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Adopted: January 26,2006 

PROPOSED PARAMETERS AND GUIDELINES, 
AS MODIFED BY STAFF 
Education Code Section 76300 

California Code or Regulations, Title 5, Sections 5 850 1 - 5 8503; 
58611- 58613,58620,58630 

Enrollnzent Fee Collection and Waivers (99-TC- 13 and 00-TC- 15) 

Los Rios aiid Glendale Commuility College Districts, Claimants 

I. SUMMARY OF THE MANDATE 

Claimant Los Rios Community College District (LRCCD), submitted the Enrollment Fee 
Collection test claim (99-TC-13) in June 2000 alleging a reimbursable state mandate for 
community college districts by requiring specific new activities and costs related to collecting 
enrolln~ent fees. Claimant Glendale Community College District (GCCD) submitted the 
Enr.ollnzent Fee Waivers (00-TC-15) test claim in June 2001 alleging a reimbursable state 
mandate for coinmunity college districts by requiring specific iiew activities aiid costs related to 
granting fee waivers, Board of Governor's (BOG) Grants and financial assistance to students. In 
August 2002, the Enrollnzent Fee Collection aiid Enrollment Fee Waiver. test claims were 
consolidated. 

On April 24, 2003, the Coinmissioii on State Mandates (Coinmissioii) adopted the Statement of 
Decision for the Enrollnzer~t Fee Collection and Waivers program. The Comniission found that 
the test claim legislation constitutes a new program or higher level of service aiid imposes a 
reinlbursable state-mandated program on community college districts within the meaning of 
article XI11 B, section 6 of the California Constitution and Goverlment Code section 17514. 
Accordingly, the Commission approved this test claiin for the followiiig reimbursable activities: 

Calculatiilg aiid collecting tlie studeiit eilrollment fee for each student enrolled except 
for nonresidents, and except for special part-time students cited in section 76300, 
subdivision (0. (Ed. Code, 5 76300, subds. (a) & (b); Cal. Code Regs., tit. 5, 
$ 5  58501,58502 & 58503.) 

Waiving studeiit fees in accordance with the groups listed in Education Code 
section 76300, subdivisions (g) aiid (h). 

Waiving fees for studelits who apply for and are eligible for BOG fee waivers. 
(Cal.Code Regs., tit. 5, $ 5  58612, 58613 & 58620.) 

Reporting to the Community Colleges Chancellor (CCC) the number of and amounts 
provided for BOG fee waivers. (Cal. Code Regs., tit. 5, 5 5861 1 .) 

Adopting procedures that will documelit all fiiiancial 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 tlie district's 
certification of need for fiiiancial assistance. (Cal. Code Regs., tit. 5, 5 58630: 
subd. (b).) 
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The Commission found that all other test claiin statutes and regulations not cited above do not 
impose reiillbursable state-inandated activities within the meaning of article XI11 B, section 6 and 
Government Code section 175 14. 

11. ELIGIBLE CLAIMANTS 

Any cominunity college district that illcurs increased costs as a direct result of this reimbursable 
state inandated program is eligible to claiill reinlbursement of those costs. 

111. PEIUOI) OF REIMBURSEMENT 

Government Code section 17557 states that a test claim must be submitted on or before June 30 
following a given fiscal year to establish eligibility for reimbursement for that fiscal year. The 
test claim for Enrollment Fee Collection (99-TC-13) was filed in June 2000, and the test claim 
for Enrollment Fee Waivers (00-TC-15) was filed in June 2001. Thus, costs incurred for 
coinpliance with Enrollment Fee Collection are reimbursable on or after July 1, 1998, and costs 
incurred for coinpliance with Enrollnzent Fee Waivers are reimbursable on or after July 1, 1999. 

Actual costs for one fiscal year shall be included in each claiin. Estimated costs for the 
subsequent year may be included on the same claiin, if applicable. Pursuant to Govermment 
Code section 17561, subdivision (d)(l)(A), all claims for reimbursement of initial fiscal year 
costs shall be submitted to the State Controller within 120 days of the issuance date for the 
claiming instructions. 

If the total costs for a given year do not exceed $1,000, no reiinburse~nent shall be allowed, 
except as otherwise allowed by Goverilment Code section 17564. 

IV. REIMBURSABLE ACTIVITIES 

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 iinpleinent 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 documeilt created at or near the same time the actual cost was incurred for the 
event or activity in question. Source docun~ents may include, but are not limited to, employee 
time records or time logs, sign-in sheets, invoices, and receipts. 

Evidence corroborating the source docuinents inay include, but is not limited to, worltsheels, cost 
allocation repoi-ts (system generated), purchase orders, contracts, agendas, and declarations. 
Declarations must include a certification or declaration stating, "I certify (or declare) under 
penalty of perjury under the laws of the State of California that the foregoing is true and correct,'' 
and must further comply with the requirements of Code of Civil Procedure section 201 5.5. 
Evidence corroborating the source doc~unents 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 claiin and be reimbursed for increased costs for reimbursable 
activities identified below. Increased cost is limited to the cost of an activity that the claimant is 
required to incur as a result of the mandate. 
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Adopted: January 76,2006 

For each eligible claimant, the Ibllowing activities are reimbursable: 

A. Eiirollment l?ee Collection (Iteir77b~l+,r~177er1t Period begins ,Jz11y 1,  1998) 

1. One-Time Activities 

a. Policies and Procedures 

Prepare district policies and 131-ocedures for the collection of ei~rollinent fees 

b. Staff Training (One-time per einployee) 

Trainiilg district starf that implement the program on the procedures for the 
collection of enrollment fees. 

2. Ongoing Activities 

a. Calculating and collecting the student ei~rollment fee for each studeilt eiuolled, 
except for nonresidents, and except for special paid-time students cited in 
section 76300, subdivision (0. (Ed. Code. $76300, subds. (a) & (b); Cal. Code 
Regs., tit. 5, $5  58501, 58502 & 58503). This includes: 

i. Referencing student accouilts and records to deteriniile course worltload, 
status ofpayments, and eligibility for fee waiver. Priiltillg a list of ellrolled 
courses. 

ii. Calculatiilg the total eiuollment fee to be collected. Identifying method of 
payment. Collectiilg cash and inalting change as necessary. Processiilg 
credit card and other 11011-cash payineilt trailsaclions (however, any fees that 
inay be charged to a coininunity college district by a credit card colnpany or 
bald< are not reimbursable). Preparing a receipt for payineilt received. 

iii. Answering student's questioils regarding eilrollinent fee collection or 
referrring them to the appropriate persoil for an answer. 

iv. Updating written and coinputer records for the enrollment fee inforination 
and providing a copy to the student. Copyiilg and filing eilrollinellt fee 
documentation. 

v. Collecting delinquent eiirollineilt fees, including written or telephonic 
collection notices lo students, turiling acco~mts over to collection agencies, 
or sinall claiins court action. 

vi. For studeilts who establish fee waiver eligibility after the eilroll~neilt fee has 
been collected, providing a ref~ind or elirollinent fees paid and updating 
student and district records as required. (ICef~~nd process for change in 
prograin is not reimbursable). 

B. Eiirollmenl Fee Waiver (Rcin7bz11~~scn1e~1 Period lxgins .July 1, 1999) 

1 . One-Time Activities 

a. Policies and Procedures 

Prepare district policies and procedures for deteriniiliilg which students are 
eligible for waiver of the ei~rollmei~t fees. 
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Staff Training (One-time per employee) 

Trailling district staff that implement the program on the procedures for 
determilling whicl~ students are eligible for waiver of the enrollment fee. 

2. Ongoing Activities 

a. Adopting procedures that will doc~linent all fillancia1 assistance provided on 
behalf of students pursuant to chapter 9 of title 5 of the California Code of 
Regulations; and includiilg in tile procedures the rules for retention of support 
docuillentatioil that will enable an independent determination regarding accuracy 
of the district's cei-tification of need for financial assistance. (Cal. Code Regs., 
tit. 5, 5 58630, subd. (b).) 

Recording and illaiiltaining records that doc~lineilt all of the financial assistance 
provided to studeilts for the waiver of enrollment fees in a m~anner that will enable 
an indepeildent deteril~ination of tile district's certification of the need for 
financial assistance. (Cal. Code Regs., tit. 5, 5 58630, subd. (b).) 

b. Waiving student fees in accordance with groups listed in Education Code section 
76300,s~~bclivisions (g) and (h).) Waiving fees for students who apply for and are 
eligible for BOG fee waivers (Cal. Code Regs., tit. 555 58612, 58613 & 58620). 
This includes: 

i. Ailswering stuclent's questions regarding eilrollmeilt fee waivers or 
referring them to the appropriate person for an answer. 

. . 
11. Receiving of waiver applications from students by mail, fax, coinp~lter 

online access, or in person, or in the forill of eligibility information 
processed by the financial aid office. 

... 
in. Evaluating each application and verificatioil documents (dependency 

status: l~ousel~old size and income, SSI and TANFICalWorks, etc.) for 
coillpliance wit11 eligibility standards utilizing information provided by the 
studeilt, from the student financial aid records (e.g., Free Application ibr 
Federal Student Aid (FAFSA)), and other records. 

iv. In the case of ail iilcoinplete application or incomplete documentation, 
notify the studeilt of the aclditioilal required information and how to obtain 
that info~~l~at ion .  Hold student application and docuinentation in suspense 
file until all infoi~llation is received. 

v. In the case of ail approved application, copy all doc~linentation and file the 
infornlatioil for f~lrtller review or audit. Eilteriilg the approved application 
information into district records and lor notifying other persoilnel 
perforilliilg other parts of the process (e.g., casl~ier's office). Providing the 
student wit11 proof of eligibility or an award letter, and file paper 
docuinents in the anllual file. 

vi. In the case of a denied application, reviewing and evaluating additional 
inforillatioil and docuinentation provided by the student if the denial is 
appealed by the student. Provide written notification to the student of the 
results of the appeal or ally change in eligibility status. 
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c. Reporting to the CCC the number of and amounts provided for BOG fee waivers. 
(Cal. Code Regs., tit. 5, § 586 1 1 .) 

V. CLAIM PREPARATION AND SUBMISSION 

Each of the following cost elements must be identified for each reimbursable activity identified 
in Sectioil IV, Reimbursable Activities, of this document. Each claiined reiinbursable cost must 
be supported by source docuineiltation as described in Section IV. Additionally, each 
reimbursement claim must be filed in a timely maimer. 

A. Direct Cost Reporting 

Direct costs are those costs incurred specifically for the reimbursable activities. The following 
direct costs are eligible for reimbursement. 

1. Salaries and Benefits 

Report each einployee iinplemeilting the reimbursable activities by name, job 
classification, and productive hourly rate (total wages and related benefits divided by 
productive hours). Describe the specific reiinbursable activities perforined and the hours 
devoted to each reiinbursable activity perforined. 

2. Materials and Supplies 

Repoi-t the cost of inaterials and supplies that have been consumed or expended for the 
purpose of the reiinbursable activities. Purchases shall be claiined at the actual price 
after deducting discounts, rebates, and allowances received by the claimant. Supplies 
that are withdrawn from inventory shall be charged on ail appropriate and recognized 
method of costing, consisteiltly applied. 

3. Contracted Services 

Report the name of the contractor and services performed to implement the reimbursable 
activities. Attach a copy of the contract to the claim. If the contractor bills for time and 
materials, repoi-t the number of hours spent on the activities and all costs charged. If the 
contract is a fixed price, report the dates when services were perforined and itemize all 
costs for those services. 

4. Fixed Assets and Equipment 

Report the purchase price paid for fixed assets and equipment (including computers) 
necessary to implement the reimbursable activities. The purchase price includes taxes, 
delivery costs, and installation costs. If the fixed asset or equipment is also used for 
purposes other than the reimbursable activities, only the pro-rata portion of the purchase 
price used to implement the reimbursable activities can be claimed. 

5. Travel 

Report the name of the employee traveling for the purpose of the reiinbursable activities. 
Include the date of travel, destination point, the specific reiinbursable activity requiring 
travel, and related travel expenses reimbursed to the employee in compliance with the 
rules of the local jurisdiction. Report einployee travel time according to the rules of cost 
element A. 1, Salaries and Benefits, for each applicable reimbursable activity. 
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6. Training 

Report the cost of training an employee to perform the reimbursable activities, as 
specified in Sectioil IV of this document. Report the name and job classification of each 
einployee preparing for, attending, andlor conductii~g training necessary to impleinent the 
reimbursable activities. Provide the title, subject, and purpose (related to the mandate of 
the training sessioi~), dates attended, and location. If the training encompasses subjects 
broader than the reimbursable activities, only the pro-rata poi-tion can be claimed. Report 
einployee training time for each applicable reimbursable activity according to the rules of 
cost element A. 1 ,  Salaries and Benefits, and A.2, Materials and Supplies. Report the cost 
of consultants who conduct the training according to the rules of cost element 
A.3, Coiltracted Services. 

B. Indirect Cost Rates 

Indirect costs are costs that have been incurred for coinmoi~ or joint purposes. These costs 
benefit inore than one cost objective and cannot be readily identified with a particular final cost 
objective without effort disproportionate to the results achieved. After direct costs have been 
determined and assigned to other activities, as appropriate, ind.irect costs are those remaining to 
be allocated to benefited cost objectives. A cost may not be allocated as an indirect cost if any 
other cost incurred for the saine purpose, in like circumstances, has been claimed as a direct cost. 

Indirect costs include: (a) the indirect costs originating in each department or agency of the 
governmental unit carrying out state mandated programs, and (b) the costs of central 
governmental services distributed through the central service cost allocation plan and not 
otl~erwise treated as direct costs. 

Community colleges have the option of using: (1) a federally approved rate, utilizing the cost 
accountii~g principles froin the Office of Management and Budget Circular A-2 1, "Cost 
Principles of Educational Institutions"; (2) the rate calculated on State Controller's Form 
FAM-29C; or (3) a 7% indirect cost rate. 

VI. 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 reimburseillent 
claim is filed or last amended, whichever is later. However, if no funds are appropriated or no 
payineilt 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 reiillbursable activities, as described 
in Section IV, must be retained during the period subject to audit. If an audit has been initiated 
by the Controller during the period subject to audit, the retention period is extended until the 
ultimate resolution of any audit findings. 

' This refers to Title 2, division 4, part 7:  chapter 4 of the Government Code. 
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VII. OFFSETTING SAVINGS AND REIMBURSEMENTS 

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, reimbursenlent 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. 

Enrollment Fee Collection Program: 

The costs of the Enrollment Fee Collectio~l program are subject to an offset of two 
percent (2%) of the revenue from enrollment fees (Ed. Code, 5 76000, subd. (c)). 

Enrollinent Fee Waiver Program: 

costs of the Enrollment Fee Waiver program are subject to the following offsets: 

July 1, 1999 to July 4,2000: 

For low income students2 or recipients of public as~is tance,~ or dependents or surviving 
spouses of National Guard soldiers killed in the line of duty,4 as defined: 

o an offset identified in Education Code section 76300, subdivision (in), that 
requires the Community College Board of Governors, from funds in the annual 
budget act, to allocate to community colleges two percent (2%) of the fees 
waived, under subdivisions (g) [low income students, as defined, or specified 
recipients of public assistance] and (11) [dependents or surviving spouses of 
California National Guard soldiers killed in the line of duty, as defined] of section 
76300; and 

For determination of financial need and delivery of student financial aid services, on the 
basis of the number of low income students (as defined) or recipients of public assistance 
(as defined), or dependents or surviving spouses of National Guard soldiers killed in the 
line of duty, for whom fees are waived: 

"[Alny student who demonstrates eligibility according to income standards established by the 
board of governors and contained in Section 58260 of Title 5 of the California Code of 
Regulations." (Ed. Code, 5 76300, subd. (g)(2).) 

"[Alny student who, at the time of enrollment, is a recipient of benefits under the Temporary 
Assistance to Needy Families program, the Supplemental Security IncomeIState Supplementary 
Program, or a general assistance program or has demonstrated financial need in accordance with 
the methodology set foi-th in federal law or regulation for determining the expected fainily 
contribution of students seeking financial aid." (Ed. Code, 5 76300, subd. (g)(l).) 

"[Alny student who, at the time of enrollment is a dependent, or surviving spouse who has not 
remarried, of any member of the California National Guard who, in the line of duty and while in 
the active service of the state, was killed, died of a disability resulting from an event that 
occurred while in the active service of the state, or is permanently disabled as a result of an event 
that occurred while in the active service of the state. "Active service of the state," for the 
purposes of this subdivision, refers to a member of the California National Guard activated 
pursuant to Section 146 of the Military and Veterans Code." (Ed. Code, 5 76300, subd. (h).) 
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o from funds provided in the annual State Budget Act, the board of governors shall 
allocate to coinmunity college districts, pursuant to this subdivision, an amount 
equal to seven percent (7%) of the fee waivers provided pursuant to subdivisions 
(g) [low income students, as defined, or specified recipients of public assistance] 
and (h) [dependents or surviving spouses of California National Guard soldiers 
killed in the line of duty, as defii~ed].~ 

Beginning July 5, 2000: 

For low income students (as defined, or recipients of public assistance (as defined) or 
dependents or surviving spouses of National Guard soldiers killed in the line of duty, for 
whom fees are waived (as defined): 

an offset identified in Education Code section 76300, subdivision (m), that requires 
the Community College Board of Governors, from funds in the annual budget act, to 
allocate to coinillunity colleges two percent (2%) of the fees waived, under 
subdivisions (g) [low income students, as defined, or specified recipients of public 
assistance] and (11) [dependents of California National Guard soldiers lcilled in the line 
of duty as defined] of section 76300; 

For determination of financial need and delivery of student financial aid services, on the 
basis of the number of low income students (as defined) or recipients of public assistance 
(as defined) for whom fees are waived 

o requires the Board of Governors to allocate from funds in the annual State 
Budget Act ninety-one cents ($0.91) per credit unit waived pursuant to 
subdivisions (g) [low income students, as defined, or specified recipients of 
public assistance] and (h) [dependents of California National Guard soldiers 
killed in the line of duty as defined] 

Any budget augmentation received under the Board Financial Assistance Program 
Administrative Allowance, or any other state budget augmentation received for 
adininistering the fee waiver program. 

VIII. STATE CONTROLLER'S CLAIMING INSTRUCTIONS 

Pursuant to Government Code section 17558, subdivision (b), the Controller shall issue claiming 
instructions for each inandate that requires state reimbursement not later than 60 days after 
receiving the adopted parameters and guidelines from the Commission, to assist local agencies 
and school districts in clainling costs to be reimbursed. The claiming instructions shall be 
derived fiom the test claiin decision and the parameters and guidelines adopted by the 
Commission. 

These waiver provisions were subsequently expanded to waive fees for children of law 
enforceinent personllel or firefighters lcilled in the line of duty (Ed. Code, 5 76300, subd. (i)), or 
dependents of victims of the September 11,2001 ten-orist attaclcs (Ed. Code, 5 76300, subd. (j)), 
but these parameters and guidelines do not include those waiver recipients because they were 
added by Statutes 2002, chapter 450 and are outside the scope of the Statement of Decision. 
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Pursuant to Government Code section 17561, subdivision (d)(l), issuance of the claiming 
instructions shall constitute a notice of the right of the local agencies and school districts to file 
reimbursement claims, based upon parameters and guidelines adopted by the Comnission. 

IX. REMEDIES BEFORE THE COMMISSION 

Upon request of a local agency or school district, the Coininissioil shall review the claiming 
instructions issued by the State Controller or any other authorized state agency for 
reimbursement of mandated costs pursuant to Government Code sectioil 17571. If t l~e  
Commission determines that the claiming instiuctions do not conform to the parameters and 
guideIines, the Commission shall direct the Coiltroller to modify the claiming instructions and 
the ControlIer s11aIl modify the claiming instructions to conform to the parameters and guideIines 
as directed by the Commission. 

In addition, requests may be made to amend parameters and guideliiles pursuant to Government 
Code section 17557, subdivision (d), and California Code of Regulations, title 2, section 1183.2. 

X. LEGAL AND FACTUAL BASIS FOR THE PARAMETERS AND GUIDELINES 

The Statement of Decisioil is legally binding on all parties and provides the legal and factual 
basis for the parameters and guidelines. The support for the legal and factual findings is found in 
the adiniilistrative record for the test claim. The administrative record, including t l~e  Statelllent 
of Decision, is on file with the Comnission. 
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