business and industry best practices and 
market conditions

• Evaluate risk associated with contracting of 
goods and services

Contract Entry
• Payment terms
• Determine price reasonableness

Contract Management
• Recognizing and responding to evidence of 
contractor non‐performance

• Developing the County’s position on bid 
protests before or after award

Priority content areas in bold. 



Key Deliverables: ILT, E-Learning, and SOPs
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Contracts Academy Project Results

• Came in on Time
• Within Budget
• Within Scope
• All Content Areas Addressed
• No Change Orders
• No Renewal Agreement Amendments
• Relationship Maintained
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We are excited to report 
that the Academy:



Contracts Academy Review
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Enrollment Status



Contracts Academy Review
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Our Targeted Goal was to 
Graduate 125 Participants by 
1‐25‐2015.

Participants Served: 119
Participants Graduated: 100
Pending: 19 

We Reached 95%
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Contracts Academy Review
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Results
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Effectiveness Measures 
The effectiveness measures assess the quality and deliverance of the instructional 
material. 

A numerical 5 point Likert scale was used to quantify the effectiveness of: 

• Instructor(s)
• Relevance of Instructional Material to Job Responsibilities
• Workshop Relevance to Job Responsibilities 
• Recommendation of Workshop to Colleagues 

The metrics were calculated using the potential points as the base (5 being the max 
allotted Points * Total number of respondents) and the total of the actual points garnered 
as the numerator. 

Contract and Purchasing Academy Performance Measures
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Contract and Purchasing Academy Performance Measures

Process Aptitude Measures

The following facets of the contracts and purchasing processes were identified as 
significant in maintaining the integrity and mitigate liabilities of County contracts. 
Writing a:  

• Scope of Work‐
• Bid Agenda and Plan‐
• Performance Based Work Statement‐
• Amendment‐

A pre and post self‐reflection of aptitude in the delineated task was employed. A 5 point 
numerical Likert scale was utilized to quantify an improvement in capability. Each unit 
increment identifies a 20% improvement in aptitude towards the respective task. 

The metrics were calculated as the average improvement of each cohort. Additionally, a 
4 level performance measurement plan has been established and can be reviewed upon 
request.  
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Effectiveness Measurement:
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Effects of the Academy 
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Effects of the Academy 
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So How Is The Academy Performing? 

This reflects six (6) months worth of performance data 
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What does this data tell us? 

With process 
improvements, comes 

performance 
improvements. 
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RQN Update



RQN TRACKING SYSTEM

COUNTY OF MONTEREY
RQN PROCESS AND PROCEDURES
CONTRACTS TRACKING SYSTEM
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RQN Training Document:
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RQN Training Document:
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Advantage RQN- Contracts Tracking Program
Status Update

Brief Overview:

The RQN Contracts Tracking Program and Process was created and implemented based
on several prior actions, first those findings and expressed common interests made by
the Monterey County Board of Supervisors and County Department Heads during their
Annual 2013 Strategic Initiatives Planning Session held in early December 2012.

The expressed common interests and findings were centered and focused mainly around
the County’s de‐centralized contracting process and the amount of time it took to
process a county contract.

RQN Status:



28

Document Tracking/Numbers:
Listed below are the numbers of documents tracked within the new system as of January 
20, 2015:

The implementation of the Tracking Program (RQN): July 14, 2014

To date we’ve:

• tracked 495 RQN documents
• 328 of them have been listed as “Final” status
• 66% of 495 documents passed through the first time
• There are currently 34 RQN documents listed within the system as “Pending” status
• Only 9 RQN documents are currently in “Rejected” status

RQN Status:
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New Opportunities
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New Opportunities:

Contracts and Purchasing Academy: On‐boarding System (draft)

Key Stakeholders Roles and Responsibilities 
Learning and Organizational 

Development (LOD)
 Provide Human Resources with CPA training brochure to provide to new hires. 
 Provide CP staff with monthly new employee list for onboarding. 
 Provide Learning Development Network (LDN) troubleshooting and enrollment support. 
 Provide announcement of CPA during New Employee Orientation.

Human Resources (HR)  Provide new employees with LOD’s training brochure during new hire process for onboarding. 

Contracts & Purchasing (CP) 
Staff Member 

 Monthly, will provide CP Liaisons/Coordinators with new hire list to find out if new employees 
will process contracts for department or division. 

 Will support new employees with enrollment support. 
 Will keep an up to date contract and purchasing target audience list.  

Contracts & Purchasing (CP) 
Department Liaison or 

Coordinator 

 Provide support to new employees with the contracts and purchasing process. 
 Will provide CP staff with updated enrollment list. 

Learning Development 
Network (LDN) Coordinator 

 Will provide LDN support for new employees and CP Liaison/Coordinator. 

New Employee Orientation Recommendations: 
• Offer an ILT50 course monthly. (Similar to the 2hr Executive Management workshop) 
• Create an online module, to be used as an online orientation to the contracts and purchasing process. 
• Offer information sessions, reviewing the process, website and resources available. 
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Participants Testimonials
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TESTIMONIALS:
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TESTIMONIALS:
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TESTIMONIALS:
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QUESTIONS
OR

COMMENTS


