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Adopted: 8/27/87
Amended: 5/25/89

PARAMETERS AND GUIDELINES
Chapter 1, Statutes of 1984, 2nd E.S. .

Chapter 1118, Statutes of 1987
Health Fee Elimination

I. SUMMARY OF‘MANDATE

Chapter 1, Statutes of 1984, 2nd E.S. repealed Education Code Section
72246 which had authorized community college districts to charge a
health fee for the purpose of providing health supervision and services,
direct and indirect medical and hospitalization services, and operation
of student health centers. This statute also required that health
services for which a community college district charged a fee during the
1983-84 fiscal year had to be maintained at that level in the 1984-85
fiscal year and every year thereafter. The provisions of this statute
would automatically repeal on December 31, 1987, which would reinstate
the co~unity  colleges districts' authority to charge a health fee as
specified.

Chapter 1118, Statutes of 1987, amended Education Code section 72246 to
require any community college district that provided health services in
1986-87 to maintain health services at the level provided during the
1986-87 fiscal year in 1987-88 and each fiscal year thereafter.

II. COMMISSION ON STATE MANDATES DECISION

At its hearing on November 20, 1986, the Commission on State Mandates
determined that Chapter 1, Statutes of 1984, 2nd E.S. imposed a "new
program' upon community college districts by requiring any community
college district which provided health services for which it was
authorized to charge a fee pursuant to former Section 72246 in the
1983-84 fiscal year to maintain health services at the level provided
during the 1983-84 fiscal year in the 1984-85  fiscal year and each
fiscal year thereafter. This maintenance of effort requirement applies
to all community college districts which levied a health services fee in
the 1983-84 fiscal year, regardless of the extent to which the health
services fees collected offset the actual costs of providing health
services at the 1983-84 fiscal. year level.

At its hearing of April 27, 1989, the Commission determined that Chapter
1118, Statutes of 1987, amended this maintenance of effort requirement
to apply to all community college districts which provided health
services in fiscal year 1986-87 and required them to maintain that level
in fiscal year 1987-88 and each fiscal year thereafter.

III. ELIGIBLE ~LAI~NTS

Community college districts which provided health services in 1986-87
fiscal year and continue to provide the same services as a result of
this mandate are eligible to claim reimbursement of those costs.

Exhibit N
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IV. PERIOD OF REIMBURSEMENT

Chapter 1, Statutes of 1984, 2nd E.S., became effective July 1, 1984.
Section 17557 of the Government Code states that a test claim must be
submitted on or before November 30th following a given fiscal year to
establish for that fiscal year. The test claim for this mandate was
filed on November 27, 1985; therefore, costs incurred on or after
July 1, 1984, are reimbursable. Chapter 1118, Statutes of 1987, became
effective January 1, 1988. Title 2, California Code of Regulations,
section 1185.3(a) states that a parameters and guidelines amendment
filed before the deadline for initial claims as specified in the
Claiming Instructions shall apply to all years eligible for
reimbursement as defined in the original parameters and guidelines;
therefore, costs incurred on or after January 1, 1988, for Chapter 1118,
Statutes of 1987, are reimbursable.

Actual costs for one fiscal year should be included in each claim.
Estimated costs for the subsequent year may be included on the same
claim if applicable. Pursuant to Section 17561(d)(3) of the Government
Code, all claims for reimbursement of costs shall be submitted within
120 days of notification by the State Controller of the enactment of the
claims bill.

If the total costs for a given fiscal year do not exceed $200, no
reimbursement shall be allowed, except as otherwise allowed by
Government Code Section 17564.

V, REIMBURSABLE COSTS

A. Scope of Mandate

Eligible community college districts shall be reimbursed for the
costs of providing a health services program. Only services provided
in 1986-87 fiscal year may be claimed.

B. Reimbursable Activities

For each eligible claimant, the following cost items are reimbursable
to the extent they were provided by the community college district in
fiscal year 1986-87:

ACCIDENT REPORTS

APPOINTMENTS
College Physician - Surgeon

Dermatology, Family Practice, Internal Medicine
Outside Physician
Dental Services
Outside Labs (X-ray, etc.)
Psychologist, full services
Cancel/Change Appointments
R.N.
Check Appointments
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ASSESSMENT, INTERVENTION 81 COUNSELING ,
Birth Control
Lab Reports
Nutrition
Test Results (office)
VD
Other Medical Problems
CD
URI
ENT
Eye/Vision
Derm./Allergy
Gyn/Pregnancy Services
Neuro
Ortho
GU
Dental
GI
Stress Counseling
Crisis Intervention
Child Abuse Reporting and Counseling
Substance Abuse Identification and Counseling
Aids
Eating Disorders
lrleight  Control :

Personal Hygiene
Burnout

EXAMINATIONS (Minor Illnesses)
Recheck Minor Injury

HEALTH TALKS OR FAIRS - INFORMATION
Sexually Transmitted Disease
Drugs
Aids
Child Abuse
Birth Control/Family Planning
Stop Smoking
Etc.
Library - videos and cassettes

FIRST AID (Major Emergencies)

FIRST AID (Minor Emergencies)

FIRST AID KITS (Filled)

IMMUNIZATIONS
Diptheria/Tetanus
Measles/Rubella
Influenza
Information
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INSURANCE
On Campus Accident
Voluntary
Insurance Inquiry/Claim Administration

LABORATORY TESTS DONE
Inquiry/Interpretation
Pap Smears

PHYSICALS
Employees
Students
Athletes

MEDICATIONS (dispensed OTC for misc. illnesses)
Antacids
Antidiarrhial
Antihistamines
Aspirin, Tylenol, etc.
Skin rash preparations
Misc.
Eye drops
Ear drops
Toothache - Oil cloves
Stingkill :
Midol - Menstrual Cramps

PARKING CARDS/ELEVATOR KEYS
Tokens
Return card/key
Parking inquiry
Elevator passes
Temporary handicapped parking permits

REFERRALS TO OUTSIDE AGENCIES
Private Medical Doctor
Health Department
Clinic
Dental
Counseling Centers
Crisis Centers
Transitional Living Facilities (Battered/Homeless Women)
Family Planning Facilities
Other Health Agencies

TESTS
Blood Pressure
Hearing
Tuberculosis

Reading
Information

Vision
Glucometer
Urinalysis



- 5 -

Hemoglobin
E.K.G.
Strep A testing
P.G. testing
Monospot
Hemacult
Misc.

MISCELLANEOUS
Absence Excuses/PE Waiver
Allergy Injections
Bandaids
Booklets/Pamphlets
Dressing Change
Rest
Suture Removal
Temperature
Weigh
Misc.
Information
Report/Form
Wart Removal

COMMITTEES
Safety
Environmental
Disaster Planning

SAFETY DATA SHEETS
Central file

X-RAY SERVICES

COMMUNICABLE DISEASE CONTROL

BODY FAT MEASUREMENTS

MINOR SURGERIES

SELF-ESTEEM GROUPS

MENTAL HEALTH CRISIS

AA GROUP

ADULT CHILDREN OF ALCOHOLICS GROUP

WORKSHOPS
Test Anxiety
Stress Management
Corrmwnication Skills
Weight Loss
Assertiveness Skills
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VI. CLAIM PREPARATION

Each claim for reimbursement pursuant to this mandate must be timely
filed and set forth a list of each item for which reimbursement is
claimed under this mandate.

A. Description of Activity

1.

2.

3.

4.

Show the total number of full-time students enrolled per
semester/quarter.

Show the total number of full-time students enrolled in the summer
program.

Show the total number of part-time students enrolled per
semester/quarter.

Show the total number of part-time students enrolled in the summer
program.

B. Actual Costs of Claim Year for Providing 1986-87 Fiscal Year Program
Level of Service

Claimed costs should be supported by the following information:

1. Employee Salaries and Benefits

Identify the employee,(s), show the classification of the
employee(s) involved, describe the mandated functions performed
and specify the actual number of hours devoted to each function,
the productive hourly rate, and the related benefits. The average
number of hours devoted to each function may be claimed if
supported by a documented time study.

2. Services and Supplies

Only expenditures which can be identified as a direct cost of the
mandate can be claimed. List cost of materials which have been
consumed or expended specifically for the purpose of this mandate.

3. Allowable Overhead Cost

Indirect costs may be claimed in the manner described by the State
Controller in his claiming instructions.

VII. SUPPORTING DATA

For auditing purposes, all costs claimed must be traceable to source
documents and/or worksheets that show evidence of the validity of such
costs. This would include documentation for the fiscal year 1986-87
program to substantiate a maintenance of effort. These documents must
be kept on file by the agency submitting the claim for a period of no
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VIII.

IX.

less than three years from the date of the final payment of the claim
pursuant to this mandate, and made available on the request of the State
Controller or his agent.

OFFSETTING SAVINGS AND OTHER REIMBURSEMENTS

Any offsetting savings the claimant experiences as a direct result of
this statute must be deducted from the costs claimed. In addition,
reimbursement for this mandate received from any source, e.g., federal,
state, etc., shall be identified and deducted from this claim. This
shall include the amount of $7.50 per full-time student per semester,
$5.00 per full-time student for summer school, or $5.00 per full-time
student per quarter, as authorized by Education Code section 72246(a).
This shall also include payments (fees) received from individuals other
than students who are not covered by Education Code Section 72246 for
health services.

REQUIRED CERTIFICATION

The following certification must accompany the claim:

I DO HEREBY CERTIFY under penalty of perjury:

THAT the foregoing is true and correct:

THAT Section 1090 to 1096, inclusive, of the Government Code and
other applicable provisions of the law have been complied with;

and

THAT I am the person authorized by the local agency to file claims
for funds with the State of California.

Signature of Authorized Representative Date

Title Telephone No.

0350d
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Adopted:   8/27/87 
Amended:  5/25/89 
Amended:  1/29/10 

 

AMENDMENT TO PARAMETERS AND GUIDELINES 
Statutes 1984, 2nd E.S., Chapter 1 

Statutes 1987, Chapter 1118 

Health Fee Elimination 
05-PGA-69 (CSM-4206) 

This amendment is effective beginning with the claims filed for the  
July 1, 2005 through June 30, 2006 period of reimbursement 

I. SUMMARY OF MANDATE 

Chapter 1, Statutes of 1984, 2nd E.S. repealed Education Code Section 72246 which had 
authorized community college districts to charge a health fee for the purpose of providing 
health supervisions and services, direct and indirect medical and hospitalization services, and 
operation of student health centers.  This statute also required that health services for which a 
community college district charged a fee during the 1983-84 fiscal year had to be maintained 
at that level in the 1984-85 fiscal year and every year thereafter.  The provisions of this statue 
would automatically repeal on December 31, 1987, which would reinstate the Community 
colleges districts’ authority to charge a health fee as specified. 

Chapter 1118, Statutes of 1987, amended Education Code section 7246 to require any 
community college district that provided health services in 1986-87 to maintain health 
services at the level provided during the 1986-87 fiscal year in 1987-88 and each fiscal year 
thereafter. 

II. COMMISSION ON STATE MANDATES DECISION 
At its hearing on November 20, 1986, the Commission on State Mandates determined that 
Chapter 1, Statutes of 1984, 2nd E.S. imposed a “new program” upon community college 
districts by requiring any community college district which provided health services for 
which it was authorized to charge a fee pursuant to former section 72246 in the 1983-84 
fiscal year  to maintain health services at the level provided during the 1983-84 fiscal year in 
the 1984-85 fiscal year and each fiscal year thereafter.  This maintenance of effort 
requirement applies to all community college districts which levied a health services fee in 
the 1983-84 fiscal year, regardless of the extent to which the health fees collected offset the 
actual costs of providing health services at the 1983-84 fiscal year level. 

At its hearing of April 27, 1989, the Commission determined that Chapter 1118, Statutes of 
1987, amended this maintenance of effort requirement to apply to all community college 
districts which provided health services in fiscal year 1986-87 and required then to maintain 
that level in fiscal year 1987-88 and each fiscal year thereafter. 
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III. ELIGIBLE CLAIMANTS 
Community college districts which provided health services in 1986-87 fiscal year and 
continue to provide the same services as a result of this mandate are eligible to claim 
reimbursement of those costs. 

IV. PERIOD OF REIMBURSEMENT 
This amendment is effective beginning with the claims filed for the July 1, 2005 through 
June 30, 2006 period of reimbursement. 

Chapter 1, Statutes of 1984, 2nd E.S., became effective July 1, 1984.  Section 17557 of the 
Government Code states that a test claim must be submitted on or before November 30th 
following a given fiscal year to establish for that fiscal year.  The test claim for this mandate 
was filed November 27, 1985; therefore, costs incurred on or after July 1, 1984, are 
reimbursable.  Chapter 1118, Statutes of 1987, became effective January 1, 1988.  Title 2, 
California Code of Regulations, section 1185.3(a) states that a parameters and guidelines 
amendment filed before the deadline for initial claims as specified in the Claiming 
Instructions shall apply to all years eligible for reimbursement as defined in the original 
parameters and guidelines; therefore, costs incurred on or after January 1, 1988, for Chapter 
1118, Statutes of 1987 are reimbursable. 

Actual cost for one fiscal year should be included in each claim.  Estimated costs for the 
subsequent year may be included on the same claim if applicable. Pursuant to section 17561 
(d)(3) of the Government Code, all claims for reimbursement of costs shall be submitted 
within 120 days of notification by the state controller of the enactment on the claims bill. 

If the total costs for a given fiscal year do not exceed $200,  no reimbursement shall be 
allowed, except as otherwise allowed by Government Code Section 17564. 

V. REIMBURSABLE COSTS 
To be eligible for mandated cost reimbursement for any fiscal year, only actual costs may be 
claimed. Actual costs are those costs actually incurred to implement the mandated activities. 
Actual costs must be traceable and supported by source documents that show the validity of 
such costs, when they were incurred, and their relationship to the reimbursable activities. A 
source document is a document created at or near the same time the actual cost was incurred 
for the event or activity in question. Source documents may include, but are not limited to, 
employee time records or time logs, sign-in sheets, invoices, and receipts.  

Evidence corroborating the source documents may include, but is not limited to, worksheets, 
cost allocation reports (system generated), purchase orders, contracts, agendas, training 
packets, and declarations. Declarations must include a certification or declaration stating, “I 
certify under penalty of perjury under the laws of the State of California that the foregoing is 
true and correct based upon personal knowledge.” Evidence corroborating the source 
documents may include data relevant to the reimbursable activities otherwise in compliance 
with local, state, and federal government requirements. However, corroborating documents 
cannot be substituted for source documents. 

The claimant is only allowed to claim and be reimbursed for increased costs for reimbursable 
activities identified below. Increased cost is limited to the cost of an activity that the claimant 
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is required to incur as a result of the mandate. In addition, the claimant must maintain 
documentation for the fiscal year 1986-87 program to substantiate a maintenance of effort. 

A. Scope of Mandate 

Eligible community college districts shall be reimbursed for the costs of providing a 
health services program.  Only services provided in 1986-87 fiscal year may be claimed. 

B. Reimbursable Activities 

For each eligible claimant, the following cost items are reimbursable to the extent they 
were provided by the community college district in fiscal year 1986-87: 

  ACCIDENT REPORTS 

  APPOINTMENTS 
   College Physician – Surgeon 
    Dermatology, Family Practice, Internal Medicine 
   Outside Physician 
   Dental Services 
   Outside Labs  (X-ray, etc.) 
   Psychologist, full services 
   Cancel/Change Appointments 
   R.N. 
   Check Appointments 

  ASSESSSMENT, INTERVENTION, COUNSELING 
   Birth control 

Lab Reports 
Nutrition 
Test Results (office) 
VD 
Other Medical Problems 
CD 
URI 
ENT 
Eye/Vision 
Derm./Allergy 
GYN/Pregnancy Services 
Neuro 
Ortho 
GU 
Dental 
GI 
Stress Counseling 
Crisis Intervention 
Child Abuse Reporting and Counseling 
Substance Abuse Identification and Counseling 
Aids 
Eating Disorders 
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Weight Control 
Personal Hygiene 
Burnout 

EXAMINATIONS (Minor Illnesses) 
 Recheck Minor Injury 

HEALTH TALKS OR FAIRS – INFORMATION 
 Sexually Transmitted Disease 
 Drugs 

Aids 
Child Abuse 
Birth Control/Family Planning 
Stop Smoking 
Etc. 
Library = videos and cassettes 

  FIRST AID (Major Emergencies) 

FIRST AID (Minor Emergencies) 

FIRST AID KITS (Filled) 

IMMUNIZATIONS 
Diphtheria/Tetanus 
Measles/Rubella 
Influenza 
Information 

INSURANCE 
On Campus Accident 
Voluntary 
Insurance Inquiry/Claim Administration 

LABORATORY TESTS DONE 
Inquiry/ Interpretation 
Pap Smears 

PHYSICALS 
   Employees 
   Students 
   Athletes 

MEDICATIONS (dispensed OTC for misc. illnesses) 

 Antacids 
Antidiarrhial 
Antihistamines 
Aspirin, Tylenol, etc. 
Skin rash preparations 
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Misc. 
Eye drops 
Ear drops 
Toothache – Oil cloves 
Stingkill 
Midol – Menstrual Cramps 

PARKING CARDS/ELEVATOR KEYS 
Tokens 
Return card/key 
Parking inquiry 
Elevator passes Temporary handicapped parking permits 

REFERRALS TO OUTSIDE AGENCIES 
Private Medical Doctor 
Health Department 
Clinic 
Dental 
Counseling Centers 
Crisis Centers 
Transitional Living Facilities (Battered/Homeless Women) 
Family Planning Facilities 
Other Health Agencies 

TESTS 
Blood Pressure 
Hearing 
Tuberculosis 
 Reading 
 Information 
Vision 
Glucometer 
Urinalysis 
Hemoglobin 
E.K.G. 
Strep A testing 
P.G. testing 
Monospot 
Hemacult 
Misc. 

MISCELLANEOUS 

Absence Excuses/PE waiver 
Allergy Injections 
Bandaids 
Booklets/Pamphlets 
Dressing Change 
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Rest 
Suture Removal 
Temperature 
Weigh 
Misc. 
Information 
Report/Form 
Wart Removal 

COMMITTEES 
Safety 
Environmental 
Disaster Planning 

SAFETY DATA SHEETS 
Central file 

X-RAY SERVICES 

COMMUNICABLE DISEASE CONTROL 

BODY FAT MEASUREMENTS 

MINOR SURGERIES 

SELF-ESTEEM GROUPS 

MENTAL HEALTH CRISIS 

AA GROUP 

ADULT CHILDREN OF ALCOHOLICS GROUP 

WORKSHOPS 
Test Anxiety 
Stress Management 
Communication Skills 
Weight Loss 
Assertiveness Skills 

VI. CLAIM PREPARATION 
Each claim for reimbursement pursuant to this mandate must be timely filed and set forth a 
list of each item for which reimbursement is claimed under this mandate. 

A. Description of Activity 

1. Show the total number of full-time students enrolled per semester/quarter 
2. Show the total number of full-time students enrolled in the summer 

program. 
3. Show the total number of part-time students enrolled per semester/quarter. 
4. Show the total number of part-time students enrolled in the summer 

program. 
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B. Actual Costs of Claim Year for Providing 1986-87 Fiscal Year Program Level of 
Service. 
Claimed costs should be supported by the following information: 
 

1. Employees Salaries and Benefits 
 
Identify the employee, (s), show the classification of the employee, (s), 
involved, describe the mandated functions performed and specify the 
actual number of hours devoted to each function, the productive hourly 
rate, and the related benefits.  The average number of hours devoted to 
each function may be claimed if supported by a documented time study. 
 

2. Services and Supplies 
 
Only expenditures which can be identified as a direct cost of the mandate 
can be claimed.  List cost of materials which have been consumed or 
expended specifically for the purpose of this mandate. 
 

3. Allowable Overhead Cost 
 
Indirect costs may be claimed in the manner described by the State 
Controller in his claiming instructions. 
 

VII.  RECORD RETENTION 
Pursuant to Government Code section 17558.5, subdivision (a), a reimbursement claim for 
actual costs filed by a local agency or school district pursuant to this chapter1 is subject to the 
initiation of an audit by the Controller no later than three years after the date that the actual 
reimbursement claim is filed or last amended, whichever is later. However, if no funds are 
appropriated or no payment is made to a claimant for the program for the fiscal year for 
which the claim is filed, the time for the Controller to initiate an audit shall commence to run 
from the date of initial payment of the claim. In any case, an audit shall be completed  not  
later than two years after the date that the audit is commenced. All documents used to 
support the reimbursable activities, as described in Section V, must be retained during the 
period subject to audit. If the Controller has initiated an audit during the period subject to 
audit, the retention period is extended until the ultimate resolution of any audit findings. 

VIII. OFFSET SAVINGS AND OTHER REIMBURSMENTS 
Any offsetting savings the claimant experiences as a direct result of this statute must be 
deducted from the costs claimed.  In addition, reimbursement for this mandate received from 
any source, e.g., federal, state, etc., shall be identified and deducted from this claim.  This 
shall include the amount of $7.50 per full-time student per semester, $5.00 per full-time 
student for summer school. Or $5.00 per full-time student per quarter, as authorized by 
education code section 72246(a).  This shall also include payments (fees) received from 

                                                 
1 This refers to Title 2, division 4, part 7, chapter 4 of the Government Code. 
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individuals other than students who are not covered by Education Code 72246 for health 
services. 

IX. REQUIRED CERTIFICATION 
The following certification must accompany the claim: 

 I DO HEREBY CERTIFY under penalty of perjury: 

  THAT the foregoing is true and correct: 

THAT Section 1090 to 1096, inclusive, of the Government Code and other 
applicable provisions of the law have been complied with: 

And 

THAT I am the person authorized by the local agency to file claims for 
funds with the State of California. 
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Audit Report 
 

ENROLLMENT FEE COLLECTION  
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Sections 58501-58503, 58611-58613, 58620, and 58630 
 

July 1, 1998, through June 30, 2006 
 

 

 

 

 

 

 

 

 

 

 

 

JOHN CHIANG 
California State Controller 

 

 

 

March 2011 
 

 

 

 



 

 

 

March 16, 2011 

 

 

John T. Nejedly 

President, Board of Trustees 

Contra Costa Community College District 

500 Court Street 

Martinez, CA  94553 

 

Dear Mr. Nejedly: 

 

The State Controller’s Office audited the costs claimed by the Contra Costa Community College 

District for the legislatively mandated Enrollment Fee Collection and Waivers Program 

(Education Code section 76300 and California Code of Regulations, Title 5, sections 58501-

58503, 58611-58613, 58620, and 58630) for the period of July 1, 1998, through June 30, 2006. 

 

The district claimed $9,521,848 for the mandated program. Our audit disclosed that $7,728,127 

is allowable, and $1,793,721 is unallowable primarily because the district overstated salaries and 

benefits, and understated offsetting savings/reimbursements. The State made no payment to the 

district. The State will pay allowable costs claimed totaling $7,728,127, contingent upon 

available appropriations. 

 

If you disagree with the audit findings, you may file an Incorrect Reduction Claim (IRC) with 

the Commission on State Mandates (CSM). The IRC must be filed within three years following 

the date that we notify you of a claim reduction. You may obtain IRC information at the CSM’s 

Web site at www.csm.ca.gov/docs/IRCForm.pdf. 

 

If you have any questions, please contact Jim L. Spano, Chief, Mandated Cost Audits Bureau, at 

(916) 323-5849. 

 

Sincerely, 

 

Original signed by 

 

JEFFREY V. BROWNFIELD 

Chief, Division of Audits 

 

JVB/wm 

 

http://www.csm.ca.gov/docs/IRCForm.pdf


 

John T. Nejedly -2- March 16, 2011 

 

 

 

cc: Helen Benjamin, Chancellor 

  Contra Costa Community College District 

 Judy Breza, Director of Fiscal Services 

  Contra Costa Community College District 

 Christine Atalig, Auditor 

  Fiscal Services Unit 

  California Community Colleges Chancellor’s Office 

 Thomas Todd, Principal Program Budget Analyst 

  Education Systems Unit 

  Department of Finance 

 Jay Lal, Manager 
  Division of Accounting and Reporting 

  State Controller’s Office 
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Audit Report 
 

The State Controller’s Office (SCO) audited the costs claimed by the 

Contra Costa Community College District for the legislatively mandated 

Enrollment Fee Collection and Waivers Program (Education Code 

section 76300 and California Code of Regulations, Title 5, sections 

58501-58503, 58611-58613, 58620, and 58630) for the period of July 1, 

1998, through June 30, 2006. 

 

The district claimed $9,521,848 for the mandated program. Our audit 

disclosed that $7,728,127 is allowable, and $1,793,721 is unallowable 

primarily because the district overstated salaries and benefits, and 

understated offsetting savings/reimbursements. The State made no 

payment to the district. The State will pay allowable costs claimed 

totaling $7,728,127, contingent upon available appropriations. 

 

 

Education Code section 76300 and Title 5, California Code of 

Regulations, sections 58501-58503, 58611-58613, 58620, and 58630 

authorize community college districts to calculate and collect student 

enrollment fees and to waive student fees in certain instances. The codes 

also direct community college districts to report the number of, and 

amounts provided for Board of Governor Grants (BOGG) and to adopt 

procedures that will document all financial assistance provided on behalf 

of students pursuant to Chapter 9 of Title 5, California Code of 

Regulations. 

 

The sections were added and/or amended by: 

 Chapter 1, Statutes of 1984; 

 Chapter 274 and 1401, Statutes of 1984; 

 Chapter 920 and 1454, Statutes of 1985; 

 Chapter 46 and 395, Statutes of 1986; 

 Chapter 1118, Statutes of 1987; 

 Chapter 136, Statutes of 1989; 

 Chapter 114, Statutes of 1991; 

 Chapter 703, Statutes of 1992; 

 Chapter 8, 66, 67, and 1124, Statutes of 1993; 

 Chapter 153 and 422, Statutes of 1994; 

 Chapter 308, Statutes of 1995; 

 Chapter 63, Statutes of 1996; and 

 Chapter 72, Statutes of 1999. 

 

On April 24, 2003, the Commission on State Mandates (CSM) adopted 

the Statement of Decision for the Enrollment Fee Collection and Waivers 

Program. The CSM found that the test claim legislation constitutes a new 

program or higher level of service and imposes a reimbursable state-

mandated program on community college districts within the meaning of 

Article XIII B, Section 6 of the California Constitution and Government 

Code section 17514.  

 

  

Summary 

Background 



Contra Costa Community College District Enrollment Fee Collection and Waivers Program 

-2- 

The CSM found that the following activities are reimbursable: 

 Calculating and collecting the student enrollment fee for each student 

enrolled except for nonresidents, and except for special part-time 

students cited in section 76300, subdivision (f).  

 Waiving student fees in accordance with the groups listed in 

Education Code section 76300, subdivisions (g) and (h). 

 Waiving fees for students who apply for and are eligible for BOG fee 

waivers. 

 Reporting to the Community Colleges Chancellor the number of and 

amounts provided for Board of Governors waivers. 

 Adopting procedures that will document all financial assistance 

provided on behalf of students pursuant to Chapter 9 of Title 5 of the 

California Code of Regulations; and including in the procedures the 

rules for retention of support documentation which will enable an 

independent determination regarding accuracy of the district’s 

certification of need for financial assistance. 

 

The program’s parameters and guidelines establish the state mandate and 

define reimbursement criteria. The CSM adopted the parameters and 

guidelines on January 26, 2006. In compliance with Government Code 

section 17558, the SCO issues claiming instructions to assist local 

agencies and school districts in claiming mandated program reimbursable 

costs. 

 

 

We conducted the audit to determine whether costs claimed represent 

increased costs resulting from the Enrollment Fee Collection and 

Waivers Program for the period of July 1, 1998, through June 30, 2006. 

 

Our audit scope included, but was not limited to, determining whether 

costs claimed were supported by appropriate source documents, were not 

funded by another source, and were not unreasonable and/or excessive. 

 

We conducted this performance audit under the authority of Government 

Code sections 12410, 17558.5, and 17561. We did not audit the district’s 

financial statements. Except for the issue noted below, we conducted the 

audit in accordance with generally accepted government auditing 

standards. Those standards require that we plan and perform the audit to 

obtain sufficient, appropriate evidence to provide a reasonable basis for 

our findings and conclusions based on our audit objectives. We believe 

that the evidence obtained provides a reasonable basis for our findings 

and conclusions based on our audit objectives. 

 

We were unable to assess fraud risk because the district, based on its 

consultant’s advice, did not respond to our inquiries regarding fraud 

assessment. We increased our substantive testing; however, increased 

testing would not necessarily identify a fraud or abuse that may have 

occurred. 

 

  

Objective, Scope, 

and Methodology 
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We limited our review of the district’s internal controls to gaining an 

understanding of the transaction flow and claim preparation process as 

necessary to develop appropriate auditing procedures. 

 

We asked the district’s representative to submit a written representation 

letter regarding the district’s accounting procedures, financial records, 

and mandated cost claiming procedures as recommended by generally 

accepted government auditing standards. However, the district declined 

our request.  

 

 

Our audit disclosed instances of noncompliance with the requirements 

outlined above. These instances are described in the accompanying 

Summary of Program Costs (Schedule 1) and in the Findings and 

Recommendations section of this report. 

 

For the audit period, the Contra Costa Community College District 

claimed $9,521,848 for costs of the Enrollment Fee Collection and 

Waivers Program. Our audit disclosed that $7,728,127 is allowable and 

$1,793,721 is unallowable. 

 

The State made no payment to the district. The State will pay allowable 

costs claimed contingent upon available appropriations. 

 

 

We issued a draft audit report on February 25, 2011. Kindred Murillo, 

Ed.D., Vice Chancellor, Districtwide Administrative Services, responded 

by letter dated March 9, 2011 (Attachment), disagreeing with the audit 

findings. This final audit report includes the district’s response. 

 

 

This report is solely for the information and use of the Contra Costa 

Community College District, the California Community Colleges 

Chancellor’s Office, the California Department of Finance, and the SCO; 

it is not intended to be and should not be used by anyone other than these 

specified parties. This restriction is not intended to limit distribution of 

this report, which is a matter of public record. 

 

 

Original signed by 
 

JEFFREY V. BROWNFIELD 

Chief, Division of Audits 

 

March 16, 2011 

 

 

Conclusion 

Views of 

Responsible 
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Restricted Use 
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Schedule 1— 

Summary of Program Costs 

July 1, 1998 through June 30, 2006 
 

 

Cost Elements  

Actual Costs 

Claimed  

Allowable 

per Audit  

Audit 

Adjustment  Reference
 1
 

July 1, 1998, through June 30, 1999         

Direct costs:         

Salaries and benefits  $ 717,659  $ 586,012  $ (131,647)  Finding 1 

Indirect costs   244,004   199,244   (44,760)  Finding 1 

Total direct and indirect costs   961,663   785,256   (176,407)   

Less enrollment fee revenue offset   (38,430)   (104,982)   (66,552)  Finding 2 

Total program costs  $ 923,233  $ 680,274  $ (242,959)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 680,274     

July 1, 1999, through June 30, 2000         

Direct costs:         

Salaries and benefits  $ 891,552  $ 837,513  $ (54,039)  Finding 1 

Materials and supplies   2,189   2,189   —   

Total direct costs   893,741   839,702   (54,039)   

Indirect costs   303,128   284,755   (18,373)  Finding 1 

Total direct and indirect costs   1,196,869   1,124,457   (72,412)   

Less enrollment fee revenue offset   (35,233)   (92,480)   (57,247)  Finding 2 

Less enrollment fee waiver offset   (122,142)   (169,179)   (47,037)  Finding 2 

Total program costs  $ 1,039,494  $ 862,798  $ (176,696)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 862,798     

July 1, 2000, through June 30, 2001         

Direct costs:         

Salaries and benefits  $ 942,757  $ 834,067  $ (108,690)  Finding 1 

Materials and supplies   2,347   2,347   —   

Total direct costs   945,104   836,414   (108,690)   

Indirect costs   320,538   283,583   (36,955)  Finding 1 

Total direct and indirect costs   1,265,642   1,119,997   (145,645)   

Less enrollment fee revenue offset   (33,229)   (102,212)   (68,983)  Finding 2 

Less enrollment fee waiver offset   (128,380)   (141,448)   (13,068)  Finding 2 

Total program costs  $ 1,104,033  $ 876,337  $ (227,696)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 876,337     
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Schedule 1 (continued) 
 

 

Cost Elements  

Actual Costs 

Claimed  

Allowable 

per Audit  

Audit 

Adjustment  Reference
 1
 

July 1, 2001, through June 30, 2002         

Direct costs:         

Salaries and benefits  $ 1,113,657  $ 894,042  $ (219,615)  Finding 1 

Materials and supplies   2,556   2,556   —   

Total direct costs   1,116,213   896,598   (219,615)   

Indirect costs   378,643   303,974   (74,669)  Finding 1 

Total direct and indirect costs   1,494,856   1,200,572   (294,284)   

Less enrollment fee revenue offset   (256,938)   (103,001)   153,937  Finding 2 

Less enrollment fee waiver offset   —   (135,778)   (135,778)  Finding 2 

Total program costs  $ 1,237,918  $ 961,793  $ (276,125)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 961,793     

July 1, 2002, through June 30, 2003         

Direct costs:         

Salaries and benefits  $ 1,132,835  $ 1,074,459  $ (58,376)  Finding 1 

Materials and supplies   2,761   2,761   —   

Total direct costs   1,135,596   1,077,220   (58,376)   

Indirect costs   371,569   352,422   (19,147)  Finding 1 

Total direct and indirect costs   1,507,165   1,429,642   (77,523)   

Less enrollment fee revenue offset   (18,523)   (112,221)   (93,698)  Finding 2 

Less enrollment fee waiver offset   (125,791)   (137,493)   (11,702)  Finding 2 

Total program costs  $ 1,362,851  $ 1,179,928  $ (182,923)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 1,179,928     

July 1, 2003, through June 30, 2004         

Direct costs:         

Salaries and benefits  $ 1,193,695  $ 1,110,501  $ (83,194)  Finding 1 

Materials and supplies   3,317   3,317   —   

Total direct costs   1,197,012   1,113,818   (83,194)   

Indirect costs   391,532   364,244   (27,288)  Finding 1 

Total direct and indirect costs   1,588,544   1,478,062   (110,482)   

Less enrollment fee revenue offset   (48,963)   (153,158)   (104,195)  Finding 2 

Less enrollment fee waiver offset   (116,190)   (175,286)   (59,096)  Finding 2 

Total program costs  $ 1,423,391  $ 1,149,618  $ (273,773)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 1,149,618     
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Schedule 1 (continued) 
 

 

Cost Elements  

Actual Costs 

Claimed  

Allowable 

per Audit  

Audit 

Adjustment  Reference
 1
 

July 1, 2004, through June 30, 2005         

Direct costs:         

Salaries and benefits  $ 1,129,466  $ 1,048,208  $ (81,258)  Finding 1 

Materials and supplies   3,814   3,814   —   

Total direct costs   1,133,280   1,052,022   (81,258)   

Indirect costs   370,465   343,812   (26,653)  Finding 1 

Total direct and indirect costs   1,503,745   1,395,834   (107,911)   

Less enrollment fee revenue offset   (48,713)   (212,346)   (163,633)  Finding 2 

Less enrollment fee waiver offset   (228,926)   (208,847)   20,079  Finding 2 

Total program costs  $ 1,226,106  $ 974,641  $ (251,465)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 974,641     

July 1, 2005, through June 30, 2006         

Direct costs:         

Salaries and benefits  $ 1,104,485  $ 1,096,981  $ (7,504)  Finding 1 

Materials and supplies   4,386   4,386   —   

Total direct costs   1,108,871   1,101,367   (7,504)   

Indirect costs   362,271   359,810   (2,461)  Finding 1 

Total direct and indirect costs   1,471,142   1,461,177   (9,965)   

Less enrollment fee revenue offset   (46,303)   (228,260)   (181,957)  Finding 2 

Less enrollment fee waiver offset   (220,017)   (190,179)   29,838  Finding 2 

Total program costs  $ 1,204,822  $ 1,042,738  $ (162,084)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 1,042,738     

Summary:  July 1, 1998, through June 30, 2006         

Direct costs:         

Salaries and benefits  $ 8,226,106  $ 7,481,783  $ (744,323)   

Materials and supplies   16,984   16,984   —   

Contract services   4,386   4,386   —   

Total direct costs   8,247,476   7,503,153   (744,323)   

Indirect costs   2,742,150   2,491,844   (250,306)   

Total direct and indirect costs   10,989,626   9,994,997   (994,629)   

Less enrollment fee revenue offset   (526,332)   (1,108,660)   (582,328)   

Less enrollment fee waiver offset   (941,446)   (1,158,210)   (216,764)   

Total program costs  $ 9,521,848  $ 7,728,127  $ (1,793,721)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 7,728,127     

_________________________ 

1 See the Findings and Recommendations section. 
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Findings and Recommendations 
 

The district claimed unallowable salaries and benefits of $744,323. The 

costs are unallowable because the district did not provide documentation 

supporting some of its costs totaling $89,348 and made errors when 

applying time allowances totaling $654,975. The related indirect cost is 

$250,306. 

 

Unsupported Costs 

 

The district did not provide contemporaneous documentation supporting 

hours claimed for one-time activities and ongoing costs related to 

adopting procedures for documenting financial assistance, recording and 

recordkeeping. The unsupported costs total $22,081 for enrollment fee 

collection and $67,267 for enrollment fee waivers. 

 

The unsupported costs related to the following activities claimed: 
 

  

Enrollment 

Fee 

Collection  

Enrollment 

Fee 

Waivers  Total 

One-time activities:       

 Prepare district policies and procedures  $ (15,475)  $ (14,537)  $ (30,012) 

 Staff training (once per employee)  (6,606)  (18,888)  (25,494) 

Subtotal  (22,081)  (33,425)  (55,506) 

Ongoing activities:       

 Adopt procedures for documenting 

financial assistance, recording, and 

recordkeeping 

 

—  (33,842)  (33,842) 

Total  $ (22,081)  $ (67,267)  $ (89,348) 

 

For the one-time activity of preparing district policies and procedures, 

the district claimed costs for fiscal year (FY) 1998-99 through FY 

2005-06 for enrollment fee collection costs totaling $21,246 and for FY 

1999-2000 through FY 2005-06 for enrollment fee waivers costs totaling 

$18,373. The district provided daily time records for the enrollment fee 

collection costs for FY 1998-99 through FY 2000-01. We allowed these 

costs totaling $5,771. The district supported the remaining costs with 

estimates; it provided no contemporaneous documents supporting the 

costs claimed. For enrollment fee waivers costs, the district provided 

copies of its current policies and procedures for each of the three 

colleges. We allowed the one-time enrollment fee waiver costs for FY 

1999-2000 of $3,836. The unsupported costs total $30,012. 

 

For the one-time activity of staff training, the district claimed enrollment 

fee collection costs totaling $10,315 for FY 2001-02 through FY 

2005-06 and enrollment fee waiver costs totaling $24,351 for FY 

1999-2000 through FY 2005-06. The district supported the costs with 

estimates; it provided no contemporaneous documentation (e.g., agenda, 

sign-in sheets, or employee time records). We allowed costs in the first 

year employees were claimed, totaling $3,709 for enrollment fee 

collection costs and $5,463 of enrollment fee waivers costs. The 

parameters and guidelines only allow one-time staff training per 

FINDING 1— 

Overstated salaries 

and benefits 
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employee. Many of the same employees were claimed in four of the 

eight fiscal years in the audit period.  In addition, two of the employees 

were claimed in six of the eight fiscal years for fee collections and seven 

of the eight fiscal years for fee waivers. The unallowable costs total 

$25,494. 

 

For ongoing costs of adopting procedures for documenting financial 

assistance, recording and recordkeeping, the district claimed costs for FY 

1999-2000 through FY 2005-06 totaling $33,842. The district supported 

the costs with estimates; it provided no contemporaneous documentation 

supporting the costs claimed. Furthermore, the district provided no 

documentation supporting that the procedures were adopted. 

 

Errors in Application of Time Allowances for Ongoing Activities 

 

The district claimed salaries and benefits for six enrollment fee collection 

activities and six enrollment fee waiver activities using an average time 

allowance per activity developed from annual survey forms submitted by 

staff. The district’s mandate consultant developed the survey forms. 

Annual survey forms were completed by an average of 24 employees for 

enrollment fee collection activities and 18 employees for enrollment fee 

waiver activities for the audit period. Staff members who completed the 

survey forms estimated the amount of time it took them to complete 

various activities. Surveys for the audit period were completed by staff in 

March 2006. The instructions for completing the surveys were limited to 

the general description on the form from the language in the 

reimbursable section of the parameters and guidelines. The consultant 

indicated that there was no clarification provided to employees as to the 

context of reimbursable activities and no post-survey analysis was 

performed as to the reasonableness of the average time recorded. The 

consultant took the time recorded on the survey forms and divided it by 

the number of responses without verifying the time recorded on the 

survey forms. For instance, a Senior Admissions and Records Assistance 

employee recorded 64 minutes on the survey form for activities (1) 

through (4) discussed below in each year from FY 2002-03 through FY 

2005-06. Though the time appears excessive compared to other minutes 

recorded, the district did not make any adjustment for the time. All 

responses were given equal weight even though all employees surveyed 

did not perform the mandated activities at the same level. 

 

In applying the time allowances, the district did not report the correct 

number of students related to the various cost activities. We recalculated 

reimbursable activities and determined that the district overstated salaries 

and benefits by the net amount of $654,975 (overstated enrollment fee 

collection costs of $740,899 and understated enrollment fee waiver costs 

of $85,924). 

 

Enrollment Fee Collection 

 

During 1999, the district implemented a telephone registration process, 

TREG. This system allowed students to automatically register and make 

payments of their enrollment fees. In the spring of 2002, the district 

implemented an internet registration system, WebAdvisor, which 

allowed students to register and pay enrollment fees via the internet. 



Contra Costa Community College District Enrollment Fee Collection and Waivers Program 

-9- 

For enrollment fee collection costs, the district claimed costs related to 

the following activities: (1) referencing student accounts and printing a 

list of enrolled courses; (2) calculating the fees, processing the payment, 

and preparing a payment receipt; (3) answering student questions or 

referring them to an appropriate person for an answer; (4) updating 

student records for the enrollment fee information, providing a copy to 

the student, and copying/filing enrollment fee documentation; 

(5) collecting delinquent fees; and (6) processing fee refunds for students 

who establish fee waiver eligibility and updating student and district 

records as required. The district determined reimbursable costs by 

applying a multiplier to the time allowances it determined through its 

time survey.  

 

For activities (1) and (3), the district used total enrolled students as the 

multiplier. For activities (2) and (4), the district used students paying the 

enrollment fee as the multiplier. The district did not support the numbers 

it used for the multiplier. We updated the district’s calculation based on 

student enrollment and fee waiver information documented by the 

California Community Colleges Chancellor’s Office (CCCCO) from 

information provided by the district. Based on updated student 

enrollment and waiver information, we determined that $726,048 was 

overstated because of calculation errors for activities (1) through (4).  

 

When students used the automated system, district staff did not perform 

reimbursable mandated activities such as referencing student accounts, 

calculating and collecting student fees, and updating computer records 

for the enrollment fee information and providing a copy to the student. 

The district claimed reimbursement for fee collections based on all 

students paying fees and did not identify or exclude those students who 

paid through the automated telephone system or online through the 

internet. 

 

For activities (1) through (4), district staff claimed between 19.3 and 21.6 

minutes per student per summer session and both the fall and spring 

terms to perform the mandated activities. The district did not exclude 

students that paid the enrollment fees through an automated system. We 

requested information from the district to identify the number of students 

who should be subtracted when calculating reimbursable fee collections. 

The district provided information extracted from its Information 

Technology Department; however, we were unable to determine the 

number of students to exclude based on the information provided. 

 

The calculation errors for activities (1) through (4) occurred for the 

following reasons: 

 For activities (1) and (3), the district claimed costs for reimbursable 

student enrollment numbers that did not agree with the enrollment 

numbers documented by the CCCCO. Reimbursable student 

enrollment excludes non-resident and special part-time students 

(students who attend a community college while in high school 

pursuant to Education Code section 76001). We obtained student 

enrollment, non-resident student, and special part-time student 

numbers from the CCCCO. The CCCCO’s management information 

system (MIS) identifies enrollment information based on student data 
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that the district reported. The CCCCO identifies the district’s 

enrollment based on the CCCCO’s MIS data element STD 7, codes A 

through G. The CCCCO eliminates any duplicate students based on 

their social security numbers. 

 For activities (2) and (4), the district did not provide support for its 

calculation of the total number of students paying the fee. We 

calculated reimbursable students paying the fees by deducting BOGG 

recipients from reimbursable student enrollments. In calculating 

enrollment fee waivers (for activities (7) through (10), below) we 

used the number of BOGG recipients maintained by the CCCCO 

based on data the district reported. The CCCCO identifies the number 

of BOGG recipients based on MIS data element SF21 and all codes 

with the first letter of B or F. 

For activity (5), the district claimed delinquent fee collection costs of 

$34,550 based on the number of accounts receivable for FY 2002-03 

through FY 2005-06. However, the district provided documentation 

supporting increased numbers of accounts receivable. Based on the 

updated information, we allowed $36,341, an increase of $1,791. 

For activity (6), the district claimed $16,642 in costs based on the 

number of students who received a refund. The district provided no 

documentation supporting any fee refunds. We determined that the entire 

amount claimed is unallowable. 

 

We recalculated reimbursable on-going enrollment fee collection costs 

for activities (1) through (6) and determined that the district overstated 

allowable costs by $740,899. 

 

Enrollment Fee Waivers 

 

For enrollment fee waivers costs, the district claimed costs related to the 

following activities: (7) answering student questions or referring them to 

an appropriate person for an answer; (8) receiving waiver applications; 

(9) evaluating waiver applications; (10) providing notice to students that 

additional documents were needed to complete the application; 

(11) inputting approved applications; and (12) reviewing and evaluating 

additional information and documentation for denied applications if 

appealed, and providing students written notifications of the appeal 

results or any change in eligibility status. 

 

For activities (7) through (9), the district used the number of enrollment 

fee waivers requested for the audit period. For activity (10), the district 

used the number of enrollment fee waivers requested for FY 1999-2000 

through FY 2004-05 and fee waivers denied for FY 2005-06. The district 

did not support that it requested additional documentation for every fee 

waiver requested by students. For activity (12), the district used the 

number of enrollment fee waivers denied. 
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The district did not support the numbers it used for enrollment fee 

waivers approved. Therefore, for activity (11), we used the number of 

BOGG recipients maintained by the CCCCO based on data the district 

reported. From this amount, we deducted the number of fee waivers 

reported by the district in determining the number of enrollment fee 

waivers requested for use in the calculation for activities (7) through 

(10). For activity (12), we used the number of denied waivers reported by 

the district. 

 

We recalculated reimbursable on-going enrollment fee waivers costs for 

activities (7) through (12). The district claimed $1,517,265. We 

determined that the district understated allowable costs by $85,924. 

 

The following table details the unallowable salaries and benefits by 

unsupported costs, errors in application of time survey, and related 

indirect costs for ongoing activities: 
 

  Unsupported Costs  Errors in Application of Time Survey  

Fiscal Year  

Enroll- 

ment Fee 

Collection  

Enroll- 

ment Fee 

Waivers  Subtotal  

Enroll- 

ment Fee 

Collection  

Enroll- 

ment Fee 

Waivers  Subtotal  

Audit 

Adjust- 

ment 

 Related 

Indirect 

Costs 

1998-99  $ —  $ —  $ —  $(131,647)  $ —  (131,647)  $(131,647) 
 
$ (44,760) 

1999-2000  —  (5,845)  (5,845)  (1,596)  (46,598)  (48,194)  (54,039)  (18,373) 

2000-01  —  (12,631)  (12,631)  (37,682)  (58,377)  (96,059)  (108,690)  (36,955) 

2001-02  (3,555)  (11,269)  (14,824)  (136,667)  (68,124)  (204,791)  (219,615)  (74,669) 

2002-03  (5,797)  (10,478)  (16,275)  (78,639)  36,538  (42,101)  (58,376)  (19,147) 

2003-04  (5,876)  (9,836)  (15,712)  (107,719)  40,237  (67,482)  (83,194)  (27,288) 

2004-05  (3,751)  (8,303)  (12,054)  (118,594)  49,390  (69,204)  (81,258)  (26,653) 

2005-06  (3,102)  (8,905)  (12,007)  (128,355)  132,858  4,503   (7,504)  (2,461) 

Total  $ (22,081)  $ (67,267)  $ (89,348)  $(740,899)  $ 85,924  $(654,975)  $(744,323)  $(250,306) 

 

Education Code section 76300 authorizes community college districts to 

calculate and collect student enrollment fees and to waive student fees in 

certain instances. The code directs districts to report the number of, and 

amounts provided for, BOGG and to adopt procedures that will 

document all financial assistance provided on behalf of students. 

 

The program’s parameters and guidelines (section IV.–Reimbursable 

Activities) state,  
 

. . . Actual costs must be traceable and supported by source documents 

that show the validity of such costs, when they were incurred, and their 

relationship to the reimbursable activities. A source document is a 

document is a document created at or near the same time the actual cost 

was incurred for the event or activity in question. 

 

The parameters and guidelines also state that salaries and benefits are 

reimbursable if claimants report each employee implementing the 

reimbursable activities by name, job classification, productive hourly 

rate, and provide a description of the specific reimbursable activities 

performed and the hours devoted to these activities. 
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The parameters and guidelines state that the preparation of policies and 

procedures is reimbursable as a one-time activity for the collection of 

enrollment fees and for determining which students are eligible for 

waiver of the enrollment fees. The CSM Final Staff Analysis and 

Proposed Parameters and Guidelines dated January 13, 2006, for one-

time activities of adopting policies and procedures states, ―. . . staff finds 

that updates to the policies and procedures would be subject to change in 

the community college district’s policy rather than state law, and would 

not be reimbursable.‖  

 

The parameters and guidelines also state that staff training is 

reimbursable as a one-time cost per employee for training district staff 

that implement the program on the procedures for the collection of 

enrollment fees and for determining which students are eligible for 

waiver of the enrollment fee. Consistent with the Final Staff Analysis for 

policies and procedures, training for changes in the community college 

district’s policy is not reimbursable. 

 

Recommendation 

 

We recommend that the district: 

 Maintain records that document actual time spent on mandate-related 

activities; 

 Ensure the validity of any time studies used in determining 

reimbursable costs; 

 Maintain documentation that identifies the number of students subject 

to reimbursement pursuant to Education Code section 76300 as 

reported to the CCCCO; and 

 Adjust for students who pay their enrollment fee through an 

automated system (rather than in person) when calculating enrollment 

fee collection costs. 

 

We further recommend that any surveys used in developing uniform time 

allowances are: 

 Developed with sufficient instructions to clarify reimbursable 

activities; 

 Independently verified with physical observation and inquiries to 

ensure that time allowances applied to students are accurate and 

reasonable; and 

 Projected in a manner to produce a result that is representative of 

employees performing the reimbursable activities. 
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District’s Response 
 

1. Unsupported Costs 

A total of $89,348 was disallowed for staff time claimed for policies 

and procedures and staff training due to lack of supporting 

documentation and for duplicate time claimed for ―one-time‖ 

training activities. 

A. Supporting Documentation 

The draft audit report states that the disallowed policies and 

procedures and some of the staff training time was not supported 

by contemporaneous documentation of time spent or 

corroborating evidence of activities performed. None of the time 

was disallowed as unreasonable. The audit report characterizes 

the disallowed time as ―estimates.‖ It should be noted that the 

parameters and guidelines were adopted January 26, 2006, and 

the first claiming instructions for the initial fiscal years were 

released thereafter. The District had no actual notice of approved 

reimbursement for this program until that time. It seems 

unreasonable to require contemporaneous documentation of 

daily staff time for the retroactive initial fiscal years.  While 

some historic staff time can be reconstructed from calendars and 

desk diaries, other staff time cannot and must be reported as 

good-faith estimate. While the District disagrees with the audit 

report recommendation that the District maintain records that 

document actual time spent on mandate-related activities, it 

would be a more realistic standard for fiscal years after the initial 

fiscal year claims. 

B. One-time Activities 

The draft audit report disallows claimed training time for 

employees who were claimed more than once during the eight 

fiscal years in the audit report.  None of the time was disallowed 

as unreasonable. The parameters and guidelines identify the 

policy and procedures preparation and staff training activities as 

―one-time per employee.‖  However, it should be considered that 

the content of the training would change over the span of years, 

thus the content would be a new one-time activity for repeat staff 

members. The language of Education Code section 76300 

changes frequently and the subject matter of the relevant Title 5, 

CCR, sections maybe updated by the Board of Governors. There 

are also local changes in duties and procedures as a result of the 

change in the enrollment and registration process, for example, 

the evolving TREG and Web Advisor systems noted in the audit 

report. It should also be anticipated that the name of the 

supervisors or managers conducting the training would appear in 

the claims for several years. There should not be a blanket 

disallowance of staff time for persons whose name appears more 

than once without a determination of whether the subject matter 

of the training was duplicate of previously claimed training 

activities 

2. Time Allowance for Ongoing Activities 

The draft audit report identifies overstated costs of $740,899 for 

ongoing enrollment fee collection activities and understated costs of 

$85,924 for enrollment fee waiver activities, for a total adjustment 

amount of $654,975. 



Contra Costa Community College District Enrollment Fee Collection and Waivers Program 

-14- 

The District’s computation of ongoing costs is based on an average 

time reported from the March 2006 survey of relevant program staff 

of the amount of time (usually in minutes) required to complete the 

twelve activity components. These average times were multiplied 

by workload multipliers that closely approximate the number of 

students who paid enrollment fees and the number of students for 

whom enrollment fees were waived. The total hours per activity 

component was multiplied by either the specific productive hourly 

rate of the person performing the activity, or an average hourly rate 

when there were several persons in similar job classifications 

performing the activity. 

The auditor utilizes enrollment BOGG-waiver statistics from the 

Chancellor’s Office to approximate the number of students who 

paid enrollment fees and the number of students from whom 

enrollment fees were waived, while the District utilized information 

available from district records at the time the annual claims were 

prepared so some variances can be expected. Variances would result 

from the students who enrolled and paid enrollment fees, but 

thereafter left the district so they may not appear later in the 

Chancellor’s statistics as an enrolled student.  Another source of 

variance would be the time spent on waiver applications. There are 

more applications for waivers than waivers granted, which is not 

reflected by the Chancellor’s statistics. The audit report also 

disallowed staff time for refunds due to lack of documentation to 

support the number of refunds.  All of these differences stem from 

estimating workload multipliers when no such information was kept 

in the usual course of business. Given the entirety of the work 

performed and the nature of the staff survey, the District will not 

dispute any of these minor variances. There are also some major 

discrepancies in enrollment statistics for some of the fiscal years. 

When time is available after the receipt of the final audit report, the 

District will investigate these discrepancies and if additional 

information becomes available, we will include this in any incorrect 

reduction claim we might file.  

The District disagrees with the audit report recommendation to 

maintain documentation of the enrollment data provided to the 

Chancellor’s Office. The District will also determine if a method 

can be developed to identify the number of students who utilize the 

online enrollment process and the effect of the online system on 

average times. Regarding future staff time surveys, the audit report 

suggests the need for more specific activity descriptions and 

second-person observation of the time for each activity. There is a 

concern that more specific activity descriptions may stray from the 

scope of the parameters and guidelines language. This presents the 

potential problem of claiming activities outside of the scope of the 

parameters and guidelines, especially when each district that utilizes 

a survey process will have to establish its own activity descriptions, 

absent a statewide survey instrument. In future surveys, the District 

will match the specific activities in its policies and procedures 

manual to the parameters and guidelines activities which might 

better focus the responses and make it more representative for each 

employee performing the reimbursable activities. 
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SCO’s Comment 
 

The finding and recommendation remain unchanged. 
 

Unsupported Costs 
 

The parameters and guidelines state that the preparation of policies and 

procedures and staff training are reimbursable as a one-time activity 

[emphasis added] for the collection of enrollment fees and for 

determining which students are eligible for waiver of the enrollment fees. 

Further, the parameters and guidelines limit staff training to one-time 

cost per employee [emphasis added]. 
 

For preparation of policies and procedures, we allowed $5,771 in 

enrollment fee collection costs for FY 1998-99 through FY 2000-01 and 

$3,836 in enrollment fee waivers costs for FY 1999-2000. The district 

provided no documentation supporting that the remaining costs claimed 

related to the one-time activity of preparing policies and procedures. 

Furthermore, the CSM Final Staff Analysis for the Proposed Parameters 

and Guidelines (item 9 of the CSM’s January 26, 2006, hearing) for one-

time activities of adopting policies and procedures states, ―. . . staff finds 

the updates to the policies and policies would be subject to change in the 

district’s policy rather than state law, and would not be reimbursable. 

Therefore, staff modified this section to delete updating the policies and 

procedures and to specify that preparation of policies and procedures is a 

one-time activity.‖ This would apply to any change in the district’s 

enrollment and registration process resulting from changes in the 

district’s TREG and WebAdvisor systems. If the district believes that 

updates of policies and procedures should be reimbursable, it should 

request the CSM to amend the parameters and guidelines. 
 

For staff training, we allowed costs in the first year employees were 

claimed totaling $3,709 for enrollment fee collection costs and $5,463 in 

enrollment fee waivers costs. The district provided no documentation 

supporting the nature of the training or who conducted the training. 
 

Time Allowances for Ongoing Activities 
 

The district believes that minor variations occurred because the SCO 

used BOGG-waiver statistic from the California Community Colleges 

Chancellor’s Office (CCCCO) while the district used information 

available from district records at the time the annual claims were 

prepared. The district noted that the audit report did not allow staff time 

for refunds to students who established fee waiver eligibility due to lack 

of documentation. The district indicated that these differences stem from 

information not maintained by the district in the usual course of business. 

The CCCCO’s BOGG-waiver statistics were based on student data that 

the district reported. The district stated that it would not dispute the 

minor variances.   
 

However, the district stated that major discrepancies in enrollment 

statistics between the district’s and CCCCO’s numbers occurred for 

some of the fiscal years and that it would investigate these variances after 

the issuance of the final audit report. 
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The district understated offsetting savings/reimbursements by $799,092 

for the audit period. The understatement occurred because the district did 

not accurately report the amount received for enrollment fee collection 

and the amount waived for enrollment fee waivers. 
 

We calculated allowable offsetting savings/reimbursements for all years 

of the audit period using instructions contained in the parameters and 

guidelines. Our calculations were based on enrollment fee collection and 

Board of Governors fee waivers information provided by the CCCCO. 
 

The following table summarizes understated offsetting savings/ 

reimbursements: 
 

Fiscal Year 

 Enrollment Fee 

Collection 

 Enrollment 

Fee Waivers 

 Audit 

Adjustment 

1998-99  $ (66,552)  $ —  $ (66,552) 

1999-2000  (57,247)  (47,037)  (104,284) 

2000-01  (68,983)  (13,068)  (82,051) 

2001-02  153,937   (135,778)  18,159  

2002-03  (93,698)  (11,702)  (105,400) 

2003-04  (104,195)  (59,096)  (163,291) 

2004-05  (163,633)  20,079   (143,554) 

2005-06  (181,957)  29,838   (152,119) 

Total  $ (582,328)  $ (216,764)  $ (799,092) 

 

The following table summarizes the understated enrollment fee 

collection and waiver portions of offsetting savings/reimbursements: 
 

  Enrollment Fee Collection  Enrollment Fee Waivers 

Fiscal Year  Claimed  Allowable  

Audit Ad-

justment  Claimed  Allowable  

Audit Ad-

justment 

1998-99  $ 38,430  $ 104,982  $ (66,552)  $ —  $ —  $ — 

1999-2000  35,233  92,480  (57,247)  122,142  169,179  (47,037) 

2000-01  33,229  102,212  (68,983)  128,380  141,448  (13,068) 

2001-02  256,938  103,001  153,937  —  135,778  (135,778) 

2002-03  18,523  112,221  (93,698)  125,791  137,493  (11,702) 

2003-04  48,963  153,158  (104,195)  116,190  175,286  (59,096) 

2004-05  48,713  212,346  (163,633)  228,926  208,847  20,079 

2005-06  46,303  228,260  (181,957)  220,017  190,179  29,838 

Total  $ 526,332  $1,108,660  $(582,328)  $ 941,446  $1,158,210  $(216,764) 

 

The parameters and guidelines require claimants to report the following 

offsetting savings/reimbursements: 

 Enrollment Fee Collection Program funds:  2% of the revenue from 

enrollment fees pursuant to Education Code section 76000, 

subdivision (c); and 

 Enrollment Fee Waiver Program funds:  Allocation to community 

colleges by the Community College Board of Governors from funds 

in the annual budget act pursuant to Government Code section 76300, 

subdivisions (g) and (h) as follows: 

o For July 1, 1999, to July 4, 2000, 2% of the fees waived and 7% of 

the fees waivers. 

o Beginning July 5, 2000, 2% of the fees waived and $0.91 per 

credit unit waived. 

FINDING 2— 

Understated offsetting 

savings/reimbursements 
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Furthermore, the parameters and guidelines state: 
 

Any offsetting savings the claimant experiences in the same 

program as a result of the same statutes or executive orders found 

to contain the mandate shall be deducted from the costs claimed. In 

addition, reimbursement for this mandate from any source, 

including but not limited to, services fees collected, federal funds, 

and other state funds, shall be identified and deducted from this 

claim. 

 

Recommendation 

 

We recommend that the district report all enrollment fee collection 

and waivers offsetting savings/reimbursements on its mandated cost 

claims consistent with the parameters and guidelines.  

 

District’s Response 
 

The offsetting revenues identified in the parameters and guidelines 

(Part VII) are of three types: the enrollment fee collection 2% 

administrative offset for all fiscal years, the enrollment fee waiver 2% 

BFAP allocation beginning FY 2000-01, and the $.91 per unit waived 

BFAP-SFAA allocation beginning FY 2000-01 (7% for FY 1999-00).  

At the exit conference, the auditor provided schedules obtained by the 

auditor from the Chancellor’s Office of these revenue amounts for the 

District for each of the three types of revenue sources.  However, this 

type of third-party information was and may not be generally available 

at the time the annual reimbursement claims are prepared.  The District 

and other claimants, at the time the annual claims are prepared, must 

calculate the amounts based on contemporaneous enrollment 

information and the number of units waived, which will be a continuing 

source of minor differences. 

 

The District concurs with the auditor’s recommendation (page 14) that 

claimants should report the revenue sources identified in the parameters 

and guidelines as an offset to the program costs.  However, the revenue 

offsets should only be offset to the relevant mandated activity costs, 

rather than to the total costs claimed for both the EFC and EFW 

program activities.  It appears that the audit revenue offsets for the 

EFW-related revenues are greater than the audited program costs for 

EFW for at least two fiscal years: 

 

 Fiscal Audited* Indirect Cost ICR Revenue 

 Year Direct Cost Rate-Applied Total Costs Offsets 

 

1999-00 $119,066 34% $40,482 $159,548 ($172,453) 

 

2000-01 $103,002 34% $35,021 $138,023 ($154,232) 

 

Totals $222,068 $75,503 $297,571 ($326,685) 

 

Difference: excess revenue offset $29,114 

 

* The audited direct costs are taken from the auditor’s ―Summary 

Schedule of Salaries and Benefits Adjustments-Allowable Costs‖ 

dated February 2, 2011, which the District believes is the latest 

version of the schedule. 
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The District requests that the EFW revenue offsets for these two fiscal 

years be limited to the EFW program costs as a matter of the proper 

matching revenues to costs. 

 

SCO’s Comment 

 

We concur with the district’s comment that enrollment fee waivers offset 

should be limited to allowable enrollment fee waivers cost. 

Consequently, we reduced offsetting savings/reimbursements for 

enrollment fee waivers by $16,058 ($3,274 for FY 1999-2000 and 

$12,784 for FY 2000-01) from $232,822 to $216,764. The remaining 

finding and the recommendation remain unchanged. 

 

The latest version of the SCO’s ―Summary Schedule of Salaries and 

Benefits Adjustments‖ is dated February 18, 2011. 

 

For FY 1999-2000, allowable enrollment fee waivers costs total 

$169,179. This amount consists of $126,253 in direct costs ($123,906 in 

salaries and benefits and $2,347 in materials and supplies) and $42,926 

in indirect costs. Actual enrollment fee waivers offsets total $172,453, 

which is $3,274 in excess of allowable cost. We limited FY 1999-2000 

enrollment fee waivers offset to allowable cost of $169,179. 

 

For FY 2000-01, allowable enrollment fee waivers costs total $141,448. 

This amount consists of $105,558 in direct costs ($103,002 in salaries 

and benefits and $2,556 in materials and supplies) and $35,890 in 

indirect costs. Actual enrollment fee waivers offsets total $154,232, 

which is $12,784 in excess of allowable cost. We limited FY 2000-01 

enrollment fee waivers offset to allowable costs of $141,448. 
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The district’s response included other comments related to fraud risk 

assessment, management representation letter, and public records 

request. The district’s responses and SCO’s comments are presented 

below. 
 

Fraud Risk Assessment 
 

District’s Response 

The draft audit report (page 2) states that the auditor was ―unable to 

assess fraud risk because the district, based on its consultant’s advice, 

did not respond to our inquiries regarding fraud assessment.‖ The 

District determined that providing written responses to the Controller’s 

boilerplate fraud assessment questionnaire is outside the scope of a 

mandate compliance audit and could be construed as a waiver of future 

appeal rights. The District did respond verbally to these questions. 

 

SCO’s Comment 
 

The district’s mandate consultant advised us at the entrance conference 

that the district would not respond to the fraud section of the internal 

control questionnaire. Consequently, we did not ask the district verbal 

fraud risk assessment questions. We attempted to assess fraud risk to 

comply with generally accepted government auditing standards. 

Responding to the SCO’s fraud assessment questionnaire does not waive 

the district’s future appeal rights. 
 

Management Representation Letter 
 

District’s Response 

The District will not be providing the requested management 

representation letter since it could be construed as a waiver of future 

appeal rights. 

 

SCO’s Comment 
 

We asked the district’s representative to submit a written representation 

letter regarding the district’s accounting procedures, financial records, 

and mandated cost claiming procedures as recommended by generally 

accepted government auditing standards. Responding to the SCO’s 

management representation letter does not waive the district’s future 

appeal rights.  
 

Public Records Request 
 

District’s Response 

In accordance with the Government Code Section 6253, subdivision 

(c), the District requests that the Controller provide the District any and 

all written instructions, memoranda, or other writings in effect and 

applicable during the claiming periods to the findings. 

 

SCO’s Comment 
 

The SCO will respond to the public records request in a separate letter 

dated March 25, 2011. 

OTHER ISSUES 
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April 8, 2011 

 

 

 

 

Laura A. Perry, Esq., President 

Board of Trustee 

Gavilan Community College District 

5055 Santa Teresa Boulevard 

Gilroy, CA  95020 

 

Dear Ms. Perry: 

 

The State Controller’s Office audited the costs claimed by Gavilan Community College District 

for the legislatively mandated Enrollment Fee Collection and Waivers Program (Education Code 

section 76300 and California Code of Regulations, Title 5, sections 58501-58503, 58611-58613, 

58620, and 58630) for the period of July 1, 1998, through June 30, 2008. 

 

The district claimed $3,857,220 for the mandated program. Our audit disclosed that $90,288 is 

allowable and $3,766,932 is unallowable.  The costs are unallowable because the district claimed 

unsupported and ineligible salaries and benefits and contract services, overstated the indirect cost 

rates, and overstated offsetting savings/reimbursements. The State made no payment to the 

district. The State will pay allowable costs claimed that exceed the amount paid, totaling 

$90,288, contingent upon available appropriations. 

 

If you disagree with the audit findings, you may file an Incorrect Reduction Claim (IRC) with 

the Commission on State Mandates (CSM).  The IRC must be filed within three years following 

the date that we notify you of a claim reduction.  You may obtain IRC information at the CSM’s 

Web site at www.csm.ca.gov/docs/IRCForm.pdf. 

 

If you have any questions, please contact Jim L. Spano, Chief, Mandated Cost Audits Bureau, at 

(916) 323-5849. 

 

Sincerely, 

 
Original signed by 

 

JEFFREY V. BROWNFIELD 

Chief, Division of Audits 

 

JVB/WM 

 

  

http://www.csm.ca.gov/docs/IRCForm.pdf


 

 

Laura A. Perry, Esq., President -2- April 8, 2011 

 

 

cc: Steven M. Kinsella, D.B .A. 

  Superintendent/President 

 Joseph D. Keeler 

  Vice President of Administrative Services 

  Gavilan Community College District 

 Christine Atalig, Auditor 

  Fiscal Services Unit 

  California Community Colleges Chancellor’s Office 

 Thomas Todd, Principal Program Budget Analyst 

  Education Systems Unit 

  Department of Finance 

 Jay Lal, Manager 

  Division of Accounting and Reporting 

  State Controller’s Office 
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Audit Report 
 

The State Controller’s Office (SCO) audited the costs claimed by 

Gavilan Community College District for the legislatively mandated 

Enrollment Fee Collection and Waivers Program (Education Code 

section 76300 and California Code of Regulations, Title 5, sections 

58501-58503, 58611-58613, 58620, and 58630) for the period of July 1, 

1998, through June 30, 2008. 

 

The district claimed $3,857,220 for the mandated program. Our audit 

disclosed that $90,288 is allowable and $3,766,932 is unallowable.  The 

costs are unallowable because the district claimed unsupported and 

ineligible salaries and benefits and contract services, overstated the 

indirect cost rates, and overstated offsetting savings/reimbursements. The 

State made no payment to the district. The State will pay allowable costs 

claimed that exceed the amount paid, totaling $90,288, contingent upon 

available appropriations. 

 

Education Code section 76300 and California Code of Regulations, 

Title 5, sections 58501-58503; 58611-58613; 58620; and 58630 requires 

community college districts to perform specific activities related to 

collecting enrollment fees; and granting fee waivers, Board of 

Governor’s (BOG) Grants and financial assistance to students. 

 

The sections were added and/or amended by: 

 Chapter 1, Statutes of 1984 

 Chapters 274 and 1401, Statutes of 1984 

 Chapters 920 and 1454, Statutes of 1985 

 Chapters 46 and 395, Statutes of 1986 

 Chapter 1118, Statutes of 1987 

 Chapter 136, Statutes of 1989 

 Chapter 114, Statutes of 1991 

 Chapter 703, Statutes of 1992 

 Chapters 8, 66, 67, and 1124, Statutes of 1993  

 Chapters 153 and 422, Statutes of 1994 

 Chapter 308, Statutes of 1995 

 Chapter 63, Statutes of 1996 

 Chapter 72, Statutes of 1999 
 

On April 24, 2003, the Commission on State Mandates (CSM) adopted 

the statement of decision for the Enrollment Fee Collection and Waivers 

Program. The CSM found that the test claim legislation constitutes a new 

program or higher level of service and imposes a reimbursable state-

mandated program on community college districts within the meaning of 

Article XIII B, section 6 of the California Constitution and Government 

Code section 17514. 

 

  

Summary 

Background 
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The CSM found that the following activities are reimbursable: 

 Calculating and collecting the student enrollment fee for each student 

enrolled except for nonresidents, and except for special part-time 

students cited in section 76300, subdivision (f). 

 Waiving student fees in accordance with the groups listed in 

Education Code section 76300, subdivisions (g) and (h). 

 Waiving fees for students who apply for and are eligible for BOG fee 

waivers. 

 Adopting procedures that will document all financial assistance 

provided on behalf of students pursuant to Chapter 9 of Title 5 of the 

California Code of Regulations; and including in the procedures the 

rules for retention of support documentation which will enable an 

independent determination regarding accuracy of the district’s 

certification of need for financial assistance. 

 

The program’s parameters and guidelines establish the state mandate and 

define reimbursement criteria. The CSM adopted the parameters and 

guidelines on January 26, 2006. In compliance with Government Code 

section 17558, SCO issues claiming instructions to assist local agencies 

and school districts in claiming mandated program reimbursable costs. 

 

 

We conducted the audit to determine whether costs claimed represent 

increased costs resulting from the Enrollment Fee Collection and 

Waivers Program for the period of July 1, 1998, through June 30, 2008. 

 

Our audit scope included, but was not limited to, determining whether 

costs claimed were supported by appropriate source documents, were not 

funded by another source, and were not unreasonable and/or excessive. 

 

We conducted this performance audit under the authority of Government 

Code sections 12410, 17558.5, and 17561. We did not audit the district’s 

financial statements. Except for the issue noted below, we conducted the 

audit in accordance with generally accepted government auditing 

standards. Those standards require that we plan and perform the audit to 

obtain sufficient, appropriate evidence to provide a reasonable basis for 

our findings and conclusions based on our audit objectives. We believe 

that the evidence obtained provides a reasonable basis for our findings 

and conclusions based on our audit objectives.  

 

We were unable to assess fraud risk because the district, based on its 

consultant’s advice, did not respond to our inquiries regarding fraud 

assessment. We increased our substantive testing; however, increased 

testing would not necessarily identify a fraud or abuse that may have 

occurred. 

 

We limited our review of the district’s internal controls to gaining an 

understanding of the transaction flow and claim preparation process as 

necessary to develop appropriate auditing procedures. 

 

Objective, Scope, 

and Methodology 
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We asked the district to submit a written representation letter regarding 

the district’s accounting procedures, financial records, and mandated cost 

claiming procedures as recommended by generally accepted government 

auditing standards. However, the district declined our request and did not 

submit a representation letter.  

 

 

Our audit disclosed instances of noncompliance with the requirements 

outlined above. These instances are described in the accompanying 

Summary of Program Costs (Schedule 1) and in the Findings and 

Recommendations section of this report. 

 

For the audit period, Gavilan Community College District claimed 

$3,857,220 for costs of the Enrollment Fee Collection and Waivers 

Program. Our audit disclosed that $90,288 is allowable and $3,766,932 is 

unallowable. 

 

The State made no payment to the district. The State will pay allowable 

costs claimed that exceed the amount paid, totaling $71,974, contingent 

upon available appropriations. 

 
 

We issued a draft audit report on March 11, 2011. Joseph K. Keeler, 

Vice President of Administrative Services responded by letter dated 

March 24, 2011 (Attached) disagreeing with the audit results.  The final 

audit report includes the district’s response. 

 

 

This report is solely for the information and use of Gavilan Community 

College District, the California Community Colleges Chancellor’s 

Office, the California Department of Finance, and the SCO; it is not 

intended to be and should not be used by anyone other than these 

specified parties. This restriction is not intended to limit distribution of 

this report, which is a matter of public record. 

 

 

Original signed by 

 

JEFFREY V. BROWNFIELD 

Chief, Division of Audits 

 

April 8, 2011 

 

 

Conclusion 

Views of 

Responsible 

Officials 

Restricted Use 
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Schedule 1— 

Summary of Program Costs 

July 1, 1998, through June 30, 2008 
 

 

Cost Elements  

Actual Costs 

Claimed  

Allowable 

per Audit  

Audit 

Adjustment  Reference
 1
 

July 1, 1998, through June 30, 1999         

Direct costs:         

Salaries and benefits  $ 214,360  $ 8,503  $ (205,857)  Findings 1, 2 

Total direct costs   214,360   8,503   (205,857)   

Indirect costs   76,483   1,575   (74,908)  Finding 4 

Total direct and indirect costs   290,843   10,078   (280,765)   

Less offsetting reimbursements:            

Enrollment fee collection   (5,803)   (10,078)   (4,275)  Finding 5 

Total program costs  $ 285,040   —  $ (285,040)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ —     

July 1, 1999, through June 30, 2000         

Direct costs:         

Salaries and benefits  $ 250,594  $ 11,880  $ (238,714)  Findings 1, 2 

Total direct costs   250,594   11,880   (238,714)   

Indirect costs   85,778   1,675   (84,103)  Finding 4 

Total direct and indirect costs   336,372   13,555   (322,817)   

Less offsetting reimbursements:            

Enrollment fee collection   (5,448)   (591)   4,857  Finding 5 

Enrollment fee waivers   (11,361)   (12,964)   (1,603)  Finding 5 

Total program costs  $ 319,563   —  $ (319,563)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ —     

July 1, 2000, through June 30, 2001         

Direct costs:         

Salaries and benefits  $ 329,358  $ 12,445  $ (316,913)  Findings 1, 2 

Total direct costs   329,358   12,445   (316,913)   

Indirect costs   120,380   1,944   (118,436)  Finding 4 

Total direct and indirect costs   449,738   14,389   (435,349)   

Less offsetting reimbursements:            

Enrollment fee collection   (5,194)   (718)   4,476  Finding 5 

Enrollment fee waivers   (12,001)   (13,671)   (1,670)  Finding 5 

Total program costs  $ 432,543   —  $ (432,543)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ —     
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Schedule 1 (continued) 
 

 

Cost Elements  

Actual Costs 

Claimed  

Allowable 

per Audit  

Audit 

Adjustment  Reference
 1
 

July 1, 2001, through June 30, 2002         

Direct costs:         

Salaries and benefits  $ 313,425  $ 14,379  $ (299,046)  Findings 1, 2 

Total direct costs   313,425   14,379   (299,046)   

Indirect costs   112,394   2,350   (110,044)  Finding 4 

Total direct and indirect costs   425,819   16,729   (409,090)   

Less offsetting reimbursements:            

Enrollment fee collection   (5,036)   (920)   4,116  Finding 5 

Enrollment fee waivers   (13,766)   (15,809)   (2,043)  Finding 5 

Total program costs  $ 407,017   —  $ (407,017)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ —     

July 1, 2002, through June 30, 2003         

Direct costs:         

Salaries and benefits  $ 332,386  $ 21,644  $ (310,742)  Findings 1, 2 

Total direct costs   332,386   21,644   (310,742)   

Indirect costs   109,289   3,138   (106,151)  Finding 4 

Total direct and indirect costs   441,675   24,782   (416,893)   

Less offsetting reimbursements:            

Enrollment fee collection   (4,604)   (1,594)   3,010  Finding 5 

Enrollment fee waivers   (20,492)   (23,188)   (2,696)  Finding 5 

Total program costs  $ 416,579   —  $ (416,579)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ —     

July 1, 2003, through June 30, 2004         

Direct costs:         

Salaries and benefits  $ 327,425  $ 21,660  $ (305,765)  Findings 1, 2 

Contracted services   1,231   1,231   —   

Total direct costs   328,656   22,891   (305,765)   

Indirect costs   118,822   3,376   (115,446)  Finding 4 

Total direct and indirect costs   447,478   26,267   (421,211)   

Less offsetting reimbursements:            

Enrollment fee collection   (13,194)   (2,105)   11,089  Finding 5 

Enrollment fee waivers   (21,318)   (24,162)   (2,844)  Finding 5 

Total program costs  $ 412,966   —  $ (412,966)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ —     
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Schedule 1 (continued) 
 

 

Cost Elements  

Actual Costs 

Claimed  

Allowable 

per Audit  

Audit 

Adjustment  Reference
 1
 

July 1, 2004, through June 30, 2005         

Direct costs:         

Salaries and benefits  $ 345,500  $ 18,850  $ (326,650)  Findings 1, 2 

Contracted services   666   666   —   

Total direct costs   346,166   19,516   (326,650)   

Indirect costs   117,332   6,173   (111,159)  Finding 4 

Total direct and indirect costs   463,498   25,689   (437,809)   

Less offsetting reimbursements:            

Enrollment fee collection   (19,536)   (4,163)   15,373  Finding 5 

Enrollment fee waivers   (16,457)   (21,526)   (5,069)  Finding 5 

Total program costs  $ 427,505   —  $ (427,505)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ —     

July 1, 2005, through June 30, 2006         

Direct costs:         

Salaries and benefits  $ 356,976  $ 21,458  $ (335,518)  Findings 1, 2 

Total direct costs   356,976   21,458   (335,518)   

Indirect costs   131,795   7,223   (124,572)  Finding 4 

Total direct and indirect costs   488,771   28,681   (460,090)   

Less offsetting reimbursements:            

Enrollment fee collection   (18,570)   (3,037)   15,533  Finding 5 

Enrollment fee waivers   (19,472)   (25,644)   (6,172)  Finding 5 

Total program costs  $ 450,729   —  $ (450,729)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ —     

July 1, 2006, through June 30, 2007         

Direct costs:         

Salaries and benefits  $ 195,166  $ 67,546  $ (127,620)  Findings 1, 2 

Total direct costs   195,166   67,546   (127,620)   

Indirect costs   71,138   22,743   (48,395)  Finding 4 

Total direct and indirect costs   266,304   90,289   (176,015)   

Less offsetting reimbursements:            

Enrollment fee collection   (24,561)   (438)   24,123  Finding 5 

Enrollment fee waivers   (69,473)   (65,170)   4,303  Finding 5 

Total program costs  $ 172,270   24,681  $ (147,589)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 24,681     
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Schedule 1 (continued) 
 

 

Cost Elements  

Actual Costs 

Claimed  

Allowable 

per Audit  

Audit 

Adjustment  Reference
 1
 

July 1, 2007, through June 30, 2008         

Direct costs:         

Salaries and benefits  $ 374,267  $ 91,555  $ (282,712)  Findings 1, 2 

Contracted services   91,273   18,262   (73,011)  Finding 3 

Total direct costs   465,540   109,817   (355,723)   

Indirect costs   148,023   38,535   (109,488)  Finding 4 

Total direct and indirect costs   613,563   148,352   (465,211)   

Less offsetting reimbursements:            

Enrollment fee collection   (18,738)   (22,186)   (3,448)  Finding 5 

Enrollment fee waivers   (61,817)   (60,559)   1,258  Finding 5 

Total program costs  $ 533,008   65,607  $ (467,401)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 65,607     

Summary:  July 1, 1998 through June 30, 2008         

Direct costs:         

Salaries and benefits  $ 3,039,457  $ 289,920  $ (2,749,537)   

Contracted services   93,170   20,159   (73,011)   

Total direct costs   3,132,627   310,079   (2,822,548)   

Indirect costs   1,091,434   88,732   (1,002,702)   

Total direct and indirect costs   4,224,061   398,811   (3,825,250)   

Less offsetting reimbursements:            

Enrollment fee collection   (120,684)   (45,830)   74,854   

Enrollment fee waivers   (246,157)   (262,693)   (16,536)   

Total program costs  $ 3,857,220   90,288  $ (3,766,932)   

Less amount paid by the State     —     

Allowable costs claimed in excess of (less than) amount paid  $ 90,288     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

_________________________ 

1 See the Findings and Recommendations section. 
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Findings and Recommendations 
 

The district claimed unallowable salaries and benefits of $652,279. The 

costs are unallowable because the district did not provide documentation 

supporting some of its costs, totaling $116,550, and made errors when 

applying time allowances totaling $535,729. 

 

Unsupported Costs 

 

The district did not provide documentation supporting hours it claimed 

for one-time activities. The unsupported costs total $116,550—$115,505 

related to enrollment fee collection and $1,045 related to enrollment fee 

waivers. 

 

The unsupported costs related to the following activities claimed: 
 

 

Enrollment 

Fee 

Collection  

Enrollment 

Fee 

Waivers  Total 

One-time activities:      

Prepare district policies and procedures $ (42,342)  $ (1,045)  $ (43,387) 

Staff training (one-time per employee)  (73,163)   —   (73,163) 

Total $ (115,505)  $ (1,045)  $ (116,550) 

 

For the one-time activity of preparing district policies and procedures, 

we allowed costs in the first fiscal year they were claimed totaling 

$7,263 for fiscal year (FY) 1998-99 enrollment fee collection costs and 

$173 for FY 1999-2000 enrollment fee waivers costs. For the remaining 

years (FY 1999-2000 through FY 2005-06 for enrollment fee collection 

costs and FY 2000-01 through FY 2005-06 for enrollment fee waivers 

costs), the district did not provide support for such costs.  

 

For the one-time activity of staff training (one time per employee), we 

allowed costs in the first year employees were claimed totaling $681 for 

FY 1998-99 and $568 for FY 2002-03 for enrollment fee collection 

costs. We allowed all enrollment fee waivers staff training costs totaling 

$42. For FY 1999-2000 through FY 2005-06, we determined that $9,488 

in enrollment fee collection costs were unallowable because the 

employees had been claimed previously. The district provided no 

documentation related to the nature of the training. For FY 2006-07, the 

district claimed no training costs. For FY 2007-08 we determined, based 

on documentation the district provided, that $63,675 of $82,358 claimed 

for enrollment fee collection costs were unallowable. Most of the costs 

related to non-mandated activities. We provided the district with a copy 

of our analysis and requested comments; the district did not respond. 

 

Errors in Application of Time Allowances for Ongoing Activities 

 

The district claimed salaries and benefits for 12 activities using time 

allowances developed from estimated time it took staff to complete 

various activities. On survey forms developed by the district’s mandate 

consultant, employees estimated, for each fiscal year, the average time in 

minutes it took them to perform the 12 activities per student per year. In 

FINDING 1— 

Overstated salaries 

and benefits 
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applying the time allowances, the district did not report the correct 

number of students related to the various cost components. We 

recalculated reimbursable activities using the correct number of students 

and determined that the district overstated salaries and benefits by 

$535,729—overstated enrollment fee collection costs totaling $544,326 

and understated enrollment fee waivers costs totaling $8,597. 

 

Enrollment Fee Collection 

 

For enrollment fee collection costs, the district claimed costs related to: 

(1) referencing student accounts and printing a list of enrolled courses; 

(2) calculating the fees, processing the payment, and preparing a 

payment receipt; (3) answering student questions or referring them to the 

appropriate person for an answer; (4) updating student records for the 

enrollment fee information, providing a copy to the student, and 

copying/filing enrollment fee documentation; (5) collecting delinquent 

fees; and (6) processing fee refunds for students who establish fee waiver 

eligibility and updating student and district records as required. The 

district determined reimbursable costs by applying a multiplier to the 

time allowances it determined through a time study.  

 

For activities (1) and (3), the district used total enrolled students as the 

multiplier. For activities (2) and (4), the district used students paying the 

enrollment fee as the multiplier. The district did not support the numbers 

it used for the multiplier. We updated the district’s calculation based on 

student enrollment information it reported to the California Community 

Colleges Chancellor’s Office (CCCCO). Based on updated student 

enrollment information, we determined that of the $2,508,095 claimed, 

$410,837 was overstated because of calculation errors for activities (1) 

through (4). The remaining costs totaled $2,097,258. The calculation 

errors occurred for the following reasons: 

 

 For activities (1) and (3), the district claimed costs for reimbursable 

student enrollment numbers that did not agree with the enrollment 

numbers documented by the CCCCO. Reimbursable student 

enrollment excludes non-resident and special part-time students 

(students who attend a community college while in high school 

pursuant to Education Code section 76001). We obtained student 

enrollment, non-resident student, and special part-time student 

numbers from the CCCCO. The CCCCO’s management information 

system (MIS) identifies enrollment information based on student data 

that the district reported. CCCCO identifies the district’s enrollment 

based on CCCCO’s MIS data element STD 7, codes A through G. 

CCCCO eliminates any duplicate students based on their Social 

Security numbers. 

 For activities (2) and (4), the district did not provide support for its 

calculation of the total number of students paying the fee. We 

calculated reimbursable students paying the fees by deducting Board 

of Governor Grant (BOGG) recipients from reimbursable student 

enrollments. In calculating enrollment fee waivers (for components 7 

through 10 below), the district used the BOGG numbers reported on 

the CCCCO’s Web site. We used that number when calculating the 

number of BOGG recipients. However, the more accurate numbers of 
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BOGG recipients are the numbers maintained by the CCCCO based 

on data the district reported. The CCCCO identifies the number of 

BOGG recipients based on MIS data element SF21 and all codes with 

the first letter of B or F. The BOGG recipient numbers provided by 

the CCCCO did not vary significantly from the numbers reported on 

its Web site. The annual number of BOGG recipients confirmed 

directly with the CCCCO totaled 23,716 while the number of BOGG 

recipients reported on the CCCCO’s Web site totaled 23,964, a 

difference of 248. 

For activity (5), the district claimed delinquent fee collection costs based 

on the number of delinquent dollars rather than the number of delinquent 

students for FY 1998-99 through FY 2003-04, FY 2005-06, and FY 

2006-07. Based on updated student count, the district overstated costs by 

$133,489. 

For activity (6), the district claimed costs based on the number of 

students who received a refund. We identified no errors for this activity. 

 

We recalculated reimbursable on-going enrollment fee collection costs 

for activities (1) through (6) and determined that the district overstated 

allowable costs by $544,326. 

 

Enrollment Fee Waivers  

 

For enrollment fee waivers costs, the district claimed costs related to: 

(7) answering student questions or referring them to the appropriate 

person for an answer; (8) receiving waiver applications; (9) evaluating 

waiver applications; (10) providing notice to student that additional 

documents were needed; (11) inputting approved applications; and 

(12) reviewing and evaluating additional information and documentation 

for denied application if appealed and providing students written 

notifications of the appeal results or any change in eligibility status. 

 

For activities (7) through (9), and (11), the district used the number of 

BOGG waivers reported on the CCCCO’s Web site for FY 1999-2000 

through FY 2004-05, and FY 2007-08. The numbers used by the district 

for FY 2005-06 and FY 2006-07 did not agree with the numbers reported 

on the CCCCO’s Web site and excluded denied appeals. Also, the 

district made computation errors when calculating the FY 2007-08 

amounts. For components (10) and (12), the district used the number of 

denied appeals for FY 2005-06 and FY 2006-07. We did not adjust the 

numbers used by the district for components (10) and (12). 

 

We recalculated reimbursable ongoing enrollment fee waivers costs for 

components (7) through (9), and (11), and determined that the district 

understated allowable costs by $8,597. 
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The following table summarizes the unallowable salaries and benefits for 

ongoing enrollment fee collection and waivers costs: 
 

Fiscal Year 

 

Allowable 

Salaries and 

Benefits 

 

Claimed 

Salaries and 

Benefits  

 

Audit 

Adjustment 

1998-99 

 

$ 172,092 

 

$ 214,360 

 

$ (42,268) 

1999-2000 

 

189,742 

 

250,594 

 

(60,852) 

2000-01 

 

257,585 

 

329,358 

 

(71,773) 

2001-02 

 

243,484 

 

326,983 

 

(83,499) 

2002-03 

 

255,099 

 

332,386 

 

(77,287) 

2003-04 

 

234,298 

 

327,425 

 

(93,127) 

2004-05 

 

263,145 

 

345,500 

 

(82,355) 

2005-06 

 

276,387 

 

356,597 

 

(80,210) 

2006-07 

 

170,559 

 

184,943 

 

(14,384) 

2007-08 

 

324,302 

 

370,826 

 

(46,524) 

Total 

 

$ 2,386,693 

 

$ 3,038,972 

 

$ (652,279) 

 

The following table details the unallowable salaries and benefits by 

unsupported costs and errors in the district’s application of time study for 

ongoing activities: 
 

  Unsupported Costs  Errors in Application of Time Study   

Fiscal Year  

Enroll-

ment Fee 

Collection  

Enroll-

ment Fee 

Waivers  Subtotal  

Enroll-

ment Fee 

Collection  

Enroll-

ment Fee 

Waivers  Subtotal  

Audit 

Adjust-

ment 

1998-99  $ —  $ —  $ —  $ (42,268)  $ —  $ (42,268)  $ (42,268) 

1999-2000  (8,985)  —  (8,985)  (51,867)  —  (51,867)  (60,852) 

2000-01  (7,333)  (177)  (7,510)  (64,263)  —  (64,263)  (71,773) 

2001-02  (7,545)  (178)  (7,723)  (75,776)  —  (75,776)  (83,499) 

2002-03  (9,379)  (240)  (9,619)  (67,668)  —  (67,668)  (77,287) 

2003-04  (13,426)  (261)  (13,687)  (79,440)  —  (79,440)  (93,127) 

2004-05  (2,257)  (105)  (2,362)  (79,993)  —  (79,993)  (82,355) 

2005-06  (2,905)  (84)  (2,989)  (77,018)  (203)  (77,221)  (80,210) 

2006-07  —  —  —  (12,129)  (2,255)  (14,384)  (14,384) 

2007-08  (63,675)  —  (63,675)  6,096  11,055  17,151  (46,524) 

Total  $(115,505)  $ (1,045)  $(116,550)  $(544,326)  $ 8,597  $(535,729)  $(652,279) 

 

Education Code section 76300 authorizes community college districts to 

calculate and collect student enrollment fees and to waive student fees in 

certain instances. The code directs districts to report the number of, and 

amounts provided for, BOGGs and to adopt procedures that will 

document all financial assistance provided on behalf of students. 

 

The program’s parameters and guidelines (section IV–Reimbursable 

Activities) state ―. . . actual costs must be traceable and supported by 

source documents that show the validity of such costs, when they were 

incurred, and their relationship to the reimbursable activities. A source 

document is a document created at or near the same time the actual cost 

was incurred for the event or activity in question.‖ 

 

The parameters and guidelines also state that salaries and benefits are 

reimbursable if claimants report each employee implementing the 

reimbursable activities by name, job classification, productive hourly 

rate, and provide a description of the specific reimbursable activities 

performed and the hours devoted to these activities. 
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The parameters and guidelines state that the preparation of policies and 

procedure is reimbursable as a one-time activity for collection of 

enrollment fees and for determining which students are eligible for 

waiver of the enrollment fees. The CSM Final Staff Analysis and 

Proposed Parameters and Guidelines dated January 13, 2006, for the one-

time activity of adopting policies and procedures, states ―. . . staff finds 

that updates to the policies and procedures would be subject to change in 

the community college district’s policy rather than state law, and would 

not be reimbursable.‖ 
 

The parameters and guidelines also states that staff training is 

reimbursable as a one-time costs per employee for training district staff 

that implement the program on the procedures for the collection of 

enrollment fees and for determining which students are eligible for 

waiver of the enrollment fee. Consistent with the Final Staff Analysis for 

policies and procedures, training for changes in the community college 

district’s policy is not reimbursable. 
 

Recommendation 
 

We recommend that the district maintain records that document actual 

time spent on mandate-related activities. In addition, we recommend that 

the district maintain documentation that identifies the number of students 

excluded as required by Education Code section 76300. 
 

District’s Response 
 

The draft audit report states that the District claimed unallowable 

salaries and benefits in the amount of $652,764.  This amount consists 

of $119,991of ―unsupported costs‖ and $532,773 for ―errors applying 

time allowances.‖ 

1. Policies and Procedures and Training 

A total of $116,550 was disallowed for staff time claimed for 

policies and procedures and staff training. The draft audit report 

disallowed most of the staff time reported for four reasons, all of 

which are characterized there as ―unsupported costs.‖ None of the 

staff time was disallowed as unreasonable. 

The draft audit report states variously that the District did not 

provide ―support‖ for claimed costs, or provided ―no 

documentation‖. The general audit standard applied was 

contemporaneous documentation of time spent or corroborating 

evidence of activities performed. It should be remembered that the 

parameters and guidelines were adopted January 26, 2006, and the 

first claiming instructions for the initial fiscal years were released 

thereafter. Claimants had no actual notice of approved 

reimbursement for this program until that time. It seems 

unreasonable to require contemporaneous documentation of daily 

staff time for the retroactive initial fiscal years. While some historic 

staff time can be reconstructed from calendars and desk diaries, 

other staff time cannot and must be reported as good-faith estimate 

where the desired information is not maintained in the regular 

course of business. While the District agrees with the audit report 

recommendation that claimants maintain records that document 

actual time spent on mandate-related activities, it would be a more 

realistic standard only for fiscal years several years after the period 

of the initial fiscal year claims. 



Gavilan Community College District Enrollment Fee Collection and Waivers Program 

-13- 

Where the documentation is apparently sufficient, the auditor made 

qualitative judgments regarding the scope of activities as to whether 

they were related to the mandate program, for example, as in the 

Banner mock registration process. The District does not agree that 

those sessions and other training events are qualitatively divisible as 

determined by the auditor. Since this is a basic difference of 

opinion, it has to be resolved by the incorrect reduction claim 

process. 

 

The audit report essentially disallows staff time for policies and 

procedures after the first instances of reported costs for these 

activities in FY 1998-99 and FY 1999-00 as a duplication of one-

time costs. The audit report cites the Commission Final Staff 

Analysis for the parameters and guidelines for the premise, not 

stated in the parameters and guidelines, that updates to policies and 

procedures result from changes in local policy. This is a factual 

assumption not supported by the audit findings, and seemingly 

contrary to the thirteen changes in state law listed in the audit 

report. The audit report makes no findings on the content of the 

changes made to policies and procedures to support this adjustment. 

 

The draft audit report disallows claimed training time for employees 

who were claimed more than once during the ten fiscal years in the 

audit period. The parameters and guidelines identify the staff 

training activities as ―one-time per employee.‖ However, it should 

be considered that the content of the training would change over the 

span of years, thus new content would be a new one-time activity 

for repeat staff members. The language of Education Code Section 

76300 changed frequently and the subject matter of the relevant 

Title 5, CCR, sections may have been updated by the Board of 

Governors. There are also local changes in duties and procedures as 

a result of the change in the enrollment and registration process; for 

example, the evolving telephone and OLGA system noted in the 

audit report. It should also be anticipated that the name of the 

supervisors or managers conducting the training would appear in the 

claims for several years. There should be no blanket allowance of 

the staff time for persons whose name appears more than once 

without a determination of whether the subject matter of the training 

was duplicate of previously claimed training activities. 

 

2. Time Allowances for Ongoing Activities 

 

The draft audit report identifies ―errors when applying time 

allowances‖ of $530,768 in overstated ongoing enrollment fee 

collection activities and understated costs of $2,005 for ongoing 

enrollment fee waiver activities. The District’s computation of 

ongoing program costs is based on the average time reported from 

the several surveys of relevant program of the staff of the amount of 

time (usually in minutes) required to complete the twelve activity 

components. These average times were multiplied by workload 

multipliers that closely approximate the number of students who 

paid enrollment fees and the number of students for whom 

enrollment fees were waived. The total hours per activity 

component was multiplied by either the specific productive hourly 

rate of the person performing the activity, or an average hourly rate 

when there were several persons in similar job classifications 

performing the activity.   
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The major source of the audited variance ($397,279) is stated in the 

audit report to be that the District ―did not report the correct number 

of students related to the various cost components,‖ and that the 

District ―did not support the numbers it used for the multiplier.‖ The 

auditor utilized enrollment waiver statistics from the Chancellor’s 

Office MIS system, because these numbers are ―maintained,‖ are 

―more accurate,‖ and because the numbers ―did not vary 

significantly from the numbers reported on its Web site‖ that was 

the source of some of the numbers used by the District.  The audit 

uses the MIS statistics to approximate the number of students who 

paid enrollment fees and the number of students for whom 

enrollment fees were waived. The District utilized information 

available from district records or the Chancellor’s web site at the 

time the annual claims were prepared so some variances can be 

expected.  Variances would result from the students who enrolled 

and paid enrollment fees, but thereafter left the district and thus 

these students may not appear later in the Chancellor’s statistics as 

an enrolled student.  Another source of a variance would be the time 

spent on unapproved waiver applications. There are more 

applications for waivers than waivers granted, which is not reflected 

by the Chancellor’s statistics. 

 

SCO’s Comment 

 

We reduced the adjustment reported in the draft report by $485, from 

$652,764 to $652,279. We increased allowable FY 2007-08 one-time 

training costs related to fee collection (decreasing the adjustment by 

$3,441). We also corrected the FY 2001-02 enrollment count of students 

who paid an enrollment fee (increasing the adjustment by $13,558) and 

FY 2005-06 and FY 2006-07 denied appeal counts related to fee waivers 

(reducing the adjustment by $10,602). The FY 2001-02 adjustment is 

offset in Finding 2. 

 

Policies and Procedures and Training 

 

The district stated that the SCO disallowed claimed costs of $116,550 for 

policies and procedures and staff training because the costs were 

unsupported. Instead, the costs were determined to be unallowable 

because the district did not support that the costs only related to one-time 

activities allowed by the parameters and guidelines.  

 

For policies and procedures costs, we allowed costs in the first year 

claimed. The district did not provide any documentation supporting that 

the costs claimed in the remaining years related to the allowable one-

time costs of developing rather than updating the procedures.   

 

For staff training, we allowed costs in the first year employees were 

claimed. The district provided no documentation supporting the training, 

e.g., the name of the trainer, the nature of the training, agenda. Therefore, 

the district did not support that costs claimed by an employee in 

subsequent years related to allowable one-time training. 

 

The parameters and guidelines state that the preparation of policies and 

procedures and staff training are reimbursable as a one-time activity 

[emphasis added] for the collection of enrollment fees and for  
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determining which students are eligible for waiver of the enrollment fees. 

Further, the parameters and guidelines limit staff training to one-time 

cost per employee [emphasis added]. 

 

The district further asserts that the SCO draft audit report cites the 

CSM’s Final Staff Analysis as support for a premise not stated in the 

parameters and guidelines. The analysis is not the sole support for the 

SCO’s position, but is relied upon in conjunction with the parameters and 

guidelines. It clarifies the CSM’s position on one-time activities by 

stating, ―updates to the policies and procedures would be subject to 

change in the community college district’s policy rather than state law, 

and would not be reimbursable.‖   

 

The district also contends that Education Code section 76300 changed 

frequently and the subject matter of Title 5, CCR, sections may have 

been updated. The district did not provide any support that the added 

training costs related to changes in the law.   

 

Time Allowances for Ongoing Activities 

 

The district notes that SCO audit adjustments of $397,279 [updated to 

$410,837 in this final report] relate to the district reporting the incorrect 

number of students used to compute reimbursable costs. 

 

The district states that the SCO utilized enrollment waiver statistics from 

the CCCCO because they were more accurate and did not vary 

significantly from the district. This statement is inaccurate. With minor 

exception, we used the districts’ reported waiver statistic as those 

numbers did not vary significantly from the numbers confirmed from the 

CCCCO. The waivers statistics confirmed from the CCCCO represents 

data the district reported and is more accurate because it includes 

unduplicated count of students with BOGG waivers by term for MIS data 

element SF 21 and all student financial aid data codes with the first letter 

of B or F. The district’s waivers numbers came from datamart data from 

the CCCCO’s Web site that included unduplicated count of students with 

BOGG waivers by school year and excludes codes with the first letter of 

F. Consequently, a student with a BOGG waiver in three terms in a 

school year would be counted as one BOGG waiver on the CCCCO’s 

Web site and three BOGG waivers on the numbers confirmed by the 

CCCCO. Furthermore, the CCCCO’s Web site would not include any of 

the data element SF21codes with the first letter of F. 

 

The district states that the SCO relied upon statistics from the CCCCO to 

approximate the number of students who paid enrollment fees and the 

number of students for whom enrollment fees were waived. It further 

states that the district used statistics from the district. The information 

from the CCCCO is based on information the district reported. Further, 

the CCCCO’s enrollment numbers detail non-resident students and 

special admit students that are not reimbursable under the mandate. The 

numbers provided by the district did not agree with the CCCCO’s 

numbers and were not traceable to the district’s records. 
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The district claimed unsupported salaries and benefits related to ongoing 

activities of calculating and collecting enrollment fees, activities (1) 

through (4). The unsupported salaries and benefits for these four 

activities, after adjusting the errors identified in Finding 1, total 

$2,097,258. 

 

From July 1998 through June 2003, students paid registration either over 

the telephone, assisted by a staff member, or over the counter. In July 

2003, the telephone registration process was expanded to include an 

automated system. In May 2006, the district launched the OnLine 

Gavilan (OLGA) system, an automated online registration and payment 

system. The OLGA system allowed students to register via the Internet 

and pay fees with a credit card. When students used the automated 

system, district staff did not perform such reimbursable mandated 

activities as referencing student accounts, calculating and collecting 

student fees, and updating computer records for the enrollment fee 

information and providing a copy to the student. The district claimed 

reimbursement for enrollment fee collections based on all students 

paying fees and did not identify or exclude those students who enrolled 

and paid online. 

 

As noted in Finding 1, employees estimated, for each year, the average 

time it took to perform individual activities per student per year. The 

surveys were completed in April 2006 for FY 1998-99 through FY 

2004-05; in May 2006 for FY 2005-06; in November 2007 for FY 

2006-07; and between January 30, 2009, and February 3, 2009, for FY 

2007-08. The district’s main campus is in Gilroy; however, the district 

also has campus sites in Hollister and Morgan Hill. The majority of the 

enrollment fees were collected at Gilroy’s main campus. Gilroy’s 

Business Office and Admissions and Records employees completed the 

April 2006, May 2006, and November 2007 surveys that the district used 

to claim costs for FY 1998-99 through FY 2006-07. Gilroy’s and Morgan 

Hill’s employees completed the January/February 2009 survey that was 

used to claim costs for FY 2007-08. Hollister employees did not 

participate in any of the surveys.  

 

The following table shows the number of completed surveys by 

campuses and offices:  
 

Fiscal Year 

 

Gilroy’s 

Admissions 

and 

Records 

 

Gilroy’s 

Business 

Services 

 

Morgan Hill’s 

Student 

Services 

 

Total 

1998-99 

 

4 

 

1 

 

0 

 

5 

1999-2000 

 

4 

 

1 

 

0 

 

5 

2000-01 

 

4 

 

1 

 

0 

 

5 

2001-02 

 

5 

 

2 

 

0 

 

7 

2002-03 

 

5 

 

2 

 

0 

 

7 

2003-04 

 

5 

 

2 

 

0 

 

7 

2004-05 

 

5 

 

2 

 

0 

 

7 

2005-06 

 

5 

 

1 

 

0 

 

6 

2006-07 

 

0 

 

2 

 

0 

 

2 

2007-08 

 

5 

 

0 

 

2 

 

7 

 

  

FINDING 2— 

Unsupported salaries 

and benefits 
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The survey form provided a brief summary of activities (1) through (4) 

from the description identified in the parameters and guidelines; no 

further instructions were provided. In addition, the district’s mandate 

consultant indicated that no clarification was provided to employees as to 

the context of reimbursable activities and no post-survey analysis was 

performed to verify the reasonableness of the average time recorded in 

the surveys. The consultant simply added up all of the time increments 

recorded on the survey forms and divided the total by the number of 

responses without verifying the time recorded on the survey forms. All 

responses were given equal weight, even though the Admissions and 

Records employees, Business Office employees, and Student Services 

employees did not perform the mandated activities at the same level. 
 

District staff claimed 44.4 minutes for FY 1998-99, 45.4 minutes for 

both FY 1999-2000 and FY 2000-01, 44.2 minutes for FY 2001-02, 41.4 

minutes annually for FY 2002-03 through FY 2005-06, 14.5 minutes for 

FY 2006-07, and 31.3 minutes for FY 2007-08 per student, per summer 

session as well as the fall and spring terms, to perform mandated 

activities (1) through (4). As noted in Finding 1, a description of the 

reimbursable activities is as follows: (1) referencing student accounts and 

printing a list of enrolled courses; (2) calculating the fees, processing the 

payment, and preparing a payment receipt; (3) answering student 

questions or referring them to the appropriate person for an answer; and 

(4) updating student records for the enrollment fee information, 

providing a copy to the student, and copying/filing enrollment fee 

documentation.  

 

Admissions and Records Office Employees, Gilroy’s Main Campus 

 

Seven Student Records Technicians working at Gilroy’s Admissions and 

Records Office completed survey forms at various times for FY 1998-99 

through FY 2005-06, and for FY 2007-08, that estimated the time it took 

to perform activities (1) through (4). We interviewed two of these 

employees on March 29, 2010. The Administrative Assistant for the Vice 

President of Administrative Services was present during the interviews. 

We discussed the reimbursable activities described in the parameters and 

guidelines and indicated that reimbursable activities exclude costs related 

to adding and dropping classes, ordering transcripts, time spent paying 

for a parking permit, and other fee collections. The two Student Records 

Technicians walked us through the enrollment fee collection process and 

informed us that it generally took approximately two to three minutes per 

student, per summer session as well as the fall and spring terms, to 

perform activities (1) through (4). However, the seven employees 

estimated the following time on their survey forms to collectively 

perform activities (1) through (4): 

 The two employees interviewed indicated that it took 40 minutes each 

year from FY 1998-99 through FY 2005-06, and 46 minutes and 57 

minutes for FY 2007-08. 

 The third employee (currently retired) indicated that it took 40 

minutes each year from FY 1998-99 through FY 2005-06, and 23 

minutes for FY 2007-08. 
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 The fourth employee indicated that it took 40 minutes each year from 

FY 2001-02 through FY 2005-06. 

 The fifth employee (currently retired) indicated that it took 80 

minutes each year from FY 1998-99 through FY 2002-03. 

 The sixth employee indicated that it took 80 minutes each year from 

FY 2003-04 through FY 2005-06, and 23 minutes for FY 2007-08. 

 The seventh employee indicated that it took 40 minutes for FY 

2007-08. 

 

The two interviewed employees informed us that they were not aware 

that the time they recorded on the survey forms should have excluded 

registration-related activities (e.g., adding and deleting classes, non-

mandated fee collection activities, and collection of other fees). One of 

the interviewed employees informed us that none of the staff at Gilroy’s 

Admissions and Records Office completed a survey form for FY 

2006-07 because they did not have time to fill out the survey forms for 

that year. However, most of the enrollment fees were collected at 

Gilroy’s Admissions and Records Office for FY 2006-07. The minutes 

recorded on the survey forms by Admissions and Records employees 

averaged between 48 and 50 minutes for FY 1998-99 through FY 

2005-06, and 37.8 minutes for FY 2007-08. 

 

One of the Student Records Technicians interviewed and the 

Administrative Assistant stated that the time allowances recorded on the 

survey forms appear to be overstated, as the time allowances included 

time spent on non-mandated activities. The two interviewed employees 

agreed to reevaluate the time they claimed for calculating and collecting 

enrollment fees and let the SCO know the results. 

 

We also physically observed the fee collection process for approximately 

three hours on January 26, and 27, 2011, during the open enrollment 

period at the Gilroy campus. The purpose of our observation was to 

validate the reasonableness of time allowances used by the district in 

determining reimbursable salaries and benefits. The Administrative 

Assistant was present during most of our observations. We observed 

seven students as they paid their fees. We excluded students who were 

adding and dropping classes and ordering transcripts, as well as time 

spent paying for a parking permit. Based on our observation, the time per 

student averaged three and one half minutes. The Administrative 

Assistant indicated that, based on her observation, staff spent 

approximately five minutes per student on the enrollment fee collection 

process, activities (1) through (4). She indicated that, due to automation, 

the time spent to calculate enrollment fees in the current year was not as 

time-consuming as the work performed in earlier years. She also 

indicated that there were minor time variances to consider in the amount 

of time it took to complete these tasks based on the experience level of 

the employee performing the work. The district did not provide any 

further support for the minutes claimed or increased time involved in 

prior years for the fee collection process. 
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Based on responses from the district’s Admissions and Records 

employees and our observations of staff performing the mandated 

activities, the average minutes used in claiming salaries and benefits for 

its mandated cost claims are significantly overstated. Time claimed 

averaged 48 to 50 minutes for FY 1998-99 through FY 2005-06 and 37.8 

minutes for FY 2007-08 compared to approximately two to three and one 

half minutes based on our interviews and observations. 

 

Business Office Employees, Gilroy’s Main Campus 

 

An Accounting Assistant and an Accountant working at Gilroy’s 

Business Office completed survey forms at various times, from FY 

1998-99 through FY 2006-07, that estimated the amount of time spent to 

collectively perform activities (1) through (4). We interviewed the 

Accounting Assistant. The Administrative Assistant was also present for 

this interview. We discussed the reimbursable activities described in the 

parameters and guidelines and indicated that reimbursable activities 

exclude costs related to adding and dropping classes, ordering 

transcripts, time spent paying for a parking permit, and other fee 

collections. The Accounting Assistant reviewed the time recorded on her 

survey forms and stated that, to the best of her knowledge, the 12 

minutes per student was accurate. The Accounting Assistant indicated 

that she had not been involved in the enrollment fee collection process 

since 2007; therefore, she was unable to walk us through the collection 

process. On the survey forms, she estimated that it took 12 minutes for 

each year from FY 1998-99 through FY 2005-06 and 17 minutes for FY 

2006-07 per student, per summer session as well as the fall and spring 

terms, to perform activities (1) through (4). She recalls that prior to 

implementation of the OLGA system (in May 2006), most students 

would register over the telephone and pay their enrollment fees within 

ten days at the Business Office. She indicated that subsequent to the 

implementation of the OLGA, system, students had to pay when they 

registered via the telephone system. She also informed us that the 

Business Office did not handle any registration activities, but did handle 

health fee collections and parking fees. In addition, she informed us that 

only one employee performed activities (1) through (4) in the Admission 

and Records Office and that these activities consumed only a portion of 

that employee’s time. 

 

The Accountant estimated on the survey forms that it took 12 minutes 

each year from FY 2002-03 through FY 2006-07 to collectively perform 

activities (1) through (4). 

 

As noted previously, only two surveys were completed for FY 2006-07; 

both of them were from Gilroy’s Business Office employees. However, 

Gilroy’s Admissions and Records employees collected most of the 

enrollment fees for FY 2006-07. 

 

Student Services Employees, Morgan Hill Campus 
 

A Director of Programs Specialist and a Program Specialist in the 

Student Services Office at the Morgan Hill campus completed a survey 

form for FY 2007-08 that estimated time it took to collectively perform 

activities (1) through (4). The Director and Program Specialist survey 
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forms indicated that it took 15 minutes each per student per summer 

session as well as the fall and spring terms to collectively perform 

activities (1) through (4). 
 

Adjustment 
 

We discussed our analysis of time claimed with district representatives 

and requested their comments. District staff initially concurred with our 

analysis related to time claimed being overstated and agreed to revise its 

time allowances. Subsequently, the district’s consultant, on behalf of the 

district, requested that we issue the draft report. 
 

Based on our analysis, we determined that salaries and benefits claimed 

for activities (1) through (4), using time allowances that averaged 43.1 

minutes annually per student for FY 1998-99 through FY 2005-06, 14.5 

minutes annually per student for FY 2006-07, and 31.3 minutes per 

student for FY 2007-08, were unsupported and, therefore, unallowable 

for the following reasons:  

 The district did not explain or support why average time allowances 

claimed by district staff (43.1 minutes per student for FY 1998-99 

through FY 2005-06, 14.5 minutes per student for FY 2006-07, and 

31.3 minutes per student for FY 2007-08) were significantly greater 

than the time allowances based on the results of our inquiries and 

observations. 

 The time allowances recorded by district staff for FY 2006-07 were 

based on estimated time from two Gilroy’s Business Office 

employees. Gilroy’s Admissions and Records Office employees did 

not complete any survey forms for FY 2006-07. However, the district 

indicated that most of the FY 2006-07 collections occurred at Gilroy’s 

Admissions and Records Office. 

 Based on the minutes recorded by the two employees surveyed at 

Gilroy’s Business Office, the estimated time to perform activities (1) 

through (4) did not change from FY 1998-99 through FY 2006-07. 

 The district had an automated telephone registration process, in 

operation since 2003, and an automated online registration and 

payment system, in operation since May 2006, that were used for the 

payment of enrollment fees without the assistance of district 

employees. However, the district did not exclude students who paid 

online when determining reimbursable costs.  

 The surveys were not developed with sufficient instructions to clarify 

reimbursable activities. 

 The district did not independently verify the uniform time allowances 

with physical observation and inquiries to ensure that time allowances 

applied to students were accurate and reasonable. 

 The district did not show that the methodology it used in developing 

time allowances produced a result that was representative of 

employees’ time spent performing the reimbursable activities. 
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Government Code section 17561 (d)(2)(B) states that ―The Controller 

may reduce any claim that the Controller determines is excessive or 

unreasonable.‖ Based on our analysis, we believe that salaries and 

benefits claimed using time allowances for activities (1) through (4) were 

excessive and unreasonable. 

 

The parameters and guidelines (section IV-Reimbursable Activities) 

state: 
 

. . .actual costs must be traceable and supported by source documents 

that show the validity of such costs, when they were incurred, and their 

relationship to the reimbursable activities. A source document is a 

document created at or near the time the actual cost was incurred for 

the activity in question. 

 

The following table summarizes the unsupported ongoing salary and 

benefit costs related to calculating and collecting enrollment fees for 

activities (1) through (4): 
 

Fiscal Year  

Reference 

Student 

Accounts  

Calculating 

Fees  

Answering 

Student 

Questions  

Updating 

Records  Total 

1998-99  $ (20,176)  $ (58,793)  $ (50,036)  $ (34,584)  $ (163,589) 

1999-2000  (21,838)  (63,398)  (36,687)  (55,939)  (177,862) 

2000-01  (29,434)  (88,324)  (49,449)  (77,933)  (245,140) 

2001-02  (27,357)  (85,077)  (42,676)  (60,437)  (215,547) 

2002-03  (32,512)  (86,700)  (45,517)  (68,726)  (233,455) 

2003-04  (30,411)  (77,901)  (42,575)  (61,751)  (212,638) 

2004-05  (35,469)  (88,788)  (49,657)  (70,381)  (244,295) 

2005-06  (36,357)  (93,743)  (50,899)  (74,309)  (255,308) 

2006-07  (31,302)  (42,054)  (22,358)  (17,522)  (113,236) 

2007-08  (78,516)  (48,102)  (80,969)  (28,601)  (236,188) 

Total  $ (343,372)  $ (732,880)  $ (470,823)  $ (550,183)  $ (2,097,258) 

 

Recommendation 

 

We recommend that the district: 

 Maintain records that document actual time spent on mandate-related 

activities; 

 Ensure the validity of any time studies used in determining 

reimbursable cost; 

 Maintain documentation that identifies the number of students subject 

to reimbursements pursuant to Education Code section 76300; and 

 Adjust for students that pay their enrollment fee through an automated 

system (rather than in person) when calculating enrollment fee 

collection costs. 
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We further recommend that any surveys used in developing uniform time 

allowances are: 

 Developed with sufficient instructions to clarify reimbursable 

activities; 

 Independently verified with physical observation and inquiries to 

ensure that time allowances applied to students are accurate and 

reasonable; and  

 Projected in a manner to produce a result that is representative of 

employees performing the reimbursable activities. 

 

District’s Response 
 

The draft audit report eliminates $2,110,816 of the staff time reported 

from the time survey of ongoing activities for enrollment fee collection, 

after the adjustments made in Finding 1 regarding workload 

multipliers. 

 

The draft audit report refers to the automated telephone registration 

process beginning in FY 2003-04 and the OLGA system beginning 

May 2006 which reduced staff participation in the collection of the 

enrollment fee compared to the over-the-counter method that prevailed 

during the first five fiscal years that are the subject of the audit. The 

draft audit report concludes that the students should have been 

excluded from the claim. While the staff labor involved in the 

automated systems is different and probably less, it is not a basis for 

excluding these enrollments from reimbursement based on the survey. 

While District staff could give an informed opinion on the number of 

students utilizing the automated systems, and the auditor solicited these 

opinions on several occasions, the District did not maintain this 

information in the usual course of business and it is not required by the 

parameters and guidelines. Further, I am told that for a claimant to 

make cost assumptions based on staff opinions has been unacceptable 

on previous Controller audits on other programs, so it was not ventured 

here on this subject matter by the District and so stated in its e-mail to 

the auditor on April 1, 2010. 

 

However, the subsequent establishment of automated systems is not a 

basis for disallowing costs for the first five years audited. 

Notwithstanding, the audit report disallows the remaining enrollment 

process costs for all fiscal years based on a anecdotal evidence obtained 

after the exit conference. The draft audit report cites interviews with 

two Student Records Technicians at the Gilroy campus on March 29, 

2010, who appears to have stated at the interview that they must have 

misinterpreted the scope of activities included in the survey tool when 

they originally submitted their response. The auditor observed the 

enrollment process for three hours at Gilroy on January 26, and 27, 

2011, observing the fee collection process for seven students, excluding 

students that were adding or dropping courses, and concluded that the 

reimbursable activities averaged three and one-half minutes. The 

auditor also interviewed an Accounting Assistant and Accountant at the 

Gilroy business office who described the pre- and post automated 

procedures, as well as Program Specialists at the Morgan Hill campus 

who provided new responses to the survey at the auditor’s request. 

Based on these interviews and new responses, the auditor concluded 

that the original survey results overstated the reimbursable activity 

time. If a claimant were to base their annual claims on similar directed 
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interviews of a few staff and observation of seven transactions out of 

more than 10,000 such transactions per year, the information obtained 

would not be considered by the Controller as representative. It is not. 

 

The draft audit report states the following reasons for rejecting the 

original District survey findings: 

1. The District did not explain or support why the average time 

allowances reported in the surveys were significantly greater than 

the results of the auditor’s interviews and observations. The 

District response was stated in the April 1, 2010, e-mail and 

discussed at the exit conference. The survey forms used for the 

annual claims were distributed to all staff involved in the process 

who responded based on their understanding of the language used 

in the survey forms which is almost directly copied from the 

parameters and guidelines. The District did not participate in the 

interviews conducted by the auditor, so it does not know what 

language was used to elicit or clarify the responses obtained there, 

nor why these responses are specifically different.   

2. Gilroy Business Office staff did not complete survey forms for FY 

2006-07. The annual claims utilized previous information from 

similar job classifications across the district since the annual claim 

is based on district costs, not specific college costs. 

3. The estimated time reported did not change from FY 1998-99 

through FY 2006-07. At the time of the filing of the initial claims, 

July 2006, staff reported the average time for a regular enrollment 

fee collection transaction dating back to FY 1998-99. No changes 

were made later for the automated system transactions since the 

staff generally responding (e.g., Student Records Technicians) 

were not performing that function.  

4. The District did not exclude from the enrollment multipliers 

students who paid on line. As stated before, those transactions are 

also reimbursable. The survey, by its nature as a survey, estimated 

the average time of routine transactions and did not address this 

issue.  There are no multipliers or survey results for these 

automated transactions. The purpose of surveys of this type is to 

provide approximate results for nearly uniform repetitive activities, 

and do not accommodate exceptional transactions.   

5. The surveys were not developed with sufficient instructions to 

clarify the reimbursable activities. SixTen and Associates stated at 

the exit conference that these forms use the language of the 

parameters and guidelines based on previous Controller audit 

experience where auditors have considered that modifying 

parameters and guidelines language, as well as verbally 

―explaining‖ the language, is directing a response, as the auditor 

may have experienced during his interviews. The audit report 

suggests the need for more specific activity descriptions and 

second-person observation of the time for each activity. There is a 

concern that more specific activity descriptions may stray from the 

scope of the parameters and guidelines language. This presents the 

potential problem of claiming activities outside of the scope of the 

parameters and guidelines, especially when each district that 

utilizes a survey process will have to establish its own activity 

descriptions, absent a statewide survey instrument. Further, the 

Controller has no standards for time surveys of this nature to assist 

the claimants in filtering the meaning of the parameters and 

guidelines. 
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6. The District did not independently verify the uniform time 

allowances with physical observation and inquiries to assure the 

responses were accurate and reasonable. As stated before, survey 

results are not intended to be accurate, but rather representative.  

There is no retroactive observation possible. Surveys of these types 

are based on the collective independent evaluation by persons who 

do not actually perform the work. The auditor’s perception of 

unreasonable results is based on a few interviews and one short 

observation conducted by the auditor, none of which are relevant 

to the survey method used, but only the survey results. Is the 

auditor’s work ―independent‖ verification? It is clear that the 

verification process conducted by the auditor was neither sufficient 

in scope or supported by a written survey instrument or method 

that can be properly evaluated by a third party. 

7.  The District did not show the survey results were representative of 

the employee time spent performing the reimbursable activities. 

This is the ultimate bias that pervades the entire audit process. The 

survey was not designed to accomplish the findings desired by the 

Controller. The survey is representative of the activities stated in 

the parameters and guidelines in that the persons performing the 

tasks responded to their understanding of the questions posed by 

the parameters and guidelines language. Understanding the 

language of the parameters and guidelines, plain meaning or 

otherwise, is a challenge for anyone who prepares annual claims 

for any mandate program. It is not a unique issue here.  The 

auditor’s interview findings and the de minimus observation period 

are just another interpretation. 

 

The draft audit report concludes that the survey results are 

unreasonable and excessive. The Controller has not provided the 

claimants with any professional standards for these types of surveys 

that attempt to represent costs incurred for numerous retroactive years, 

even though the Commission has been issuing retroactive parameters 

and guidelines for 27 years. In this audit, the auditor has not provided 

any empirical findings that contradict the responses of most of the staff 

who performed the reimbursable activities. However, the District 

understands that it will be up to the Commission to determine if the 

auditor’s findings are sufficient to sustain the adjustments made.  

 

SCO’s Comment 

 

We reduced the adjustment reported in the draft report by $13,558, from 

$2,110,816 to $2,097,258, related to a correction of the FY 2001-02 

enrollment count of students paying an enrollment fee, as noted in our 

comment to Finding 1. 

 

The district states that the draft audit report adjustments reduced 

personnel costs because the district did not identify the number of 

students who enrolled through automated systems. The district also states 

that the staff labor involved in the automated systems is different and 

probably less than the labor involved in over-the-counter enrollment 

processes. However, the district did not provide documentation 

supporting the number of automated enrollments versus manual 

enrollments or the significance of students paying online. Further, the 

automation issue is not the sole reason for the audit adjustment. 
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The district believes that the information collected by the SCO through 

interviews and observations is inadequate. However, the results of the 

SCO’s observations correlated to the results of the SCO’s interviews. 

The district’s survey forms paraphrased the parameters and guidelines 

and contained no further explanation for district staff to consider. Also, 

the district gave equal weight to all staff responses, although staff 

performed activities at varying levels.  The interviews and observations 

provide additional indications of work performed by district staff relative 

to the mandate.   

 

In items 1 through 7 of its response, the district makes various points: 

1. The district states that it did not participate in the SCO interviews, 

does not know what language was used to elicit responses, and does 

not know why the responses were different than responses on the 

survey forms. Actually, the district did participate in the interviews 

and observations, through the Assistant to the Vice President of 

Administrative Services, who was present at the interviews. 

2. With reference to our comment that Gilroy Business Office staff did 

not complete survey forms for FY 2006-07, the district states that the 

annual claims utilized previous information from similar job 

classifications across the district because the annual claims are based 

on district costs, not specific college costs. However, as noted 

previously, the estimated time allowances varied significantly by 

campus sites and classification. Further, during the audit, the district 

indicated that most of the FY 2006-07 collections occurred at 

Gilroy’s Admissions and Records Office; nevertheless, the survey 

only included responses from two employees who both worked in 

Gilroy’s Business Office. 

3. With reference to our comment that the estimated time reported by 

Gilroy’s Business Office did not change from FY 1998-99 through 

FY 2006-07, the district explains that staff reported average time for 

a regular enrollment fee collection transaction. However, the 

estimated annual time allowances by campus sites varied 

significantly. Further, during the audit period, the district automated 

its system, which should have reduced the time to process enrollment 

fee collection activities. 

4. The district stated that it did not exclude from the enrollment 

multipliers students who paid online as those transactions are 

reimbursable. It further stated that the survey estimates the average 

time of routine transactions and, therefore, did not address this issue. 

The district’s response supports the SCO’s position that the district 

did not track staff time related to online transactions. Applying time 

allowances to automated transactions overstates reimbursable costs 

as the district would not have incurred the same level of efforts to 

process those transactions. The district did not provide 

documentation supporting time spent on automated transactions.  
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5. The district disagrees that its surveys were not developed with 

sufficient instructions to clarify the reimbursable activities. The 

district is concerned that more specific activity descriptions in the 

survey forms could stray from the scope of the parameters and 

guidelines language. However, during the audit process we 

discovered that staff misunderstood the reimbursable components of 

the parameters and guidelines.  For example, staff members were not 

aware that the time they recorded on the survey forms should have 

excluded registration-related activities such as adding and deleting 

classes. Consequently, the time reported by staff on the survey forms 

was overstated. 

6. The district states that its survey results are not intended to be 

accurate, but rather representative of reimbursable time spent on the 

mandate. Therefore, it did not independently verify the uniform time 

allowances with physical observations and inquiries. During the 

audit, the SCO’s observations and interviews, in conjunction with the 

district’s surveys, provided a more complete picture of actual costs 

than the surveys alone. 

7. The district reiterates that its survey results are meant to be 

representative of the activities stated in the parameters and 

guidelines. The SCO’s position is that additional information 

obtained during the course of the audit did not support the results of 

the district’s surveys. 
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The district claimed $91,273 in contract services through Sungard to 

provide district training on its new automated Banner System for FY 

2007-08. Of that amount, $73,011 is unallowable. 

 

Invoices provided by the district for claimed training costs did not relate 

entirely to procedures for the collecting of enrollment fees and for 

determining which students are eligible for waiver of the enrollment fees 

allowed by the mandate. We reviewed the individual invoices and made 

an allocation of eligible costs based on information the district provided 

and discussion with district staff. We asked the district to review and 

comment on our allocation. However, the district did not respond. 

 

The parameters and guidelines for the program state that only actual 

costs may be claimed. Actual costs are those costs incurred to implement 

the mandated activities. 

 

The parameters and guidelines further state that if training encompasses 

subjects broader than the reimbursable activities, only the pro-rata 

portion can be claimed. 

 

The following table summarizes unallowable contract services related to 

training: 
 

  

Training 

Audit adjustment, FY 2007-08 

 

$  (73,011) 

 

Recommendation 

 

We recommend that the district claim only those training activities that 

are actually incurred to implement the mandate. 

 

District’s Response 
 

The draft audit report disallows $73,011 of a total $91,273 in contract 

payments to Sungard to provide training on the new Banner system 

beginning FY 2007-08 as the pro-rata portion not relevant to the 

implementation of this mandate. The District has no additional 

documentation for this issue at this time.   

 

SCO’s Comment 

 

The finding and recommendation remain unchanged. 

 

The district states that it has no additional documentation to support the 

claimed costs. 

 

The SCO used district-provided invoices from Sungard to determine the 

allowable costs. The invoices described various training activities 

provided by Sungard. Some of these activities related to reimbursable 

components of the mandate, while others did not. We identified various 

training components that did appear to be relevant to the mandate and 

discussed this information with district staff. As noted above, the district 

did not respond to this adjustment during the audit 

 

  

FINDING 3— 

Unallowable contract 

services 
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The district claimed $1,002,702 in unallowable indirect costs for the 

audit period. In each year under audit, the district overstated its indirect 

cost rate.  
 

The district prepared its Indirect Cost Rate Proposal (ICRP) using the 

State Controller’s Office (SCO) FAM-29C methodology. However, the 

district did not correctly compute the FAM-29C rates. We recalculated 

allowable indirect cost rates based on the FAM-29C methodology that 

the parameters and guidelines and the SCO claiming instructions allow. 
 

We calculated the allowable indirect cost rates each year by using the 

information contained in the California Community Colleges Annual 

Financial and Budget Report Expenditures by Activity (CCFS-311). Our 

calculations revealed that the district overstated its rates for the entire 

audit period. 

 

The following table summarizes the overstated indirect cost rates: 
 

Fiscal Year  

Allowable 

Indirect Cost 

Rate  

Claimed 

Indirect Cost 

Rate  

Overstated 

Rate 

1998-99  18.52%  35.68%  (17.16)% 

1999-2000  14.10%  34.23%  (20.13)% 

2000-01  15.62%  36.55%  (20.93)% 

2001-02  16.34%  35.86%  (19.52)% 

2002-03  14.50%  32.88%  (18.38)% 

2003-04  14.75%  36.29%  (21.54)% 

2004-05  31.63%  33.96%  (2.33)% 

2005-06  33.66%  36.92%  (3.26)% 

2006-07  33.67%  36.45%  (2.78)% 

2007-08  35.09%  39.55%  (4.46)% 

 

The following table summarizes the unallowable indirect costs: 
 

Fiscal Year  

Allowable 

Direct 

Costs  

Allowable 

Indirect 

Cost Rate  

Allowable 

Indirect 

Costs  

Claimed 

Indirect 

Costs  

Audit 

Adjustment 

1998-99  $ 8,503  18.52%  $ 1,575  $ (76,483)  $ (74,908) 

1999-2000  11,880   14.10%  1,675   (85,778)  (84,103) 

2000-01  12,445   15.62%  1,944   (120,380)  (118,436) 

2001-02  14,379   16.34%  2,350  (112,394)  (110,044) 

2002-03  21,644   14.50%  3,138   (109,289)  (106,151) 

2003-04  22,891  14.75%  3,376   (118,822)  (115,446) 

2004-05  19,516   31.63%  6,173   (117,332)  (111,159) 

2005-06  21,458   33.66%  7,223   (131,795)  (124,572) 

2006-07  67,546  33.67%  22,743   (71,138)  (48,395) 

2007-08  109,817   35.09%  38,535  (148,023)  (109,488) 

Total  $ 310,079    $ 88,732  $ (1,091,434)  $(1,002,702) 

 

The parameters and guidelines state: 
 

Community colleges have the option of using: (1) a federally approved 

rate, utilizing the cost accounting principles from the Office of 

Management and Budget Circular A-21, Cost Principles of Educational 

Institutions; (2) the rate calculated on State Controller’s Form 

FAM-29C; or (3) a 7% indirect cost rate. 

 

FINDING 4— 

Overstated indirect 

costs 
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The district did not have a federally approved rate for the audit period. 

 

Recommendation 

 

We recommend that the district claim indirect costs based on an indirect 

cost rate computed in accordance with the SCO’s claiming instructions. 

 

District’s Response 
 

The draft audit report concludes that the District overstated indirect 

costs by $1,007,480 because the District ―did not correctly compute the 

FAM-29C rates.‖ The audit report states that the rates were recalculated 

based on the FAM-29C methodology allowed by the parameters and 

guidelines and the Controller’s claiming instructions. The audit report 

does not state that the District’s calculations are unreasonable, just that 

they aren’t exactly the same as the Controller’s calculations using the 

same method. There are no regulations or pertinent generally accepted 

methods for the calculation, so it is a matter of professional judgment. 

The Controller’s claiming instructions are unenforceable because they 

have not been adopted as regulations under the Administrative 

Procedure Act, so the only definitive source is the parameters and 

guidelines. 

 

The parameters and guidelines provide a definition of indirect costs, 

including: ―(b) the cost of central governmental services distributed 

through the central service cost allocation plan and not otherwise 

treated as direct costs.‖ Both the District’s annual claims and the 

auditor used the CCFS-311 as the source document for the calculation 

using the FAM-29C method designed by the Controller. The CCFS-311 

is the state-mandated report for community colleges. The minor 

differences (2.33% to 4.46%) between the claimed amounts and audit 

results, beginning FY 2004-05, derived from the choice of how some of 

the costs are categorized as either direct or indirect for purposes of the 

calculation. These minor differences are within the realm of a 

reasonable interpretation of the nature (either direct or indirect) of the 

costs reported for each CCFS-311 account and the audit findings have 

not indicated otherwise. 

 

The large differences (17.16% to 21.54%) prior to FY 2004-05, are the 

result of the District including capital costs and the Controller 

excluding capital costs from the calculation. The annual claims used the 

―capital costs‖ reported in the CCFS-311 until FY 2006-07, and 

thereafter used annual CPA-audited financial statement depreciation 

expense in lieu of capital costs. The audit excluded the capital costs 

every year until FY 2004-05 when depreciation was included by 

change in Controller policy. The Controller has not stated a legal or 

factual reason to previously exclude or now include capital or 

depreciation costs. The burden of proof is on the Controller staff to 

prove that the product of the District’s calculation is unreasonable, not 

to recalculate the rate according to their unenforceable policy 

preferences.  However, I am told that this is a statewide audit issue 

included in dozens of other incorrect reduction claims already filed that 

will have to be resolved by decision of the Commission on State 

Mandates.  
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SCO’s Comment 

 

We reduced the adjustment reported in the draft report by $4,778, from 

$1,007,480 to $1,002,702, based on the changes to Findings 1 and 2. 

 

As noted in the finding, the district prepared its Indirect Cost Rate 

Proposal using the SCO FAM-29C methodology. However, we noted 

errors in the district’s calculations. We recalculated the indirect rates in 

accordance with FAM-29C instructions contained in the SCO’s 

Community College Mandated Cost Manual. 

 

The district states that there are no generally accepted methods for the 

indirect cost calculation and that SCO claiming instructions are 

unenforceable. The district also states that the SCO auditors improperly 

excluded capital costs from the indirect cost calculations prior to FY 

2004-05 and improperly included them subsequent to FY 2004-05. We 

disagree. As the district did not have a federally approved rate and did 

not claim a 7% rate, it used the FAM-29C method. In using the 

FAM-29C method, the district is required to follow the FAM-29C 

instructions with regard to the treatment of capital costs.  
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The district overstated offsetting savings/reimbursements by $58,318 

(understated enrollment fee collection by $74,854 and overstated 

enrollment fee waivers by $16,536 for the audit period). The overstated 

occurred because (1) the district did not accurately report the amount 

received for enrollment fee collection and the amount waived for 

enrollment fee waivers and (2) revenues received exceeded allowable 

costs. 

 

We calculated allowable offsetting savings/reimbursements for all years 

under audit using instructions contained in the parameters and guidelines. 

Our calculations were based on enrollment fee collection and BOG fee 

waivers information provided by the CCCCO. In addition, we limited 

offsetting savings/reimbursements by actual allowable costs incurred 

separately for enrollment fee collection and enrollment fee waivers costs. 

 

The following table summarizes the understated enrollment fee 

collection portion of offsetting savings/reimbursements: 

 
    Enrollment Fee Collection 

Fiscal Year 

 Allowable 

Costs  

Actual 

Revenues  Claimed  Allowable  

Audit 

Adjustment 

1998-99  $ 10,078  $ 11,138  $ 5,803  $ 10,078  $ (4,275) 

1999-2000  591  11,114  5,448  591  4,857 

2000-01  718  11,588  5,194  718  4,476 

2001-02  920  11,750  5,036  920  4,116 

2002-03  1,594  12,247  4,604  1,594  3,010 

2003-04  2,105  17,645  13,194  2,105  11,089 

2004-05  4,163  25,344  19,536  4,163  15,373 

2005-06  3,037  25,513  18,570  3,037  15,533 

2006-07  438  24,678  24,561  438  24,123 

2007-08  49,909  22,186  18,738  22,186  (26,523) 

Total  $ 73,553  $ 173,203  $ 120,684  $ 45,830  $ 74,854 

 

The following table summarizes the understated enrollment fee waivers 

portion of offsetting savings/reimbursements: 
 

    Enrollment Fee Waivers 

Fiscal Year 

 Allowable 

Costs  

Actual 

Revenues  Claimed  Allowable  

Audit 

Adjustment 

1998-99  $ —  $ —  $ —  $ —  $ — 

1999-2000  12,964  33,736   11,361    12,964  (1,603) 

2000-01  13,671  30,653   12,001   13,671   (1,670) 

2001-02  15,809  28,065   13,766   15,809  (2,043) 

2002-03  23,188  32,363   20,492   23,188  (2,696) 

2003-04  24,162  43,868   21,318   24,162  (2,844) 

2004-05  21,526  61,554   16,457   21,526  (5,069) 

2005-06  25,644  56,322   19,472   25,644  (6,172) 

2006-07  89,851  65,170   69,473   65,170  4,303 

2007-08  98,443  60,559   61,817   60,559  1,258 

Total  $ 325,258  $ 412,290  $ 246,157  $ 262,693  $ (16,536) 

 

  

FINDING 5— 

Overstated savings/ 

reimbursements 
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The parameters and guidelines for the program require claimants to 

report the following offsetting savings/reimbursements: 

 Enrollment Fee Collection Program funds: 2% of the revenue from 

enrollment fees pursuant to Education Code section 76000, 

subdivision (c); and 

 Enrollment Fee Waiver Program funds: Allocation to community 

colleges by the Community College Board of Governors from funds 

in the annual budget act pursuant to Government Code section 76300, 

subdivisions (g) and (h) as follows: 

o For July 1, 1999, to July 4, 2000, 2% of the fees waived and 7% of 

the fees waivers. 

o Beginning July 5, 2000, 2% of the fees waived and $0.91 per credit 

unit waived. 

 

Furthermore, the parameters and guidelines state: 
 

Any offsetting savings the claimant experiences in the same program as 

a result of the same statutes or executive orders found to contain the 

mandate shall be deducted from the costs claimed. In addition, 

reimbursement for this mandate from any source, including but not 

limited to, services fees collected, federal funds, and other state funds, 

shall be identified and deducted from this claim. 

 

Recommendation 

 

We recommend that the district report all enrollment fee collection and 

waivers offsetting reimbursements on its mandated cost claims. 

 

District’s Response 
 

The draft audit report states that the District understated offsetting 

savings and reimbursements by $218,652.  The major source of 

difference for most of the fiscal years in the reported and audited 

amount results from the District’s use of the P-2 apportionment 

information rather than the calculation using the percentages or per-unit 

amounts. 

 

The offsetting revenues identified in the parameters and guidelines 

(Part VII) are of three types:  the enrollment fee collection 2% 

administrative offset for all fiscal years, the enrollment fee waiver 2% 

BFAP allocation beginning FY 2000-01, and the $.91 per unit waived 

BFAP-SFAA allocation beginning FY 2000-01 (7% for FY 1999-00).  

The ―Offsetting Revenue‖ schedule provided to the District on 

December 16, 2010, states that it is based on information obtained by 

the auditor from the Chancellor’s Office for the District for each of the 

three types of revenue sources.  However, this type of third-party 

information was, and may not be, generally available at the time the 

annual claims are prepared.  The District and other claimants, at the 

time the annual claims area prepared, must calculate the amounts based 

on contemporaneous enrollment information and the number of units 

waived, which would be a continuing source of minor differences. 
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The District concurs with the auditor’s recommendation that claimants 

should report the revenue sources identified in the parameters and 

guidelines as an offset to the program costs.  However, the revenue 

offsets should only be offset to the relevant mandated activity costs, 

rather than to the total (combined enrollment fee collection and 

enrollment fee waiver) program cost.  The following schedule 

compares the audited allowed costs to the audited revenue offset 

amounts.   

 

Audited Total Program Costs and Related State Revenues 

 

Fiscal Audited Audited Offsetting Revenues Applied 

Year Costs EFC EFW Totals 

 

1998-99 $10,078 $11,138 $0 $11,138 

1999-00 $13,555 $11,114 $33,736 $44,850 

2000-01 $14,389 $11,588 $30,653 $42,241 

2001-02 $16,729 $11,750 $28,065 $39,815 

2002-03 $24,782 $12,247 $32,363 $44,610 

2003-04 $26,267 $17,645 $43, 868 $61,513 

2004-05 $25,689 $25,344 $61,554 $86,898 

2005-06 $28,174 $25,513 $56,322 $81,835 

2006-07 $76,624 $24,678 $65,170 $89,848 

2007-08 $144,911 $22,186 $60,559 $82,745 

 

Totals $381,198* $173,203 $412,290 $585,493 

 

*The audit report (p.7) states this total as $379,990 

 

The revenue sources are for specific purposes.  The EFC 2% offset 

does not apply to EFW program costs.  The EFW 2% and $.91 per 

waived unit do not apply to EFC programs costs.   

 

The audited report does not make the distinction and in effect applies 

the revenues indiscriminately to all allowed costs because these costs 

are combined amounts.  In addition, the revenues are being applied to 

types of activities unrelated to the purpose of the revenues.  For 

example, in FY 2007-08 the audit allows $18,262 ($91,273 - $73,011) 

in contract payments for training programs.  The training costs are 

within scope of the reimbursable activities but are not a stated purpose 

for either the EFC or EFW funding.  The District requests that the 

revenue offsets be properly matched and limited to the relevant 

reimbursable program activities as a matter of the proper matching of 

program revenues to program costs. 

 

SCO’s Comment 

 

We concur with the district’s comment that enrollment fee collection and 

waivers revenues should only be offset against the related collection and 

waivers costs rather than total annual program costs. Consequently, we 

reduced offsetting savings/reimbursements for the audit period by 

$276,970. The enrollment fee collection portion changed by $127,373 

(from $173,202 to $45,830) and the enrollment fee waivers portion 

changed by $149,597 (from $412,290 to $262,693). 
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The district’s response included other comments related to fraud risk 

assessment and management representation letter; the district also made 

a public records request. The district responses and SCO’s comments are 

presented below. 

 
District’s Response 

 

The draft audit report (page 2) states that the auditor was ―unable to 

assess the fraud risk because the district, based on its consultant’s 

advice, did not respond to our inquiries regarding fraud assessment.‖ 

The District determined that providing written responses to the 

Controller’s boilerplate fraud assessment questionnaire is outside of the 

scope of a mandated cost audit and could be construed as a waiver of 

future appeal rights. The District did respond verbally to these 

questions. The District objects to the Controller’s policy or 

presumption that its written questionnaire, as presently constituted, is 

the only method of assessing fraud risk in district financial operations 

and the presumption that such a global assessment is somehow relevant 

to a mandate cost accounting audit. Mandated cost audits are not 

program compliance or annual financial statement audits. 

 

SCO’s Comment 

 

The district’s mandate consultant advised us at the entrance conference 

that the district would not respond to the fraud section of the internal 

control questionnaire. Consequently, we did not ask the district verbal 

fraud risk assessment questions. We attempted to assess fraud risk to 

comply with generally accepted government auditing standards.  
 
District’s Response 

 

The District will not be providing the requested management 

representation letter since it could be construed as a waiver of future 

appeal rights. 

 

SCO’s Comment 

 

We asked the district’s representative to submit a written representation 

letter regarding the district’s accounting procedures, financial records, 

and mandated cost claiming procedures as recommended by generally 

accepted government auditing standards. Responding to the SCO’s 

management representation letter request does not waive the district’s 

future appeal rights. 
 

  

OTHER ISSUES 

Fraud Risk 

Assessment 

Management 

Representation 

Letter 
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District’s Response 
 

The District requests that the Controller provide the District any and all 

written instructions, memoranda, or other writings in effect and 

applicable during the claiming periods to the findings.  

 

Government Code Section 6253, subdivision (c), requires the state 

agency that is the subject of the request, within ten days from receipt of 

a request for a copy of records, to determine whether the request, in 

whole or in part, seeks copies of disclosable public records in possession 

of the agency and promptly notify the requesting party of that 

determination and the reasons therefore. Also, as required, when so 

notifying the District, the agency must state the estimated date and time 

when the records will be made available. 

 
SCO’s Comment  

 

The SCO will respond to the public records request in a separate letter by 

April 22, 2011. 

 

 

Public Records 

Request 
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The District Data Submission User Manual 

Overview 

  
Introduction The passage of Proposition 13 in 1978 required the State to assume a much 

greater role in financing the operations of the community colleges, and with 
this greater State role came a greater State interest in the work of the colleges 
and how they manage their resources.   
 
Additionally, the changing demographics of the student population, the 
greater emphasis on vocational courses of study, and the larger role played by 
non-credit and remedial programs triggered legislative and executive branch 
interest in the mission of the community colleges. 
 

  
Implementation 
of COMIS 

The Chancellor’s Office Management Information System (COMIS) was 
implemented in 1989/90 to address the issues stated above.  The new system 
was designed to meet the following needs:   
 

• Accountability and outcome information 
• Data integration 
• Consolidated data collection 
• Flexibility to answer Ad Hoc requests  
• Elimination of hardcopy reporting 
• Ability to provide longitudinal tracking 

  
Implementation 
Timing 

The COMIS was implemented in two phases; Phase I in 1989/90 and Phase II 
in 1992/93 - both funded by the Legislature, with funds dispensed to districts 
through a grant process.  As a condition of receiving the grant funds, districts 
certified that they would fully implement the collection and reporting 
requirements of COMIS, pursuant to the standards adopted by the 
Chancellor’s Office as specified in the MIS Data Element Dictionary.  
Participation is required of all 72 districts (108 colleges).  
 

Continued on next page 
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Overview, Continued 

 
Data 
Components of 
COMIS 

Data are submitted to COMIS by the districts/colleges over the course of an 
academic year.  The data files submitted cover the following areas:  

• Student Characteristics 
• Student Course Activity and Outcomes 
• Course Inventory 
• Staff Inventory 
• Staff Workload 
• VTEA, DSPS, SF, EOPS, Calendar 

   
Process 
Components 
of COMIS  

• Syntactical and referential edits 
• Detailed Edit and Load reports generated and posted to the Web 
• Year-to-year comparison reports posted to the Web 
• Letter generated indicating percentage changes between years 
• District Data loaded to COMIS database 

 
  

  
Roles and Responsibilities 

District/College MIS Chancellor’s Office MIS 
• Chief Information Systems Officer 
• Data Analysts 
• Research Analysts 
• IT Staff 
• Program Specific Staff 

 

• Management Information Services Staff 

 

Who to contact for help 
MIS Data Submission 
Questions 

Debbie Toner Email: 
debbie.toner@cccco.edu 
Phone: (916)-327-5903 
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Detailed Description of Data Components 
Below is a list of data files, with a brief description, that are submitted to COMIS by 
districts/colleges.  The full reporting domain descriptions can be found in the Data Element 
Dictionary under “Data Reporting Timelines, Domains and Formats”.  
 

Data File Description 
Student Basic Demographic information 
Student Enrollment One record for every enrollment  
Course One record for each course listed in college 

catalog or supplement to catalog 
Section One record for every section offered at the 

college 
Session One record for every session offered at the 

college 
Assignment One record for each assignment as they 

relate to the session data records 
Student Matriculation One record for each CREDIT student 
Student Disability Programs & 
Services (DSPS) 

One record for each disabled student who is 
identified and/or served and has completed 
registration 

Student Extended Opportunity & 
Services (EOPS) 

One record for each student served by 
Extended Opportunity Programs and 
Services 

Student Precollegiate Basic Skills One record for each student enrolled in 1 or 
more PBS courses AND was not in an ESL 
Course AND is not learning disabled 

Student VTEA  One record for each student enrolled in a 
Vocational Education course  

Calendar One record for each day of the forthcoming 
academic year, starting with July 1st 

Employee Demographic One record for each employee 
Employee Assignment One record for every employee assignment 
Program Award One record per student for every award 

received during the prior fiscal year 
Financial Aid One record for each student who is an 

applicant for financial aid 
Assessment One record per assessment instrument 

administered 
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Key Submission Dates 
Listed below are the submission due dates for all data files to be submitted to COMIS: 
 
Note: See Appendix A for additional information about the Data Submission Timeline. 

  
TERM END 
Due thirty days 
after end of 
term 

• Student Basic 
• Student Enrollment 
• Course 
• Section 
• Session 
• Assignment 
• Student Matriculation 
• Student DSPS 
• Student EOPS 
• Student Precollegiate Basic Skills 
• Student VTEA 
• Employee Demographic (mandatory Fall term 2003) 

  
ANNUAL 
Due thirty days 
after end of 
Spring term 

• Calendar 

  
ANNUAL 
Due September 
1st 

• Student Program Award 

 
ANNUAL 
Due October 
1st 

• Student Financial Aid 
• Student Assessment 

 
Employee Fall 
Collection 
Collection 
period opens 
November 1st 

• Employee Demographic 
• Employee Assignment 
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Submission Preparation 

  
Edit data 
locally prior to 
submission 

Data files are to be submitted in accordance with established standards 
described in the Data Element Dictionary under “Data Reporting  
Domains and Formats.”  Each data file page describes the Reporting 
Domain, Data Element Names and Numbers, Record Formats and 
Record Layouts.  
 
All syntactical edit programs used by COMIS are available for use in 
pre-editing data prior to submission to COMIS.  The Chancellor’s 
Office recommends pre-editing data at your local institution as each 
submission of data to COMIS generates a version number, and the 
higher the version number the lower you are in the job queue. Using 
the programs locally allows generation of all errors. 
 
The PC executable pre-submission edit programs are available at the 
following Web location: 
http://www.cccco.edu/divisions/tris/mis/cobol.htm 
 
Each PC executable program has a corresponding Batch file, which 
may be modified for use at your location.  The batch file lists all input 
and output files.  All required Run-Time Input Files are also indicated.   
Instructions for using the programs can be found in the Readme.txt 
file.  

 

  
Importance of 
Pre-editing 
your data 

Executing the syntactical edits at the District is a big part of getting the 
submission cleanly through the District Data Submission Process. 
 

• Captures all errors locally.  
• Chancellor’s Office process only prints the first 100 errors 
• Reduce turnaround time for yourself and other districts 
• Get analysis reports quickly to appropriate personnel for validation 
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Submission Preparation, Continued 

Data File Program Matrix 

  
Definition The following table lists each Data File, the timeline, and the corresponding 

pre-submission edit program for each data file.  The development programs 
will be implemented on August 19, 2002. 

 
TERM END Data File Current  (PC) 

COBOL Programs 
Development (DV)
COBOL Programs

Student Basic SBEDITPC  
Student Enrollment SXEDITPC  
Course CBEDITPC  
Section XBEDITPC  
Session XBEDITPC  
Assignment XBEDITPC  
Student Matriculation SMEDITPC  
Student DSPS SDEDITPC  
Student EOPS SEEDITPC  
Student Precollegiate 
Basic Skills 

PSEDITPC  

Student VTEA SVEDITPC  
Employee 
Demographic 

EBEDITPC  
 

   
ANNUAL Data File Current  (PC)  

COBOL Programs 
Development (DV) 
COBOL Programs 

Calendar CCEDITPC  
Student Program Award SPEDITPC  
Student Financial Aid SFEDITPC  
Student Assessment SAEDITPC   

  
Fall Collection Data File Current  (PC)  

COBOL Programs 
Development (DV) 
COBOL Programs 

Employee Demographic EBEDITPC  
Employee Assignment EJEDITPC   
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TX File Preparation 

  
Definition The TX file captures information required for processing your district data.  

 
• Submission year 
• District ID 
• Type of submission  

• Term End (semester or quarter), (winter, spring, summer or fall) 
• Employee (actual or annual) 
• Annual (financial aid, assessment or program awards). 
• Calendar 

• Record types 
• Number of records for each record type 
• District contact information 

• DP Manager 
• Technical contact 
• Data Contact 

 
Note: See Appendix B for additional TX file details. 

  
TX File Rules • Report one record for each data file submitted 

• Report the TX file, counting each record including itself 
• Records in the TX file do not need to be sorted in any particular order. 
• If you use a file extension, use must use the same one consistently. 
• File extensions are not necessary. 
• The record count may optionally be padded with leading zeros.  
• Any files not submitted must not have a record written in the TX file. 
 
 

Continued on next page 
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TX File Preparation, Continued 

  
TX File Rules  The District Data Submission Server will process syntactical and referential 

edit on all Term End data. 
 
All submitted files must follow the naming convention: 
       Uddtttff 
where 
      U               is literal character 'U' regardless of type of submission. 
      dd              is first two digits of district code (GI01) 
      ttt               is three digit term identifier (GI03) 
      ff                is two character record code (GI90) 
 
You will be notified by email as to how your submission processed. 
 

  
TX File Term 
End & 
Extension Rule 
Sample 

Record layout for sample term end U65973TX.DAT follows:  
 
tx650973cb    3195u65973cbdat 
tx650973ps    1035u65973psdat 
tx650973sb   12427u65973sbdat 
tx650973sd     724u65973sddat 
tx650973se     702u65973sedat 
tx650973si     157u65973sidat 
tx650973sm   11407u65973smdat 
tx650973sv    1872u65973svdat 
tx650973sx   40407u65973sxdat 
tx650973xb    5187u65973xbdat 
tx650973tx      11u65973txdatHamre           William   80596505812213   
Haskins         John      80596505812451   Seagoe          Martha    
80596505812809 
  

Continued on next page 



 11

TX File Preparation, Continued 

  
Submitting 
Calendar Data 

The District Data Submission Server will process only syntactical edits on all 
Calendar data. Upon passing syntactical limits your data will automatically be 
loaded to production unless email notification is made to 
misproject@cccco.edu. 
 
All submitted files must follow the naming convention: 
       Uddtttff 
where 
      U               is literal character 'U' regardless of type of submission. 
      dd              is first two digits of district code (GI01) 
      ttt               is three digit term identifier (GI03) 
      ff                is two character record code (GI90) 
 
You will be notified by email as to how your submission processed. 

  
Sample 
Calendar TX 
File 

Record layout for sample calendar U05980TX follows:  
 
TX050980CC00000365U05980CC 
TX050980TX00000002U05980TX   MALLEY          STAN      
76075721210006725LATONE          PHILIP    
76075721210006730LATONE          PHILIP    76075721210006730 

  
Submitting 
Employee 

The District Data Submission Server will process only syntactical edits on all 
Employee data. Upon passing syntactical limits your data will automatically 
be loaded unless email notification is made to misproject@cccco.edu. 
 
All submitted files must follow the naming convention: 
       Uddtttff 
where 
      U               is literal character 'U' regardless of type of submission. 
      dd              is first two digits of district code (GI01) 
      ttt               is three digit term identifier (GI03) 
      ff                is two character record code (GI90) 
 
You will be notified by email as to how your submission processed. 

 Continued on next page 
Sample 
Employee TX 
File 

Record layout for sample employee U05970TX follows:  
 
TX050970EB00000438U05970EB        
TX050970EJ00000619U05970EJ       
TX050970TX00000003U05970TX   MALLEY          STAN      
76075721210006725LATONE          PHILIP    
76075721210006730LATONE          PHILIP    76075721210006730 
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Submitting 
Annual Data  

The District Data Submission Server will process only syntactical edits on all 
Annual data.  Upon passing syntactical limits, your data will automatically be 
loaded to production unless email notification is made to 
misproject@cccco.edu.  
 
All submitted files must follow the naming convention: 
       Uddtttff 
where 
      U               is literal character 'U' regardless of type of submission. 
      dd              is first two digits of district code (GI01) 
      ttt               is three digit term identifier (GI03) 
      ff                is two character record code (GI90) 
 
You will be notified by email as to how your submission processed. 

  
Sample Annual 
TX File 

Record layout for sample annual U05970TX follows:  
 
TX050970SF00001438U05970SF 
TX050970SI00000018U05970SI 
TX050970SA00001238U05970SA 
TX050970SP00000619U05970SP  
TX050970TX00000005U05970TX   MALLEY          STAN      
76075721210006725LATONE          PHILIP    
76075721210006730LATONE          PHILIP    76075721210006730 

Continued on next page 
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TX File Preparation, Continued 

  
TX File Layout The Format of the TX (Internet Transmittal File). 

 
DED#  DATA ELEMENT NAME                  FORMAT   POSITION 
 
GI90  RECORD-CODE                                              "TX"     001-002 
GI01  DISTRICT-CODE                                            9(03)    003-005 
*GI03  TERM-IDENTIFIER                                      9(03)    006-008 
TX01  TRANSMITTAL-RECORD-CODE               X(02)    009-010 
TX02  TRANSMITTAL-RECORD-COUNT             9(08)    011-018 
TX03  TRANSMITTAL-FILE-NAME                      X(08)    019-026 
TX04  TRANSMITTAL-FILE-EXT                          X(03)    027-029 
TX05  DP-MANAGER-NAME-LAST                      X(16)    030-045 
TX06  DP-MANAGER-NAME-FIRST                     X(10)    046-055 
TX07  DP-MANAGER-PHONE-AREA                    9(03)    056-058 
TX08  DP-MANAGER-PHONE-NUMBER              9(07)    059-065 
TX09  DP-MANAGER-PHONE-EXTENSION        X(07)    066-072 
TX10  TECH-CONTACT-NAME-LAST                  X(16)    073-088 
TX11  TECH-CONTACT-NAME-FIRST                 X(10)    089-098 
TX12  TECH-CONTACT-PHONE-AREA                9(03)    099-101 
TX13  TECH-CONTACT-PHONE-NUMBER          9(07)    102-108 
TX14  TECH-CONTACT-PHONE-EXTENSION    X(07)    109-115 
TX15  DATA-CONTACT-NAME-LAST                 X(16)    116-131 
TX16  DATA-CONTACT-NAME-FIRST                X(10)    132-141 
TX17  DATA-CONTACT-PHONE-AREA               9(03)    142-144 
TX18  DATA-CONTACT-PHONE-NUMBER         9(07)    145-151 
TX19  DATA-CONTACT-PHONE-EXTENSION   X(07)    152-158 
      FILLER                                                                 X(42)    159-200 
 
*GI03 - Definition is included in the Users Guide Appendix E 
 
 
Note: See Appendix B for additional TX file details. 
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Requirements for submitting district data to the submission server 

  
Definition To be able to submit data to the Chancellor’s Office District Data Submission 

Website you must have a valid Username, Password, and an E-mail account. 

 
How to apply 
for a Username,  
Password, and 
an E-Mail 
account 

Contact:                  Debbie Toner 
 
 

Email: debbie.toner@cccco.edu 
Phone: (916)-327-5903 
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Submitting your data to the Chancellor’s Office 

  
Description The District Data Submission Site enables each district to: 

 
• Login to the Chancellor’s Office secure site 
• Identify the type of submission to submit  
• Locate, select and transmit submission files to the District Data Submission 

Server 
• Monitor submission progress 
• Access syntactical, referential, and analysis reports  
 

  
Procedure Follow these steps to:  

• Access the site,  
• Choose the data submission type, 
• Select the files,  
• Transmit the files. 

 
Step Action 

1 Press the Data Submission Link from the Main page. 
 

 
 
 

Continued on next page 

Press Data 
Submission 
 Link. 
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Submitting your data to the Chancellor’s Office, Continued 

  
Procedure (continued) 
 

Step Action 
2 Login to the MIS Data Submission Site. 

 
 

 
 
• Choose your District Name from the drop down list. 
• Enter your User Name and Password. 
• Enter the Term Id of the Term you are submitting. 
• Press Next. 
 

Continued on next page 
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Submitting your data to the Chancellor’s Office, Continued 

  
Procedure (continued) 
 

Step Action 
3 Result: The Data Submissions File Type page appears. 

 

 
• Put a check mark next to the file types you are submitting. 
• Press Next. 
 

Continued on next page 
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Submitting your data to the Chancellor’s Office, Continued 

  
Procedure (continued) 
 

Step Action 
4 Result: The Java Applet Installation window entitled ”Security 

Warning” appears. 
 

 
Note: See Appendix C for detailed information about AppletFile 
Upload 2.0.5. 
 
• Press Yes. 

Continued on next page 
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Submitting your data to the Chancellor’s Office, Continued 

  
Procedure (continued) 
 

Step Action 
5 Result: The Files To Upload page appears. 

 

 
Once you see this screen, you are ready to locate the files for your 
submission. 
 
• Press Add. 

Continued on next page 
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Submitting your data to the Chancellor’s Office, Continued 

  
Procedure (continued) 
 

Step Action 
6 Result: The Select files to upload pop-up window appears. 

 

 
 
• Type in the desired path or left-click on the drive and navigate to 

the directory that holds the submittal files. 
• Press OK.  
 

Continued on next page 
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Submitting your data to the Chancellor’s Office, Continued 

  
Procedure (continued) 
 

Step Action 
7 Result: The Select files to upload pop-up window changes with 

your selections. 
 

 
 
Note: Holding down the [shift] key selects files consecutively. 
Holding down the [ctrl] key selects multiple files individually. 
 
Reminder:  All files must follow the file format rules defined 
in the Data Element Dictionary, and the TX File format section on 
page 13 of this document. 
 
• Select the files to send. 
• Press OK. 
 

Continued on next page 
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Submitting your data to the Chancellor’s Office, Continued 

  
Procedure (continued) 
 

Step Action 
8 Result: The Files to upload box is populated with the files you 

selected. 
 

 
Note: Verify the files in the list to insure they are the correct ones to 
transmit. You can delete or add more files before you send them.  
 
• Press Next. 

Continued on next page 
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Submitting your data to the Chancellor’s Office, Continued 

  
Procedure (continued) 
 

Step Action 
9 Result:  The Confirming File Upload dialog box appears. 

 

 
Insure these are the proper transmittal files. 
 
Press Upload. 
 

10 Result: The File Upload Progress dialog box appears. 
 
 

 
 
This box shows the progress of your upload. 
 

Continued on next page 
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Submitting your data to the Chancellor’s Office, Continued 

  
Procedure (continued) 
 

Step Action 
11 Result: The Upload Results Page appears. 

 
If the upload was successful you will see this page displayed. 
 

 
12 Result: You are finished. 
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  Checking the Data Submission Status 

  
Description The Data Submission Status displays all Data submissions currently 

processing on the District Data Submission Server. 

  
How it works The order shown is the order in which they will process. The processing order 

is based on a number of factors:  
 

Factor Action 
  

1 Version Number 
  If your Version is… Then…  
  Lower than a submission that has 

been in the queue longer 
Your submission will run 
before theirs. 

 

  Lower than the version of another 
of your own submissions 

The lowest version will run 
first. 

 

  The same version as another 
submission that has been in the 
queue longer than yours 

Their submission will run 
before yours because of the 
Date and Time factor. 

 

  
 

2 Date and Time  
 
• First come first served. (If version number is the same.) 
 
 

Continued on next page 
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Checking the Data Submission Status, Continued 

  

  
How to Access 
it 

From the District Data Submission Web Page you can click on the link 
entitled Submission Status, or follow the link below.  

 
 
 
 

 Continued on next page 

Press the 
Submission 
Status Link. 
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Checking the Data Submission Status, Continued 

   
What it looks 
like 
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View Data Submission History 

  
Description The Submission History page allows you to view the processing history of 

your Data Submissions. 

  
What can you 
view 

Review a detailed description of how each version of each submission 
performed while processing on the District Data Submission Server.  

  
How to use it Follow these steps to view submission history. 
 

Step Action 
1 Select the Submission History link from the District Data 

Submission Web page. 

 
 

2 Result: The Submission History Page appears. 
 

 
 
Select your District Name from the drop down list. 

Continued on next page 

Press the 
Submission 
History Link. 
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View Data Submission History, Continued 

  
How to use it (continued) 
 

Step Action 
3 Result: A new section of the Submission History page appears 

listing all submissions where history is available. 
 

 
 
• Select the Term to view. 

Continued on next page 



 30

View Data Submission History, Continued 

  
How to use it (continued) 
 

Step Action 
4 Result: The Submission History Detail page appears. 

 

 
5 On the Submission History Detail page you can see just how 

your submission performed, including the version, a description of 
the steps completed and the date and time it all occurred. 
 
Note: Pay special attention to the Initiated by column. It should 
contain your district’s name.  If it contains ‘MIS Chancellor's 
Office’ that means the Chancellor’s Office submitted that version 
of your data because of technical difficulties on the Data 
Submission Server. 
 

Continued on next page 
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View Data Submission History, Continued 

  
How to use it (continued) 
 

Step Action 
6 Use the Selectable Version Link, to view other versions, if more 

than one version is available. By selecting the previous version, 13 
the previous, completed run is displayed. 
 

 
Result:  You can see and compare all previous versions of this 
submission. 
 

 

Selectable 
Version Link
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Reviewing Syntactical and Referential Reports 

  
Definition Syntactical and Referential reports are created during the processing of your 

district data submission. These reports show in detail the errors that occurred 
during processing.  

  
How to review 
your reports 

From the District Data Submission web page. Follow these steps for 
viewing you Syntactical and Referential Edit Reports. 
 

 
Step Action 

1 Press Detail/Summary Reports Link. 

 
 

Continued on next page 

Press the 
Detail/Summary 
Reports Link 
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Reviewing Syntactical and Referential Reports, Continued 

  
How to review your reports (continued) 
 

Step Action 
2 Result: The Syntactical and Referential Reports page appears. 

 

 
 
• Choose your District Name from the drop down list. 
• Choose the Report/Submission type. 
• Press Next. 

Continued on next page 
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Reviewing Syntactical and Referential Reports, Continued 

  
How to review your reports (continued) 
 

Step Action 
3 Result: The Syntactical and Referential Reports page showing 

your districts available reports appears. 
 

 
Note: See Appendix F for a detailed list of all available reports. 
 
• Highlight the report you wish to view 
• Press Open Report. 
 

Continued on next page 
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Reviewing Syntactical and Referential Reports, Continued 

  
How to review your reports (continued) 
 

Step Action 
4 Result: A Login dialog box appears.  

 

 
 
Note: Depending on access rights you may or may not be 
prompted for additional User Names and Passwords. 
  
• Enter your User Name. 
• Enter your Password. 
• Press OK. 
 

Continued on next page 
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Reviewing Syntactical and Referential Reports, Continued 

  
How to review your reports (continued) 
 

Step Action 
5 Result: The report you selected opens in a new browser window. 

 

 
Note: This is only a partial view of the report. 
 
• View, Print or Email the Report. 
 

Continued on next page 
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How to review your reports (continued) 
 

6 You can Print the report by pressing the Printer Icon or by 
selecting Print from the File menu on the Internet Explorer 
toolbar. 
 
Note: For more consistent printing results, set your text size to 
smallest, from the View menu on the Internet Explorer toolbar.  
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Requesting load of data to the COMIS Database  

  
Requesting 
data load 

Email misproject@cccco.edu to request your term end data to be loaded to 
the COMIS Database. 
 
Note: You may email the above address and request that your data not be 
loaded. 

 
Loading 
behavior 
differences 

 
If your submission type is… Then…  

Term end Send an email requesting load 
Calendar Submission loaded automatically 
Employee/Staff Submission loaded automatically 
Annual Submission loaded automatically  
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Downloading Post Processing Data Files 

  
Definition The “Referential Edit” files are the ASCII based version of the submitted files 

after all edits have been performed. Files are an exact copy of data in the 
Chancellor’s Office database. The Chancellor’s Office provides these files 
back to the colleges for MIS and research purposes. 
 
Note: See Appendix D to view the ReadMe file included with the Referential 
Edit files. 

  
How to get the 
files 

From the District Data Submission web page. Follow these steps for 
downloading your Referential Data Files. 
 

 
Step Action 

1 Press the Referential Data Files Link. 
 

 
 
 

Continued on next page 

Press the 
Referential  
Data Files Link. 
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Downloading Post Processing Data Files, Continued 

  
How to get the files (continued) 
 

Step Action 
2 Result: The Referential Data Files page appears. 

 

 
 
 
• Select your District Name from the drop down list. 
• Press Next. 
 

Continued on next page 
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Downloading Post Processing Data Files, Continued 

  
How to get the files (continued) 
 

Step Action 
3 Result: The Referential Data Files list for your District appears.  

 

 
 
• Select the ZIP file to download. 
• Press Download Data. 
 

Continued on next page 
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Downloading Post Processing Data Files, Continued 

  
How to get the files (continued) 
 

Step Action 
4 Result: The Enter Network Password dialog box appears. 

 

 
 
• Enter your User Name. 
• Enter your Password. 
• Press OK. 

Continued on next page 
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Downloading Post Processing Data Files, Continued 

  
How to get the files (continued) 
 

Step Action 
5 Result: The File Download Dialog box appears. 

 
 
 
• Select the Save this file to disk radio button. 
• Press OK. 

Continued on next page 
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Downloading Post Processing Data Files, Continued 

  
How to get the files (continued) 
 

Step Action 
6 Result:  The Save As dialog box appears.  

 

 
 
• Select the folder to store the downloaded file. 
• Press Save. 

Continued on next page 
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Downloading Post Processing Data Files, Continued 

  
How to get the files (continued) 
 

Step Action 
7 Result: The Percent Completed dialog box appears. 

 

 
 
• Let the download continue by not pressing anything. 
• The Percent Completed dialog box will finish and close. 
 
Result: The file is accessible in the folder selected for download. 
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Reviewing Analysis Reports 

  
Definition Analysis reports are created after your data has been loaded to the COMIS 

Production Database.  

  
How to review 
your reports 

From the District Data Submission web page. Follow these steps for 
viewing your Analysis Reports. 

 
Step Action 

1 Press the Analysis Reports link. 
 

 
 
 

Continued on next page 

Press the  
Analysis Reports 
Link. 
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Reviewing Analysis Reports, Continued 

  
How to review your reports (continued) 
 

Step Action 
2 Result: The Analysis Reports page appears. 

 

 
• Choose your District Name from the drop down list. 
• Choose the Report/Submission type. 
• Press Next. 

Continued on next page 
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Reviewing Analysis Reports, Continued 

  
How to review your reports (continued) 
 

Step Action 
2 Result: The Submission Analysis Reports page appears. 

 

 
 
• Select the Submission from the list. 
• Press Next. 
 

Continued on next page 
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Reviewing Analysis Reports, Continued 

  
How to review your reports (continued) 
 

Step Action 
3 Result: The Submission Analysis Reports List page appears. 

 

 
 
Note: See Appendix F for a detailed list of all available reports. 
 
• Select the Report to view. 
• Press Open Report. 
 

Continued on next page 
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Reviewing Analysis Reports, Continued 

  
How to review your reports (continued) 
 

Step Action 
4 Result: The Selected Report opens in a new window.  

 

 
Note: This is only a partial report for demonstration purposes. 
 
• View or Print or Email the report. 
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Reviewing Annual Headcount Report 

 
Select http://www.cccco.edu/divisions/tris/mis/submission.htm into your web browser. 
From the District Data Submission web page. Follow these steps for viewing your Annual 
Headcount Report. http://www.cccco.edu/divisions/tris/mis/submission.htm 
 
Press the Annual Headcount link. 
 

 
 
 
 

Press the Annual 
Headcount Link 
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Reviewing Annual Headcount Report, Continued 

 
 
The Annual Unduplicated Headcount Reports page appears. 
 

 
 
 
• Choose your District Name from the drop down list. 
• Choose the Year from the drop down list. 
• Select VTEA Annual Unduplicated Headcount. 
• Press Get Report. 
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Reviewing Annual Headcount Report, Continued 

 
 
The User name and password page appears:  
 
 

 
 
 
 
• Enter your User Name. 
• Enter your Password. 
• Press OK. 
 
 
 



 

Reviewing Annual Headcount Report, Continued 

 
 
The Selected Report opens in a new window. 
 
 

 
 
 
• View, 
 
 

College A    
54

 

Print or Email the report. 
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Appendix A – Submission Timeline 

  
Definition The “MIS Data Submissions Timeline,” which is an extremely useful one-

page chart, can be found on the Web at the following location:  
http://www.cccco.edu/divisions/tris/mis/ded_doc/dedvolii_doc/timelineii.pdf 
 

  
 Timeline 
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Appendix B – TX File Layout 
TX file 
details 

Name Length Description 

 GI90 X(2) “TX” 
 

 GI01 9(03) DISTRICT-CODE        
The three-character code uniquely identifies the 
reporting college. 
 

 GI03 9(03) TERM-IDENTIFIER        
This data element identifies a term within an 
academic year as well as the academic year itself. 
 

 TX01 X(2) TRANSMITTAL-RECORD-CODE        
The GI90 RECORD-CODE for the transmittal file that 
this record reports on ('XB' for the XB/XE/XF file) 
 

 TX02 9(8) TRANSMITTAL-RECORD-COUNT       
The count of records in the submission file 
identified in TX01.  Should be right justified.  
 

 TX03 X(8) TRANSMITTAL-FILE-NAME     
The name of the transmittal file submitted by FTP. 
Should conform to the pattern 'UDDTTTFF' where:U is a 
literal character 'U'.(All types of submissions) DD 
is the first two numerals of GI01 DISTRICT-CODE. TTT  
is equal to GI03 TERM-IDENTIFIER for this submission. 
FF is equal to GI90 RECORD-CODE for the submission 
file identified in TX01 ('XB' for the XB/XE/XF file). 
 

 TX04 X(3) TRANSMITTAL-FILE-EXTENSION     
The file extension or type of the transmittal file 
submitted by FTP. A file extension is not required by 
the host that receives the files.  Space fill if not 
used. 
 

  Note: Data elements TX05 through TX14 identify the data 
processing manager, technical contact, and person(s) 
responsible for the submission data at the district. 
They should be reported only for the record where 
element TX01 is "TX" and space filled in all other 
records. 
 

 TX05 X(16) DP-MANAGER-NAME-LAST          
The last name of the DP manager at the submitting 
district. 
 

 TX06 X(10) DP-MANAGER-NAME-FIRST              
The first name or other identifier for the DP manager 
at the submitting district. 
 

 

Continued on next page 
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Appendix B – TX File Layout, Continued 

  
    

 TX07 9(3) DP-MANAGER-PHONE-AREA   
The telephone area code of the individual identified 
in TX05 and TX06. 
 

 TX08 9(7) DP-MANAGER-PHONE-NUMBER   
The telephone number of the individual identified in 
TX05 and TX06. 
 

 TX09 X(7) 
 

DP-MANAGER-EXTENSION              
The local telephone extension of the individual 
identified in TX05 and TX06.  May contain any 
characters found on the standard telephone touch pad. 
 

 TX10 X(16) TECH-CONTACT-NAME-LAST    
The last name of the technical contact person at the 
submitting district. 
 

 TX11 X(10) TECH-CONTACT-NAME-FIRST   
The first name or other identifier for the technical 
contact person at the submitting district. 
 

 TX12 9(3) TECH CONTACT-PHONE-AREA   
The telephone area code of the individual identified 
in TX10 and TX11. 
 

 TX13 9(7) TECH CONTACT-PHONE-NUMBER      
The telephone number of the individual identified in  
TX10 and TX11. 
 

 TX14 X(7) TECH-CONTACT-EXTENSION        
Any characters found on the standard telephone touch 
pad. 
 

 TX15 X(16) DATA-CONTACT-NAME-LAST    
The last name of the person at the submitting 
district responsible for the accuracy of the data in 
the part of the submission identified in TX03. 
 

 TX16 X(10) DATA-CONTACT-NAME-FIRST   
The first name or other identifier for the data 
contact person at the submitting district. 
 

 TX17 9(3) DATA CONTACT-PHONE-AREA   
The telephone area code of the individual identified 
in TX15 and TX16. 
 

 

Continued on next page 
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Appendix B – TX File Layout, Continued 

  
 

    
 TX18 9(7) DATA CONTACT-PHONE-NUMBER      

The telephone number of the individual identified in 
TX15 and TX16. 
 

 TX19 X(7) DATA-CONTACT-EXTENSION         
The local telephone extension of the individual 
identified in TX15 and TX16.  May contain any 
characters found on the standard telephone touch pad. 
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Appendix C – Java Applet 

  
Applet File 
Upload 2.0.5 

This Java Applet is downloaded to your Computer during the Data 
Submission process. It is a required piece of software that enables the upload 
of the Data Submission files to the COMIS submission Server. 

  
What it looks 
like 

During the Data Submission process you will be presented with the following 
pop-up window. 

 
 
The only action required by you is to press the Yes button. It will install itself 
in the background and need no further interaction. 

  
Best Practice The most efficient way to handle this install is to check the trust box. 

 

 
 
Click the Yes button. 
 

 

Continued on next page 
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Appendix C, Continued 

  
Clicking No. You must click the Yes button and load the applet in order to submit data. 

 
Clicking No or closing the window before execution will cause the following 
error screen to appear. 
 

 
 

  
More 
information 

While not necessary, clicking on the other areas of the pop-up window will 
enable additional links and information but will not cause any undue errors.  
 

Continued on next page 



 61

Appendix C, Continued 

 EXAMPLES: 
 
More 
information 
(continued) 

If you press the  link, you will be 
sent to the “Applet File Buyers Guide Web Site”. 
 

 If you press the  link, you will be presented with the specific 
Certificate Information about this Java Applet. 
 

 
 
You can find out more information by clicking on the various buttons and 
tabs. 

Continued on next page 
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Appendix C, Continued 

  
More 
information 
(continued) If you press the  link, a Security Alert window 

will appear giving you more information. 
 

 
 
You can find out more information by clicking on the More Info Button. 
 

Continued on next page 
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Appendix C, Continued 

  
More 
information 
(continued) 

 
 

By clicking on the  More Info button 
from the main Applet installation window you will see more detail about the 
certificate. 
 

 
More than you ever wanted to know but were afraid to ask. Appendix. 
 

 
Browser Version 

Internet Explorer (IE) 5 + 

Netscape 4.7, 
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Appendix D – Referential Files Structure 

  
 
REFERENTIAL 
README.TXT 

The following is the file layout for the referential files which are available 
after district data have been loaded to the database. 

 SBSTUDNT 
(Student Basic)  
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
 STUDENT-ASSIGNED-KEY    X(09) 
SB00 STUDENT-IDENTIFIER      X(09) 
SB01 STUDENT-IDENTIFIER-STATUS   X(01) 
SB03 STUDENT-BIRTH-DATE    9(08) 
SCD1 FIRST-TERM-ATTENDED    X(03) 
SCD2 LAST-TERM-ATTENDED    X(03) 
 Record length 36 character records 
 

STTERM 
(Student Term) 
 

GI01 DISTRICT-COLLEGE-IDENTIFER   X(03) 
SB00 STUDENT-IDENTIFIER      X(09) 
GI03 TERM-IDENTIFIER     X(03) 
SB02 STUDENT-NAME-PARTIAL    X(03) 
STD1 STUDENT-AGE-AT-TERM    9(03) 
SB08 STUDENT-ZIP-CODE     X(05) 
 ZIP_DETAIL      X(04) 
SB09 STUDENT-RESIDENCE-CODE    X(05) 
SB11 STUDENT-EDUCATION-STATUS   X(05) 
SB12 STUDENT-HIGH-SCHOOL-LAST   X(06) 
SB15 STUDENT-ENROLLMENT-STATUS   X(01) 
SB16 STUDENT-UNITS-EARNED-LOCAL   9999V99 
SB17 STUDENT-UNITS-EARNED-TRANSFER   9999V99 
SB18 STUDENT-UNITS-ATTEMPTED-LOCAL   9999V99 
SB19 STUDENT-UNITS-ATTEMPTED-TRANSFER  9999V99 
SB20 STUDENT-TOTAL-GRADE-POINTS-LOCAL  9999V99 
SB21 STUDENT-TOT-GRADE-POINTS-TRANSFER  9999V99 
STD8 STUDENT-LOCAL-CUM-GPA    9V99 
STD9 STUDENT-TOTAL-CUM-GPA    9V99 
SB22 STUDENT-ACADEMIC-STANDING   X(01) 
SB23 STUDENT-APPRENTICESHIP-STATUS    X(01) 
SB24 STUDENT-TRANSFER-CENTER-STATUS  X(01) 
SB25 STUDENT-GAIN-STATUS    X(01) 
SB26 STUDENT-JTPA-STATUS    X(01) 
SB14 STUDENT-EDUCATIONAL-GOAL   X(01) 
SB04 STUDENT-GENDER     X(01) 
 

Continued on next page
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STTERM 
(Student Term) 
 continued 

SB05 STUDENT-ETHNICITY     X(02) 
SB06 STUDENT-CITIZENSHIP    X(01) 
STD2 STUDENT-1ST-CENSUS-CREDIT-LOAD   99V99 
STD3 STUDENT-DAY-EVENING-CLASS-CODE  X(01) 
STD6 STUDENT-DAY-EVENING-CLASS-CODE-2  X(01) 
 UNITS-EARNED-WORKED    X(05) 
STD4 STUDENT-ACADEMIC-LEVEL    X(01) 
STD5 STUDENT-DEG-APPL-UNITS-EARNED-THIS-TERM 99V99 
STD7 STUDENT-HEADCOUNT-STATUS   X(01) 
SB27 STUDENT-CALWORKS-STATUS   X(01) 
 Record length 115 character records 
 

SDDSPS 
(Student DSPS) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER     X(03) 
SB02 STUDENT-NAME-PARTIAL    X(03) 
SB00 STUDENT-IDENTIFIER     X(09) 
SD01 STUDENT-PRIMARY-DISABILITY   X(01) 
SD02 STUDENT-PRIMARY-DISABILITY-SER CONT  9(03) 
SD03 STUDENT-SECONDARY-DISABILITY   X(01) 
SD04 STUDENT-SEC-DISABILITY-SERV-CONT  9(03) 
SD05 STUDENT-DISABILITY-DEPT-REHAB   X(01) 
 Record length 27 character records 
 

SEEOPS 
(Student EOPS) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER     X(03) 
SB02 STUDENT-NAME-PARTIAL    X(03) 
SB00 STUDENT-IDENTIFIER     X(09) 
SE01 STUDENT-EOPS-ELIGIBILITY-FACTOR   X(01) 
SE02 STUDENT-EOPS-TERM-OF-ACCEPT   X(03) 
SE03 STUDENT-END-TERM-EOPS-STATUS   X(01) 
SE04 STUDENT-EOPS-UNITS-REGISTERED   99V99 
SE05 STUDENT-EOPS-CARE-STATUS   X(01) 
SE06 STUDENT-CARE-TERM-OF-ACCEPT   X(03) 
SE07 STUDENT-CARE-MARITAL-STATUS   X(01) 
SE08 STUDENT-CARE-NUMBER-OF-DEPEND  X(01) 
SE09 STUDENT-CARE-TANF-DURATION   X(01) 
SE10 STUDENT-EOPS/CARE-WITHDRAW   X(01) 
 Record length is 35 characters 
 

PSPBS (Student 
Precollegiate 
Basic Skills) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER     X(03) 
SB02 STUDENT-NAME-PARTIAL    X(03) 
SB00 STUDENT-IDENTIFIER     X(09) 
PS01 PBS-STUDENT-UNITS-ACCUMULATED   99V99 
PS02 PBS-STUDENT-UNIT-LIMIT-WAIVER-STAT  X(01) 
 
 Record length is 23 characters  
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SVVATEA 
(Student VTEA) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER     X(03) 
SB02 STUDENT-NAME-PARTIAL    X(03) 
SB00 STUDENT-IDENTIFIER     X(09) 
SV01 STUDENT-VOC-PROGRAM-PLAN-STAT  X(01) 
SV02 STUDENT-VTEA-FUNDED_STATUS   X(01) 
SV03 STUDENT-VTEA-ECON-DISADV-STAT   X(02) 
SV04 STUDENT-VTEA-SINGLE-PARENT-STAT  X(01) 
SV05 STUDENT-VTEA-DISPL-HOMEMKER-STAT  X(01) 
SV06 STUDENT-VTEA-COOP-WORK-EXP-ED-TYPE  X(01) 
SV07 STUDENT-CRIMINAL-OFFENDER-STATUS  X(01) 
SV08 STUDENT-VTEA-TECH-PREP-STATUS   X(01) 
 
Record length is 27 characters  
 

SMMATRIC 
(Student 
Matriculation) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER     X(03) 
SB02 STUDENT-NAME-PARTIAL    X(03) 
SB00 STUDENT-IDENTIFIER     X(09) 
SM01 STUDENT-MATRICULATION-GOALS   X(04) 
SM02 STUDENT-MATRICULATION-MAJOR   X(06) 
SM03 STUDENT-MATRICULATION-SPECIAL-NEEDS   X(14) 
SM04 STUDENT-MATRIC-ORIENTATION-EXEMPT-STAT X(04) 
SM05 STUDENT-MATRIC-ASSESSMENT-EXEMPT-STAT X(04) 
SM06 STUDENT-MATRIC-COUNS/ADVISEMNT-EX-STAT X(04) 
SM07 STUDENT-MATRIC-ORIENTATION-SERVICES   X(01) 
SM08 STUDENT-MATRIC-ASSESSMENT-SERV-PLACE X(01) 
SM09 STUDENT-MATRIC-ASSESSMENT-SERV-OTHER X(03) 
SM12 STUDENT-MATRIC-COUNS/ADVISEMNT-SERV  X(01) 
SM13 STUDENT-MATRIC-ACAD-FOLLOW-UP-SERVICES X(01) 
 
 Record length is 61 characters  
 

  

Continued on next page
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XENRLM  
(Student 
Enrollment) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER     X(03) 
SB02 STUDENT-NAME-PARTIAL    X(03) 
SB00 STUDENT-IDENTIFIER      X(09) 
CB01 COURSE-DEPARTMENT-NUMBER   X(12) 
XB00 SECTION-IDENTIFIER     X(06) 
SX01 ENROLLMENT-EFFECTIVE-DATE   9(08) 
SX02 ENROLLMENT-DROP-DATE    9(08) 
SXD2 ENROLLMENT-CREDIT-STATUS   X(01) 
SXD3 ENROLLMENT-UNITS-ATTEMPTED   99V99 
SX03 ENROLLMENT-UNITS-EARNED   99V99 
SX04 ENROLLMENT-GRADE     X(03) 
SX05 ENROLLMENT-POSITIVE-ATTEND-HOURS  999V9 
SXD1 ENROLLMENT-1ST-CENSUS-STATUS   X(01) 
SXD4 TOTAL-HOURS      9(6)V9 
 
 Record length is 76 characters  
 
 

XBSECTON 
(Section) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER     X(03) 
CB01 COURSE-DEPARTMENT-NUMBER   X(12) 
XB00 SECTION-IDENTIFIER     X(06) 
XB01 SECTION-ACCOUNTING-METHOD   X(01) 
XB02 SECTION-DATE-CENSUS-FIRST   9(08) 
XB04 SECTION-CONTRACT-EDUCATION-CODE  X(01) 
XB05 SECTION-UNITS-MAXIMUM    99V99 
XB06 SECTION-UNITS-MINIMUM    99V99 
XB08 SECTION-DSPS-SPECIAL-STATUS   X(01) 
XB09 SECTION-WORK-BASED-LEARNING-ACTIVITIES X(01) 
XB10 SECTION-CVU-CVC-STATUS    X(01) 
XBD1 SECTION-1ST-CENSUS-HEADCOUNT-ENROLL  9(03) 
XBD3 SECTION-DAY-EVENING-CLASS-CODE  X(01) 
XBD4 SECTION-TOTAL-HOURS    9(6)V9 
XBD5 SECTION-1ST-CENSUS-STATUS   X(01) 
 
 Record length is 57 characters  
 
 

XFSESION 
(Session) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER      X(03) 
CB01 COURSE-DEPARTMENT-NUMBER   X(12) 
XB00 SECTION-IDENTIFIER     X(06) 
XF00 SESSION-IDENTIFIER     X(02) 
XF01 SESSION-INSTRUCTION-METHOD   X(02) 
XF02 SESSION-DATE-BEGINNING    9(08) 
XF03 SESSION-DATE-ENDING    9(08) 
XF04 SESSION-DAYS-SCHEDULED    X(09) 
XF05 SESSION-MEETING-TIME-BEGINNING   9(04) 
XF06 SESSION-MEETING-TIME-ENDING   9(04) 
XF07 SESSION-TOTAL-HOURS    999V9 
 
 Record length is 65 characters  
 



 68

XEASSIGN 
(Assignment) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER     X(03) 
CB01 COURSE-DEPARTMENT-NUMBER   X(12) 
XB00 SECTION-IDENTIFIER     X(06) 
EB00 EMPLOYEE-IDENTIFIER    X(09) 
XF00 SESSION-IDENTIFIER     X(02) 
XE01 FACULTY-ASSIGNMENT-TYPE    X(01) 
XE02 FACULTY-ASSIGNMENT-PERCENT   9(03) 
XE03 FACULTY-ASSIGNMENT-FTE    999V99 
XE04 FACULTY-HOURLY-RATE    999V99 
 Record length is 49 characters  
 

CBCRSIN 
(Course) 
 

GI01 DISTRICT-COLLEGE-IDENTIFIER   X(03) 
GI03 TERM-IDENTIFIER     X(03) 
CB01 COURSE-DEPARTMENT-NUMBER   X(12) 
CB02 COURSE-TITLE      X(68) 
CB03 COURSE-TOP-CODE     X(06) 
CB04 COURSE-CREDIT-STATUS    X(01) 
CB05 COURSE-TRANSFER-STATUS    X(01) 
CB06 COURSE-UNITS-OF-CREDIT-MAXIMUM  99V99 
CB07 COURSE-UNITS-OF-CREDIT-MINIMUM   99V99 
CB08 COURSE-BASIC-SKILLS-STATUS   X(01) 
CB09 COURSE-SAM-PRIORITY-CODE   X(01) 
CB10 COURSE-COOP-WORK-EXP-ED-STATUS  X(01) 
CB11 COURSE-CLASSIFICATION-CODE   X(01) 
CB13    COURSE-SPECIAL-CLASS-STATUS   X(01) 
CB14 COURSE-CAN-CODE     X(06) 
CB15  COURSE-CAN-SEQ-CODE    X(08) 
CB19 COURSE-CROSSWALK-CRS-DEPT-NAME  X(07) 
CB20 COURSE-CROSSWALK-CRS-NUMBER   X(09) 
CB21 COURSE-PRIOR-TO-COLLEGE-LEVEL   X(01) 
CB22 COURSE-NONCREDIT-CATEGORY   X(01) 
 Record length is 139 characters  
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Appendix E 

  
GI03 Term-
Identifier 

This data element identifies a term within an academic year as well as the 
academic year itself.  It occurs in all input records submitted by the colleges. 

    
GI03 - Details DED # DATA ELEMENT NAME                                                      FORMAT  

 
GI03 TERM-IDENTIFIER                                                    X(03) 
 
CODING 
 
It is in the format: YYT, where  
 YY = last two digits of calendar year in which the term occurs. 
 T = single-digit term-type identifier listed below. 
 
CODE TERM TYPE                         CODE               TERM TYPE 
 
 5 = Summer Term          6           =          Summer Quarter 
 7 = Fall Semester          8           =          Fall Quarter 
 1 = Winter Intersession          2           =          Winter Quarter 
 3 = Spring Semester          4           =          Spring Quarter 
 0 = Annual (enter the year in which the reporting data period ENDS), 

and College Calendar 
 9 = Other (Use for Employee fall first census reporting period) 
 
NOTE:   College Calendar data is reported for the upcoming year. All other Annual 
submissions are reported for the preceding year. 
 
EXAMPLES: 
 
 SEMESTER System for 2000-01 Year QUARTER System for 2000-01 Year 
 2000 Summer Term             = 005   2000 Summer Quarter  = 006 
 2000-01 Annual Data          = 010 2000-01 Annual Data  = 010 
 2000 Employee Census       = 009 2000 Employee Census  = 009 
 2000 Fall Semester              = 007 2000 Fall Quarter  = 008 
 2001 Spring Semester         =  013 2001 Winter Quarter  = 012 
      2001 Spring Quarter  = 014 
 2001-02 College Calendar  = 020 2001-02 College Calendar = 020 
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Appendix F 

  
Reports Following is a comprehensive list of all available reports. 

  
Syntactical and 
Referential 
Reports 

 
Term-End Files Annual 

(SP,SF,SA) 
Calendar Employee 

Syntactical Summary Syntactical 
Summary 

Syntactical 
Summary 

Syntactical 
Summary 

Syntactical Detail 
(SSN’s) 

Syntactical Detail 
(SSN’s)  

Syntactical Detail 
(SSN’s) 

Syntactical 
Detail (SSN’s) 

Summary Load Report  Summary Load 
Report (Syntactical) 

Summary Load 
Report (Syntactical) 

Summary Load 
Report 
(Syntactical) 

Referential Summary Referential 
Summary 

 Referential 
Summary 

Referential Detail 
(SSN’s) 

Referential Detail 
(SSN’s) 

 Referential 
Detail (SSN’s)  

  
Analysis 
Reports 

 
Term Semester Annual Employee 
Download.Zip Download.Zip Download.Zip 
Care Student Served Report  Letter to the District 
Categorical Comparison 
Report 

Calendar Report Summary Load Report 

Course/Section Comparison 
Report 

Summary Load Report - 
Calendar 

 

Primary & Secondary 
Disability by Contact 
Services 

Program Awards Report Assignment FTE 

Enrollment Comparison 
Report 

Financial Aid Report Contract Duration 

EOPS Student Served 
Report 

Letter to the District EEO6 Activity 

WSCH Comparison Report Summary Load Report Ethnicity 
High School of Origin 
Report 

 Gender 

Letter to the District  Leave Status 
Summary Load Report  Employment Status 
Student Characteristics 
Report 

 Staff Report (PDF) 

Selected Statistics Report   
Total Units Attempted 
Report 

 Full-time Faculty 
Obligation 

VTEA Comparison Report    
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Appendix G 

  
Submitting 
Non-Term Data 

The following information is provided to show the other submission types 
and the screens associated with them. 

  
 

Step Action 
1 Press the Data Submission Link from the District Data Submission 

Page. 
 

 
 

 

Press Data 
Submission 
Link



CALIFORNIA COMMUNITY COLLEGES 
MANAGEMENT INFORMATION SYSTEM 

DATA ELEMENT DICTIONARY 

Student Characteristics Derived Data Elements 
 
DED # DATA ELEMENT NAME   FORMAT  
 
STD7 STUDENT-HEADCOUNT-STATUS   X(01) 
 
This element indicates whether the student was a credit or noncredit student as of term-end. 
 
 
VARIABLES: 
 
The following reported/derived data elements are used to derive STD7: 
 
 SX03  ENROLLMENT-UNITS-EARNED 
 SX05  ENROLLMENT-POSITIVE-ATTENDANCE-HOURS 
 SXD2  ENROLLMENT-CREDIT-STATUS 
 XB01  SECTION-ACCOUNTING-METHOD 
 
 
CODING MEANING 
 
Codes will be assigned to students in the order listed (i.e., A, B, C...) because students may have enrollments 
that meet more than one of the coding criteria. 
 
 A = Credit Student enrolled in Weekly / Daily Census section. 
   Student enrolled in one or more weekly / daily census sections during the term.  Weekly and 

daily census sections are always offered for credit. 
 
 B = Credit Student enrolled in Positive Attendance section with 8 or more hours or 0.50 or more 

units earned. 
   The sum of positive attendance hours enrolled by the student in one or more credit positive 

attendance sections in one term is 8.0 or more, 
 
    Or 
 
   The sum of units earned by the student in one or more credit positive attendance sections in one 

term is 0.50 or more. 
 
 C = Credit Student enrolled in Independent Study section with 0.50 or more units earned. 
   The sum of units earned by the student in one or more credit independent study sections in one 

term is 0.50 or more. 
 
 

                         
 LAST REVISION:  01/01/93   PAGE L.015 
 



CALIFORNIA COMMUNITY COLLEGES 
MANAGEMENT INFORMATION SYSTEM 

DATA ELEMENT DICTIONARY 

Student Characteristics Derived Data Elements 
 
DED # DATA ELEMENT NAME   FORMAT  
 
STD7 STUDENT-HEADCOUNT-STATUS – (CONTINUED)   X(01) 
 
 D = Credit Student enrolled in Positive Attendance section with less than 8 hours and less than 0.50 

units earned. 
   The sum of positive attendance hours enrolled by the student in one or more credit positive 

attendance sections in one term is 7.9 or less, 
 
    And 
 
   The sum of units earned by the student in one or more credit positive attendance sections in one 

term is 0.49 or less. 
 
 E = Credit Student enrolled in Independent Study section with less than 0.50 units earned. 
   The sum of units earned by the student in one or more credit independent study sections in one 

term is 0.49 or less. 
 
 F = Noncredit Student enrolled in Positive Attendance section with 8 or more hours. 
   The sum of positive attendance hours attended by the student in one or more non-credit positive 

attendance sections in one term is 8.0 or more. 
 
 G = Noncredit Student enrolled in Positive Attendance section with less than 8 hours. 
   The sum of positive attendance hours attended by the student in one or more non-credit positive 

attendance sections in one term is 7.9 or less. 
 
 Y = Non-state Apportioned. 
   Student enrolled exclusively in non-state apportioned sections. 
 
 
MISSING DATA 
 
If any of the elements listed above under variables were not reported or could not be derived, this element can 
be coded with an "X" value.  If SXD2 could not be derived or XB01 was not reported, this element will always 
be coded as "X". 
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CALIFORNIA COMMUNITY COLLEGES 
MANAGEMENT INFORMATION SYSTEM 

DATA ELEMENT DICTIONARY 

Student Basic Elements 
 
DED # DATA ELEMENT NAME   FORMAT  
 
SB23 STUDENT-APPRENTICESHIP-STATUS   X(01) 
 
This element identifies students who are registered apprentices. 
 
CODING MEANING 
 
 0 = NOT registered with the Department of Industrial Relations. 
 
 1 = Registered with Department of Industrial Relations in an approved apprenticeship program. 
 
 X = Apprenticeship status unknown/uncollected. 
 
 Y = College does not offer an apprenticeship program. 
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CALIFORNIA COMMUNITY COLLEGES 
MANAGEMENT INFORMATION SYSTEM 

DATA ELEMENT DICTIONARY 
Student Financial Aid Data Elements 

 

 
DED# DATA ELEMENT NAME   FORMAT  
 
SF21 STUDENT-AID-AWARD-TYPE   X(02) 
 
This element indicates the type of financial aid award received and with SF22, makes up the Award 
sub-record which may occur up to eight times in the Financial Aid record.   
 
CODING MEANING 
 
Board Financial Assistance Program (BOGW - Board of Governors Enrollment Fee Waiver) 
 BA = BOGW - Method A-? (unknown base) 
 Bl = BOGW - Method A-1 based on TANF recipient status 
 B2 = BOGW - Method A-2 based on SSI recipient status 
 B3 = BOGW - Method A-3 based on general assistance recipient status 
 
 BB = BOGW - Method B based on income standards 
 BC = BOGW - Method C based on financial need 
 
 F1 = Fee Waiver – Dependent (children) of Deceased Law Enforcement/Fire  
   Suppression (Subject to Group C edits) 
 F2 = Fee Waiver – Dependent (surviving spouse and children) of deceased or 
   disabled member of CA National Guard (Subject to Group C edits) 
 F3 = Fee Waiver – Dependent of (children) deceased or disabled Veteran 
   (Subject to Group C edits) 
 F4 = Fee Waiver – Dependent of (children) of Congressional Medal of Honor 
   recipient (CMH) or CMH recipient (Subject to Group C edits) 
 F5 = Fee Waiver – Dependent of (surviving spouse and children) of deceased 
   victims of September 11, 2001 terrorist attack.  (Subject of Group C edits) 
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CALIFORNIA COMMUNITY COLLEGES 
MANAGEMENT INFORMATION SYSTEM 

DATA ELEMENT DICTIONARY 
Student Financial Aid Data Elements 

 

 
DED# DATA ELEMENT NAME   FORMAT  
 
SF21 STUDENT-AID-AWARD-TYPE - CONTINUED   X(02) 
 
GRANTS 
 GA = Academic Competitiveness Grant 
 GB = Cal Grant B 
 GC = Cal Grant C 
 GE = EOPS Grant 
 GF = CARE Grant 
 GP = Pell Grant 
 GS = SEOG (Supplemental Educational Opportunity Grant) 
 GU = Other grant: institutional source 
 GV = Other grant: non-institutional source 
  GW = Bureau of Indian Affairs (BIA) Grant 
 GG = Chafee Grant  
 
LOANS 
 LD = Perkins Loan 
 LE = EOPS loan 
 LG = Stafford Loan, subsidized 
 LH = Stafford Loan, unsubsidized 
 LI = Other loan: institutional source 
 LN = Other loan: non-institutional source 
 LP = PLUS loan: parent loan for undergraduate student. 
 LS = Federal Direct Student Loan - subsidized 
 LL = Federal Direct Student Loan - unsubsidized 
 
SCHOLARSHIP 
 SO =  Scholarship:  Osher Scholarship 
 SU = Scholarship:  institutional source 
 SV = Scholarship:  non-institutional source 
 SX = Scholarship:  source unknown 
 
WORK STUDY 
 WC = California State Work Study (SWS) 
 WE = EOPS Work Study 
 WF = Federal Work Study  (FWS)  (Federal share) 
 WU = Other Work Study and matching funds 
 
Note:  For all forms of Work Study, report the matching funds in WU (unless the program was 
  directly matched with another program on the list.   
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CALIFORNIA COMMUNITY COLLEGES 
MANAGEMENT INFORMATION SYSTEM 

DATA ELEMENT DICTIONARY 
Student Financial Aid Data Elements 

 

 
DED# DATA ELEMENT NAME   FORMAT  
 
SF21 STUDENT-AID-AWARD-TYPE - CONTINUED   X(02) 
 
MIS Reporting of BOG Fee Waivers 
Instructions for October 1, 2000 Submission of 1999-2000 Fee Waiver Activity 
 
BOG Fee Waivers are not the same as “regular” financial aid and we must address that issue.  The purpose of 
reporting the BOG Fee Waivers to the Chancellor’s Office is to provide a mechanism for calculating the 
amount that a school should be reimbursed for (a) the number of fee waivers processed and (b) the amount of 
fees waived.  To facilitate this process, the colleges must report each student for which they want to be 
reimbursed using the following reporting rules.      
 
1. Report a fee waiver for every student: 

• Determined eligible for a BOG Fee Waiver AND 
• For whom fees were assessed AND 
• Attended at least one meeting of a course for which the fees were waived.  

2. The amount of the fee waiver reported should be the total fees that would have been collected from the 
student had they actually paid for their credit load.  As an example, if a student initially enrolls in fifteen 
units at the beginning of a term but by the end of the refund period, they have dropped to six units, the 
amount reported should be what the student would have paid for those six units.  If the student does not 
drop the courses until after the refund period, the amount reported would be what the student would have 
paid for all fifteen units.  If the student drops all of their courses within the refund period report the amount 
waived as zero.  BOG Fee Waivers are the only financial aid awards that can be reported with a zero 
amount.  

3. The amount of the fee waiver reported on the MIS financial aid (SF) record is the total fees waived for the 
year for that fee waiver type.  Only one aid type per student should be reported regardless of how many 
times the student received that type of aid. 

4. If a student pays fees but is subsequently determined to be eligible for a fee waiver and the fees are 
refunded to the student, report that student and the fees waived.      

5. In multi-campus districts, report the student as a recipient at each college where the student enrolls.  If the 
student enrolls at more than one college in the district, do not limit the reporting to a single campus.  Each 
college's SF records are separate and represent the activity at that college only.  The MIS data reported 
should reflect the types of aid received by all the students at that college without regard to enrollment in 
other colleges in the district.    

6. Even if the student does not meet the reporting domain for MIS Enrollment (SX) data, you must submit a 
Student Basic (SB) record for every term the student meets the criteria given in #1 if you intend to submit a 
SF record for them.  In the case of students attending and receiving a waiver at more than one college, SB 
records must be reported for all colleges attended. 

7.  Summer fee waivers are always reported as "leaders" not "trailers".   
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BEFORE THE COMMISSION ON STATE MANDATES
STATE OF CALIFORNIA

1
1
1

Claim of: )
1

Rio Hondo Community College District )
Claimant 1

1
1
1
1

No. CSM-4206

DECISION

The attached Proposed Statement of Decision of the Commission on State
Mandates is hereby adopted by the Commission on State Mandates as its decision
in the above-entitled matter.

This Decision shall become effective on January 22, 1987.

IT IS SO ORDERED January 22, 1987.

Peter Pelkofer, Vice
Commission on State M

WP 152614-2



BEFORE THE

COMMISSION ON STATE MANDATES

1
1

Claim of: 1
1

Rio Hondo Community College District ) No. CSM-4206
Claimant 1

PROPOSED DECISION

This claim was heard by the Commission on State Mandates (commission) on
November 20, 1986, in Sacramento, California, during a regularly scheduled
meeting of the commission. Patrick Sisneros, Attorney at Law, and
Dr. Timothy M. Wood, Vice-President of Administrative Affairs, appeared on
behalf of the Rio Hondo Community College District. Steve Nakamura, Program
Analyst, appeared on behalf of the California Community Colleges Chancellor's
Office. Carol Miller of Education Mandated Costs Network also testified at
the hearing. There were no other appearances.

Evidence both oral and documentary having been introduced, the matter
submitted, and a vote taken, the commission finds:

NOTE

1. The finding of a reimbursable mandate does not mean that all increased
costs claimed will be reimbursed. Reimbursement, if any, is subject to
commission approval of parameters and guidelines for reimbursement of the
claim, and a statewide cost estimate; a timely-filed claim for reimbursement;
and a subsequent review of the claim by the State Controller.



- 2 -

11.

FINDINGS OF FACT

1. The test claim was filed with the Commission on State Mandates on
November 27, 1985, by the Rio Hondo Community College District.

2. The subject of the claim is Statutes of 1984, 2nd Extraordinary Session,
Chapter 1.

3. Chapter l/84, 2nd ES., repealed Section 72244 of the Education Code which
provided for an optional health services program to be implemented at the
California Community College Districts' discretion and repealed Section 72246
which provided the fee structure the districts could charge students to fund
the program.

4. Chapter l/84, 2nd E.S., added Section 72246.5 to the Education Code and
required any community college district which provided health services for
which it was authorized to charge a fee pursuant to former Section 72246 in
the 1983-84 fiscal year to maintain health services at the level provided
during the 1983-84 fiscal year in the 1984-85 fiscal year and each fiscal year
thereafter. This maintenance of effort requirement applies to all community
college districts which levied a health services fee in the 1983-84 fiscal
year, regardless of the extent to which the health services fees collected
offset the actual costs of providing health services at the 1983-84 fiscal
year level.

5. A program which was optional is now required by Chapter 1, Statutes of
1984, 2nd E.S. of any community college district which levied a health
services fee in fiscal year 1983-84,

6. During fiscal year 1983-84 Rio Hondo Community College District provided a
health services progam and assessed a health services fee. Therefore, the Rio
Hondo Community College District has incurred increased costs as a result of
having to provide a health services program while having its authority to
assess a health services fee removed.

7. The Rio Hondo Community College District's increased costs are costs
mandated by the state.

8. Government Code Section 17514 defines the term "costs mandated by the
state" as any increased'costs which a local agency is required to incur after
July 1, 1980, as a result of any statute enacted on or after January 1, 1975,
or any executive order implementing any statute enacted on or after January 1,
1975, which mandates a new program or higher level of service of an existing
program within the meaning of Section 6 of Article XIII B of the California
Constitution.

9. None of the requisites for denying a claim, specified in Government Code
Section 17556, subdivision (a), were established.



- 3 -

11.

DETERMINATION OF ISSUES

1. The commission has jurisdiction to decide the claim under authority of
Government Code Section 17551.

2. Education Code Section 72246.5 as added by Chapter 1, Statutes of 1984,
2nd ES., imposes a reimbursable state mandate upon local school districts.
The Rio Hondo Community College District has established that this statute has
imposed a new program by requiring community college districts, which levied a
health services fee in fiscal year 1983-84 for an optional health services
program, to provide the health services program without the authority to levy
a fee.

WP 1526A-3
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