" SixTen and Associates

Mandate Reimbursement Services

_]EITH B. PETERSEN, President
P.O. Box 340430
Sacramento, CA 95834-0430

- Telephone: (916) 419-7093

Fax: (916) 263-9701

July 9, 2014

Heather Halsey, Executive Director
Commission on State Mandates
980 Ninth Street, Suite 300
Sacramento, CA 95814

RE: 1116/92 and 764/99 Integrated Waste Management

RECEIVED

JUL 14 201

MMISSION ON
SQT%TE MANDATES

Citrus Community College District
Fiscal Years 1999-00 and 2000-01 and 2003-04 through 2010-11

Incorrect Reduction Claim

Dear Ms. Halsey:

E-Mail: Kbpsixten@aol.com
5252 Balboa Avenue, Suite 900
San Diego, CA 92117
Telephone: (858) 514-8605
Fax: (858) 514-8645

Enclosed is the original and two copies of the above referenced incorrect reduction
claim for Citrus Community College District.

SixTen and Associates has been appointed by the District as its representative for this
matter and all interested parties should direct their inquiries to me, with a copy as

follows:

Claudette E. Dain, Vice President Finance and Administrative Services

Citrus Community College District
1000 West Foothill Boulevard
Glendora, CA 91741-1899

Voice: 626-914-8886

Fax: 626-914-8823

E-Mail: cdain@citruscollege.edu

Sincerely,

b

Keith B. Petersen

Enclosure: Incorrect Reduction Claim

C: Claudette E. Dain, Vice President Finance and Administrative Services




COMMISSION ON STATE MA

1. INCORRECT REDUCTION CLAIM TITLE

1116/92 and 764/99 Integrated Waste
Management

2. CLAIMANT INFORMATION
Citrus Community College District

Claudette E. Dain, Vice President
Finance and Administrative Services
1000 West Foothill Boulevard
Glendora, CA 91741-1899

Voice: 626-914-8886

Fax: 626-914-8823

E-Mail: cdain@citruscollege.edu

3. CLAIMANT REPRESENTATIVE
INFORMATION

Claimant designates the following person to
act as its sole representative in this incorrect
reduction claim. All correspondence and
communications regarding this claim shall be
forwarded to this representative. Any change
in representation must be authorized by the
claimant in writing, and sent to the Commission
on State Mandates.

Keith B. Petersen, President
SixTen and Associates

P.O. Box 340430
Sacramento, CA 95834-0430
Voice: (916) 419-7093

Fax: (916) 263-9701

E-mail: Kbpsixten@aol.com

RECEIVED

For CSM Use Only

JUL T4 2014

COMMISSION ON
STATE MANDATES

Filing Date:

IRC #: \4-00C0F-T -03

4. IDENTIFICATION OF STATUTES OR
EXECUTIVE ORDERS

Statutes of 1992, Chapter 1116,

Statutes of 1999, Chapter 764,

Public Resources Code 40418, 40196.3, 42920-928

Public Contract Code 12167 and 12167.1

5. AMOUNT OF INCORRECT REDUCTION
Fiscal Year Amount of Reduction
1999-2000 $ 5,133
2000-2001 $ 19,014
2003-2004 $ 19,204
2004-2005 $ 15,362
2005-2006 $ 56,814
2006-2007 $ 84,237
2007-2008 $ 60,573
2008-2009 $ 57,617
2009-2010 $ 39,012
2010-2011 $ 14,154

TOTAL: $ 371,120

6. NOTICE OF NO INTENT TO CONSOLIDATE

This claim is not being filed with the intent to
consolidate on behalf of other claimants.

Sections 7-12 are attached as follows:

7. Written Detailed Narrative: Pages 1 to21

8. Final SCO Audit Report: Exhibit _ A
9. Parameter’s and Guidelines: Exhibit _ B
10. Claiming Instructions: Exhibit _ C
11. Annual Reimbursement Claims: Exhibit D
12. Controller’s Payment Letters: Exhibit _E

13. CLAIM CERTIFICATION

This claim alleges an incorrect reduction of a
reimbursement claim filed with the State Controller’s
Office pursuant to Government Code section 17561.
This incorrect reduction claim is filed pursuant to
Government Code section 17551, subdivision (d). |
hereby declare, under penalty of perjury under the laws
of the State of California, that the information in this
incorrect reduction claim submission is true and
complete to the best of my own personal knowledge or
information or belief.

Claudette E. Dain, Vice President
Finance and Administrative Services

(oAt

Signature Date
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Claim Prepared by:

Keith B. Petersen

SixTen and Associates

P.O. Box 340430

Sacramento, California 95834-0430
Voice: (916) 419-7093

Fax: (916) 263-9701

BEFORE THE
COMMISSION ON STATE MANDATES

STATE OF CALIFORNIA

INCORRECT REDUCTION CLAIM OF: No. CSM

Statutes of 1992, Chapter 1116,
Statutes of 1999, Chapter 764,
Public Resources Code 40418,
40196.3, 42920-928 and
Public Contract Code 12167 and
12167.1.

CITRUS _
Integrated Waste Management

Community College District

Fiscal Year 1999-00
Fiscal Year 2000-01
Fiscal Year 2003-04
Fiscal Year 2004-05
Fiscal Year 2005-06
Fiscal Year 2006-07
Fiscal Year 2007-08
Fiscal Year 2008-09
Fiscal Year 2009-10
Fiscal Year 2010-11

Claimant.

)
)
)
)
)
)
)
)
)
;
) Annual Reimbursement Claims:
)
)
)
)
)
)
)
)
)
)
)
I

NCORRECT REDUCTION CLAIM FILING

PART I. AUTHORITY FOR THE CLAIM
The Commission on State Mandates has the authority pursuant to Government

Code Section 17551(d) “ . . . to hear and decide upon a claim by a local agency or
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Incorrect Reduction Claim of Citrus Community College District
1116/92 and 764/99 Integrated Waste Management

school district, filed on or after January 1, 1985, that the Controller has incorrectly
reduced payments to the local agéncy or school district pursuant to paragraph (2) of
subdivision (d) of Section 17561.” Citrus Community College District (heream;ter
“District”) is a “school district” as defined in Government Code Section 17519. Title 2,
CCR, Section 1185 (a), requires the claimant to file an incorrect reduction claim with the
Commission.

This incorrect reduction claim is timely filed. Title 2, CCR, Section 1185 (c),
requires incorrect reduction claims to be filed no later than three years following the
date of the Controller’s notice to the claimant of a reduction in payment for an annual
claim. A Controller’s audit report dated September 11, 2013, has been issued. See
Exhibit A. A Controller's claim action notice letter dated October 4, 2013, has been
issued for each audited annual claim that constitutes notice of the field audit findings
that resulted in a claim payrhent reduction. See Exhibit E. The audit report and claim
action letters each and both constitute a final adjudication of the claim and notice of
payment reduction.

There is no alternative dispute resolution process available from the Controller’s
office. The audit report letter states that an incorrect reduction claim should be filed
with the Commission if the claimant disagrees with the audit findings.

PART Il. SUMMARY OF THE CLAIM
The Controller conducted an audit of the District’'s annual reimbursement claims

for Fiscal Years 1999-00 and 2000-01, and 2003-04 through 2010-11 for the cost of
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complying with the legislatively mandated Integrated Waste Management program. As
a result of the audit, the Controller determined that $371,120 of the $378,779 claimed

costs were unallowable:

Fiscal Amount Audit SCO Amount Due
Year Claimed Adjustment Payments <State> District
1999-00 $ 12792 $ 5133 § O | $ 7,659
2000-01 $ 19014 $ 19014 $§ O $ 0
2003-04 $ 19204 $ 19204 $ O $ 0
2004-05 $ 15362 $ 15362 $ O $ 0
2005-06 $ 56814 $ 56814 $ O $ 0
2006-07 $ 84237 $ 84237 $§ O $ 0
2007-08 $ 60573 § 60573 $ O $ 0
2008-09 $ 57617 $ 57617 $ O $ 0
2009-10 $ 39012 § 39,012 $ O $ 0
2010-11 $ 14154 § 14154 $ O $ 0
Totals $378,779 $371120 $ O $ 7,659

Since the District did not receive any payments for these claims as of the date of the
audit report, the audit report states that $7,659 is payable to the District.
PART Ill. PREVIOUS INCORRECT REDUCTION CLAIMS
The District has not filed any previous incorrect reduction claims for this mandate
program. On March 28, 2014, the Pasadena Area Community College District filed an
incorrect reduction claim (13-0007-1-01) on this mandate program that includes similar

3
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Incorrect Reduction Claim of Citrus Community College District
1116/92 and 764/99 Integrated Waste Management

issues. On June 17, 2014, the Sierra Joint Community College District filed an incorrect
reduction claim on this mandate program that includes similar issues.
PART IV. BASIS FOR REIMBURSEMENT

A. Mandate Legislation

Statutes of 1992, Chapter 1116, amended Public Contract Code sections 12167
and 12167.1 allowing the governing board of each college district, on or after July 1,
1994, to expend funds in the Integrated Waste Management Account, upon
appropriation by the Legislature, for the purpose of offsetting costs created by the
recycling program.

Statutes of 1999, Chapter 764, added Public Resources Code sections 40148,
40196.3 and 42920-42928 to require the governing board of each college district, on or
before February 15, 2000, to adopt a state agency model integrated waste
management plan which specifies that the district: complies with the State Agency
Model plan; designate a solid waste reduction and recyclihg coordinator; divert at least
50 percent of all solid waste from disposal or transformation facilities; submit a report to
the board summarizing the progress made in reducing solid waste; and, submit
information on quantities of recyclable materials collected on an annual basis to the
Board.

B. Test Claim
The Commission on State Mandates, in the Statement of Decision adopted at

the March 25, 2004 hearing, found that Public Resources Code sections 40148,
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40196.3, 42920-42928, Public Contract Code sections 12167 and 12167.1, and the

State Agency Model Integrated Waste Management Plan constitute new programs or

higher levels of service for community college districts within the meaning of Section 6,

Article XllI B of the California Constitution. The Commission determined that

performing the following specific new activities resulted in increased costs for

community college districts to:

(1)

(2)

(3)

(4)

(5)

Comply with fhe state model plan (Public Resources Code section 42920(b)(3)
and State Agency Model Integrated Waste Management Plan, February 2000).
Designate a district solid waste reduction and recycling coordinator (Public
Resources Code section 42920 (c)).

Divert at least 25 percent of all of its solid waste by January 1, 2002 and at least
50 percent by January 1, 2004 (Public Resources Code sections 42921 and
42922(i)). A district may seek an extension from the California Integrated Waste
Management Board until December 31, 2005.

Report by April 1 each year to the California Integrated Waste Management
Board the progress in reducing solid waste (Public Resources Code sections
42926(a) and 42922(i)).

Submit annual recycled material reports to the California Integrated Waste
Management Board (Public Contract Code section 12167.1)

Parameters and Guidelines

On March 30, 2005, the original parameters and guidelines were adopted. As a
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result of litigation', amended parameters and guidelines were issued September 26,
2008, with retroactive effect. A copy of the original and amended parameters and
guidelines are attached as Exhibit B.

D. Claiming Instructions

The Controller issued the first claiming instructions on June 6, 2005, for use to

State of California, Department of Finance , California Integrated Waste Management
Board v. Commission on State Mandates, et al. (Sacramento County Superior Court,
Case No. 07CS00355)

The Department of Finance and the Integrated Waste Management Board filed a
petition for writ of mandate in March 2007, asking the court to set aside the
Commission’s decision granting the test claim and to require the Commission to issue a
new Statement of Decision and parameters and guidelines that give full consideration
to the community colleges’ cost savings (e.g avoided landfill disposal fees) and
revenues (from recyclables) by complying with the test claim statutes. Petitioners’
position was that the Commission had not properly accounted for all the offsetting cost
savings from avoided disposal costs, or offsetting revenues from the sale of recyclable
materials, in the Statement of Decision or parameters and guidelines. The Judgment
and a Writ of Mandate were issued on June 30, 2008, ordering the Commission to:

1. amend the parameters and guidelines in Test Claim No. 00-TC-07 to
require community college districts claiming reimbursable costs of an integrated
waste management plan under Public Resources Code section 42920, et seq. to
identify and offset from their claims, consistent with the directions for revenue in
Public Contract code sections 12167 and 12167.1, cost savings realized as a
result of implementing their plans; and

2. amend the parameters and guidelines in Test Claim No. 00-TC-07 to
require community college districts claiming reimbursable costs of an integrated
waste management plan under Public Resources Code section 42920, et seq. to
identify and offset from their claims all of the revenue generated as a result of
implementing their plans, without regard to the limitations or conditions described
in sections 12167 and 12167.1 of the Public Contract Code.

6
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submit the initial claims for Fiscal Years 1999-00 through 2004-05. The claiming
instructions have been annually revised for purposes of subsequent fiscal year filing
dates. Aycopy of these claiming instructions are attached. See Exhibit C. However,
since the Controller's claim forms and instructions have not been adopted as
regulations, they have no force of law, and, therefore, have no effect on the outcome of
this incorrect reduction claim.
PART V. STATE CONTROLLER CLAIM ADJUDICATION

The Controller conducted an audit of the District's annual reimbursement claims
for Fiscal Years 1999-00 through 2000-01, and 2003-04 through 2010-11. The audit
concluded that only $7,659 (2%) of the District's $378,779 costs, as claimed, are
allowable. A copy of the September 11, 2013, audit report is attached as Exhibit A.

PART VI. STATEMENT OF THE ISSUES

Finding - Understated offsetting savings
A. OFFSETTING COST SAVINGS

The District did not report offsetting cost savings because none were realized.
The audit report states that the total claimed costs of $378,779 should have been
reduced by $371,120 of cost savings calculated by multiplying the tonnage diverted by
a statewide average landfill fee per ton. However, none of these alleged cost savings
were realized by the District as required by the parameters and guidelines.

1. The Legal Reguirement

The notion of avoided cost for this mandate is a result of litigation by the
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Incorrect Reduction Claim of Citrus Community College District
1116/92 and 764/99 Integrated Waste Management

Department of Finance and the Integrated Waste Management Board. The retroactive

court decision requires a éommunity college district to “identify and deduct offsetting

costs savings from its claimed reimbursable costs.” The court asserted, without

evidence in the record, that these reductions will “most likely” occur:

In complying with the mandated solid waste diversion requirements of
Public Resources Code section 42921, California Community Colleges are likely
to experience cost savings in the form of reduced or avoided costs of landfill
disposal. The reduced or avoided costs are a direct result and an integral part of
the IWM plan mandates under Public Resources Code section 42920 et seq.: as
solid waste diversion occurs, landfill disposal of the solid waste and associated
landfill disposal costs are reduced or avoided. Indeed, diversion is defined in
terms of landfill disposal for purposes of the IWM plan mandates. (See Pub.
Resources Code §§ 40124 ("diversion' means activities which reduce or
eliminate the amount of solid waste from solid waste disposal for purposes of
this division [i.e., division 30, including § 42920 et seq.]"), 40192, subd. (b) (for
purposes of Part 2 (commencing with Section 40900), 'disposal' means the
management of solid waste through landfill disposal or transformation at a
permitted solid waste facility.").) Emphasis added.

Such reduction or avoidance of landfill fees and costs resulting from solid
waste diversion activities under § 42920 et seq. represent savings which must be
offset against the costs of the diversion activities to determine the reimbursable
costs of IWM plan implementation -- i.e., the actual increased costs of diversion -
- under section 6 and section 17514. Similarly, under Public Resources Code
section 42925, such offsetting savings must be redirected to fund IWM plan
implementation and administration costs in accordance with Public Contract
Code section 12167. The amount or value of the savings may be determined
from the calculations of annual solid waste disposal reduction or diversion which
California Community Colleges must annually report to petitioner Integrated
Waste Management Board pursuant to subdivision (b)(1) of Public Resources
Code section 42926. Emphasis added

The amended and retroactive parameters and guidelines adopted September

26, 2008, applied the court Ianguagé as follows:

/
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VIIl. OFFSETTING COST SAVINGS

Reduced or avoided costs realized from implementation of the community
college districts’ Integrated Waste Management plans shall be identified and
offset from this claim as cost savings, consistent with the directions for revenue
in Public Contract Code sections 12167 and 12167.1. Pursuant to these statutes,
community college districts are required to deposit cost savings resulting from
their Integrated Waste Management plans in the Integrated Waste Management
Account in the Integrated Waste Management Fund; the funds deposited in the
Integrated Waste Management Account, upon appropriation by the Legislature,
may be expended by the California Integrated Waste Management Board for the
purpose of offsetting Integrated Waste Management plan costs. Subject to the
approval of the California Integrated Waste Management Board, cost savings by
a community college that do not exceed two thousand dollars ($2,000) annually
are continuously appropriated for expenditure by the community college for the
purpose of offsetting Integrated Waste Management program costs. Cost
savings exceeding two thousand dollars ($2,000) annually may be available for
expenditure by the community college only when appropriated by the Legislature.
To the extent so approved or appropriated and applied to the college, these
amounts shall be identified and offset from the costs claimed for implementing
the Integrated Waste Management Plan. Emphasis added.

2. Assumed Cost Savings

The court presupposes a previous legal requirement for districts to incur landfill
disposal fees to divert solid waste. Thus, potentially relieved of the need to incur new
or additional landfill fees for increased waste diversion, a cost savings would occur.
There is no finding of fact or law in the court decision or from the Commission
Statement of Decision for the test claim for this assumed duty to use landfills.
However, since the court stated that the cost savings from avoided landfill costs are
only “likely,” potential cost savings would be a finding of fact not law. There is'no
evidence in the court decision that these reduced or avoided landfill costs occurred at

all or to any one district other than the bare assertion that such savings may have
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occurred. Thus, potential landfill cost savings would be a question of fact for each
claiming district. However, the Controller's audit adjustment erroneously and simply
assumes these cost savings occurred in the form of avoided landfill fees for the
mandated tonnage diverted. The audit report merely states that the Controller has
“determined that the district had reduced or avoided costs” apparently, and only, as a
result of increased diversion of solid waste.

3. Realized Cost Savings

The parameters and guidelines language does not assume that the cost savings
occurred, but instead requires that the cost savings be realized. The amended
parameters and guidelines, relying upon the court decision, state that “(r)educed or
avoided costs realized from implementation of the community college districts’

Integrated Waste Management plans shall be identified and offset from this claim as

»

cost savings . ...” To be realized, the court states that the following string of events

must occur:

Thus, in accordance with section 12167, state agencies, along with
California Community Colleges which are defined as state agencies for purposes
of IWM plan requirements in Public Resources Code section 42920 et seq.

(Pub. Resources Code §§ 40196, 40148), must deposit cost savings resulting
from IWM plans in the Integrated Waste Management Account in the Integrated
Waste Management Fund; the funds deposited in the Integrated Waste
Management Account, upon appropriation by the Legislature, may be expended
by the Integrated Waste Management Board for the purpose of offsetting IWM
plan costs. In accordance with section 12167.1 and notwithstanding section
12167, cost savings from the IWM plans of the agencies and colleges that do not
exceed $2,000 annually are continuously appropriated for expenditure by the
agencies and colleges for the purpose of offsetting IWM plan implementation
and administration costs; cost savings resulting from IWM plans in excess of
$2,000 annually are available for such expenditure by the agencies and colleges

10
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when appropriated by the Legislature.

For the cost savings to be realized, the parameters and guidelines further require
that “(t)o the extent so approved or appropriated and applied to the college, these
amounts shall be identified and offset from the costs claimed for implementing the
Integrated Waste Management Plan.” Thus, a certain chain of events must occﬁr: the
cost savings must exist (avoided landfill costs); be converted to cash; amounts in
excess of $2,000 per year deposited in the state fund: and, these deposits by the
districts appropriated by the Legislature to districts for purposes of mitigating the cost of
implementing the plan. None of those prerequisite events occurred so no cost savings
were “realized” by the District. Regardless, the adjustment cannot be applied to the
District since no state appropriation of the cost savings was made to the District.

4, Calculation of the Cost Savings

The court suggests that “(t)he amount or value of the savings may be determined
from the calculations of annual solid waste disposal reduction or diversion which
California Community Colleges must annually report to petitioner Integrated Waste
Management Board pursuant to subdivision (b)(1) of Public Resources Code section
42926.” The parameters and guidelines are silent as to how to calculate the a}voided
costs. The court provided two alternative methods, either disposal reduction or
diversion reported by districts, and the Controller utilized the diversion percentage,
which assumes, without findings of fact, that all diversion tonnage is landfill disposal

tonnage reduction.

11
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a. The Controller's formula is a standard of general application

The audit adjustment for the assumed landfill cost savings is based on a
formula created by the Controller and has b}een consistently used for all 32
audits of this mandate published by the Controller (as of the date of this
document). The Controller’s use of this formula for audit purposes is a standard
of general application without appropriate state agency rulemaking and is
therefore unenforceable (Government Code Section 11340.5). The formula is
not an exempt audit guideline (Government Code Section 11340.9(e)). State
agencies are prohibited from enforcing underground regulations. If a state
agency issues, enforces, or attempts to enforce a rule without following the
Administrative Procedure Act, when it is required to, the rule is called an
"underground regulation.” Further, the audit adjustment is a financial penalty
against the District, and since the adjustment is based on an underground
regulation, the formula cannot be used for the audit adjust/ment (Government
Code Section 11425.50).

b. The Controller’'s formula assumes facts not in evidence

The audited offsetting cost savings is the sum of three components: the
“allocated” diversion percentage, multiplied by the tonnage diverted, mulﬁiplied by
a landfill disposal cost per ton. The Controller’s calculation method includes
several factual errors that make it useless as a basis of determining potential

cost savings.

12
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1. Allocated diversion percentage: The audit report uses the
diversion percentage reported by the District to the state (CalRecycle) for
each year until 2008 at which time this statistic was no longer available
frbm CalRecycle. The auditor then used the 2007 percentage for all
subsequent years. Therefore, the diversion rates used for the audit
adjustments after 2007 are fiction.

2. Tonnage diverted: The Controller formula uses the total tonnage
reported by the District to CalRecycle. The audit report states that this
total amount includes “solid waste that the district recycled, composted,
and kept out of the landfill.” Next, the audit report assumes without
findings that all diverted tonnage would have been disposed in a landfill
and thus additional landfill fees incurred for all additonal tonnage diverted.
Composted material, which is a significant amount of the diverted
tonnage, would not have gone to the landfill. The audit report also
assumes without findings that all diverted tonnage is within the scope of
the mandate. The total tons diverted for some fiscal years may include
materials that are outside the scope of the mandate (e.g., paint).
Deducting the compost amount and tonnage unrelated to the mandate
would reduce both the total tonnage and the diversion percentage. The
audit report uses the total tonnage diverted reported by the District to the

state (CalRecycle) for each year until 2008 at which time this statistic was

13
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no longer available from CalRecycle. The auditor then used the 2007
tonnage for all subsequent years. Therefore, the diversion rates used for
the audit adjustments after 2007 are fiction.

3. Landfill disposal fee: Having no District information in the annual
claims for landfill disposal fees, since it was not required for the annual
claims or the CalRecycle report, the Controller's method uses a statewide
average cost to dispose of a ton of waste, ranging from $36 to $56 per
ton, based on data said to be obtained from CalRecycle. The audit report
does not include the CalRecycle statewide data used to generate these
average fee amounts. Thus, the source of the average or actual costs

that comprise the average is unknown and unsupported by audit findings.

5. Application of the Formula

The audit calculated cost savings of $574,706 which are $203,586 in excess of

the claimed program costs of $378,779:

Fiscal Year

FY 1999-00
FY 2000-01
FY 2003-04
FY 2004-05
FY 2005-06
FY 2006-07
FY 2007-08
FY 2008-09
FY 2009-10
FY 2010-11
Totals

Amount Audited Adjustment Adjustment Adjustment
Claimed Amount Amount Applied Excess
$12,792 $ 7,659 $ 5133 $ 5,133 $ 0
$19,014 $ 0 $ 26,073 $19,014 $ 7,059
$19,204 $ 0 $ 21,358  $19,204 $ 2,154
$15,362 $ 0 $ 17,743  $15,362 $ 2,381
$56,814 '$ 0 $ 65978 $56,814 $ 9,164
$84,237 $ 0 $102,859  $84,237 $18,622
$60,573 $ 0 $ 96,572  $60,573 $35,999
$57,617 $ 0 $103,400 $57,617 $45,783
$39,012 $ 0 $108,277  $39,012 $69,265
$14.154 $ 0 $ 27,313 $14.154 $13.159
$378,779 $ 7,659 $574,706  $371,120  $203,586

14
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The “excess” adjustment amount means the adjustment exceeded the amount claimed
by the District for all program costs for all but one fiscal year. There are several factual
errors in the application of this offset. The District did not claim landfill costs, so there
are none to be offset. The adjustment method does not match or limit the landfill costs
avoided to landfill costs, if any, actually claimed. Instead, the total adjustment amount
for avoided landfill costs is applied to the total annual claim amounts and thus reduces
unrelated salary and benefit costs for: preparing district policies and procedures;
training staff who work on the integrated waste management plan; designating a plan
coordinato'r; operating the plan accounting system; and, preparing annual recycling
material reports.

The Controller’s calculation method thus prevents this District from receiving full
reimbursement of its actual increased program costs, contrary to an unfounded
expectation by the court. Footnote 1 of the court decisions states that:

There is no indication in the administrative record or in the legal
authorities provided to the court that, as respondent argues, a California
Community College might not receive the full reimbursement of its actual
increased costs required by section 6 if its claims for reimbursement of IWM plan
costs were offset by realized cost savings and all revenues received from plan
activities. ‘

Indeed, it appears from the statewide audit results? to date that the application of the

formula has only arbitrary results. The following table indicates the percentage of the

total claimed cost allowed by the “desk audits” conducted by the Controller on the single

2 The Controller’s audit reports are available at:

http://www.sco.ca.gov/aud_mancost_commcolleges_costrpt.htmi

15
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issue of the costs savings offset:

Controller’s Audits-cost savings Issue only
District

Mira Costa Community College District

Citrus Community College District

Yuba Community College District
Grossmont-Cuyamaca Community College District
State Center Community College District
Merced Community College District

North Orange County Community College District
Solano Community College District

Long Beach Community College District

Sierra Joint Community College District
Yosemite Community College District

El Camino Community College District

Mt. San Antonio Community College District
Hartnell Community College District

Contra Costa Community College District
Monterey Peninsula Community College District
Siskiyou Joint Community College District

San Joaquin Delta Community College District
Gavilan Joint Community College District

West Kern Community College District

Marin Community College District

Victor Valley Community College District
Redwood Community College District

Percentage Audit

Allowed

0%
2.0%
3.4%

28.7%
32.1%
33.2%
33.6%
34.4%
35.4%
41.4%
41.7%
43.0%
43.7%
45.0%
58.7%
59.8%
62.2%
69.5%
69.6%
69.9%
72.4%
73.4%
83.4%

Date

10/08/2013
09/11/2013
05/07/2014
04/30/2013
08/30/2013
07/09/2013
08/15/2013
06/17/2013
056/22/2014
07/22/2013
07/10/2013
03/19/2014
08/15/2013
04/09/2014
05/29/2013
06/05/2014
06/03/2014
05/07/2014
04/11/2014
06/03/2014
06/03/2014
04/09/2014
04/11/2014

The District agrees that any relevant realized cost savings should be reported, but the

offset must also be properly matched to relevant costs.

B.

OFFSETTING REVENUES AND REIMBURSEMENTS

The District’s annual claims reported recycling income as an offset to total

reimbursable costs in the amount of $17,074:
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Incorrect Reduction Claim of Citrus Community College District
1116/92 and 764/99 Integrated Waste Management
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Controller Line 8/9/10 Line 9/10/11
Form IWM-1 Offsetting  Other

Fiscal Year Savings Reimbursements
1999-00 $ 28954 §$ 0

2000-01 $ 1811 § 0
2003-04 $ 0 $ 0
2004-05 $ 26345 § 0

2005-06 $ 0 $1,478.59
2006-07 $ 0 $ 3,200.55
2007-08 $ 0 $1,894.28
2008-09 $ 0 $ 3,307.60
2009-10 $ 0 $5,104.93
2010-11 $ 0 $1,517.20
Totals $ 571.10 $16,503.15 $17,074.25

The audit report erroneously recognized only $571 as the claimed offsetting recycling
revenues when in fact $17,074 of offsetting revenue and other reimbursements were
reported and offset by the District. The audit report correctly states that this District
revenue was not deposited into the State IWM Account, but there is no such
requirement to do so for community colleges. Recycling revenues are not offsetting
cost savings, but are offsetting revenues generated from implementing the IWM plan.
Regarding recycling revenues, the court stated:

Although Public Contract Code sections 12167 and 12167.1 apply to
California Community Colleges for the purpose of offsetting savings pursuant to
the terms of Public Resources Code section 42925, sections 12167 and 12167.1
do not apply to the colleges for the purpose of offsetting revenues or, indeed,
any other purpose. Sections 12167 and 12167.1 apply exclusively to state
agencies and institutions; the colleges, which are school districts rather than
state agencies, are not specially defined as state agencies for purposes of the
State Assistance for Recycling Markets Act of which sections 12167 and 12167.1
are a part. Therefore, sections 12167 and 12167.1 do not properly govern the
revenues generated by the colleges' recycling activities pursuant to their IWM
plans. The limits and conditions placed by sections 12167 and 12167.1 on the
expenditure of recycling revenues for the purpose of offsetting recycling program
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Incorrect Reduction Claim of Citrus Community College District
1116/92 and 764/99 Integrated _Waste Management

costs are simply inapplicable to the revenues generated by the colleges’
recycling activities.

The provisions of Public Resources Code section 42920 et seq. do not
address the use of revenues generated by recycling activities of California
Community Colleges under IWM plans to offset reimbursable plan costs. Thus,
use of the revenues to offset reimbursable IWM plan costs is governed by the
general principles of state mandates, that only the actual increased costs of a
state-mandated program are reimbursable and, to that end, revenues provided
for by the state-mandated program must be deducted from program costs. (See
Cal. Const., art. XIll B, § 6; Gov.Code §§ 17514, 17556, subd. (e); County of
Fresno v. State of California (1991) 51 Cal.3d 482, 487; County of Sonoma v.
Commission on State Mandates, (2000) 84 Cal.App.4th 1264, 1284.) These
principles are reflected in respondent's regulation which requires, without
limitation or exception, the identification of offsetting revenues in the parameters
and guidelines for reimbursable cost claims. (Cal. Code Regs., tit. 2, §
1183.1(a)(7).) Emphasis added.

The amended and retroactive parameters and guidelines adopted September 26, 2008,

state:

VIl. OFFSETTING REVENUES AND REIMBURSEMENTS

Reimbursement for this mandate from any source, including but not limited to,
services fees collected, federal funds, and other state funds allocated to any
service provided under this program, shall be identified and offset from this
claim. Offsetting revenue shall include all revenues generated from implementing
the Integrated Waste Management Plan.

In addition, revenue from a building-operating fee imposed pursuant to
Education Code section 76375, subdivision (a) if received by a claimant and the
revenue is applied to this program, shall be deducted from the costs claimed.

Therefore, the District properly reported the recycling income as a reduction of total

claimed cost and not subject to state appropriation in the form of cost savings.

/
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1116/92 and 764/99 Integrated Waste Management

C. PROCEDURAL ISSUES

1. Standard of Review

None of the adjustments were made because the program costs claimed were
excessive or unreasonable. The Controller doés not assert that the claimed costs were
excessive or reasonable, which is the only mandated cost audit standard in. statute
(Government Code Section 17561(d) (2)). It would therefore appear that the entire
findings are based upon the wrong standard for review. If the Controller wishes to
enforce other audit standards for mandated cost reimbursement, the Controller should
comply with the Administrative Procedure Act. |

2. Burden of Proof

Here, the evidentiary issue is the Controller's method for determining the
adjustments. In many instances in the audit report, the District was invited to provide
missing data in lieu of fictional data used by auditor, or to disprove the auditor"s factual
assumptions. This is an inappropriate shifting of the burden of proof for an audit. The
Controller must first provide evidence as to the propriety of its audit findings because it
bears the burden of going forward and because it is the party with the power to create,
maintain, and provide evidence regarding its auditing methods and procedures, as well
as the specific facts relied upon for its audit findings.

/
/
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1116/92 and 764/99 Integrated Waste Management

PART VIIl. RELIEF REQUESTED

The District filed its annual reimbursement claims within the time limits
prescribed by the Government Code. The amounts claimed by the District for
reimbursement of the costs of implementing the Integrated Waste Management
program imposed by the relevant Public Contract and Public Resources Code sections
represent the actual costs incurred by the District to carry out this program. These
costs were properly claimed pursuant to the Commission’s parameters and guidelines.
Reimbursement of these costs is required under Article XIIIB, Section 6 of the California
Constitution. The Controller's adjustments deny reimbursement without any basis in
law or fact. The District has met its burden of going forward on this incorrect reduction
claim by complying with the requirements of Section 1185, Title 2, California Code of
Regulations. Because the Controller has enforced and is seeking to enforce these
adjustments without benefit of statute or regulation, the burden of proof is now upon the
Controller to establish a legal basis for its actions.

The District requests that the Commission make findings of fact and law on each
and every adjustment made by the Controller and each and every procedural and
jurisdictional issue raised in this claim, and order the Controller to correct its audit report
findings therefrom.

/
/
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1116/92 and 764/99 Integrated Waste Management

PART VIII. CERTIFICATION

By my signature below, I hereby declare, under penalty of perjury under the laws
of the State of California, that the information in this incorrect reduction claim
submission is true and complete to the best of my own personal knowledge or
information or belief, and that the attached documents are true and correct copies of
documents received from or sent by the state agency or person who originated the
document.

Executed on June Q(p%, 2014, at Glendora, California, by

C;audette E. Dain, Vice President Finance and Administrative Services

Citrus Community College District
1000 West Foothill Boulevard
Glendora, CA 91741-1899

Voice: 626-914-8886

Fax: 626-914-8823
E-Mail: cdain@citruscollege.edu

APPOINTMENT OF REPRESENTATIVE

Citrus Community College District appoints Keith B. Petersen, SixTen and
Associates, as its representative for this incorrect reduction claim.

}

- L-2¢-14
Claudette E. Dain, Vice President Date
Finance and Administrative Services

Citrus Community College District

Attachments:

Exhibit “A” Controller's Audit Report dated September 11, 2013

Exhibit “B” Original Parameters and Guidelines adopted March 30, 2005, and
Amended Parameters and Guidelines dated September 26, 2008

Exhibit “C” Controller’s Claiming Instructions

Exhibit “D” Annual Reimbursement Claims

Exhibit “E” Controller's Payment Action Letters dated October 4, 2013
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Talifornia State Controller

September 11,2013

Carol R. Horton, Vice President of Finance and Administrative Services
Citrus Community College District

1000 West Foothill Boulevard

Glendora, CA 91741-1899

Dear Ms. Horton:

The State Controller’s Office reviewed the costs claimed by Citrus Community College District
for the legislatively mandated Integrated Waste Management Program (Chapter 1116, Statutes of
1992; and Chapter 764, Statutes of 1999) for the period of July 1, 1999, through June 30, 2001;
and July 1, 2003, through June 30, 2011. We did not include the costs claimed for the period of
July 1, 2001, through June 30, 2003, in the review period because the statute of limitations to
initiate the review had expired before we began the review. Our review was limited to ensuring
that offsetting savings were properly reported in accordance with program requirements.

The district claimed $378,779 for the mandated program. Our review found that $7,659 is
allowable and $371,120 is unallowable. The costs are unallowable because the district
understated offsetting savings realized as a result of implementing its integrated waste
management plan, as described in the attached Summary of Program Costs, Summary of
Offsetting Savings Calculations, and the Finding and Recommendation. The State made no
payment to the district. The State will pay the district $7,659, contingent upon available
appropriations.

We informed Rosalinda Buchwald, Fiscal Services Director, of the review results via email on
August 7, 2013. On August 27, 2013, Ms. Buchwald replied that the district has a general
understanding of the issues involved in the adjustment, but that the district does not agree with
the review methodology.

If you disagree with the review finding, 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
website at www.csm.ca.gov/docs/IRCForm.pdf.

MAILING ADDRESS P.O. Box 942850, Sacramento, CA 94250-5874
SACRAMENTO 3301 C Street, Suite 700, Sacramento, CA 95816 (916) 324-8907
L.OS ANGELES 901 Corporate Center Drive, Suite 200, Monterey Park, CA 91754-7619 (323) 981-6802




Carol R. Horton, Vice President of / -2- September 11, 2013
Finance and Administrative Services

If you have any questions, please.contact Jim L, Spano, Chief, Mandated Cost Audits Bureau, by
phone at (916) 323-5849.

Sincerely,
Original signed by

JEFFREY V. BROWNFIELD, CPA
Chief, Division of Audits

JVB/kw

Attachments

RE: S14-MCC-901

cc: Rosalinda Buchwald, Fiscal Services Director
Citrus Community College District
Christine Atalig, Specialist, College Finance and Facilities Planning
California Community Colleges Chancellor’s Office
Mollie Quasebarth, Principal Program Budget Analyst
Education Systems Unit, California Department of Finance
Mario Rodriguez, Finance Budget Analyst
Education Systems Unit, California Department of Finance
Jay Lal, Manager
Division of Accounting and Reporting
State Controller’s Office




Citrus Community College District

Integrated Waste Management Program

Attachment 1—
Summary of Program Costs
July 1, 1999, through June 30, 2001;
and July 1, 2003, through June 30, 2011

Less amount paid by the State

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

1of4

5 -

Actual Costs Allowable Review
Cost Elements Claimed per Review Adjustment '
July 1. 1999, through June 30, 2000
Direct costs:

Salaries and benefits $ 8,712 $ 8,712  § —

Travel and training 462 462 —
Total direct costs 9,174 9,174 —
Indirect costs 3,908 3,908 —
Total direct and indirect costs 13,082 13,082 —
Less offsetting savings 2 (290) (5,423) (5,133)
Total program costs $ 12,792 7,659 % (5,133)
Less amount paid by the State —

Allowable costs claimed in excess of (less than) amount paid $ 7,659
July 1, 2000, through June 30, 2001
‘Direct costs:

Salaries and benefits $ 12413 $ 12,413 $ —

Travel and training 1,070 1,070 —
Total direct costs 13,483 13,483 —
Indirect costs 5,549 5,549 —
Total direct and indirect costs 19,032 19,032 —
Less offsetting savings > _(18) (26,091) (26,073)
Subtotal 19,014 (7,059) (26,073)
Adjustment to eliminate negative balance — 7,059 7,059
Total program costs $ 19,014 — § (19,014
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 $ 13,196 $§ 13,196 § —
Indirect costs 6,008 6,008 —
Total direct and indirect costs 19,204 19,204 —
Less offsetting savings — (21,358) (21,358)
Subtotal 19,204 (2,154) (21,358)
Adjustment to eliminate negative balance — 2,154 2,154
Total program costs $ 19,204 — $ (19,209




Citrus Community College District

Integrated Waste Management Program

Attachment 1 (continued)

Actual Costs Allowable Review
Cost Elements Claimed per Review Adjustment '
July 1, 2004, through June 30, 2005
Direct costs:

Salaries and benefits $ 11,115 $ 11,115 —
Indirect costs 4,510 4,510 —
Total direct and indirect costs 15,625 15,625 —
Less offsetting savings (263) (18,006) (17,743)
Subtotal 15,362 (2,381) (17,743)
Adjustment to eliminate negative balance L — 2,381 2,381
Total program costs $ 15362 — $§ (15362)
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 $ 31,89 $ 31,896 $ —

Travel and training . 13,446 13,446 —
Total direct costs '45,342 45,342 —
Indirect costs 12,951 12,951 —
Total direct and indirect costs 58,293 58,293 —
Less offsetting revenues and reimbursements (1,479) (1,479) —
Less offsetting savings 2 — (65,978) (65,978)
Subtotal 56,814 (9,164) (65,978)
Adjustment to eliminate negative balance — 9,164 9,164
Total program costs $ 56,814 — § _ (56,814)
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 $ 61,228 $ 61,228 $ —

Contract services 525 525 —
Total direct costs 61,753 61,753 —
Indirect costs 25,685 25,685 —
Total direct and indirect costs 87,438 87,438 —
Less offsetting revenues and reimbursements (3,201) (3,201) —
Less offsetting savings 2 — (102,859) (102,859)
Subtotal 84,237 (18,622) (102,859)
Adjustment to eliminate negative balance — 18,622 18,622
Total program costs $ 84,237 — § (84,237

Less amount paid by the State

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

20f4
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Citrus Community College District

Integrated Waste Management Program

Attachment 1 (continued)

Actual Costs Allowable Review
Cost Elements Claimed per Review Adjustment '
July 1, 2007, through June 30, 2008
Direct costs:

Salaries and benefits $ 40973 $ 40973 $ —
Indirect costs 21,494 21,494 —
Total direct and indirect costs 62,467 62,467 —
Less offsetting revenues and reimbursements (1,894) (1,894) —
Less offsetting savings * — (96,572) (96,572)
Subtotal 60,573 (35,999) (96,572)
Adjustment to eliminate negative balance — 35,999 35,999
Total program costs $ 60,573 — $ (60,573)
Less amount paid by the State —

Allowable costs claimed in excess of (less than) amount paid $ —
July 1. 2008, through June 30, 2009
Direct costs:

Salaries and benefits $ 40,630 $ 40,630 $ —

Materials and supplies 983 983 —
Total direct costs 41,613 41,613 —
Indirect costs 19,312 19,312 —
Total direct and indirect costs 60,925 60,925 —
Less offsetting revenues and reimbursements (3,308) (3,308) —
Less offsetting savings 2 — (103,400) (103,400)
Subtotal 57,617 (45,783) (103 ,400)
Adjustment to eliminate negative balance — 45,783 45,783
Total program costs $ 57,617 — §  (57,617)
Less amount paid by the State —

Allowable costs claimed in excess of (less than) amount paid $ —
July 1, 2009, through June 30, 2010
Direct costs:

Salaries and benefits $ 29,825 $ 29,825 $ —

Materials and supplies 1,086 1,086 —
Total direct costs 30,911 30,911 —
Indirect costs 13,206 13,206 —
Total direct and indirect costs 44,117 44,117 —
Less offsetting revenues and reimbursements (5,105) (5,105) —
Less offsetting savings * — (108,277) (108,277)
Subtotal 39,012 (69,265) (108,277)
Adjustment to eliminate negative balance — 69,265 69,265
Total program costs $ 39,012 — §  (39,012)

Less amount paid by the State

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

30f4
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Citrus Community College District Integrated Waste Management Program

Attachment 1 (continued)

. Actual Costs Allowable Review
Cost Elements Claimed per Review  Adjustment '
July 1, 2010, through June 30, 2011
Direct costs:

Salaries and benefits $ 10,673 $ 10,673 § —
Indirect costs 4,998 4,998 —
Total direct and indirect costs 15,671 15,671 —
Less offsetting revenues and reimbursements (1,517) 1,517) —
Less offsetting savings * — (27,313) (27,313)
Subtotal 14,154 (13,159) (27,313)
Adjustment to eliminate negative balance — 13,159 13,159
Total program costs $ 14,154 — $ (14,154)
Less amount paid by the State —

Allowable costs claimed in excess of (less than) amount paid $ —
Summary: July 1, 1999, through June 30, 2001;

and July 1, 2003, through June 30, 2011
Direct costs:

Salaries and benefits $ 260,661 $ 260,661 $ —

Materials and supplies 2,069 2,069 —

Contract services 525 525 —

Travel and training 14,978 14,978 —
Total direct costs 278,233 278,233 —
Indirect costs 117,621 117,621 —
Total direct and indirect costs 395,854 395,854 —
Less offsetting revenues and reimbursements (16,504) (16,504) —
Less offsetting savings (571) (575,277) (574,706)
Subtotal 378,779 (195,927) (574,706)
Adjustment to eliminate negative balance — 203,586 203,586
Total program costs $ 378,779 7,659 $§ (371,120)
Less amount paid by the State —

Allowable costs claimed in excess of (less than) amount paid $ 7,659

! See Attachment 3, Finding and Recommendation.

? See Attachment 2, Summary of Offsetting Savings Calculations.
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Citrus Community College District

Integrated Waste Management Program

Attachment 2—

Summary of Offsetting Savings Calculations
July 1, 1999, through June 30, 2001;
and July 1, 2003, through June 30, 2011

Offsetting Offsetting Savings Realized

Savings Review
Cost Elements Reported  July-December  January-June Total Adjustment '

July 1, 1999, through June 30, 2000

Maximum allowable diversion percentage — 25.00%

Actual diversion percentage + — 55.46%

Allocated diversion percentage — 45.08%

Tonnage diverted X — X (330.60)

Statewide average landfill fee per ton X — X $36.39

Offsetting savings, FY 1999-2000 $§ (2909 — § (5423) § (5423 § (5,133)
July 1, 2000. through June 30, 2001

Maximum allowable diversion percentage 25.00% 25.00%

Actual diversion percentage + 55.46% =+ 47.19%

Allocated diversion percentage 45.08% 52.98%

Tonnage diverted X (330.60) x (1,072.00)

Statewide average landfill fee per ton X $36.39 x $36.39

Offsetting savings, FY 2000-01 $ (18) $ (5423) § (20,668) § (26,091) §  (26,073)
July 1, 2003, through June 30, 2004

Maximum allowable diversion percentage 50.00% 50.00%

Actual diversion percentage + 72.05% + 54.66%

Allocated diversion percentage 69.40% 91.47%

Tonnage diverted X (520.10) x (229.45)

Statewide average landfill fee per ton X $36.83 x $38.42

Offsetting savings, FY 2003-04 $ — § (13,294) (8,064) § (21,358) $  (21,358)
July 1, 2004, through June 30, 2005 |

Maximum allowable diversion percentage 50.00% 50.00%

Actual diversion percentage + 54.66% =+ 59.90%

Allocated diversion percentage 91.47% 83.47%

Tonnage diverted X (22945) x (305.40)

Statewide average landfill fee per ton X $3842 x $39.00

Offsetting savings, FY 2004-05 §  (263) 3 (8,064) (9,942) $ (18,006) §  (17,743)
July 1, 2005, through June 30, 2006

Maximum allowable diversion percentage 50.00% 50.00%

Actual diversion percentage + 59.90% =+ 78.51%

Allocated diversion percentage 83.47% 63.69%

Tonnage diverted X (305.40) x (1,912.65)

Statewide average landfill fee per ton X $39.00 x $46.00

Offsetting savings, FY 2005-06 $ — (9,942) § (56,036) $§ (65,978) $  (65,978)

10f2




Citrus Community College District

Integrated Waste Management Program

Attachment 2 (continued)

Cost Elements

Offsetting Offsetting Savings Realized

Savings

Reported  July-December ~ January-June

Review

Total Adjustment !

July 1, 2006, through June 30, 2007

Maximum allowable diversion percentage
Actual diversion percentage

Allocated diversion percentage
Tonnage diverted
Statewide average landfill fee per ton

Offsetting savings, FY 2006-07
July 1, 2007, through June 30, 2008

Maximum allowable diversion percentage
Actual diversion percentage

Allocated diversion percentage
Tonnage diverted
Statewide average landfill fee per ton

Offsetting savings, FY 2007-08
July 1, 2008, through June 30, 2009

Maximum allowable diversion percentage
Actual diversion percentage

Allocated diversion percentage
Tonnage diverted
Statewide average landfill fee per ton

Offsetting savings, FY 2008-09
July 1. 2009, through June 30, 2010

Maximum allowable diversion percentage
Actual diversion percentage

Allocated diversion percentage
Tonnage diverted
Statewide average landfill fee per ton

Offsetting savings, FY 2009-10
July 1, 2010, through June 30, 2011

Maximum allowable diversion percentage
Actual diversion percentage

Allocated diversion percentage
Tonnage diverted
Statewide average landfill fee per ton

Offsetting savings, FY 2010-11
‘Total offsetting savings: July 1, 1999,

through June 30, 2001; and July 1,
2003, through June 30,2011

50.00% 50.00%
+ 78.51% + 79.43%
63.69% 62.95%
x (191265 x  (1,549.60)
X $46.00 x $48.00
3 — % (56,036) (46,823) $ (102,859) $ (102,859)
50.00% 50.00%
+ 79.43% ~+ 79.43%
62.95% 62.95%
X (1,549.60) x (1,549.60)
X $48.00 x $51.00
$  — 3 (46,823) (49,749) $  (96,572) $  (96,572)
50.00% 50.00%
+ 79.43% ~+ 79.43%
62.95% 62.95%
X (1,549.60) x  (1,549.60)
x $51.00 x $55.00 v
$  — 3 (49,749) $  (53,651) $ (103,400) $  (103,400)
50.00% 50.00%
+ 79.43% + 79.43%
62.95% 62.95%
x  (1,549.60) x  (1,549.60)
X $55.00 x $56.00
$  — 8 (53,651) $§  (54,626) $ (108277) $ (108,277)
50.00% —
- 79.43% + —
62.95% —
X (774.80) x —
X $56.00 x —
$  — 3 (27,313) $ —§ (27313) $§  (27313)
$ (57) $ (270295 $  (304,982) $ (575277) $  (574,706)

! See Attachment 3, Finding and Recommendation.
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Citrus Community College District

Integrated Waste Management Program

Attachment 3—

Finding and Recommendation
July 1, 1999, through June 30, 2001;
and July 1, 2003, through June 30, 2011

FINDING—
Understated offsetting
savings

The district understated offsetting savings by $574,706 for the review
period. The following table summarizes the understated offsetting
savings by fiscal year:

Offsetting  Offsetting

Savings Savings Review

Fiscal Year = Reported Realized Adjustment

1999-2000 $ (290) $ (5423) $ (5,133)
2000-01 (13) (26,091) (26,073)
2003-04 - (21,358) (21,358)
2004-05 (263) (18,006) (17,743)
2005-06 - (65,978) (65,978)
2006-07 - (102,859) (102,859)
2007-08 - (96,572) (96,572)
2008-09 - (103,400) (103,400)
2009-10 - (108,277) (108,277)
2010-11 - (27,313) (27,313)
Total $§ (571 $(575277) § (574,706)

On March 25, 2004, the Commission on State Mandates (CSM) adopted
the statement of decision for the Integrated Waste Management (IWM)
Program. The CSM determined that Chapter 1116, Statutes of 1992; and
Chapter 764, Statutes of 1999, imposed upon community college districts
a state mandate reimbursable under Government’ Code section 17561,
commencing July 1, 1999,

The program’s parameters and guidelines establish the state mandate and
define the reimbursement criteria. The CSM adopted the parameters and
guidelines on March 30, 2005.

In March 2007, the Department of Finance and the IWM Board filed a
petition for writ of mandate requesting the CSM to issue new parameters
and guidelines that give full consideration to the community colleges’
cost savings (e.g. avoided landfill disposal fees) and revenues (from
recyclables) by complying with the test claim statutes. The Judgment and
a Writ of Mandate were issued on June 30, 2008, ordering the CSM to
amend the parameters and guidelines to require community college
districts to identify and offset from their claims, cost savings realized as
a result of implementing their plans.

On September 26, 2008, the CSM amended the parameters and

guidelines to the original period of reimbursement because the court’s
decision interprets the test claim statutes as a question of law.,

10f3




Citrus Community College District

Integrated Waste Management Program

In compliance with Government Code section 17558, the State
Controller's Office issues claiming instructions to assist community
college districts in claiming mandated-program reimbursable costs.

The amended parameters and guidelines (section VIII — Offsetting Cost
Savings) state:

Reduced or avoided costs realized from implementation of the
community college districts’ Integrated Waste Management Plans shall
be identified and offset from this claim as cost savings, consistent with
the direction for revenue in Public Contract Code sections 12167 and
12167.1. '

Public Contract Code sections 12167 and 12167.1 require agencies in
state-owned and state-leased buildings to deposit all revenues from the
sale of recyclables into the TWM Account in the ITWM Fund. The
revenues are to be continuously appropriated to the Board for the
purposes of offsetting recycling program costs. For the review period,
the district did not deposit any revenue into the IWM Account in the
IWM Fund. We have determined that the district had reduced or avoided
costs realized from implementation of its IWM plan that it did not
identify and offset from its claims as cost savings.

Offsetting Savings Calculation

The CSM’s Final Staff Analysis of the proposed amendments to the
parameters and guidelines (Item #8—CSM hearing of September 26,
2008) state:

...cost savings may be calculated from the annual solid waste disposal
reduction or diversion rates that community colleges must annually
report to the Board pursuant to Public Resources Code section 42926,
subdivision (b)(1).

To compute the savings amount, we multiplied the allocated diversion
pércentage by the tonnage diverted, and then by the avoided landfill
disposal fee, as follows:

Allocated Diversion %

(__A—_\

Maximum Avoided

Offsetting Allowable Landfill
Savings = Diversion % x Tonnage x Disposal Fee

Realized Actual Diverted (per Ton)

Diversion %

This calculation determines the cost that the district did not incur for
solid waste disposal as a result of implementing its IWM plan. The
offsetting savings calculations are presented in Attachment 2 — Summary
of Offsetting Savings Calculations.
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Citrus Community College District

Integrated Waste Management Program

Allocated Diversion Percentage

Public Resource Code 42921 requires districts achieve a solid waste
diversion percentage of 25% beginning January 1, 2002, and a 50%
diversion percentage by January 1, 2004. The parameters and guidelines
state that districts will be reimbursed for all mandated costs incurred to
achieve these levels, without reduction when they fall short of stated
goals, but not for amounts used to exceed these state-mandated levels.
Therefore, we allocated the offsetting savings to be consistent with the
requirements of the mandated program.

For calendar years 2000 through 2007, we used the actual diversion
percentage reported by the district to CalRecycle (formerly the IWM
Board) pursuant to Public Resources Code section 42926, subdivision

(b)(D).

In 2008, CalRecycle began focusing on “per-capita disposal” instead of a
“diversion percentage.” As a result, CalRecycle stopped requiring
community college districts to report the actual amount of tonnage
diverted. Consequently, the annual reports no longer -identify a
“diversion percentage.” Therefore, we used the 2007 diversion
percentage to calculate the offsetting savings for fiscal year (FY)
2007-08, FY 2008-09, FY 2009-10, and FY 2010-11. The district did not
provide documentation supporting a different diversion percentage.

Tonnage Diverted

The tonnage diverted is solid waste that the district recycled, composted,
and kept out of the landfill.

For calendar years 2000 through 2007, we used the actual tonnage
diverted, as reported by the district to CalRecycle pursuant to Public
Resources Code section 42926, subdivision (b)(1).

As previously noted, in 2008, CalRecycle stopped requiring community
college districts to report the actual amount of tonnage diverted.
Therefore, we used the tonnage diverted in 2007 to calculate the
offsetting savings for FY 2007-08, FY 2008-09, FY 2009-10, and
FY 2010-11. The district did not provide documentation supporting a
different amount of tonnage diverted.

Avoided Landfill Disposal Fee (per Ton)

The avoided landfill disposal fee is used to calculate realized savings
because the district no longer incurs a cost to dispose of the diverted
tonnage at the landfill. For each fiscal year in the review period, we used
the statewide average disposal fee provided by CalRecycle. The district
did not provide documentation supporting a different disposal fee.

Recommendation

We recommend that the district offset all savings realized from
implementation of the community college district’s IWM plan.
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PARAMETERS AND GUIDELINES

Pubhc Resources Code Sectlons 40148 40196 3,42920- 42928
Public Contract Code Sections 12167 and 12167.1

Statutes 1999, Chapter 764 (A.B. 75)
Statutes 1992, Chapter 1116 (A.B. 3521)

State Agency Model Integrated Waste Management Plan (February 2000)
Integrated Waste Management (00-TC-07)

Santa Monica and Lake Tahoe Community College Districts, Co-claimants

SUMMARY OF THE MANDATE

On March 25, 2004, the Commission on State Mandates (Commission) adopted its Statement of
Decision finding that Public Resources Code sections 40148, 40196.3, 42920-42928; Public
Contract Code sections 12167 and 12167.1; and the State Agency Model Integrated Waste
Management Plan (February 2000) require new activities, as specified below, which constitute
new programs or higher levels of service for community. college districts within the meaning of
article XIII B, section 6, of the California Constitution, and impose costs mandated by the state
pursuant to Government Code section 17514.

Spe01ﬁcally, the Comrmssmn approved this test claim for the increased costs of performmg the
following specific new act1V1t1es

Comply with the model plan (Pub. Resources Code, § 42920, subd. (b)(3) & State
Agency Model Integrated Waste Management Plan, February 2000): A community
college must comply with the California Integrated Waste Management Board’s (Board)

- model integrated waste management plan, which includes consulting with the Board to revise

the model plan, as well as completing and submitting to the Board the following: (1) state
agency or large state facility informatlon form (2) state agency list of facilities (3) state

_____

act1v1t1es promotlonal programs, and procurement act1v1t1es and (4) state agency integrated
waste management plan questions.

Designate a solid waste reduction and recycling coordinator (Pub. Resources

Code, § 42920, subd. (c)): A community college must designate one solid waste reduction
and recycling coordinator to perform new duties imposed by chapter 18.5 (Pub. Resources
Code, §§ 42920 — 42928), including implementing the community college’s integrated waste
management plan, and acting as a liaison to other state agencies.(as deﬁned by section
40196.3) and coordmators :

Divert sohd waste (Pub. Resources Code, §§ 42921 & 42922, subd (1)) A community
college must divert at least 25 percent of all its solid waste.from landfill disposal or
transformation facilities by January 1, 2002, through source reduction, recycling, and
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composting activities, and divert at least 50 percent of all solid waste from landfill disposal

or transformation facilities by January 1, 2004, through source reduction, recycling, and
composting. :

A community college unable to comply w1’ch thlS dwersmn reqmrement may instead seek,

until December 31, 2005, elther an- alternatlve requ1rement or tlme extens1on -(but not both)
specified below: : :

o Seek an alternative requirement (Pub. Resources Code, §§ 42927 & 42922,
subds. (a) & (b)): A community college that is unable to comply with the 50-percent

* . diversiop requirement must: (1) notify the Board in writing, detailing the reasons for -
its inability to comply; (2) request of the Board an alternative to the 50-percent
requirement; (3) participate in a public hearing on its alternative requirement;
(4)prov1de the Board with information as to (a) the community college’s good faith
efforts to effectively implement the source reduction, recycling, and composting
measures described in its integrated waste management plan, and demonstration of its
progress toward meeting the alternative requirement as described in its annual reports”
to the Board; (b) the, community college’s inability to meet the 50-percent diversion
requirement despite implementing the measures in its plan; (c) the alternative source
reduction, recycling, and composting requirement represents the greatest diversion
amount that the community college may reasonably and feasibly achieve, and
(d) relate to the Board circumstances that support the request for an alternative

requirement, such as’ waste dlsposal patterns and the types of waste dlsposed by the
‘community college.” -

o Seek atime extension (Pub. Resources Code, §§ 42927 & 42923 subds (a) & (c))
»° A’community college that is unable to comply with the-J anuary 1; 2002 deadline to
“". divert 25 percent of its solid waste, must do the following pursuant to section 42923,

- subdivisions (a) and (¢): (1) notify the Board in writing; detailing the reasons for its
inability to comply; (2) request of the Board an alternative to the January 1, 2002
deadline; (3) provide evidence to the Board that it is making a good faith effort to
implement the source reduction, recycling, and composting programs identified in its
integrated waste management plan; and (4) provide information to the Board that
describes the relevant circumstances that contributed to the request for extension,
such as lack of markets for recyeled materials, local efforts to implement source
reduction, recycling and composting programs, facilities built or planned, waste

-disposal patterns, and the type of waste disposed of by the community college.
(5) The community college must also submit a plan of correction that demonstrates
that it will meet the requirements of Section 42921 [the 25 and 50 percent diversion
requirements] before the time extension expires, including the source reduction,
recycling, or composting steps the community college will implement, a date prier to
the expiration of the time extension when the requirements of Section 42921 will be
‘met, the existing programs that it will modify, any new progTams that will be

implemented to meet those requlrements and the means by wh1ch these programs will
‘be funded. =~ . . R R R R P
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s Report to the Board (Pub. Resources Code, §§ 42926, subd. (a) & 42922, subd. (i)): A
community college must annually submit, by April 1, 2002 and by Apnl 1 each subsequent
year; a report to the Board summarizing its progress in reducing solid waste. . The information
in the. report is to. encompass the previous calendar year and shall contain, at a minimum, the
followmg as, outhned in sectlon 42926, subd1v1s1on (b): (1). calculations of annual dlsposal
reduction; (2) information on the changes in waste. generated or disposed of due to increases
or decreases in employees, economics, or other factors; (3) a summary of progress
implementing the integrated waste management plan; (4) the extent to which the community
college intends to use programs or facilities established by the local agency for handling,
diversion, and disposal of solid waste. (If the college does not intend to use those established
programs or facilities, it must identify sufficient disposal capacity for solid waste that is not
source reduced, recycled or composted.) (5) For a community college that has been granted a
time extension by the Board, it shall include a summary of progress made in meeting the
integrated waste management plan implémentati6n schedule pursuart to section 42921,
subdivision (b), and complying with the college’s plan of correction, before the expiration of
the time extension. (6) For a community college that has been granted an alternative source
reduction, recycling, and composting requirement by the Board pursuant to section 42922, it
shall include a summary of progress made towards meeting the alternative requirement as

well as an explanation of current circumstances that support the continuation of the
alternative requirement, ~

e Submit recycled material reports (Pub. Contract Code, § 12167.1): A community college

must annually report to the Board on quantities of recyclable materials collected for
recycling.

IL ELIGIBLE CLAIIV[ANTS

Community college districts that incur 1ncreased costs as a result of thls mandate are eligible to
claim reimbursement.

II. PERIOD OF REIMBURSEI\/IENT

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 that fiscal year. The test claim for this
mandate was filed on March 9, 2001. Therefore, costs incurred for compliance with Public
Contract Code sections. 12167 and 12167.1 (Stats. 1992, ch. 1116) are eligible for reimbursement
on or after July 1, 1999, However, because of the statute’s operative date, all other costs incurred
pursuant to Statutes 1999, chapter 764 are eligible for reimbursement on or after January 1, 2000.

Seeking an alternative diversion goal or time extension (Pub. Resources Code, §§ 42922, 42923,
and 42927) is reimbursable until December 31, 2005.

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-Govemnment
Code section 17561, subdivision (d), all claims for reimbursement of initial years® costs shall be
submitted within 120 days of the issuance of the claiming instructions by the State Controller.

If the total costs for a given fiscal year do not.exceed $1000, no. reimbursement shall be. allowed,
except as otherwise allowed by Government Code section 17564,
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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. 1ncurred to implertent the mandated activities.
Actual costs must be traceable and supported” by source documents-that show. the Vahdrty of such
costs, when they were ncurred, and their reIatronshrp to ‘the rermbursable actrvrtres A source
document is a document created at or fiear 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, receipts, and the community college plan
approved by the Board.

Evidence corroboratmg 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 (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 2015.5.  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 is
required to-incur as a result of the- mandate .

For each eligible clarrnant thefollowing actlvrtres are relmbursable

A. One Time Activities (Reimbursable starting January 1, 2000)

1. Develop the necessary district policies and procedures for the 1mp1ementat10n of the
integrated waste management plan.

2. Train district staff on the requirements and implementation of the integrated waste

management plan (one-time per employee) Training is limited to the staff workrng
directly on the plan.

B. Ongoing Activities. (Rezmbursable starting January 1, 2000)

1. Complete and submit to the. Board the following as part of the State Agency Model
Integrated’ Waste Management Plan (Pub. Resources Code, § 42920, subd. (b)(3) & State
Agency Model Integrated Waste Management Plan, February 2000.):

a. state agency or large state facility information form;

b. state agency list of facilities;

c. state agency waste reduction and recycling program worksheets that describe

. program activities, promotronal programs and procurement activities, and other
questlonnarres -and: -

‘d. state agency 1ntegrated ‘waste 'rn’ana'gernent' plan questions.

NOTE: Although reporting on promotronal programs and procurement actlvrtres in the
model plan is reimbursable, implementing promotional programs and procurement
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activities is not.

2. Respond to any Board reporting requirements during the approvai 'pro'ce’s's (Pub.

Resources Code, §:42920, subd: (b)(3) & State Agency Model Integrated Waste
: Management Plan February 2000 )

3. Consult with’ the Board to revise thé model plan, if necessary (Pub. Resources Code

§ 42920, subd. (b)(3) & State Agency Model Integrated Waste Management Plan,
February 2000.)

4. Designate one solid waste reduction and recycling coordinator ("coordinator") for each
college in the district to perform new duties imposed by chapter 18.5 (Pub. Resources
Code, §§ 42920 — 42928). The coordinator shall implement the integrated waste
management plan. The coordinator shall act as a liaison to other state agencies (as defined
by section 40196.3) and coordinators. (Pub. Resources Code, § 42920, subd. (c).)

5. Divert at least 25 percent of all solid waste from landfill disposal or transformation
facilities by January 1, 2002, and at least 50 percent of all solid waste from landfill
disposal or transformation facilities by January 1, 2004, through source reduction,
recycling, and composting activities. Maintain the required level of reduction, as
approved by the Boatd. (Pub. Resources Code, §§ 42921 & 42922, subd. (i).)

C. Alternative Compliance (Reimbursable from January 1, 2000 — December 31, 2005)

1. Seek either an alternative requirement or time extension if a community college is unable
to comply with the January 1, 2002 deadline to divert 25 percent of its solid waste, by
doing the following: (Pub. Resources Code, §§ 42927 & 42923 subds. (a) & (¢).)

a. Notify the Board in writing, detailing the reasons for its inability to comply.
b. Request of the Board an alternative to the January 1, 2002 deadline.

c. Provide evidence to the Board that the college is making a good faith effort to

implement the source reduction, recycling, and composting programs identified in
~ its integrated waste management plan.

d. Provide information that describes the relevant circumstances that contributed to
the request for extension, such as lack of markets for recycled materials, local
efforts to implement source reduction, recycling and composting programs,

facilities built or planned, waste disposal patterns, and the type of waste disposed
of by the community college.

e. Submit a plan of correction that demonstrates that the college will meet the
requirements of Section 42921 [the 25 and 50 percent diversion requirements]
before the time extension expires, including the source reduction, recycling, or
composting steps the community college will implement, a date prior to the
expiration of the time extension when the requirements of Section 42921 will be
met, the ex1st1ng programs that 1t w111 modlfy any new programs that will be

: Attachment 1, California Integrated Waste Management Board, State Agency Model Integrated
Waste Management Plan (February 2000).
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implemented to meet those requirements, and the means by which these programs
Wlll be funded. .

2. Seek elther an altematwe requlrement OT. tlme extensmn 1f a commumty college 18 unable
to comply with the January 1, 2004 deadline to divert 50 percernt of its:solid:waste;: by
- doing the following: (Pub. Resources Code, §§ 42927 & 42922, subds. (a) & (b),) -

"~ a. Notify the Board in writing, detailing the reasons for‘its:inability to comply.
b. Request of the Board an alternative to the 50-percent requirement.
Participate in a public hearing on its alternative requirement. |

d. Provide the Board with information as to:

(i) the community college’s good faith efforts to implement the source
reduction, recycling, and composting measures deseribed in its integrated -
waste management plan, and demonstration of its progress toward meeting
the alternative requirement as described in its annual reports to the Board;

(ii) the community college’s inability to meet the 50 percent diversion
requirement despite implementing the measures in its plan;

(iif) how the alternative source reduction, recycling, and composting requirement
represents the greatest diversion amount that the commumty college may
- reasonably and feasibly achieve; and, .

- A(iy) the- c1reurnstances ‘that support the request for ‘ah alternatwe requlrement

. sich as-waste disposal pattétris-and thé types ‘of waiste’ dlsposed by-the
.--community-college. . T

D. Aceountgz System (Reimbursable starting January ] 2000)

Developing, implementing, and maintaining an accounting system to enter and track the
college’s source reduction, recycling and composting activities, the cost of those activities,
the proceeds from the sale of any recycled materials, and such other accounting systems
which will allow it to make its annual reports to the state and determine waste reduction.

Note: only the pro-rata portlon of the costs incurred to 1mplement the relmbursable activities
can be cla1med

. Annual Report (Rezmbursable startzng January ] 2000)

Annually prepare and submit, by April 1, 2002, and by April 1 each subsequent year, a report
to the Board summarizing its progress in reducing solid waste. The information in the report
must encompass the previous calendar year and shall contain, at a minimum, the following as

outlined in section 42926, subd1v1s1on (b): (Pub. Resources Code, §§ 42926, subd. (a). &
42922, subd. (1))

1. calculations of annual dlsposal reduction;-

2, 1nformat1on on the chan ges in waste generated or dlSpOSGd of due to 1nereases or
decreases in employees, economics, or other factors;

3. asummary of progress made in implementing the integrated waste menagement plan;-
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E.

\Z

4. the extent to which the community college intends to use programs or facilities
. established by the local agency for handling, diversion, and disposal of solid waste
(If the college does not intend to use those, estabhshed pro grams or facilities, it must.

- identify sufficient drsposal capacrty for sohd waste that is not source reduced recycled or -
”composted )

5. for a community college that has been granted a time extension by the Board, it shall
include a summary of progress made in meeting the integrated waste management plan
implementation schedule pursuant to section 42921, subdivision (b), and complying with
the college’s plan of correction, before the expiration of the time extension,

6. for a community college that has been granted an alternative source reduction, recycling,
and composting requirement by the Board pursuant to section 42922, it shall include a
summary of progress made towards meeting the alternative requirement as well as an

explanation of current circumstances that support the continuation of the.alternative
requirement.

Annual Recycled Material Reports (Reimbursable starting July 1, 1999)

Annually report to the Board on quantities of recyclahle’ materials collected for recycling,

(Pub. Contract Code, § 12167.1.) (See Section VIL regardmg offsetting revenues from
recyclable materials.) '

CLAIM PREPARATION AND SUBMISSION'

Each of the following- cost elements must be.identified for.each reimbursable activity identified
in Section IV, Relmbursable Act1v1t1es of this document ‘Bach. claimed reimbursable cost must
be supported by source documentation as described in Section v Addrtronally, each
reimbursement claim must be filed in.a timely manner.

A,

Direct Cost Reporting

Direct costs are those costs incurred specifically for the re1mbursable act1v1t1es The following
direct costs are eligible for relmbursement

1. Salaries and Benefits

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

2. Materials and -Supplies

Report the cost of materials and supplies that have been consumed or expended for the
purpose of the reimbursable activities. Purchases shall be claimed at the actual price after
deducting discounts, rebates, and allowances received by the claimant. Supplies that are
withdrawn from inventory shall be charged on an appropnate and. recogmzed method of -

" costing; consistently applied. .
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3, Contraoted Services . -

Report the name of the contractor and services performed fo rmplement the reimbursable
activities. Attach a copyof the- coritract to the claim.” If the contractor bills for time and
materials, report the nimber of Hours spent on'the activities arid all costs charged “Ifthe

contract is a fixed pnce report the dates when services were performed anid itémize all costs
for those services. '

4, Fixed Assets and Equrpment

Report the purchase price paid for fixed assets and equipment (mcludmg 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 reimbursable activities.
Include the date of travel, destination point, the specific reimbursable activity requiring
travel, and related travel expenses reimbursed to the employee in compliance with the rules
of the local jurisdiction. Report employee travel time according to the rules of cost element
A.1, Salaries and Benefits, for each applicable reimbursable activity.

6. Training SO T e

’ Report the cost'of tralmng ah employee 0 perform tHe réimbursable’ act1v1t1es as spe01ﬁed in°

~ Section Y of this docurment. Report the hame and _]Ob class1ﬁcat10n ‘of each employee '_
preparing for, attending, and/or conducting tralnmg necessary to 1mp1ementthe relmbursable '
activities. Provide the title, subject, and-purpose (related-ta the mandate of the training’ -
session), dates attended, and location. If the training encompasses subjects broader than the
reimbursable activities, only the pro-rata portion can be claimed. Report employee 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, Contracted Services,

B. Indrrect Cost Rates

Indirect costs are costs that have beeii incurred for common or joint purposes These costs
benefit more than one cost objective and cannot be readrly 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, indirect 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 same 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'. -
otherwise treated as direct costs.

8 Integrated Waste Management (00-TC-07)
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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-caleulated-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 chapter 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 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.

VIL. OFFSETTING REVENUES AND REIN[BURSEI_V[ENTS

Reimbursement for this mandate from any source, including but not limited to, services fees
collected, federal funds, and other state funds allocated to any service provided under this
program, shall be identified and deducted from this claim. Offsetting revenue shall include the

revenues cited in Public Resources Code section 42925 and Public Contract Code sections 12167
and 12167.1.

Subject to the approval of the California Integrated Waste Management Board, revenues derived
from the sale of recyclable materials by a community college that do not exceed two thousand
dollars ($2,000) annually are continuously appropriated for expenditure by the community
college for the purpose of offsetting recycling program costs. Revenues exceeding two thousand
dollars ($2,000) annually may be available for expenditure by the community college only when
appropriated by the Legislature. To the extent so approved or appropriated and applied to the

college, these amounts are a reduction to the recycling costs mandated by the state to implement
Statutes 1999, chapter 764.

In addition, revenue from a building-operating fee imposed pursuant to Education Code section
76375, subdivision (a) if received by a claimant and the revenue is applied to this program, shall
be deducted from the costs claimed.

VIIi. STATE CONTROLLER’S CLAIMING INSTRUCTIONS

Pursuant to Government Code section 17558, subdivision (b), the Controller shall issue claiming
instructions for each mandate 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 claiming costs to be reimbursed. The claiming instructions shall be

derived from the test claim decision and the parameters and guidelines adopted by the
~ Commission.
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Pursuant to Government Code section 17561, subdivision (d)(1), issuance of the claiming
instructions shall consntute a notice of the. right of the local agencies-and school districts to file
relmbursement clauns based upon parameters and gu1dehnes adopted by the Comrmssmn

IX. REMEDIES BEFORE THE COMMISSION -

Upon request of a local agency or school district, the Commission 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 section 17571, If the Commission determines
that the claiming instructions do not conform to the parameters and guidelines, the Commission
shall direct the Controller to modify the claiming instructions and the Controller shall modify the

claiming instructions to conform to the parameters and guidelines as directed by the
Commission,

In addition, requests may be made to amend parameters and guidelines 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 Decision 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 administrative record for the test claim. The administrative record, 1ncludmg the Statement
of Decision, is on file with the Commlssmn
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COMMISSION ON STATE MANDATES
STATE OF CALIFORNIA

IN RE TEST CLAIM ON:

Public Resources Code Sections 40148,
40196.3, 42920, 42921, 42922, 42923,
42924, 42925, 42926, 42927, and 42928,
Public Contract Code Sections 12167 and
12167.1;

Statutes 1999, Chapter 764 (AB 75);
Statutes 1992, Chapter 1116 (A.B. 3521);,

State Agency Model Integrated Waste
- Management Plan (February 2000)."

Filed on March 9, 2001,

By Santa Monica and South Lake Tahoe
Community College Districts, Co-claimants

No. 00-TC-07
Integrated Waste Management

ADOPTION OFAMENDMENTS TO
PARAMETERS AND GUIDELINES
PURSUANT TO DECISION OF THE
SUPERIOR COURT OF CALIFORNIA,
COUNTY OF SACRAMENTO, No.
07CS00355, State of California, Department of
Finance, and California Integrated Waste
Management Board v. Commission on State
Mandates, et al.

(Adopted: September 26, 2008)

AMENDED PARAMETERS AND GUIDELINES

On September 26, 2008, the Commission on State Mandates adopted the attached Amendments
to the Parameters and Guidelines, as directed by the Superlor Court of California, County of

Sacramento, No. 07CS00355.

PAULA HIGASHI, Executive Director

Date: September 29, 2008




Amended: September 26, 2008
Adopted: March 30, 2005

AMENDMENTS TO

PARAMETERS AND GUIDELINES

Public Resources Code Sections 40148, 40196.3, 42920-42928
Public Contract Code Sections 12167 and 12167.1

Statutes 1999, Chapter 764 (A.B. 75)
Statutes 1992, Chapter 1116 (A.B. 3521)

State Agency Model Integrated Waste Management Plan (February 2000)
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Santa Monica and Lake Tahoe Community College Districts, Co-claimants
L SUMMARY OF THE MANDATE

On March 25, 2004, the Commission on State Mandates (Commission) adopted its Statement of
Decision finding that Public Resources Code sections 40148, 40196.3, 42920-42928; Public
Contract Code sections 12167 and 12167.1; and the State Agency Model Integrated Waste
Management Plan (February 2000) require new activities, as specified below, which constitute
new programs or higher levels of service for community college districts within the meaning of
article XIII B, section 6, of the California Constitution, and impose costs mandated by the state
pursuant to Government Code section 17514,

Specifically, the Commission approved this test claim for the increased costs of performing the
following specific new activities:

o Comply with the model plan (Pub. Resources Code, § 42920, subd. (b)(3) & State
Agency Model Integrated Waste Management Plan, February 2000): A community
college must comply with the California Integrated Waste Management Board’s (Board)
model integrated waste management plan, which includes consulting with the Board to revise
the model plan, as well as completing and submitting to the Board the following: (1) state
agency or large state facility information form; (2) state agency list of facilities; (3) state
agency waste reduction and recycling program worksheet, including the sections on program
activities, promotional programs, and procurement activities; and (4) state agency integrated
waste management plan questions. '

¢ Designate a solid waste reduction and recycling coordinator (Pub. Resources
Code, § 42920, subd. (c)): A community college must designate one solid waste reduction
and recycling coordinator to perform new duties imposed by chapter 18.5 (Pub. Resources
Code, §§ 42920 — 42928), including implementing the community college’s integrated waste
management plan, and acting as a liaison to other state agencies (as defined by section
40196.3) and coordinators.
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Divert solid waste (Pub. Resources Code, §§ 42921 & 42922, subd. (i)): A community
college must divert at least 25 percent of all its solid waste from landfill disposal or
transformation facilities by January 1, 2002, through source reduction, recycling, and
composting activities, and divert at least 50 percent of all solid waste from landfill disposal
or transformation facilities by January 1, 2004, through source reduction, recycling, and
composting.

A community college unable to comply with this diversion requirement may instead seek,
until December 31, 2005, either an alternative requirement or time extension (but not both)
as specified below:

o Seek an alternative requirement (Pub. Resources Code, §§ 42927 & 42922,
subds. (a) & (b)): A community college that is unable to comply with the 50-percent
diversion requirement must: (1) notify the Board in writing, detailing the reasons for
its inability to comply; (2) request of the Board an alternative to the 50-percent
requirement; (3) participate in a public hearing on its alternative requirement;
(4)provide the Board with information as to (a) the community college’s good faith
efforts to effectively implement the source reduction, recycling, and composting
measures described in its integrated waste management plan, and demonstration of its
progress toward meeting the alternative requirement as described in its annual reports
to the Board; (b) the community college’s inability to meet the 50-percent diversion
requirement despite implementing the measures in its plan; (c) the alternative source
reduction, recycling, and composting requirement represents the greatest diversion
amount that the community college may reasonably and feasibly achieve, and
(d) relate to the Board circumstances that support the request for an alternative
requirement, such as waste disposal patterns and the types of waste disposed by the
community college.

o Seek a time extension (Pub. Resources Code, §§ 42927 & 42923 subds. (a) & (¢)):
A community college that is unable to comply with the January 1, 2002 deadline to
divert 25 percent of its solid waste, must do the following pursuant to section 42923,
subdivisions (a) and (c): (1) notify the Board in writing, detailing the reasons for its
inability to comply; (2) request of the Board an alternative to the January 1, 2002
deadline; (3) provide evidence to the Board that it is making a good faith effort to
implement the source reduction, recycling, and composting programs identified in its
integrated waste management plan; and (4) provide information to the Board that
describes the relevant circumstances that contributed to the request for extension,
such as lack of markets for recycled materials, local efforts to implement source
reduction, recycling and composting programs, facilities built or planned, waste
disposal patterns, and the type of waste disposed of by the community college.

(5) The community college must also submit a plan of correction that demonstrates
that it will meet the requirements of Section 42921 [the 25 and 50 percent diversion
requirements] before the time extension expires, including the source reduction,
recycling, or composting steps the community college will implement, a date prior to
the expiration of the time extension when the requirements of Section 42921 will be
met, the existing programs that it will modify, any new programs that will be
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implemented to meet those requirements, and the means by which these programs
will be funded.

¢ Report to the Board (Pub. Resources Code, §§ 42926, subd. (a) & 42922, subd. (i)): A
community college must annually submit, by April 1, 2002 and by April 1 each subsequent
year, a report to the Board summarizing its progress in reducing solid waste. The
information in the report is to encompass the previous calendar year and shall contain, at a
minimum, the following as outlined in section 42926, subdivision (b): (1) calculations of
annual disposal reduction; (2) information on the changes in waste generated or disposed of
due to increases or decreases in employees, economics, or other factors; (3) a summary of
progress implementing the integrated waste management plan; (4) the extent to which the
community college intends to use programs or facilities established by the local agency for
handling, diversion, and disposal of solid waste. (If the college does not intend to use those
established programs or facilities, it must identify sufficient disposal capacity for solid waste
that is not source reduced, recycled or composted.) (5) For a community college that has
been granted a time extension by the Board, it shall include a summary of progress made in
meeting the integrated waste management plan implementation schedule pursuant to section
42921, subdivision (b), and complying with the college’s plan of correction, before the
expiration of the time extension. (6) For a community college that has been granted an
alternative source reduction, recycling, and composting requirement by the Board pursuant to
section 42922, it shall include a summary of progress made towards meeting the alternative
requirement as well as an explanation of current circumstances that support the continuation
of the alternative requirement.

¢ Submit recycled material reports (Pub. Contract Code, § 12167.1): A community
college must annually report to the Board on quantities of recyclable materials collected for
recycling.

State of California, Department of Finance , California Integrated Waste Management Board v.
Commission on State Mandates, et al. (Sacramento County Superior Court, Case
No. 07CS00355)

The Department of Finance and the Integrated Waste Management Board filed a petition for writ
of mandate in March 2007, asking the court to set aside the Commission’s decision granting the
test claim and to require the Commission to issue a new Statement of Decision and parameters
and guidelines that give full consideration to the community colleges’ cost savings (e.g. avoided
landfill disposal fees) and revenues (from recyclables) by complying with the test claim statutes.
Petitioners’ position was that the Commission had not properly accounted for all the offsetting
cost savings from avoided disposal costs, or offsetting revenues from the sale of recyclable
materials, in the Statement of Decision or parameters and guidelines. The Judgment and a Writ
of Mandate were issued on June 30, 2008, ordering the Commission to:

1. amend the parameters and guidelines in Test Claim No. 00-TC-07 to require
community college districts_claiming reimbursable costs of an integrated waste
management plan under Public Resources Code section 42920, et seq. to identify
and offset from their claims, consistent with the directions for revenue in Public
Contract code sections 12167 and 12167.1, cost savings realized as a result of
implementing their plans; and
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2. amend the parameters and guidelines in Test Claim No. 00-TC-07 to require
community college districts claiming reimbursable costs of an integrated waste
management plan under Public Resources Code section 42920, et seq. to identify
and offset from their claims all of the revenue generated as a result of implementing
their plans, without regard to the limitations or conditions described in sections
12167 and 12167.1 of the Public Contract Code.

1I. ELIGIBLE CLAIMANTS

Community college districts that incur increased costs as a result of this mandate are eligible to
claim reimbursement. '

III.  PERIOD 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 that fiscal year. The test claim for this
mandate was filed on March 9, 2001. Therefore, costs incurred for compliance with Public
Contract Code sections 12167 and 12167.1 (Stats. 1992, ch. 1116) are eligible for reimbursement
on or after July 1, 1999. However, because of the statute’s operative date, all other costs
incurred pursuant to Statutes 1999, chapter 764 are eligible for reimbursement on or after
January 1, 2000.

Seeking an alternative diversion goal or time extension (Pub. Resources Code, §§ 42922, 42923,
and 42927) is reimbursable until December 31, 2005.

Actual costs for one fiscal year should be included in each claim. Pursuant to Government Code
section 17561, subdivision (d), all claims for reimbursement of initial years’ costs shall be
submitted within 120 days of the issuance of the claiming instructions by the State Controller.

If the total costs for a given fiscal year do not exceed $1000, no reimbursement shall be allowed,
except as otherwise allowed by Government 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 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, receipts, and the community college plan
approved by the Board.

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 (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 2015.5. 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,
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The claimant is only allowed to claim and bé 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.

For each eligible claimant, the following activities are reimbursable:

A. One-Time Activities (Reimbursable starting January 1, 2000)

1.

Develop the necessary district policies and procedures for the implementation of the
integrated waste management plan.

2. Train district staff on the requirements and implementation of the integrated waste

management plan (one-time per employee). Training is limited to the staff working
directly on the plan.

B. Ongoing Activities (Reimbursable starting January 1, 2000)

1.

Complete and submit to the Board the following as part of the State Agency Model
Integrated Waste Management Plan (Pub. Resources Code, § 42920, subd. (b)(3) & State
Agency Model Integrated Waste Management Plan, February 2000.):

a. state agency or large state facility information form;
b. state agency list of facilities;

c. state agency waste reduction and recycling program worksheets that describe
program activities, promotional programs, and procurement activities, and other
questionnaires; and

d. state agency integrated waste management plan questions.

NOTE: Although reporting on promotional programs and procurement activities in the
model plan is reimbursable, implementing promotional programs and procurement
activities is not.

Respond to any Board réporting requirements during the approval process. (Pub.
Resources Code, § 42920, subd. (b)(3) & State Agency Model Integrated Waste
Management Plan, February 2000.)

. Consult with the Board to revise the model plan, if necessary.1 (Pub. Resources Code,

§ 42920, subd. (b)(3) & State Agency Model Integrated Waste Management Plan,
February 2000.) :

Designate one solid waste reduction and recycling coordinator ("coordinator") for each
college in the district to perform new duties imposed by chapter 18.5 (Pub. Resources
Code, §§ 42920 —42928). The coordinator shall implement the integrated waste
management plan. The coordinator shall act as a liaison to other state agencies (as
defined by section 40196.3) and coordinators. (Pub. Resources Code, § 42920, subd.

(c).)

! Attachment 1, California Integrated Waste Management Board, State Agency Model Integrated
Waste Management Plan (February 2000).
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5. Divert at least 25 percent of all solid waste from landfill disposal or transformation
facilities by January 1, 2002, and at least 50 percent of all solid waste from landfill
disposal or transformation facilities by January 1, 2004, through source reduction,
recycling, and composting activities. Maintain the required level of reduction, as
approved by the Board. (Pub. Resources Code, §§ 42921 & 42922, subd. (i).)

C. Alternative Compliance (Reimbursable from January 1, 2000 — December 31, 2005)

1. Seek either an alternative requirement or time extension if a community college is unable
to comply with the January 1, 2002 deadline to divert 25 percent of its solid waste, by
doing the following: (Pub. Resources Code, §§ 42927 & 42923 subds. (a) & (c).)

a. Notify the Board in writing, detailing the reasons for its inability to comply.

Request of the Board an alternative to the January 1, 2002 deadline.

Provide evidence to the Board that the college is making a good faith effort to
implement the source reduction, recycling, and composting programs identified in
its integrated waste management plan.

Provide information that describes the relevant circumstances that contributed to
the request for extension, such as lack of markets for recycled materials, local
efforts to implement source reduction, recycling and composting programs,
facilities built or planned, waste disposal patterns, and the type of waste disposed
of by the community college.

Submit a plan of correction that demonstrates that the college will meet the
requirements of Section 42921 [the 25 and 50 percent diversion requirements]
before the time extension expires, including the source reduction, recycling, or
composting steps the community college will implement, a date prior to the
expiration of the time extension when the requirements of Section 42921 will be
met, the existing programs that it will modify, any new programs that will be
implemented to meet those requirements, and the means by which these programs
will be funded. '

2. Seek either an alternative requirement or time extension if a community college is unable
to comply with the January 1, 2004 deadline to divert 50 percent of its solid waste, by
doing the following: (Pub. Resources Code, §§ 42927 & 42922, subds. (a) & (b).)

&~

a. Notify the Board in writing, detailing the reasons for its inability to comply.
b.

C.

Request of the Board an alternative to the 50-percent requirement.
Participate in a public hearing on its alternative requirement.
Provide the Board with information as to:

(i) the community college’s good faith efforts to implement the source
reduction, recycling, and composting measures described in its integrated
waste management plan, and demonstration of its progress toward meeting
the alternative requirement as described in its annual reports to the Board;

(ii) the community college’s inability to meet the 50 percent diversion
requirement despite implementing the measures in its plan;
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(iii) how the alternative source reduction, recycling, and composting
requirement represents the greatest diversion amount that the community
college may reasonably and feasibly achieve; and,

(iv) the circumstances that support the request for an alternative requirement,
such as waste disposal patterns and the types of waste disposed by the
community college.

D. Accounting System (Reimbursable starting January 1, 2000)

Developing, implementing, and maintaining an accounting system to enter and track the
college’s source reduction, recycling and composting activities, the cost of those activities,
the proceeds from the sale of any recycled materials, and such other accounting systems
which will allow it to make its annual reports to the state and determine waste reduction.
Note: only the pro-rata portion of the costs incurred to implement the reimbursable activities
can be claimed. '

E. Annual Report (Reimbursable starting January 1, 2000)

Annually prepare and submit, by April 1, 2002, and by April 1 each subsequent year, a report
to the Board summarizing its progress in reducing solid waste. The information in the report
must encompass the previous calendar year and shall contain, at a minimum, the following as
outlined in section 42926, subdivision (b): (Pub. Resources Code, §§ 42926, subd. (a) &
42922, subd. (i).)

1. calculations of annual disposal reduction;

2. information on the changes in waste generated or disposed of due to increases or
decreases in employees, economics, or other factors;

a summary of progress made in implementing the integrated waste management plan;

4. the extent to which the community college intends to use programs or facilities
established by the local agency for handling, diversion, and disposal of solid waste
(If the college does not intend to use those established programs or facilities, it must
identify sufficient disposal capacity for solid waste that is not source reduced, recycled or
composted.);

5. for a community college that has been granted a time extension by the Board, it shall
include a summary of progress made in meeting the integrated waste management plan
implementation schedule pursuant to section 42921, subdivision (b), and complying with
the college’s plan of correction, before the expiration of the time extension;

6. for a community college that has been granted an alternative source reduction, recycling,
and composting requirement by the Board pursuant to section 42922, it shall include a
summary of progress made towards meeting the alternative requirement as well as an
explanation of current circumstances that support the continuation of the alternative
requirement.
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F. Annual Recycled Material Reports (Reimbursable starting July 1, 1999)

Annually report to the Board on quantities of recyclable materials collected for recycling.
(Pub. Contract Code, § 12167.1.)

V. CLAIM PREPARATION AND SUBMISSION

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

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 employee implementing the reimbursable activities by name, job classification,
and productive hourly rate (total wages and related benefits divided by productive hours).
Describe the specific reimbursable activities performed and the hours devoted to each
reimbursable activity performed.

2. Materials and Supplies

Report the cost of materials and supplies that have been consumed or expended for the
purpose of the reimbursable activities. Purchases shall be claimed at the actual price after
deducting discounts, rebates, and allowances received by the claimant. Supplies that are
withdrawn from inventory shall be charged on an appropriate and recognized method of
costing, consistently 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, report 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 performed 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 reimbursable activities.
Include the date of travel, destination point, the specific reimbursable activity requiring
travel, and related travel expenses reimbursed to the employee in compliance with the rules

of the local jurisdiction. Report employee travel time according to the rules of cost element
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A.1., Salaries and Benefits, for each applicable reimbursable activity.
6. Training

Report the cost of training an employee to perform the reimbursable activities, as specified in
Section IV of this document. Report the name and job classification of each employee
preparing for, attending, and/or conducting training necessary to implement the reimbursable
activities. Provide the title, subject, and purpose (related to the mandate of the training
session), dates attended, and location. If the training encompasses subjects broader than the
reimbursable activities, only the pro-rata portion can be claimed. Report employee 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., Contracted Services.

B. Indirect Cost Rates

Indirect costs are costs that have been incurred for common or joint purposes. These costs
benefit more 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, indirect 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 same 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
otherwise treated as direct costs.

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.

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 chapter 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 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 fesolution of any audit findings.

VII. OFFSETTING REVENUES AND REIMBURSEMENTS

Reimbursement for this mandate from any source, including but not limited to, services fees
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collected, federal funds, and other state funds allocated to any service provided under this
program, shall be identified and offset from this claim. Offsetting revenue shall include all
revenues generated from implementing the Integrated Waste Management Plan.

In addition, revenue from a building-operating fee imposed pursuant to Education Code
section 76375, subdivision (a) if received by a claimant and the revenue is applied to this
program, shall be deducted from the costs claimed.

VIII. OFFSETTING COST SAVINGS

Reduced or avoided costs realized from implementation of the community college districts’
Integrated Waste Management plans shall be identified and offset from this claim as cost
savings, consistent with the directions for revenue in Public Contract Code sections 12167 and
12167.1. Pursuant to these statutes, community college districts are required to deposit cost-
savings resulting from their Integrated Waste Management plans in the Integrated Waste
Management Account in the Integrated Waste Management Fund; the funds deposited in the
Integrated Waste Management Account, upon appropriation by the Legislature, may be
expended by the California Integrated Waste Management Board for the purpose of offsetting
Integrated Waste Management plan costs. Subject to the approval of the California Integrated
Waste Management Board, cost savings by a community college that do not exceed two
thousand dollars ($2,000) annually are continuously appropriated for expenditure by the
community college for the purpose of offsetting Integrated Waste Management program costs.
Cost savings exceeding two thousand dollars ($2,000) annually may be available for expenditure
by the community college only when appropriated by the Legislature. To the extent so approved
or appropriated and applied to the college, these amounts shall be identified and offset from the
costs claimed for implementing the Integrated Waste Management Plan.

IX. STATE CONTROLLER’S REVISED CLAIMING INSTRUCTIONS

The Controller shall, within 60 days after receiving amended parameters and guidelines prepare
and issue revised claiming instructions for mandates that require state reimbursement after any
decision or order of the commission pursuant to section 17559. The claiming instructions shall
be derived from the test claim decision and the parameters and guidelines adopted by the
Commission. Pursuant to Government Code section 17561, subdivision (d)(2), 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
Commission. In preparing revised claiming instructions, the Controller may request the
assistance of other state agencies. (Gov. Code, § 17558, subdivision (c).)

If revised claiming instructions are issued by the Controller pursuant to subdivision (c) of section
17558 between November 15 and February 15, a local agency or school district filing an annual
reimbursement claim shall have 120 days following the issuance date of the revised claiming
instructions to file a claim.

X. REMEDIES BEFORE THE COMMISSION

Upon request of a local agency or school district, the Commission 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 section 17571, If the
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Commission determines that the claiming instructions do not conform to the parameters and
guidelines, the Commission shall direct the Controller to modify the claiming instructions and
the Controller shall modify the claiming instructions to conform to the parameters and guidelines
as directed by the Commission.

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

XI. LEGAL AND FACTUAL BASIS FOR THE PARAMETERS AND GUIDELINES

The Statement of Decision 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 administrative record for the test claim. The administrative record, including the Statement
of Decision, is on file with the Commission.
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Controller's Claiming Instructions

Exhibit C



OFFICE OF THE STATE CONTROLLER
STATE MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2005-05

INTEGRATED WASTE MANAGEMENT
(COMMUNITY COLLEGES)

June 6, 2005

In accordance with Government Code (GC) section 17561, eligible claimants may submit
claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for state
mandated cost programs. The following are claiming instructions and forms that eligible
claimants will use for the filing of claims for the Integrated Waste Management (IWM)
program. These claiming instructions are issued subsequent to adoption of the program’s
parameters and guidelines (P’s & G’s) by the Commission on State Mandates (COSM).

On March 25, 2004, the COSM determined that Chapter 764, Statutes of 1999, and
Chapter 1116, Statutes of 1992, established costs mandated by the State according to the
provisions listed in the P’s & G’s. For your reference, the P’s & G’s are included as an integral
part of the claiming instructions.

Eligible Claimants

Any community college that incurs increased costs as a direct result of this mandate is eligible
to claim reimbursement of these costs.

Filing Deadlines
A. Reimbursement Claims

Initial reimbursement claims must be filed within 120 days from the issuance date of
claiming instructions. Reimbursement claims for the period January 1, 2000, fto
June 30, 2000, and fiscal years 2000-01 through 2004-2005 must be filed with the SCO and
be delivered or postmarked on or before October 4, 2005. Estimated claims for fiscal year
2005-06 must be filed on or before October 4, 2005, or by January 15, 2006.

Costs for all initial reimbursement claims must be filed separately according to the fiscal
year in which the costs were incurred. In order for a claim to be considered properly filed, it
must include any specific supporting documentation requested in the instructions. Claims
filed more than one year after the deadline or without the requested supporting
documentation will not be accepted.

The reimbursement periods for the following activities are as follows:

1. . One-Time Activities - January 1, 2000, to June 30, 2000, fiscal year 2000-01 and
subsequent fiscal years;

2. Ongoing Activities - January 1, 2000, to June 30, 2000, fiscal year 2000-01 and
subsequent fiscal years;

3. Alternative Compliance - January 1, 2000, to June 30, 2000, fiscal years 2000-01 through
2004-05, and July 1, 2005, to December 31, 2005;
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4. Accounting System - January 1, 2000, to June 30, 2000, fiscal year 2000-01 and
subsequent fiscal years;

5. Annual Repott - January 1, 2000, to June 30, 2000, fiscal year 2000-01 and subsequent
fiscal years; and

6. Annual Recycled Material Reports - Fiscal year 1999-00 and subsequent fiscal years.

B. Late Penalty
1. Initial Claims

AB 3000 enacted into law on September 30, 2002, amended the late penalty assessments
on initial claims. Late initial claims submitted on or after September 30, 2002, are
assessed a late penalty of 10% of the total amount of the initial claims without
limitation.

2. Annual Reimbursement Claims

All late reimbursement claims are assessed a late penalty of 10% subject to the $1,000
limitation regardless of when the claims were filed.

C. Estimated Claims

Unless otherwise specified in the claiming instructions, a community college is not required
to provide cost schedules and supporting documents with an estimated-claim if the estimated
amount does not exceed the previous fiscal year's actual costs by more than 10%. Claimants
can simply enter the estimated amount on form FAM-27, line (07).

However, if the estimated claim exceeds the previous fiscal year's actual costs by more than
10%, claimants must complete supplemental claim forms to support their estimated costs as
specified for the program to explain the reason for the increased costs. If no explanation
supporting the higher estimate is provided with the claim, it will automatically be adjusted
to 110% of the previous fiscal year's actual costs. Future estimated claims filed with the
SCO must be postmarked by January 15 of the fiscal year in which costs will be incurred.
Claims filed timely will be paid before late claims.

Minimum Claim Cost

GC section 17564(a) provides that no claim shall be filed pursuant to Sections 17551 and
17561, unless such a claim exceeds one thousand dollars ($1,000).

Reimbursement of Claims

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, receipts and the community college plan approved by the Board. 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. 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,

Certification of Claim

In accordance with the provisions of Government Code section 17561, an authorized
representative of the claimant shall be required to provide a certification of claim 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 2015.5, for those costs mandated by the State and contained herein.

Audit of Costs

All claims submitted to the SCO are reviewed to determine if costs are related to the mandate,
are reasonable and not excessive, and the claim was prepared in accordance with the SCO’s
claiming instructions and the P’s & G’s adopted by the COSM. If any adjustments are made to a
claim, a "Notice of Claim Adjustment" specifying the claim component adjusted, the amount
adjusted, and the reason for the adjustment, will be mailed within 30 days after payment of the
claim.

Pursuant to-GC section 17558.5, subdivision (a), a reimbursement claim for actual costs filed by
a community college pursuant to this chapter is subject to the initiation of an audit by the SCO
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 SCO 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 must be retained during
the period subject to audit. If an audit has been initiated by the SCO during the period subject to
audit, the retention period is extended until the ultimate resolution of any audit findings. On-site
audits will be conducted by the SCO as deemed necessary. '

Retention of Claiming Instructions

The claiming instructions and forms in this package should be retained permanently in your
Mandated Cost Manual for future reference and use in filing claims. These forms should be
duplicated to meet your filing requirements. You will be notified of updated forms or changes to
claiming instructions as necessary.

Questions or requests for hard copies of these instructions should be faxed to Ginny Brummels
at (916) 323-6527, or e-mailed to LRSDAR@sco.ca.gov. If you wish, you may call the Local
Reimbursements Section at (916) 324-5729.

For your reference, these and future mandated costs claiming instructions and forms can be
found on the Internet at www.sco.ca.gov/ard/local/locreim/index.shtml.




Address for Filing Claims

Claims should be rounded to the nearest dollar. Submit a signed original and a copy of form
FAM-27, Claim for Payment, and all other forms and supporting documents. (To expedite the
payment process, please sign the form in blue ink, and attach a copy of the form FAM-27
to the top of the claim package.)

Use the following mailing addresses:

If delivered by If delivered by

U.S. Postal Service: other delivery services:;

Office of the State Controller Office of the State Controller

Attn: Local Reimbursements Section Attn: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting
P.O. Box 942850 3301 C Street, Suite 500

Sacramento, CA 94250 Sacramento, CA 95816




Adopted: March 30, 2005
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PARAMETERS AND GUIDELINES

Public Resources Code Sections 40148, 40196.3, 42920-42928
Public Contract Code Sections 12167 and 12167.1

Statutes 1999, Chapter 764 (A.B. 75)
Statutes 1992, Chapter 1116 (A.B. 3521)

State Agency Model Integrated Waste Management Plan (February 2000)
Integrated Waste Management (00-TC-07)

Santa Monica and Lake Tahoe Community College Districts, Co-claimants

SUMMARY OF THE MANDATE

On March 25, 2004, the Commission on State Mandates (Commission) adopted its Statement of
Decision finding that Public Resources Code sections 40148, 40196.3, 42920-42928; Public
Contract Code sections 12167 and 12167.1; and the State Agency Model Integrated Waste
Management Plan (February 2000) require new activities, as specified below, which constitute
new programs or higher levels of service for community college districts within the meaning of
article XIII B, section 6, of the California Constitution, and impose costs mandated by the state
pursuant to Government Code section 17514, '

Specifically, the Commission approved this test claim for the increased costs of performing the
following specific new activities:

Comply with the model plan (Pub. Resources Code, § 42920, subd. (b)(3) & State
Agency Model Integrated Waste Management Plan, February 2000): A community
college must comply with the California Integrated Waste Management Board’s (Board)
model integrated waste management plan, which includes consulting with the Board to revise
the model plan, as well as completing and submitting to the Board the following: (1) state
agency or large state facility information form,; (2) state agency list of facilities; (3) state
agency waste reduction and recycling program worksheet, including the sections on program
activities, promotional programs, and procurement activities; and (4) state agency integrated
waste management plan questions.

Designate a solid waste reduction and recycling coordinator (Pub. Resources

Code, § 42920, subd. (¢)): A community college must designate one solid waste reduction
and recycling coordinator to perform new duties imposed by chapter 18.5 (Pub. Resources
Code, §§ 42920 — 42928), including implementing the community college’s integrated waste
management plan, and acting as a liaison to other state agencies (as defined by section
40196.3) and coordinators.

Divert solid waste (Pub. Resources Code, §§ 42921 & 42922, subd. (i)): A community
college must divert at least 25 percent of all its solid waste from landfill disposal or
transformation facilities by January 1, 2002, through source reduction, recycling, and
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composting activities, and divert at least 50 percent of all solid waste from landfill disposal
or transformation facilities by January 1, 2004, through source reduction, recycling, and
composting.

A community college unable to comply with this diversion requirement may instead seek,
until December 31, 2005, either an alternative requirement or time extension (but not both)
as specified below:

o Seek an alternative requirement (Pub. Resources Code, §§ 42927 & 42922,
subds. (a) & (b)): A community college that is unable to comply with the 50-percent
diversion requirement must: (1) notify the Board in writing, detailing the reasons for
its inability to comply; (2) request of the Board an alternative to the 50-percent
requirement; (3) participate in a public hearing on its alternative requirement;
(4)provide the Board with information as to (a) the community college’s good faith
efforts to effectively implement the source reduction, recycling, and composting
measures described in its integrated waste management plan, and demonstration of its
progress toward meeting the alternative requirement as described in its annual reports
to the Board; (b) the community college’s inability to meet the 50-percent diversion
requirement despite implementing the measures in its plan; (c) the alternative source
reduction, recycling, and composting requirement represents the greatest diversion
amount that the community college may reasonably and feasibly achieve, and
(d) relate to the Board circumstances that support the request for an alternative
requirement, such as waste disposal patterns and the types of waste disposed by the
community college.

o Seek a time extension (Pub. Resources Code, §§ 42927 & 42923 subds. (a) & (¢)):
A community college that is unable to comply with the January 1, 2002 deadline to
divert 25 percent of its solid waste, must do the following pursuant to section 42923,
subdivisions (a) and (c): (1) notify the Board in writing, detailing the reasons for its
inability to comply; (2) request of the Board an alternative to the January 1, 2002
deadline; (3) provide evidence to the Board that it is making a good faith effort to
implement the source reduction, recycling, and composting programs identified in its
integrated waste management plan; and (4) provide information to the Board that
describes the relevant circumstances that contributed to the request for extension,
such as lack of markets for recycled materials, local efforts to implement source
reduction, recycling and composting programs, facilities built or planned, waste
disposal patterns, and the type of waste disposed of by the community college.

(5) The community college must also submit a plan of correction that demonstrates
that it will meet the requirements of Section 42921 [the 25 and 50 percent diversion
requirements] before the time extension expires, including the source reduction,
recycling, or composting steps the community college will implement, a date prior to
the expiration of the time extension when the requirements of Section 42921 will be
met, the existing programs that it will modify, any new programs that will be
implemented to meet those requirements, and the means by which these programs
will be funded.
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o Report to the Board (Pub. Resources Code, §§ 42926, subd. (a) & 42922, subd. (i)): A
community college must annually submit, by April 1, 2002 and by April 1 each subsequent
year, a report to the Board summarizing its progress in reducing solid waste. The
information in the report is to encompass the previous calendar year and shall contain, at a
minimum, the following as outlined in section 42926, subdivision (b): (1) calculations of
annual disposal reduction; (2) information on the changes in waste generated or disposed of
due to increases or decreases in employees, economics, or other factors; (3) a summary of
progress implementing the integrated waste management plan; (4) the extent to which the
community college intends to use programs or facilities established by the local agency for
handling, diversion, and disposal of solid waste. (If the college does not intend to use those
established programs or facilities, it must identify sufficient disposal capacity for solid waste
that is not source reduced, recycled or composted.) (5) For a community college that has
been granted a time extension by the Board, it shall include a summary of progress made in
meeting the integrated waste management plan implementation schedule pursuant to section
42921, subdivision (b), and complying with the college’s plan of cotrection, before the
expiration of the time extension. (6) For a community college that has been granted an
alternative source reduction, recycling, and composting requirement by the Board pursuant to
section 42922, it shall include a summary of progress made towards meeting the alternative
requirement as well as an explanation of current circumstances that support the continuation
of the alternative requirement.

e Submit recycled material reports (Pub. Contract Code, § 12167.1): A community
college must annually report to the Board on quantities of recyclable materials collected for
recycling.

I ELIGIBLE CLAIMANTS

Community college districts that incur increased costs as a result of this mandate are eligible to
claim reimbursement.

III. PERIOD 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 that fiscal year. The test claim for this
mandate was filed on March 9, 2001. Therefore, costs incurred for compliance with Public
Contract Code sections 12167 and 12167.1 (Stats. 1992, ch. 1116) are eligible for reimbursement
on or after July 1, 1999. However, because of the statute’s operative date, all other costs
incurred pursuant to Statutes 1999, chapter 764 are eligible for reimbursement on or after
January 1, 2000.

Seeking an alternative diversion goal or time extension (Pub. Resources Code, §§ 42922, 42923,
and 42927) is reimbursable until December 31, 2005.

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 Government
Code section 17561, subdivision (d), all claims for reimbursement of initial years’ costs shall be
submitted within 120 days of the issuance of the claiming instructions by the State Controller.

If the total costs for a given fiscal year do not exceed $1000, no reimbursement shall be allowed,
except as otherwise allowed by Government Code section 17564.
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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 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, receipts, and the community college plan
approved by the Board.

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 (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 2015.5. 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 is
required to incur as a result of the mandate.

For each eligible claimant, the following activities are reimbursable:

A. One-Time Activities (Reimbursable starting January 1, 2000)

1. Develop the necessary district policies and procedures for the implementation of the
integrated waste ' management plan.

2. Train district staff on the requirements and implementation of the integrated waste
management plan (one-time per employee). Training is limited to the staff working
directly on the plan.

B. Ongoing Activities (Reimbursable starting January 1, 2000)

1. Complete and submit to the Board the following as part of the State Agency Model
Integrated Waste Management Plan (Pub. Resources Code, § 42920, subd. (b)(3) & State
Agency Model Integrated Waste Management Plan, February 2000.):

state agency or large state facility information form;
b. state agency list of facilities;

c. state agency waste reduction and recycling program worksheets that describe
program activities, promotional programs, and procurement activities, and other
questionnaires; and

d. state agency integrated waste management plan questions.

NOTE: Although reporting on promotional programs and procurement activities in the
model plan is reimbursable, implementing promotional programs and procurement
activities is not.
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2. Respond to any Board reporting requirements during the approval process. (Pub.
Resources Code, § 42920, subd. (b)(3) & State Agency Model Integrated Waste
Management Plan, February 2000.)

3. Consult with the Board to revise the model plan, if necessary.’ (Pub. Resources Code,
§ 42920, subd. (b)(3) & State Agency Model Integrated Waste Management Plan,
February 2000.)

4, Designate one solid waste reduction and recycling coordinator ("coordinator™) for each
college in the district to perform new duties imposed by chapter 18.5 (Pub. Resources
Code, §§ 42920 —42928). The coordinator shall implement the integrated waste
management plan. The coordinator shall act as a liaison to other state agencies (as
defined by section 40196.3) and coordinators. (Pub. Resources Code, § 42920, subd.

©.)

5. Divert at least 25 percent of all solid waste from landfill disposal or transformation
facilities by January 1, 2002, and at least 50 percent of all solid waste from landfill
disposal or transformation facilities by January 1, 2004, through source reduction,
recycling, and composting activities. Maintain the required level of reduction, as
approved by the Board. (Pub. Resources Code, §§ 42921 & 42922, subd. (i).)

C. Alternative Compliance (Reimbursable from January 1, 2000 — December 31, 2005)

1. Seek either an alternative requirement or time extension if a community college is unable
to comply with the January 1, 2002 deadline to divert 25 percent of its solid waste, by
doing the following: (Pub. Resources Code, §§ 42927 & 42923 subds. (a) & (c).)

a. Notify the Board in writing, detailing the reasons for its inability to comply.

b. Request of the Board an alternative to the January 1, 2002 deadline.

¢. Provide evidence to the Board that the college is making a good faith effort to
implement the source reduction, recycling, and composting programs identified in
its integrated waste management plan.

d. Provide information that describes the relevant circumstances that contributed to
the request for extension, such as lack of markets for recycled materials, local
efforts to implement source reduction, recycling and composting programs,
facilities built or planned, waste disposal patterns, and the type of waste disposed
of by the community college.

e. Submit a plan of correction that demonstrates that the college will meet the
requirements of Section 42921 [the 25 and 50 percent diversion requirements]
before the time extension expires, including the source reduction, recycling, or
composting steps the community college will implement, a date prior to the
expiration of the time extension when the requirements of Section 42921 will be
met, the existing programs that it will modify, any new programs that will be
implemented to meet those requirements, and the means by which these programs

! Attachment 1, California Integrated Waste Management Board, State Agency Model Integrated
Waste Management Plan (February 2000).
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will be funded.

2. Seck either an alternative requirement or time extension if a community college is unable
to comply with the January 1, 2004 deadline to divert 50 percent of its solid waste, by
doing the following: (Pub. Resources Code, §§ 42927 & 42922, subds. (a) & (b).)

a. Notify the Board in writing, detailing the reasons for its inability to comply.
b. Request of the Board an alternative to the 50-percent requirement.

c. Participate in a public hearing on its alternative requirement.

o

Provide the Board with information as to:

(i) the community college’s good faith efforts to implement the source
reduction, recycling, and composting measures described in its integrated
waste management plan, and demonstration of its progress toward meeting
the alternative requirement as described in its annual reports to the Board;

(ii) the community college’s inability to meet the 50 percent diversion
requirement despite implementing the measures in its plan;

(iii) how the alternative source reduction, recycling, and composting
requirement represents the greatest diversion amount that the community
college may reasonably and feasibly achieve; and,

(iv) the circumstances that support the request for an alternative requirement,
such as waste disposal patterns and the types of waste disposed by the
community college.

D. Accounting System (Reimbursable starting January 1, 2000)

Developing, implementing, and maintaining an accounting system to enter and track the
college’s source reduction, recycling and composting activities, the cost of those activities,
the proceeds from the sale of any recycled materials, and such other accounting systems
which will allow it to make its annual reports to the state and determine waste reduction.
Note: only the pro-rata portion of the costs incurred to implement the reimbursable activities
can be claimed.

E. Annual Report (Reimbursable starting January 1, 2000)

Annually prepare and submit, by April 1, 2002, and by April 1 each subsequent year, a report
to the Board summarizing its progress in reducing solid waste. The information in the report
must encompass the previous calendar year and shall contain, at a minimum, the following as
outlined in section 42926, subdivision (b): (Pub. Resources Code, §§ 42926, subd. (a) &
42922, subd. (i).)

1. calculations of annual disposal reduction;

2. information on the changes in waste generated or disposed of due to increases or
decreases in employees, economics, or other factors;

3. asummary of progress made in implementing the integrated waste management plan;

4. the extent to which the community college intends to use programs or facilities
established by the local agency for handling, diversion, and disposal of solid waste
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(If the college does not intend to use those established programs or facilities, it must
identify sufficient disposal capacity for solid waste that is not source reduced, recycled or
composted.);

5. for a community college that has been granted a time extension by the Board, it shall
include a summary of progress made in meeting the integrated waste management plan
implementation schedule pursuant to section 42921, subdivision (b), and complying with
the college’s plan of correction, before the expiration of the time extension;

6. for a community college that has been granted an alternative source reduction, recycling,
and composting requirement by the Board pursuant to section 42922, it shall include a
summary of progress made towards meeting the alternative requirement as well as an
explanation of current circumstances that support the continuation of the alternative
requirement. ‘

F. Annual Recycled Material Reports (Reimbursable starting July 1, 1999)

Annually report to the Board on quantities of recyclable materials collected for recycling.
(Pub. Contract Code, § 12167.1.) (See Section VII. regarding offsetting revenues from
recyclable materials.)

V. CLAIM PREPARATION AND SUBMISSION

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

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 employee implementing the reimbursable activities by name, job classification,
and productive hourly rate (total wages and related benefits divided by productive hours).
Describe the specific reimbursable activities performed and the hours devoted to each
reimbursable activity performed.

2. Materials and Supplies

Report the cost of materials and supplies that have been consumed or expended for the
purpose of the reimbursable activities. Purchases shall be claimed at the actual price after
deducting discounts, rebates, and allowances received by the claimant. Supplies that are
withdrawn from inventory shall be charged on an appropriate and recognized method of
costing, consistently applied.
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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, report 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 performed 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 reimbursable activities.
Include the date of travel, destination point, the specific reimbursable activity requiring
travel, and related travel expenses reimbursed to the employee in compliance with the rules
of the local jurisdiction. Report employee travel time according to the rules of cost element
A.1, Salaries and Benefits, for each applicable reimbursable activity.

6. Training

Report the cost of training an employee to perform the reimbursable activities, as specified in
Section IV of this document. Report the name and job classification of each employee
preparing for, attending, and/or conducting training necessary to implement the reimbursable
activities. Provide the title, subject, and purpose (related to the mandate of the training
session), dates attended, and location. If the training encompasses subjects broader than the
reimbursable activities, only the pro-rata portion can be claimed. Report employee 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, Contracted Services.

B. Indirect Cost Rates

Indirect costs are costs that have been incurred for common or joint purposes. These costs
benefit more 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, indirect 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 same 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
otherwise treated as direct costs.
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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.

VL. 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 chapter 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 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.

VIL. OFFSETTING REVENUES AND REIMBURSEMENTS

Reimbursement for this mandate from any source, including but not limited to, services fees
collected, federal funds, and other state funds allocated to any service provided under this
program, shall be identified and deducted from this claim. Offsetting revenue shall include the
revenues cited in Public Resources Code section 42925 and Public Contract Code sections 12167
and 12167.1.

Subject to the approval of the California Integrated Waste Management Board, revenues derived
from the sale of recyclable materials by a community college that do not exceed two thousand
dollars ($2,000) annually are continuously appropriated for expenditure by the community
college for the purpose of offsetting recycling program costs. Revenues exceeding two thousand .
dollars ($2,000) annually may be available for expenditure by the community college only when
appropriated by the Legislature. To the extent so approved or appropriated and applied to the
college, these amounts are a reduction to the recycling costs mandated by the state to implement
Statutes 1999, chapter 764.

In addition, revenue from a building-operating fee imposed pursuant to Education Code section
76375, subdivision (a) if received by a claimant and the revenue is applied to this program, shall
be deducted from the costs claimed.

VIII. STATE CONTROLLER’S CLAIMING INSTRUCTIONS

Pursuant to Government Code section 17558, subdivision (b), the Controller shall issue claiming
instructions for each mandate 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 claiming costs to be reimbursed. The claiming instructions shall be
derived from the test claim decision and the parameters and guidelines adopted by the
Commission.
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Pursuant to Government Code section 17561, subdivision (d)(1), 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 Commission.

IX. REMEDIES BEFORE THE COMMISSION

Upon request of a local agency or school district, the Commission 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 section 17571. If the
Commission determines that the claiming instructions do not conform to the parameters and
guidelines, the Commission shall direct the Controller to modify the claiming instructions and
the Controller shall modify the claiming instructions to conform to the parameters and guidelines
as directed by the Commission.

In addition, requests may be made to amend parameters and guidelines 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 Decision 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 administrative record for the test claim. The administrative record, including the Statement
of Decision, is on file with the Commission.
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State Controller's Office Community College Mandated Cost Manual
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CLAIM FOR PAYMENT i syt
Pursuant to Government Code Section 17561 (19) Program Number 256
i !
INTEGRATED WASTE MANAGEMENT o e
(01) Claimant Identification Number Reimbursement Claim Data
{02) Claimani Name (22) WAL, 03O0
County of Location (22) IWM-1, (03N
Street Address or P.O. Box Suite (24 WM-1, (03)EX1D
City State- Zip Code ) (25) IWN-1, (03)B)(2)(P)
Type of Claim Estimated Claim Reimbursement Claim | (26) tww-1, (03)(B)3)(f)

(03) Estimated ] o) Reimbursement [ ] |@7) wM-1, (03)(B)4)(H

(04y Combined (1 |19y Combined ] |28y -1, (03)BY5)H

(05) Amended {1 a1 Amended [ s mm-1, ©3)C)1)H
Fiscal Year of Cost (06) 20_/ 20_ (12) _I 20__ (30) IWM-1, (03)(C)(2)(H)
Total Ciaimed Amount | (07) (13) (31) IWM-1, (03)(D)(D)
Less: 10% Late Penalty (14) (32) M-1, (03)(EX
Less: Prior Claim Payment Received (15) . (33) IWM-1, (03)(F)()
Net Claimed Amount (16) (34) IWM-1, (06)
Due from State (08) (17 (35) IWM-1, (08)
Due to State (18) (36) [WM-1, (09)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code Section 175861, | certify that | am the officer authorized by the community college
district to file mandated cost claims with the State of California for this program, and certify under penalty of perjury that | have not
violated any of the provisions of Government Code Sections 1090 to 1098, inclusive.

| further certify that there was no application other than from the claimant, nor any grant or payment received, for reimbursement of
costs claimed herein, and such costs are for a new program or increased level of services of an existing program. All offsetting savings
and reimbursements set forth in the Parameters and Guidelines are identified, and all costs claimed are supported by source
documentation currently maintained by the claimant.

The amounts for this Estimated Claim and/or Reimbursement Claim are hereby claimed from the State for payment of estimated and/or
actual costs set forth on the attached statements. | certify under penalty of perjury under the laws of the State of California that the

foregoing is true and correct.

Signature of Authorized Officer Date

Type or Print Name Title

(38) Name of Contact Person for Ciaim )
Telephone Number  { ) - Ext.

E-Mail Address

Form FAM-27 (New 06/05)
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(01)
(02)
(03)
(04)
(05)
(06)
(07)

(08)
(09)
(10)
(1
(12)

(13)

(14)

(15)

(16)
(17
(18)
(19) to (21)
(22) to (36)

@7

(38)

INTEGRATED WASTE MANAGEMENT
Certification Claim Form
Instructions

FORM
FAM-27

Enter the payee number assigned by the State Controller's Office.

Enter your Official Name, County of Location, Street or P. O. Box address, City, State, and Zip Code.
If filing an estimated claim, enter an "X" in the box on line (03) Estimated.

Leave blank.

If filing an amended estimated claim, enter an "X" in the box on line (05) Amended.

Enter the fiscal year in which costs are to be incurred.

Enter the amount of the estimated claim. If the estimate exceeds the previous year's actual costs by more than 10%, complete
form IWM-1 and enter the amount from line (10).

Enter the same amount as shown on line (07).

If filing a reimbursement claim, enter an "X" in the box on line (09) Reimbursement.
Leave blank.

If filing an amended reimbursement claim, enter an "X" in the box on line (11) Amended.

Enter the fiscal year for which actual costs are being claimed. If actual costs for more than one fiscal year are being claimed,
complete a separate form FAM-27 for each fiscal year. )

Enter the amount of the reimbursement claim from form IWM-1, line (10). The total claimed amount must exceed $1,000.

Filing Deadline. Estimated claims for fiscal year 2005-06 must be filed by October 4, 2005. Reimbursement claims must be
filed by January 15 of the following fiscal year in which costs were incurred or the claims shall be reduced by a late penalty of
10%. Enter zero if the claim was timely filed; otherwise, enter the product of multiplying tine (13) by the factor 0.10 (10% penalty).

If filing an actual reimbursement claim or an estimated claim was previously filed for the same fiscal year, enter the amount
received for the claim. Otherwise, enter a zero.

Enter the result of subtracting line (14) and line (15) from line (13).

If line (16), Net Claimed Amount, is positive, enter that amount on line (17), Due from State.
If line (16), Net Claimed Amount, is negative, enter that amount on line (18), Due to State.
Leave blank.

Reimbursement Claim Data. Bring forward the cost information as specified on the left-hand column of lines (22) through {36) for
the reimbursement claim, e.g. IWM-1, (03)(A)(1)(f), means the information is located on form IWM-1, block (0), line (A)(1),
column (f). Enter the information on the same line but in the right-hand column. Cost information should be rounded to the
nearest dollar, i.e., no cents. Indirect costs percentage should be shown as a whole number and without the percent symbol, i.e.,
7.548% should be shown as 8. Completion of this data block will expedite the payment process.

Read the statement "Certification of Claim." If it is true, the claim must be dated, signed by the agency's authorized officer, and
must include the person’s name and title, typed or printed. Claims cannot be paid unless accompanied by an original signed
certification. (To expedite the payment process, please sign the form FAM-27 with blue ink, and attach a copy of the
form FAM-27 to the top of the claim package.)

Enter the name, telephone number, and e-mail address of the person to contact if additional information is required.

SUBMIT A SIGNED ORIGINAL, AND A COPY OF FORM FAM-27, WITH ALL OTHER FORMS AND SUPPORTING
DOCUMENTS TO:

Address, if delivered by U.S. Postal Service: Address, if delivered by other delivery service:
OFFICE OF THE STATE CONTROLLER "OFFICE OF THE STATE CONTROLLER

ATTN: Local Reimbursements Section ATTN: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting

P.O. Box 942850 3301 C Street, Suite 500

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (New 06/05)
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MANDATED COSTS
INTEGRATED WASTE MANAGEMENT rvslsxl
CLAIM SUMMARY
(01) Claimant (02) Type of Claim ocal Yoar
Reimbursement [_] /
Estimated L1 — ' —
Direct Costs Object Accounts
(03) Reimbursable Activities (a) (b) {0 (d) (e) 0 ]
Salaries and | Materials and Contract Fixed Travel & Total
Benefits Supplies Services Assets Training

A. One-Time Activities

Development of Policies and

1. Procedures

2. | Staff Training

B. Ongoing Activities

1 Completion and Submission of Plan to
" |Board

Response to Board During Approval

2.
Process

Consultation with Board

Designation of Waste Reduction and
Recycling Coordinator

Diversion and Maintenance of Approved
Level of Reduction

. Alternative Compliance

Alternative Requirement or Time
Extension for 1/1/02 for 25% Waste

Alternative Requirement or Time

2 Extension for 1/1/04 for 50% Waste

D. Accounting System

E. Annual Report

F. Annual Recycled Material Reports

(04) Total Direct Costs

Indirect Costs

(05) Indirect Cost Rate

[Federally approved OMB A-21, FAM-29C, or 7%} o
{+]

(06) Total Indirect Costs

[Line (05) x line (04)(2)]

(07) Total Direct and Indirect Costs

Cost Reduction

[Line (04)(f) + line (06)]

(08) Less: Offsetting Savings

(09) Less: Other Reimbursements

(10) Total Claimed Amount

[Line {07) - {line (08) + line (09)}]

New 06/05
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(01)

(02)

(03)

(04)

(05)

(08)

(07)

(08)

(09)

(10) -

INTEGRATED WASTE MANAGEMENT
" CLAIM SUMMARY
Instructions

FORM
IWM-1

Claimant: Enter the name of the ciaimant.

Type of Claim: Check a box, Reimbursement or Estimated, to identify the type of claim being ﬂled.
Enter the fiscal year of costs.

Form IWM-1 must be filed for a reimbursement claim. Do not complete form IWM-1 if you are filing
an estimated claim and the estimate does not exceed the previous fiscal year's actual costs by more
than 10%. Simply enter the amount of the estimated claim on form FAM-27, line (07). However, if
the estimated claim exceeds the previous fiscal year's actual costs by more than 10%, form IWM-1
must be completed and a statement attached explaining the increased costs. Without this
information the estimated claim will automatically be reduced to 110% of the previous fiscal year's
actual costs.

Reimbursable Activities: For each reimbursable activity, enter the total from form IWM-2, line (05),
columns (d) through (h) to form IWM-1, block (04), columns (a) through (e) in the appropriate row.

- Total each row.

Total Direct Costs: Total column (f).

Indirect Cost Rate: Enter the indirect cost rate. Community college districts may use the federally
approved OMBA-21, rate computed using form FAM-29C, or the 7% indirect cost rate, for the fiscal
year of costs.

Total Indirect Costs: Enter the result of multlplylng Total Salaries and Benefits, line (04)(a), by the -
Indirect Cost Rate, line (05)

Total Direct and Indirect Costs: Enter the sum of Total Direct Costs, line (04)(f), and Total Indirect
Costs, line (06).

Less: Offsetting Savings. If applicable, enter the total savings experienced by the claimant as a
direct result of this mandate. Submit a detailed schedule of savings with the claim.

Less: Other Reimbursements. If applicable, enter the amount of other reimbursements received from
any source including, but not limited to, service fees collected, federal funds, and other state funds,
that reimbursed any portion of the mandated cost program. Submit a schedule detailing the
reimbursement sources and amounts.

From Total Direct and Indirect Costs, line (07), subtract the sum of Offsetting Savings, line (08), and
Other Reimbursements, line (09). Enter the remainder on this line and carry the amount forward to
form FAM-27, line (07) for the Estimated Claim or line (13) for the Reimbursement Claim.

New 06/05
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MANDATED COSTS
FORM
INTEGRATED WASTE MANAGEMENT WM-2
ACTIVITY COST DETAIL

(01) Claimant (02) Fiscal Year
(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.
One-Time Development of Policies and .
Activites E:] Procedures :’ Staff Training

Completion and Submission of Plan Response to Board During :
Ongoing L1 & Board ] Approval Process [ consuitation With Board
Activites Designation of Waste Reduction and . '

| Recycling Coordinator [__] Maintenance of Approved Level of Reduction

Alternative — Alternative Requirement or Time . - . :
Compliance ] Extension for 1/1/02 for 25% Waste [ 1 Atternative Requirement or Time Extension for 1/1/04 for 50% Waste

Accounting ' : Annual Recycled Material

System [T Annual Report [ Reports
(04) Description of Expenses Object Accounts

(@ ) ) © (@) (e 0] @ )
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Travel and
Classifications, Functions Performed Rate or Worked or and and Services Assets Training
and Description of Expenses Unit Cost Quantity Benefits Supplies :

(05) Total [_1 Subtotal [ Page: of

New 06/05
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INTEGRATED WASTE MANAGEMENT FORM
ACTIVITY COST DETAIL IWM-2
Instructions
(01) Claimant: Enter the name of the claimant.
(02)  Fiscal Year: Enter the fiscal year for which costs were incurred.
(03) Reimbursable Activities: Check the box that indicates the cost activity being claimed. Check only one
box per form. A separate form IWM-2 shall be prepared for each applicable activity.
(04) Description of Expenses: The following table identifies the type of information required to support

reimbursable costs. To detail costs for the activity box “checked” in block (03), enter the employee
names, position titles, a brief description of the activities performed, actual time spent by each
employee, productive hourly rates, fringe benefits, supplies used, contract services, and travel and
training expenses. The descriptions required in column (4)(a) must be of sufficient detail to
explain the cost of activities or items being claimed. For audit purposes, all supporting documents
must be retained by the claimant for a period of not less than three years after the date the claim was
filed or last amended, whichever is later. If no funds were appropriated and no payment was made at
the time the claim was filed, the time for the Controller to initiate an audit shall be from the date of initial
payment of the claim. Such documents shall be made available to the State Controller's Office on

request.

Object/ Columns SUthl-t
Sub object supporting
Accounts documents

(a) (b) {c) {d) with the claim
Salari Salaries =
alaries Employee Hourly Hours Hourly Rate
Name/Title Rate Worked X Hours
Worked
Benefit Benefits =
Aclivities Rat ! Benefit Rate
Benefits Performed ale x Salaries
aterials inti Cost =
M an da Descc:'fp“m Unit Quantity Unit Cost
" h Cost Used x Quantit
Supplies - Supplies Used Used Y
Cost
CNarlne of Hours Worked Hourl);Rate Copy of
Cont_ract ontractor Hourly Inclusive Hours Worked I Contract
Services | specific Tasks Rate Dates of or g and
Performed Service Total Contract & Invoices
Cost !
- Cost=
. Description of i
:lxe(: Equipment Unit Cost Usage Un“SOSt
ssets Purchased U
sage
Travel and {Purpose of Trip| Per Diem Days : Cost =Rate x
Training Name and Title Rate il Days or Miles [
. iles
Depariure and | Mileage Rate or Total
Travel Retumn Dale | Travel Cost | |ravel Mode g Travel Cost
Employee
Name/Title Dates Registration
ini Attended Fee
Training Name of Class

(05) Total line (04), columns (d) through (h) and enter the sum on this line. Check the appropriate box to
indicate if the amount is a total or subtotal. If more than one form is needed to detail the activity costs,
number each page. Enter totals from line (05), columns (d) through (h) to form [WM-1, block (04),
columns (a) through (e) in the appropriate row.

New 06/05







OFFICE OF THE STATE CONTROLLER
STATE MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2008-21
INTEGRATED WASTE MANAGEMENT
COMMUNITY COLLEGE DISTRICTS
DECEMBER 1, 2008

Revised January 21, 2009

* In accordance with Government Code (GC) Section 17561, eligible claimants may submit claims
to the State Controller’s Office (SCO) for reimbursement of costs incurred for state mandated
cost programs. The following are claiming instructions and forms that eligible claimants will use
for filing claims for the Integrated Waste Management (IWM) program. These claiming
instructions are issued subsequent to adoption of the program’s Parameters and Guidelines
(P’s & G’s) by the Commission on State Mandates (CSM).

On March 25, 2004, CSM determined that the test claim legislation established costs mandated
by the State according to the provisions listed in the P’s & G’s. For your reference, the P’s & G’s
are included as an integral part of the claiming instructions.

Eligible Claimants

Any community college district that incurs increased costs as a result of this mandate is eligible
to claim reimbursement of these costs.

Requirements, Limitations, and Exceptions

Form 1B for Alternative Compliance is to be completed only if the community college is unable
to comply with the requirements of B.5. (Divert Solid Waste/Maintain Required Level) on Form
1A, pursuant to Reimbursable Activity C.1. or 2. as listed on page 6 of the P’s and G’s.

It is not mandatory to re-file claims for fiscal years in which there are no changes. In addition, if
there is no “cost avoidance” to report and consequently no additional offsets to the original clalm
amounts, there is no need to re-file.

Filing Deadlines

A. Reimbursement Claims

A reimbursement claim is defined in GC Section 17522 as any claim filed with SCO by a
CCD for reimbursement of costs incurred for which an approprlatlon is made for the purpose
of paying the claim.

In order for a claim to be considered properly filed, it must include documentation to support
the indirect cost rate if the indirect cost rate exceeds seven percent. A full discussion of the
indirect cost methods available to community colleges may be found in the P’s &G’s.
Documentation to support actual costs must be kept on hand by the claimant and made
available to SCO upon request as explained in the P’s & G’s.

2060 - oo *?/55
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Initial reimbursement claims must be filed within 120 days from the issuance date of the
claiming instructions. Costs incurred for compliance with the mandated activities pursuant to
Public Contract Code (PCC) Sections 12167 and 12167.1 are reimbursable for fiscal years
1999-00 and subsequent years. Seeking an alternative diversion goal or time extension
pursuant to Public Resources Code Sections 42922, 42923, and 42927 are reimbursable from
January 1, 2000, to December 31, 2005. All other costs incurred pursuant to Chapter 764,
Statutes of 1999, are reimbursable for the period January 1, 2000, to June 30, 2000, and
subsequent years. Actual claims must be filed with SCO and be delivered or postmarked on
or before March 31, 2009. Claims for fiscal year 2008-09 must be delivered or postmarked
on or before February 16, 2010, or a late fee will be assessed. Claims filed more than one
year after the deadline will not be accepted.

B. Estimated Claims

Pursuant to AB 8§, Chapter 6, Statutes of 2008, the option to file estimated claims has been
eliminated. Therefore, estimated claims filed on or after February 16, 2008, will not be
accepted by SCO. '

Minimum Claim Cost -

GC Section 17564(a) provides that no claim may be filed pursuant to Sections 17551 and 17561,
unless such claim exceeds one thousand dollars ($1,000).

Certification of Claim

In accordance with the provisions of the Code of Civil Procedure Section 2015.5, an authorized
officer of the claimant is required to provide a certification of claim 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 GC Section 17561, for the
costs mandated by the State and contained herein.

Audit of Costs

All claims submitted to SCO are reviewed to determine if costs are related to the mandate, are
reasonable and not excessive, and the claim was prepared in accordance with SCO’s claiming
instructions and the P’s & G’s adopted by CSM. If any adjustments are made to a claim, a
"Notice of Claim Adjustment" specifying the claim component adjusted, the amount adjusted,
and the reason for the adjustment, will be mailed within 30 days after payment of the claim.

Pursuant to GC Section 17558.5, subdivision (a), a reimbursement claim for actual costs filed by
a community college district for this mandate is subject to the initiation of an audit by SCO no
Jater than three years after the date that the actual reimbursement claim was filed or last
amended, whichever is later. However, if no funds are appropriated or no payment was made to a
claimant for the program for the fiscal year for which the claim was filed, the time for SCO 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 no later than two years after the date that the audit was
initiated. All documents used to support the reimbursable activities must be retained during the
period subject to audit. If an audit has been initiated by SCO during the period subject to audit,
the retention period is extended until the ultimate resolution of any audit findings. On-site audits
will be conducted by SCO as deemed necessary.




Retention of Claiming Instructions

The claiming instructions and forms in this package should be retained permanently in your
Mandated Cost Manual for future reference and use in filing claims. These forms should be
duplicated to meet your filing requirements. You will be notified of updated forms or changes to
claiming instructions as necessary.

Questions, or requests for hard copies of these instructions, should be faxed to Angie Lowi-Teng
at (916) 323-6527 or e-mailed to ateng@sco.ca.gov. Or, if you wish, you may call Angie of the
Local Reimbursements Section at (916) 323-0706.

For your reference, these and future mandated costs claiming instructions and forms can be
found on the Internet at www.sco.ca.gov/ard/local/locreim/index.shtml.

Address for Filing Claims

Claims should be rounded to the nearest dollar. Submit a signed original and a copy of form
FAM-27, Claim for Payment, and all other forms and supporting documents.

To expedite the payment process, please sign the form in blue ink, and attach a copy of the
form FAM-27 to the top of the claim package.

Use the following mailing addresses:

If delivered by If delivered by

U.S. Postal Service: other delivery services:

Office of the State Controller Office of the State Controller

Attn: Local Reimbursements Section Attn: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting
P.O. Box 942850 3301 C Street, Suite 500

Sacramento, CA 94250 : Sacramento, CA 95816




Amended: September 26, 2008
Adopted: March 30, 2005

L

AMENDMENTS TO

PARAMETERS AND GUIDELINES

Public Resources Code Sections 40148, 40196.3, 42920-42928
Public Contract Code Sections 12167 and 12167.1

Statutes 1999, Chapter 764 (A.B. 75)
Statutes 1992, Chapter 1116 (A.B. 3521)

State Agency Model Integrated Waste Management Plan (February 2000)

Integrated Waste Management
00-TC-07

Santa Monica and Lake Tahoe Community College Districts, Co-claimants
SUMMARY OF THE MANDATE

On March 25, 2004, the Commission on State Mandates (Commission) adopted its Statement of
Decision finding that Public Resources Code sections 40148, 40196.3, 42920-42928; Public
Contract Code sections 12167 and 12167.1; and the State Agency Model Integrated Waste
Management Plan (February 2000) require new activities, as specified below, which constitute
new programs or higher levels of service for community college districts within the meaning of
article XIII B, section 6, of the California Constitution, and impose costs mandated by the state
pursuant to Government Code section 17514.

Specifically, the Commission approved this test claim for the increased costs of performing the
following specific new activities:

Comply with the model plan (Pub. Resources Code, § 42920, subd. (b)(3) & State
Agency Model Integrated Waste Management Plan, February 2000): A community
college must comply with the California Integrated Waste Management Board’s (Board)
model integrated waste management plan, which includes consulting with the Board to revise
the model plan, as well as completing and submitting to the Board the following: (1) state
agency or large state facility information form; (2) state agency list of facilities; (3) state
agency waste reduction and recycling program worksheet, including the sections on program
activities, promotional programs, and procurement activities; and (4) state agency integrated
waste management plan questions.

Designate a solid waste reduction and recycling coordinator (Pub. Resources

Code, § 42920, subd. (c)): A community college must designate one solid waste reduction
and recycling coordinator to perform new duties imposed by chapter 18.5 (Pub. Resources
Code, §§ 42920 —42928), including implementing the community college’s integrated waste
management plan, and acting as a liaison to other state agencies (as defined by section
40196.3) and coordinators.

1 Parameters and Guidelines Amendment
Integrated Waste Management
00-TC-07




Divert solid waste (Pub. Resources Code, §§ 42921 & 42922, subd. (i)): A community
college must divert at least 25 percent of all its solid waste from landfill disposal or
transformation facilities by January 1, 2002, through source reduction, recycling, and
composting activities, and divert at least 50 percent of all solid waste from landfill disposal
or transformation facilities by January 1, 2004, through source reduction, recycling, and
composting.

A community college unable to comply with this diversion requirement may instead seek,
until December 31, 2005, either an alternative requirement or time extension (but not both)
as specified below:

o Seek an alternative requirement (Pub. Resources Code, §§ 42927 & 42922,
subds. (a) & (b)): A community college that is unable to comply with the 50-percent
diversion requirement must: (1) notify the Board in writing, detailing the reasons for
its inability to comply; (2) request of the Board an alternative to the 50-percent
requirement; (3) participate in a public hearing on its alternative requirement;
(4)provide the Board with information as to (a) the community college’s good faith
efforts to effectively implement the source reduction, recycling, and composting
measures described in its integrated waste management plan, and demonstration of its -
progress toward meeting the alternative requirement as described in its annual reports
to the Board; (b) the community college’s inability to meet the 50-percent diversion
requirement despite implementing the measures in its plan; (c) the alternative source
reduction, recycling, and composting requirement represents the greatest diversion
amount that the community college may reasonably and feasibly achieve, and
(d) relate to the Board circumstances that support the request for an alternative
requirement, such as waste disposal patterns and the types of waste disposed by the
community college.

o Seek a time extension (Pub. Resources Code, §§ 42927 & 42923 subds. (a) & (c)):
A community college that is unable to comply with the January 1, 2002 deadline to
divert 25 percent of its solid waste, must do the following pursuant to section 42923,
subdivisions (a) and (c): - (1) notify the Board in writing, detailing the reasons for its
inability to comply; (2) request of the Board an alternative to the January 1, 2002
deadline; (3) provide evidence to the Board that it is making a good faith effort to
implement the source reduction, recycling, and composting programs identified in its
integrated waste management plan; and (4) provide information to the Board that
describes the relevant circumstances that contributed to the request for extension,
such as lack of markets for recycled materials, local efforts to implement source
reduction, recycling and composting programs, facilities built or planned, waste
disposal patterns, and the type of waste disposed of by the community college.

(5) The community college must also submit a plan of correction that demonstrates
that it will meet the requirements of Section 42921 [the 25 and 50 percent diversion
requirements] before the time extension expires, including the source reduction,
recycling, or composting steps the community college will implement, a date prior to
the expiration of the time extension when the requirements of Section 42921 will be
met, the existing programs that it will modify, any new programs that will be

2 Parameters and Guidelines Amendment
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implemented to meet those requirements, and the means by which these programs
will be funded.

¢ Report to the Board (Pub. Resources Code, §§ 42926, subd. (a) & 42922, subd. (i)): A
community college must annually submit, by April 1, 2002 and by April 1 each subsequent
year, a report to the Board summarizing its progress in reducing solid waste. The '
information in the report is to encompass the previous calendar year and shall contain, at a
minimum, the following as outlined in section 42926, subdivision (b): (1) calculations of
annual disposal reduction; (2) information on the changes in waste generated or disposed of
due to increases or decreases in employees, economics, or other factors; (3) a summary of
progress implementing the integrated waste management plan; (4) the extent to which the
community college intends to use programs or facilities established by the local agency for
handling, diversion, and disposal of solid waste. (If the college does not intend to use those
established programs or facilities, it must identify sufficient disposal capacity for solid waste
that is not source reduced, recycled or composted.) (5) For a community college that has
been granted a time extension by the Board, it shall include a summary of progress made in
meeting the integrated waste management plan implementation schedule pursuant to section
42921, subdivision (b), and complying with the college’s plan of correction, before the
expiration of the time extension. (6) For a community college that has been granted an
alternative source reduction, recycling, and composting requirement by the Board pursuant to
section 42922, it shall include a summary of progress made towards meeting the alternative
requirement as well as an explanation of current circumstances that support the continuation
of the alternative requirement.

¢ Submit recycled material reports (Pub. Contract Code, § 12167.1): A community
college must annually report to the Board on quantities of recyclable materials collected for
recycling.

State of California, Department of Finance , California Integrated Waste Management Board v.
Commission on State Mandates, et al. (Sacramento County Superior Court, Case
No. 07CS00355)

The Department of Finance and the Integrated Waste Management Board filed a petition for writ
of mandate in March 2007, asking the court to set aside the Commission’s decision granting the
test claim and to require the Commission to issue a new Statement of Decision and parameters
and guidelines that give full consideration to the community colleges’ cost savings (e.g. avoided
landfill disposal fees) and revenues (from recyclables) by complying with the test claim statutes.
Petitioners’ position was that the Commission had not properly accounted for all the offsetting
cost savings from avoided disposal costs, or offsetting revenues from the sale of recyclable
materials, in the Statement of Decision or parameters and guidelines. The Judgment and a Writ
of Mandate were issued on June 30, 2008, ordering the Commission to:

I. amend the parameters and guidelines in Test Claim No. 00-TC-07 to require
community college districts claiming reimbursable costs of an integrated waste
management plan under Public Resources Code section 42920, et seq. to identify
and offset from their claims, consistent with the directions for revenue in Public
Contract code sections 12167 and 12167.1, cost savings realized as a result of
implementing their plans; and

3 Parameters and Guidelines Amendment
Integrated Waste Management
00-TC-07




2. amend the parameters and guidelines in Test Claim No. 00-TC-07 to require
community college districts claiming reimbursable costs of an integrated waste
management plan under Public Resources Code section 42920, et seq. to identify
and offset from their claims all of the revenue generated as a result of implementing
their plans, without regard to the limitations or conditions described in sections
12167 and 12167.1 of the Public Contract Code.

1L ELIGIBLE CLAIMANTS

Community college districts that incur increased costs as a result of this mandate are eligible to
claim reimbursement.

III.  PERIOD 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 that fiscal year. The test claim for this
mandate was filed on March 9, 2001. Therefore, costs incurred for compliance with Public
Contract Code sections 12167 and 12167.1 (Stats. 1992, ch. 1116) are eligible for reimbursement
on or after July 1, 1999. However, because of the statute’s operative date, all other costs
incurred pursuant to Statutes 1999, chapter 764 are eligible for reimbursement on or after
January 1, 2000.

Seeking an alternative diversion goal or time extension (Pub. Resources Code, §§ 42922, 42923,
and 42927) is reimbursable until December 31, 2005.

Actual costs for one fiscal year should be included in each claim. Pursuant to Government Code
section 17561, subdivision (d), all claims for reimbursement of initial years’ costs shall be
submitted within 120 days of the issuance of the claiming instructions by the State Controller.

If the total costs for a given fiscal year do not exceed $1000, no reimbursement shall be allowed,
except as otherwise allowed by Government 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 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, receipts, and the community college plan
approved by the Board. .

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 (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 2015.5. 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.
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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 is
required to incur as a result of the mandate.

For each eligible claimant, the following activities are reimbursable:

A. One-Time Activities (Reimbursable starting January 1, 2000)

1.

Develop the necessary district policies and procedures for the implementation of the
integrated waste management plan.

Train district staff on the requirements and implementation of the integrated waste
management plan (one-time per employee). Training is limited to the staff working
directly on the plan.

B. Ongoing Activities (Reimbursable starting January 1, 2000)

1.

Complete and submit to the Board the following as part of the State Agenéy Model
Integrated Waste Management Plan (Pub. Resources Code, § 42920, subd. (b)(3) & State
Agency Model Integrated Waste Management Plan, February 2000.):

a. state agency or large state facility information form;
b. state agency list of facilities;

c. state agency waste reduction and recycling program worksheets that describe
program activities, promotional programs, and procurement activities, and other
questionnaires; and

d. state agency integrated waste management plan questions.

NOTE: Although reporting on promotional programs and procurement activities in the
model plan is reimbursable, implementing promotional programs and procurement
activities is not.

Respond to any Board reporting requirements during the approval process. (Pub.
Resources Code, § 42920, subd. (b)(3) & State Agency Model Integrated Waste
Management Plan, February 2000.)

Consult with the Board to revise the model plan, if necessary.' (Pub. Resources Code,
§ 42920, subd. (b)(3) & State Agency Model Integrated. Waste Management Plan,
February 2000.)

Designate one solid waste reduction and recycling coordinator ("coordinator") for each
college in the district to perform new duties imposed by chapter 18.5 (Pub. Resources
Code, §§ 42920 —42928). The coordinator shall implement the integrated waste
management plan. The coordinator shall act as a liaison to other state agencies (as
defined by section 40196.3) and coordinators. (Pub. Resources Code, § 42920, subd.

(©.)

" Attachment 1, California Integrated Waste Management Board, State Agency Model Integrated
Waste Management Plan (February 2000).
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5. Divert at least 25 percent of all solid waste from landfill disposal or transformation
facilities by January 1, 2002, and at least 50 percent of all solid waste from landfill
disposal or transformation facilities by January 1, 2004, through source reduction,
recycling, and composting activities. Maintain the required level of reduction, as
approved by the Board. (Pub. Resources Code, §§ 42921 & 42922, subd. (i).)

C. Alternative Compliance (Reimbursable from January 1, 2000 — December 31, 2005)

1. Seek either an alternative requirement or time extension if a community college is unable
to comply with the January 1, 2002 deadline to divert 25 percent of its solid waste, by
doing the following: (Pub. Resources Code, §§ 42927 & 42923 subds. (a) & (¢).)

a.- Notify the Board in writing, detailing the reasons for its inability to comply.

Request of the Board an alternative to the January 1, 2002 deadline.

Provide evidence to the Board that the college is making a good faith effort to
implement the source reduction, recycling, and composting programs identified in
its integrated waste management plan.

Provide information that describes the relevant circumstances that contributed to
the request for extension, such as lack of markets for recycled materials, local
efforts to implement source reduction, recycling and composting programs,
facilities built or planned, waste disposal patterns, and the type of waste disposed
of by the community college.

Submit a plan of correction that demonstrates that the college will meet the
requirements of Section 42921 [the 25 and 50 percent diversion requirements]
before the time extension expires, including the source reduction, recycling, or
composting steps the community college will implement, a date prior to the
expiration of the time extension when the requirements of Section 42921 will be
met, the existing programs that it will modify, any new programs that will be
implemented to meet those requirements, and the means by which these programs
will be funded.

2. Seek either an alternative requirement or time extension if a community college is unable
to comply with the January 1, 2004 deadline to divert 50 percent of its solid waste, by
doing the following: (Pub. Resources Code, §§ 42927 & 42922, subds. (a) & (b).)

a. Notify the Board in writing, detailing the reasons for its inability to comply.
b.

C.

Request of the Board an alternative to the 50-percent requirement.
Participate in a public hearing on-its alternative requirement.
Provide the Board with information as to:

(i) the community college’s good faith efforts to implement the source
reduction, recycling, and composting measures described in its integrated
waste management plan, and demonstration of its progress toward meeting
the alternative requirement as described in its annual reports to the Board,;

(ii) the community college’s inability to meet the 50 percent diversion
requirement despite implementing the measures in its plan;
6 Parameters and Guidelines Amendment
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(iii) how the alternative source reduction, recycling, and composting
requirement represents the greatest diversion amount that the community
college may reasonably and feasibly achieve; and,

(iv) the circumstances that support the request for an alternative requirement,
such as waste disposal patterns and the types of waste disposed by the
community college.

D. Accounting System (Reimbursable starting January 1, 2000)

Developing, implementing, and maintaining an accounting system to enter and track the
college’s source reduction, recycling and composting activities, the cost of those activities,
the proceeds from the sale of any recycled materials, and such other accounting systems
which will allow it to make its annual reports to the state and determine waste reduction.
Note: only the pro-rata portion of the costs incurred to implement the reimbursable activities
can be claimed.

E. Annual Report (Reimbursable starting January 1, 2000)

Annually prepare and submit, by April 1, 2002, and by April 1 each subsequent year, a report
to the Board summarizing its progress in reducing solid waste. The information in the report
must encompass the previous calendar year and shall contain, at a minimum, the following as
outlined in section 42926, subdivision (b): (Pub. Resources Code, §§ 42926, subd. (a) &
42922, subd. (i).)

1. calculations of annual disposal reduction;

2. information on the changes in waste generated or disposed of due to increases or
decreases in employees, economics, or other factors;

a summary of progress made in implementing the integrated waste management plan;

4, the extent to which the community college intends to use programs or facilities
established by the local agency for handling, diversion, and disposal of solid waste
(If the college does not intend to use those established programs or facilities, it must
identify sufficient disposal capacity for solid waste that is not source reduced, recycled or
composted.);

5. for a community college that has been granted a time extension by the Board, it shall
include a summary of progress made in meeting the integrated waste management plan
implementation schedule pursuant to section 42921, subdivision (b), and complying with
the college’s plan of correction, before the expiration of the time extension;

6. for a community college that has been granted an alternative source reduction, recycling,
and composting requirement by the Board pursuant to section 42922, it shall include a
summary of progress made towards meeting the alternative requirement-as well as an
explanation of current circumstances that support the continuation of the alternative
requirement.
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F. Annual Recycled Material Reports (Reimbursable starting July 1, 1999)

Annually report to the Board on quantities of recyclable materials collected for recycling.
(Pub. Contract Code, § 12167.1.)

V. CLAIM PREPARATION AND SUBMISSION

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

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 employee implementing the reimbursable activities by name, job classification,
and productive hourly rate (total wages and related benefits divided by productive hours).
Describe the specific reimbursable activities performed and the hours devoted to each
reimbursable activity performed.

2. Materials and Supplies

Report the cost of materials and supplies that have been consumed or expended for the
purpose of the reimbursable activities. Purchases shall be claimed at the actual price after
deducting discounts, rebates, and allowances received by the claimant. Supplies that are
withdrawn from inventory shall be charged on an appropriate and recognized method of
costing, consistently 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, report 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 performed 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 reimbursable activities.
Include the date of travel, destination point, the specific reimbursable activity requiring
travel, and related travel expenses reimbursed to the employee in compliance with the rules

of the local jurisdiction. Report employee travel time according to the rules of cost element
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A.1., Salaries and Benefits, for each applicable reimbursable activity.
6. Training

Report the cost of training an employee to perform the reimbursable activities, as specified in
Section IV of this document. Report the name and job classification of each employee
preparing for, attending, and/or conducting training necessary to implement the reimbursable
activities. Provide the title, subject, and purpose (related to the mandate of the training
session), dates attended, and location. If the training encompasses subjects broader than the
reimbursable activities, only the pro-rata portion can be claimed. Report employee 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., Contracted Services.

B. Indirect Cost Rates

Indirect costs are costs that have been incurred for common or joint purposes. These costs
benefit more 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, indirect 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 same 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
otherwise treated as direct costs.

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. '

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 chapter 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 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.

VI. OFFSETTING REVENUES AND REIMBURSEMENTS

Reimbursement for this mandate from any source, including but not limited to, services fees
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collected, federal funds, and other state funds allocated to any service provided under this
program, shall be identified and offset from this claim. Offsetting revenue shall include all
revenues generated from implementing the Integrated Waste Management Plan.

In addition, revenue from a building-operating fee imposed pursuant to Education Code
section 76375, subdivision (a) if received by a claimant and the revenue is applied to this
program, shall be deducted from the costs claimed.

VIIL. OFFSETTING COST SAVINGS

Reduced or avoided costs realized from implementation of the community college districts’
Integrated Waste Management plans shall be identified and offset from this claim as cost
savings, consistent with the directions for revenue in Public Contract Code sections 12167 and
12167.1. Pursuant to these statutes, community college districts are required to deposit cost
savings resulting from their Integrated Waste Management plans in the Integrated Waste
Management Account in the Integrated Waste Management Fund; the funds deposited in the
Integrated Waste Management Account, upon appropriation by the Legislature, may be
expended by the California Integrated Waste Management Board for the purpose of offsetting
Integrated Waste Management plan costs. Subject to the approval of the California Integrated
Waste Management Board, cost savings by a community college that do not exceed two
thousand dollars ($2,000) annually are continuously appropriated for expenditure by the
community college for the purpose of offsetting Integrated Waste Management program costs.
Cost savings exceeding two thousand dollars ($2,000) annually may be available for expenditure
by the community college only when appropriated by the Legislature. To the extent so approved
or appropriated and applied to the college, these amounts shall be identified and offset from the
costs claimed for implementing the Integrated Waste Management Plan.

IX. STATE CONTROLLER’S REVISED CLAIMING INSTRUCTIONS

The Controller shall, within 60 days after receiving amended parameters and guidelines prepare
and issue revised claiming instructions for mandates that require state reimbursement after any
decision or order of the commission pursuant to section 17559. The claiming instructions shall
be derived from the test claim decision and the parameters and guidelines adopted by the
Commission. Pursuant to Government Code section 17561, subdivision (d)(2), 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
Commission. In preparing revised claiming instructions, the Controller may request the
assistance of other state agencies. (Gov. Code, § 17558, subdivision (c).)

If revised claiming instructions are issued by the Controller pursuant to subdivision (c) of section
17558 between November 15 and February 15, a local agency or school district filing an annual
reimbursement claim shall have 120 days following the issuance date of the revised claiming
instructions to file a claim.

X. REMEDIES BEFORE THE COMMISSION

‘Upon request of a local agency or school district, the Commission 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 section 17571. If the
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Commission determines that the claiming instructions do not conform to the parameters and
guidelines, the Commission shall direct the Controller to modify the claiming instructions and
the Controller shall modify the claiming instructions to conform to the parameters and guidelines
as directed by the Commission. ‘

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

XI. LEGAL AND FACTUAL BASIS FOR THE PARAMETERS AND GUIDELINES

The Statement of Decision 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 administrative record for the test claim. The administrative record, including the Statement
of Decision, is on file with the Commission.
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State Controller's Office

Community College Mandated Cost Manual

CLAIM FOR PAYMENT
Pursuant to Government Code Section 17561
INTEGRATED WASTE MANAGENMENT

For State Controller Use Only

Program

256

(19) Program Number 00256
(20) Date Filed
(21) LRS Input

(01) Claimant identification Number

Reimbursement Claim Data

(02) Claimant Name (22) FORM-1, (04)(7)
Address (23) FORM-1, (05)
(24) FORM-1, (08)
(25) FORM-1, (09)
Type of Claim Reimbursement Claim (26) FORM-1, (10)
(09) Reimbursement O 27
(10) Combined' O (28)
(11) Amended ] (29)
Zios::\l Year of (12) 30)
Xz:zluciiltaimed (13) @1)
h’eesf::r tlaact:el’a';rﬁ?:gl;“{nstructions) (14) (32)
Less: Prior Claim Payment Received (15) (33)
Net Claimed Amount (16) (34)
Due from State o (17) (35)
Due to State . (18) (36)

(37) CERTIFICATION OF CLAIM

correct.

Signature of Authorized Officer

Type or Print Name

In accordance with the provisions of Government Code § 17561, | certify that | am the officer authorized by the community
college to file mandated cost claims with the State of California for this program, and certify under penalty of perjury that I have
not violated any of the provisions of Government Code Sections 1090 to 1098, inclusive.

| further certify that there was no application other than from the claimant, nor any grant or payment received, for reimbursement
of costs claimed herein; and such costs are for a new program or increased level of services of an existing program. All
offsetting savings and reimbursements set forth in the Parameters and Guidelines are identified, and all costs claimed are
supported by source documentation currently maintained by the claimant.

The amounts for the Reimbursement Claim are hereby claimed from the State for payment of actual costs set forth on the
attached statements. | certify under penalty of perjury under the laws of the State of California that the foregoing is true and

Date

Title

(38) Name of Contact Person for Claim

E-mail Address

Telephone Number

Form FAM-27 (Revised 01/09)
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Program
d INTEGRATED WASTE MANAGEMENT FORM
2 5 6 CERTIFICATION CLAIM FORM iy
INSTRUCTIONS B

(01) Enter the payee number assigned by the Stéte Controller's Office.

(02) Enter your Official Name, County of Location, Street or P. O. Box address, City, State, and Zip Code.

(03) Leave blank.

(04) Leave blank.

(05) Leave blank.

(06) Leave blank.

07) Leave blank.

(08) Leave blank.

(09) If filing a reimbursement claim, enter an "X" in the box on line (09) Reimbursement.

(10) If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.

(11) If filing an amended reimbursement claim, enter an "X" in the box on line (11) Amended.

(12) Enter the fiscal year for which actual costs are being claimed. If actual costs for more than one fiscal year are being claimed,
complete a separate form FAM-27 for each fiscal year. )

13) Enter the amount of the reimbursement claim from Form-1A, line (11). The total claimed amount must exceed $1,000.

(14) Reimbursement claims must be filed by February 15 of the following fiscal year in which costs were incurred or the claims will
be reduced by a late penalty. Enter zero if the claim was timely filed, otherwise, enter the product of multiplying line (13} by the
factor 0.10 (10 % penaity), not to exceed $10,000.

(15) If filing a reimbursement claim or a claim was previously filed for the same fiscal year, enter the amount received for the claim.
Otherwise, enter a zero.

(16) Enter the result of subtracting line (14) and line (15) from line (13).

(7 if line (16), Net Claimed Amount, is positive, enter that amount on line (17), Due from State.

(18) If line (16), Net Claimed Amount, is negative, enter that amount on line (18), Due to State.

(19) to (21)
(22) to (36)

(37)

(38)

Leave blank.

Reimbursement Claim Data. Bring forward the cost information as specified on the left-hand column of lines (22) through (36) for
the reimbursement claim, e.g., Form-1, (04)(f), means the information is located on Form-1, block (04), column (f). Enter the
information on the same line but in the right-hand column. Cost information should be rounded to the nearest dollar, i.e., no
cents. Indirect costs percentage should be shown as a whole number and without the percent symbal, i.e., 7.548% should be
shown as 8. Completion of this data block will expedite the payment process. .

Read the statement "Certification of Claim." If it is true, the claim must be dated, signed by the district's authorized officer, and
must include the person's name and title, typed or printed. Claims cannot be paid unless accompanied by an original
signed certification. (To expedite the payment process, please sign the form FAM-27 with blue ink, and attach a copy of
the form FAM-27 to the top of the claim package.)

Enter the name, telephone number, and e-mail address of the person to contact if additional information is required.

SUBMIT A SIGNED ORIGINAL, AND A COPY OF FORM FAM-27, WITH ALL OTHER FORMS AND SUPPORTING
DOCUMENTS TO:

Address, if delivered by U.S. Postal Service: Address, if delivered by other delivery service:
OFFICE OF THE STATE CONTROLLER OFFICE OF THE STATE CONTROLLER

ATTN: Local Reimbursements Section ATTN: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting

P.O. Box 942850 3301 C Street, Suite 500

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 01/09)




State Controller’s Office

Community College Mandated Cost Manual

Program MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT
256 CLAIM SUMMARY 1A
(01) Claimant (02) Type of Claim Fiscal Year
Reimbursement
Direct Costs Object Accounts
(03) Reimbursable (a) ()] (c) (d) (e) )
Activities i i
i | e | Commst | Feed | TEGL g
Benefits Supplies . Training

A. |One-Time Activity

Develop Policies and
Procedures

Train District Staff on
IWM Plan

B. |Ongoing Activities

Complete and Submit
" {IWM Plan to Board

Respond to Board
Requirements

Consuit with Board to
Revise Plan

Designate Coordinator
for Each College

Divert Solid
5. |Waste/Maintain
Required Level

(04) Total Direct Costs

Indirect Costs

(05) Indirect Cost Rate

[Refer to Claiming Instructions]

(08) Total Indirect Costs

[Refer to Claiming Instructions]

(07) Total Direct and Indirect Costs

[Line (05)(f) + line (07)]

(08) Total from Forms 1A, 1B, and 1C

{Add 1A(07) + 1B(07) + 1C(07)]

Cost Reduction

(09) Less: Offsetting Savings

(10) Less: Other Reimbursements

(11) Total Claimed Amount

[Line (08) - {line (09) + line (10)}]

Revised 01/09
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Program

CLAIM SUMMARY 1 A
256 INSTRUCTIONS

MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT

(1)
(02)

(03)

(B)(S)

(04)

(05)

(10)

(1)

Enter the name of the claimant.

Enter the fiscal year of costs.

Reimbursable Activities. For each reimbursable activity, enter the totals from fofm Form-2A, line (09),
columns (d) through (h), to form Form-1A, block (03), columns (a) through (e), in the appropriate row.
Total each row.

Divert Solid Waste/Maintain Required Level. If this activity is claimed, Form 1B for Alternative
Compliance must not be completed.

Total Direct Costs. Total columns (a) through (f).

Use the SCO FAM-29C, Flat 7%, or Federally Approved OMB A-21 'methodology if specifically allowed by
the P’'s and G’s for this program. See the Community College Mandated Cost Manual, Section 9,
Indirect Costs for important instructions on claming indirect costs using the Federally Approved
OMB A-21 Rate for electronic claims.

Enter the result of multiplying Salaries and Benefits Only, line (04)(a), by the Indirect cost rafe, line (05).

Total Direct and Indirect Costs. Enter the sum of Total Direct Costs, line (04)(f), and Total Indirect Costs,
line (06).

Enter the sum total of Forms 1A, 1B and 1C here.

Less: Offsetting Savings. If applicable, enter the total savings experienced by the claimant as a direct
result of this mandate, such as reduction in disposal costs, staff reductions (including benefits), materials

-and supplies (less purchases due to re-use), elimination of storage, reduction in transportation costs,

equipment, and any other relevant reduction in costs. Submit a detailed schedule of savings with the
claim.

Less: Other Reimbursements. If applicable, enter the amount of other reimbursements received from any
source including, but not limited to, sale of recyclables, sale of surplus equipment, service fees collected,
federal funds, and other state funds, which reimbursed any portion of the mandated cost program. Submit
a schedule detailing the reimbursement sources and amounts.

Total Claimed Amount. From Total Direct and Indirect Costs, fine (08), subtract the sum of Offsetting
Savings, line (09), and Other Reimbursements, line (10). Enter the remainder on this line and carry the
amount forward to form FAM-27, line (13) for the Reimbursement Claim.

Revised 01/09
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Program MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT

2 5 6 CLAIM SUMMARY 1 B

(01) Claimant (02) Type of Claim ' Fiscal Year

Reimbursement

C. Alternative Compliance (From 01/01/2000 to 12/31/2005) Do not complete if B5 on Form 1A is claimed.

(03) Reimbursable Activities: Choose either 1 or 2, as applicable.

Direct Costs Object Accounts

1. {Alternative Requirement
of Time Extensqion {if (a) (b) (C) (d) (e) (f)

unable to comply with ; .
01/01/02 deadiine to divert | ORATIES Mategals Contract Fixed Tra\éel Total
25% of solid waste per and and Services Assets and ota
PRCEE 42927 & 42923 (a) | Benefits Supplies Training

& (c)}

Provide Written Notification
to the Board

b Request Alternative from
* jthe Board

Provide Evidence to the
Board

d Provide Relevant
* jInformation

e. |Submit Plan of Correction

(04) Total Direct Costs

Direct Costs Object Accounts

2. |Alternative Requirement : d
of Time Extension {If @) (b) © (@) @ ®

unable to comply with . :
01/01/04 deadline to divert | Salaries Materials Fixed Travel

Contract
25% of solid waste per and and : arl(_i Total
PRCEE 42027 8 42922 (a) |  Benefits Supplies Services Assets Training
& (b)}

Provide Written Notification
to the Board

b Request Alternative from
© |the Board ‘

Participate in Public

G Hearing

d Provide Information to the
" |Board

(04) Total Direct Costs

Indirect Costs

(05) Indirect Cost Rate [Refer to Claiming Instructions]

(06) Total Indirect Costs [Refer to Claiming Instructions]

(07) Total Direct and lndirect'Costs [Line (05)(f) + line (08)]  [Forward total to Form-1A, line (08)]

Revised 01/09
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Program FORM
MANDATED COSTS

2 5 6 INTEGRATED WASTE MANAGEMENT 1 B

CLAIM SUMMARY

This form is to be completed only if the community college is unable to comply with the reimbursable
activity, listed on the P’s and G’s page 6, under IV. REIMBURSABLE ACTIVITIES, B.5., Ongoing
Activities, and listed on Form-1A as Divert Solid Waste/Maintain Required Level.

Choose either Reimbursable Activity 1 or 2, as applicable. .

If the community college is unable to comply with the January 1, 2002, deadline to divert at least 25% of all
solid waste from landfill disposal or transformation facilities, complete Reimbursable Activity 1.

If the community college is unable to comply with the January 1, 2004, deadline to divert at least 50% of all
solid waste from landfill disposal or transformation facilities, complete Reimbursable Activity 2.

(01) Enter the name of the claimant.

(02) Enter the fiscal year of claim.

(03) Reimbursable Activities. For each reimbursable activity, enter the total from form 2B, line (09), columns (d)
through (h) to form 1A, block (03), columns (a) through (e) in the appropriate row. Total each row. i

(04) Total Direct Costs. Total columns (a) through (f).

(05) Use the SCO FAM-29C, Flat 7%, or. Federally Approved OMB A-21 methodology if specifically allowed by the
P’s and G’s for this program. See the Community College Mandated Cost Manual, Section 9, Indirect
Costs for important instructions on claming indirect costs using the Federally Approved OMB A-21
Rate for electronic claims.

(06) Depending on the direct cost method used, enter the result of muitiplying Salaries and Benefits Only, line
(04)(1)(a) or line (04)(2)(a) , by the Indirect cost rate, line (05).

(07) Total Direct and Indirect Costs. Actual Cost Method: Enter the sum of Total Direct Costs, fine (04)(f), and Total
indirect Costs, line (06). Forward this amount to Form-1A, line (08).

Revised 01/09




State Controller’s Office

Community College Mandated Cost Manual

Program

256

MANDATED COSTS

INTEGRATED WASTE MANAGEMENT

CLAIM SUNMMARY

FORM

1C

(01) Claimant (02) Type of Claim Fiscal Year
Reimbursement

Direct Costs Object Accounts
(03)|Reimbursable (@) (b) (c) (d) {e) ®

Activities Salaries Material Travel

ar aterials :
and and ggrr:/tif: St : sl)s(zgs and Total
Benefits Supplies ~Training

D. [Accounting System

Reimbursement begins January 1, 2000

Develop, implement &
Maintain System

Annual Report of

E. Progress Reimbursement begins January 1, 2000
1 Calculations of Annual
| Disposal Reduction
5 Information on the
* [Changes
3 Summary of Process Made
©]in WM Plan
4 The Extent of CCD's Use
* |of IWM Plan
5 Time Extension Summary
* |of Progress
6 Alternative Reduction
* |Summary of Progress
F. Annual Recycled Reimbursement begins July 1, 1999

Material Reports

Annual Report to the
Board

(04) Total Direct Costs

Indirect Costs

(05) Indirect Cost Rate

[Refer to Claiming Instructions}

(06) Total Indirect Costs

[Refer to Claiming Instructions]

(07) Total Direct and Indirect Costs

[Line (04)(f) + line (08)] [Forward total to Form-1A, line (08)]

Revised 01/09




State Controller's Office Community College Mandated Cost Manual

Program MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT

2 56 CLAIM SUMMARY 1 C
INSTRUCTIONS :

(01) Enter the name of the claimant.

(02) Enter the fiscal year of costs.

(03) Reimbursable Activities. For each reimbursable activity, enter the totals from form Form-2C, line (09),
columns (d) through (h), to form Form-1C, block (03), columns (a) through (e}, in the appropriate row. Total

each row.

(B)(5) Divert Solid Waste/Maintain Required Level. If this activity is claimed, Form 1B for Alternative Compliance
must not be completed.

(04) Total Direct Costs. Total columns (a) through (f).

(05) Use the SCO FAM-29C, Flat 7%, or Federally Approved OMB A-21 methodology if specifically allowed by
the P’s and G’s for this program. See the Community College Mandated Cost Manual, Section 9,
Indirect Costs for important instructions on claming indirect costs using the Federally Approved
OMB A-21 Rate for electronic claims.

(08) Enter the result of multiplying Salaries and Benefits Only, line (04)(a), by the Indirect cost rate, line (05).

(07) Total Direct and Indirect Costs. Enter the sum of Total Direct Costs, line (04)(f), and Total Indirect Costs,
line (06). Forward this total to Form-1A, line (08).

Revised 01/09




State Controller’s Office Community College Mandated Cost Manual

Program MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT
2 5 6 COMPONENT/ACTIVITY COST DETAIL 2A
(01) Claimant (02) Fiscal Year

(07) Reimbursable Components: Check only one box per form to identify the activity being claimed.

One-Time Activities Ongoing Activities

[] Development of Policies and Procedures [ 1 Complete and Submit of IWM Plan to Board

[l Train District Staff on WM Plan ] Respond to Board Requirements
1 Consult with Board to Revise Plan
I ] Designate Coordinator for Each College
['] Divert Solid Waste/Maintain Required Level

(08) Description of Expenses Object Accounts
(a) (b) () (d) (e) (f) (9 (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Trave! and
Classifications, Functions Rate or | Worked or and and Services Assets Training
Performed Unit Cost | Quantity Benefits Supplies

and Description of Expenses

(09) Total L1 Subtotal [ Page;___ of
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FORM

2A

INTEGRATED WASTE MANAGEMENT
COMPONENT/ACTIVITY COST DETAIL
INSTRUCTIONS

(01) Enter the name of the claimant.

(02) Enter the fiscal year for which costs were incurred.

(03) Leave blank.

(04) Leave blank.

(05) Leave biank.

(06) Leave blank.

(07) Reimbursable Activities. Check the box that indicates the éctivity being claimed. Check only one box per form. A separate Form-2 must

' be prepared for each applicable activity.

(08) Description of Expenses. The following table identifies the type of information required to support reimbursable costs. To detail costs for
the activity box “checked” in block (03), enter the employee names, position titles, a brief description of the activities performed, actual
time spent by each employee, productive hourly rates, fringe benefits, supplies used, contract services, and travel and training
expenses. The descriptions required in column (4)(a) must be of sufficient detail to explain the cost of activities or items being
claimed. For audit purposes, all supporting documents must be retained by the claimant for a period of not less than three years after
the date the claim was filed or last amended, whichever is later. If no funds were appropriated and no payment was made at the time the
claim was filed, the time for the Controller to initiate an audit shall be from the date of initial payment of the claim. Such documents shall
be made available to SCO on request.

Object/ Columns SUth!t
Sub object supporting
Accounts documents

(a) (b) (c) (d) (e) ] (g} (h with the claim
Salaries and Salaries = )
Benefits Employee Hourly Hours Hourly Rate
. Name/Title Rate Worked x Hours
Salaries Worked
Benefits =
Activities Benteﬂt Benefit Rate
Benefits Performed Rate x Salaries
ial - ’ Cost =
Ma;‘:'éa S Doscription Unit Quantity Unit Cost
Supplies Supplies Used Cost Used X %ug;hty
Name of Hours Worked Cost=Hourly Co
py of
Rate x Hours
Cont_ract Contractor Hourly Inclusive Worked or Contract
Services | specific Tasks Rate Dates of Total Contract and
Performed Senvice Cost Invoices
. Descriptibn of Cost=
:lxecti Equipment Unit Cost Usage Unit Cost
ssets Purchased x Usage
Travgl_and Purpose of Trip|  Per Diem Days Total Travel
Training Name and Title Rate ) Cost = Rat
. Miles 0s ate
Departure and | Mileage Rate Travel Mod x Days or
Travel Return Date { Travel Cost ravel Mode Miles
Employee Dat Registrali
e Name/Title aies egistration
Trainin
9 Name of Class Attended Fee

(09) Total line (08), columns (d) through (h) and enter the sum on this line, Check the appropriate box to indicate if the amount is a total or
subtotal. If more than one form is needed to detail the activity costs, number each page. Enter totals from line (09), columns (d) through
(h) to Form-1A, block (03), columns (a) through (e) in the appropriate row.
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(07) Reimbursable Components: Check on

1. Alternative Requirement or Time

[ Provide Written Notification to the Board

Program MANDATED COSTS FORM
, INTEGRATED WASTE MANAGEMENT
2 5 6 COMPONENT/ACTIVITY COST DETAIL 2 B
(01) Claimant (02) Fiscal Year

ly one box per form to identify the activity being

< i

claimed.
2. Alternative Requirement or Time Extension

[l Provide Written Notification to the Board

"] Request Alternative from the Board [ Request Alternative from the Board
[] Providie Evidence to the Board [] Participate in Public Hearing
[] Provide Relevant Information [ Provide Information to the Board
[J Submit Plan of Correction
(08) Description of Expenses Object Accounts
(a) (b) (c) (d) (e) ) (9) (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Travel and
Classifications, Functions Rate or | Worked or and and Services Assets Training
Performed Unit Cost | Quantity Benefits Supplies

and Description of Expenses

(09) Total [] Subtotal [} Page: _ of
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INTEGRATED WASTE MANAGEMENT
COMPONENT/ACTIVITY COST DETAIL

INSTRUCTIONS

FORM

2B

(01) Enter the name of the claimant.

(02) Enter the fiscal year for which costs were incurred.

(03) Leave blank.

(04) Leave blank.

(05) Leave blank.

(06) Leave blank.

(07) Reimbursable Activities. Check the box that indicates the activity being claimed. Check only one box per form. A separate Form-2 must
be prepared for each applicable activity.

(08) Description of Expenses. The following table identifies the type of information required to support reimbursable costs. To detail costs for
the activity box “checked” in block (03), enter the employee names, position tiles, a brief description of the activities performed, actual
time spent by each employee, productive hourly rates, fiinge benefits, supplies used, contract services, and travel and training
expenses. The descriptions required in column (4)(a) must be of sufficient detail to explain the cost of activities or items being
claimed. For audit purposes, all supporting documents must be retained by the claimant for a period of not less than three years after
the date the claim was filed or last amended, whichever is later. If no funds were appropriated and no payment was made at the time the
claim was filed, the time for the Controller to initiate an audit shall be from the date of initial payment of the claim. Such documents shall
be made available to SCO on request.

Object/ Columns susu?:t;:]
Sub object pporting
Accounts documents

(a) (b) (c) (d) (e) U} (9} (h) with the claim
Salaries and Salaries =
Benefits Empioyee Hourly Hours Hourly Rate
Salari Name/Title Rate Worked X Hours
alaries Worked
y Benefits =
i Benefit ’
Activities Benefit Rate
Benefits Performed Rate x Salaries
N s Cost =
Materials | Description Unit Quantity Unit Cost
a"‘? .Of Cost Used x Quantity
Supplies Supplies Used Used
Name of ‘| Hours Worked Cost=Hourly Co
py of
Rate x Hours
Contract Contractor Houriy Inclusive Worked or Contract
Services Specific Tasks Rate Dates of Total Contract aqd
Performed Service Cost tnvoices
: Description of Cost=
:lxe(ti Equipment Unit Cost Usage Unit Cost
Ssets Purchased x Usage
Trav?l.and Purpose of Trip| Per Diem Days Total Travel
Training Name and Title Rate Miles Cost = Rate
Departure and | Miteage Rate e x Days or
Travel Retum Date | Travel Cost | '2vel Mode Miles
Employee Dat Registrati
. NamefTitle ates egisrration
Trainin
9 | Name of Class Attended Fee

(09) Total line (08), columns (d} through (h) and enter the sum on this line. Check the appropriate box to indicate if the amount is a total or
subtotal. If more than one form is needed to detail the activity costs, number each page. Enter totals from line (09), columns (d) through
(h) to Form-1A, block (03), columns (a) through (e) in the appropriate row.
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MANDATED COSTS
INTEGRATED WASTE MANAGEMENT
COMPONENT/ACTIVITY COST DETAIL

FORM

2C

(01) Claimant

(02) Fiscal Year

(07) Reimbursable Activities: Check only one box per form to identify the activity being claimed.

D. Accounting System

F. Annual Recycled Material Reports

I:l Anuual Report to the Board

"] Develop, Implement & Maintain System

E. Annual Report of Progress

g

O oo oo

Calculations of Annual Disposal Reduction

Information on the Changes

Summary of Progress Made in IWM Plan

The Extent of CCD’s Use of IWM Plan

Time Extension Summary of Progress

Alternative Reduction Summary of Progress

(08) Description of Expenses

Object Accounts

(a)

Employee Names, Job
Classifications, Functions
Performed
and Description of Expenses

(b)
Hourly
Rate or

Unit Cost

(c) (d)
Hours Salaries

Worked or and
Quantity Benefits

(e)
Materials

and
Supplies

U]

Contract
Services

(9)

Fixed
Assets

(h)
Travel and
Training

(09) Total L] Subtotal [1 Page: of
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Program FORM
INTEGRATED WASTE MANAGEMENT

2 5 6 COMPONENT/ACTIVITY COST DETAIL - 2 C
INSTRUCTIONS ‘

(01)  Enter the name of the claimant.

(02) Enter the fiscal year for which costs were incurred.
(03) Leave blank.

(04) Leave blank.

(05) Leave blank.

(06) Leave blank.

(07) Reimbursable Activities. Check the box that indicates the activity being claimed. Check only one box per form. A separate Form-2 must
be prepared for each applicable activity. )

(08) Description of Expenses. The following table identifies the type of information required to support reimbursable costs. To detail costs for
the activity box “checked” in block (03), enter the employee names, position tities, a brief description of the activities performed, actual
time spent by each employee, productive hourly rates, fringe benefits, supplies used, contract services, and fravel and training
expenses. The descriptions required in column (4)(a) must be of sufficient detail to explain the cost of activities or items being
claimed. For audit purposes, all supporting documents must be retained by the claimant for a period of not less than three years after
the date the claim was filed or last amended, whichever is later. If no funds were appropriated and no payment was made at the time the
claim was filed, the time for the Controller to initiate an audit shall be from the date of initial payment of the claim. Such documents shall
be made available to SCO on request.

. Submi
sObjectl Columns suppor:tli;g
ub object
documents
Accounts (a) {b) (c} (d) {e) ] (9) (h) with the claim
Salaries and Salaries =
Benefits Employee Hourly Hours Hourly Rate
. Name/Title Rate Worked X Hours
Salaries Worked
Actiit Benefit Benefits =
clivities Benefit Rate
Benefits Performed Rate x Salaries
. . Cost =
Mataer:"ljals Descgfptlon Unit Quantity Unit Cost
) . Cost Used uanti
Supplies Supplies Used os se X %sed“y
Name of Hours Worked Cost=Hourly
Contract Contractor Hourly i Rate x Hours g:&)fl:cf‘
X Inclusive Worked or d
Services Specific Tasks Rate Dates of Total Contract an
Performed Service Cost Invoices
. Description of Cost=
: lxetil Equipment Unit Cost Usage Unit Cost
ssets Purchased x Usage
Tr av'el.and Purpose of Trip Per Diem Days Total Travel
Training Name and Title Rate Miles Cost = Rate
Departure and | Mileage Rate T | Mod x Days or
Travel Return Date | Travel Cost | | 2vel Mode Miles
Employee ’ Dat Registrati
i Name/Title ates egistration
Training Attended Fee
Name of Class

(09) Total line (08), columns (d) through (h) and enter the sum on this line. Check the appropriate box to indicate if the amount is a total or
subtotal. If more than one form is needed to detail the activity costs, number each page. Enter totals from line (09), columns (d) through
(h) to Form-1A, block (03), columns (a) through (e) in the appropriate row.
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FILING A CLAIM

1. Introduction

The law in the State of California, (GC Sections 17500 through 17617), provides for the
reimbursement of costs incurred by community college districts (CCD) for costs mandated by the
State. Costs mandated by the State means any increased costs which a CCD is required to incur
after July 1, 1980, as a result of any statute enacted after January 1, 1975, or any executive order
implementing such statute which mandates a new program or higher level of service of an existing
program.

Estimated claims that show costs to be incurred in the current fiscal year and reimbursement claims
that detail the costs actually incurred for the prior fiscal year may be filed with the State Controller's
Office (SCO). Claims for on-going programs are filed annually by January 15. Claims for new
programs are filed within 120 days from the date claiming instructions are issued for the program. A
10 percent penalty, up to $1,000 for continuing claims, no limit for initial claims, is assessed for late
claims. The SCO may audit the records of any CCD to verify the actual amount of mandated costs
and may reduce any claim that is excessive or unreasonabie.

When a program has been reimbursed for three or more years, the Commission on State Mandates
(COSM) may approve the program for inclusion in the State Mandates Apportionment System
(SMAS). For programs included in SMAS, the SCO determines the amount of each claimant's
entitlement based on an average of three consecutive fiscal years of actual costs adjusted by any
changes in the Implicit Price Deflator (IPD). Claimants with an established entitlement receive an
annual apportionment adjusted by any changes in the IPD and, under certain circumstances, by
any changes in workload. Claimants with an established entitlement do not file further claims for the
program. :

The SCO is authorized to make payments for costs of mandated programs from amounts
appropriated by the State Budget Act, by the State Mandates Claims Fund, or by specific
legislation. In the event the appropriation is insufficient to pay claims in full, claimants will receive
prorated payments in proportion to the dollar amount of approved claims for the program. Balances
of prorated payments will be made when supplementary funds are made available.

The instructions contained in this manual are intended to provide general guidance for filing a
mandated cost claim. Since each mandate is administered separately, it is important to refer to the
specific program for information relating to established policies on eligible reimbursable costs.

2, Types of Claims

There are three types of claims: Reimbursement, estimated, and entitlement. A claimant may file a
reimbursement claim for actual mandated costs incurred in the prior fiscal year or may file an
estimated claim for mandated costs to be incurred during the current fiscal year. An entitlement
claim may be filed for the purpose of establishing a base year entitlement amount for mandated
programs included in SMAS. A claimant who has established a base year entitlement for a
program, would receive an automatic annual payment which is refiective of the current costs for the
program.

All claims received by the SCO will be reviewed to verify actual costs. An adjustment of the claim
will be made if the amount claimed is determined to be excessive, improper, or unreasonable. The
claim must be filed with sufficient documentation to support the costs claimed. The types of
documentation required to substantiate a claim are identified in the instructions for the program.
The certification of claim, form FAM-27, must be signed and dated by the entity's authorized officer
in order for the SCO to make payment on the claim.
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A. Reimbursement Claim

A reimbursement claim is defined in GC Section 17522 as any claim filed with the SCO by a
CCD for reimbursement of costs incurred for which an appropriation is made for the purpose of
paying the claim. The claim must include supporting documentation to substantiate the costs
claimed.

Initial reimbursement claims are first-time claims for reimbursement of costs for one or more
prior fiscal years of a program that was previously unfunded. Claims are due 120 days from the
date of issuance of the claiming instructions for the program by the SCO. The first statute that
appropriates funds for the mandated program will specify the fiscal years for which costs are
eligible for reimbursement.

Annual reimbursement claims must be filed by January 15 following the fiscal year in which
costs were incurred for the program. A reimbursement claim must detail the costs actually
incurred in the prior fiscal year.

An actual claim for 2005-06 fiscal year, may be filed by January 15, 2007 without a late penalty.
Claims filed after the deadline will be reduced by a late penaity of 10%, not to exceed $1,000.
However, initial reimbursement claims will be reduced by a late penalty of 10% with no
limitation. In order for a claim to be considered properly filed, it must include any specific
supporting documentation requested in the instructions. Claims filed more than one year after
the deadline or without the requested supporting documentation will not be accepted.

B. Estimated Claim

An estimated claim is defined in GC Section 17522 as any claim filed with the SCO, during the
fiscal year in which the mandated costs are to be incurred by the CCD, against an
appropriation made to the SCO for the purpose of paying those costs.

An estimated claim may be filed in conjunction with an initial reimbursement claim, annual
reimbursement claim, or at other times for estimated costs to be incurred during the current
fiscal year. Annual estimated claims are due January 15 of the fiscal year in which the costs
are to be incurred. Initial estimated claims are due on the date specified in the claiming
instructions. Timely filed estimated claims are paid before those filed after the deadline.

After receiving payment for an estimated claim, the claimant must file a reimbursement claim
by January 15 following the fiscal year in which costs were incurred. If the claimant fails to file
a reimbursement claim, monies received for the estimated claims must be returned to the
State.

C. Entitlement Claim

An entitlement claim is defined in GC Section 17522 as any claim filed by a CCD with the SCO
for the sole purpose of establishing or adjusting a base year entitement for a mandated
program that has been included in SMAS. An entitlement claim should not contain nonrecurring
or initial start-up costs. There is no statutory deadline for the filing of entitlement claims.
However, entitlement claims and supporting documents should be filed by January 15,
following the third fiscal year used to develop the entitlement claim, to permit an orderly
processing of claims. When the claims are approved and a base year entitlement amount is
determined, the claimant will receive an apportionment reflective of the program's current year
costs.

Once a mandate has been included in SMAS and the claimant has established a base year
entitlement, the claimant will receive automatic payments from the SCO for the mandate. The
automatic apportionment is determined by adjusting the claimant's base year entitlement for
changes in the implicit price deflator of costs of goods and services to governmental agencies,
as determined by the State Department of Finance. For programs approved by the COSM for
inclusion in SMAS on or after January 1, 1988, the payment for each year succeeding the three
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year base period is adjusted according to any changes by both the deflator and average daily
attendance. Annual apportionments for programs included in the system are paid on or before
November 30 of each year.

A base year entitlement is determined by computing an average of the claimant's costs for any
three consecutive years after the program has been approved for the SMAS process. The
amount is first adjusted according to any changes in the deflator. The deflator is applied
separately to each year's costs for the three years, which comprise the base year. The SCO
will perform this computation for each claimant who has filed claims for three consecutive
years. If a claimant has incurred costs for three consecutive years but has not filed a claim in
each of those years, the ciaimant may file an entitlement claim, form FAM-43, to establish a
base year entittement. The form FAM-43 is included in the claiming instructions for SMAS
programs. An entitlement claim does not result in the claimant being reimbursed for the costs
incurred, but rather entitles the claimant to receive automatic payments from SMAS.

3. Minimum Claim Amount

For initial claims and annual claims filed on or after September 30 2002, if the total costs for a given
year do not exceed $1,000, no reimbursement shall be allowed except as otherwiseallowed by GC
Section 17564.

4.  Filing Deadline for Claims

Initial reimbursement claims (first-time claims) for reimbursement of costs of a previously unfunded
mandated program must be filed within 120 days from the date of issuance of the program’s
claiming instructions by the SCO. If the initial reimbursement claim is filed after the deadline, but
within one year of the deadline, the approved claim must be reduced by a 10% penalty. A claim
filed more than one year after the deadline cannot be accepted for reimbursement.

Annual reimbursement claims for costs incurred during the previous fiscal year and estimated
claims for costs to be incurred during the current fiscal year must be filed with the SCO and
postmarked on or -before January 15. If the annual or estimated reimbursement claim is filed after
the deadline, but within one year of the deadline, the approved claim must be reduced by a 10%
late penalty, not to exceed $1,000. Claims must include supporting data to show how the amount
claimed was derived. Without this information, the claim cannot be accepted.

Entitlement claims do not have a filing deadline. However, entitlement claims and supporting
documents should be filed by January 15 to permit an orderly processing of claims. Entitlement
claims are used to establish a base year entitlement amount for calculating automatic annual
payments. Entitlement does not result in the claimant being reimbursed for costs incurred, but
rather entitles the claimant to receive automatic payments from SMAS.

5. Payment of Claims

In order for the SCO to authorize payment of a claim, the Certification of Claim, form FAM-27, must
be properly filled out, signed, and dated by the entity's authorized officer.

Reimbursement and estimated claims are paid within 60 days of the filing deadline for the claim, or
15 days after the date the appropriation for the claim is effective, whichever is later. A claimant is
entitled to receive accrued interest at the pooled money investment account rate if the payment
was made more than 60 days after the claim filing deadline or the actual date of claim receipt,
whichever is later. For an initial claim, interest begins to accrue when the payment is made more
than 365 days after the adoption of the program's statewide cost estimate. The SCO may withhold
up to 20 percent of the amount of an initial claim until the claim is audited to verify the actual
amount of the mandated costs. The 20 percent withheld is not subject to accrued interest,
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In the event the amount appropriated by the Legislature is insufficient to pay the approved amount
in full for a program, claimants will receive a prorated payment in proportion to the amount of
approved claims timely filed and on hand at the time of proration.

The SCO reports the amounts of insufficient appropriations to the State Department of Finance, the
Chairperson of the Joint Legislative Budget Committee, and the Chairperson of the respective
committee in each house of the Legislature, which consider appropriations in order to assure
appropriation of these funds in the Budget Act. If these funds cannot be appropriated on a timely
basis in the Budget Act, this information is transmitted to the COSM which will include these
amounts in its report to assure that an appropriation sufficient to pay the claims is included in the
next local government claims bill or other appropriation bills. When the supplementary funds are
made available, the balance of the claims will be paid.

Unless specified in the statutes, regulations, or P's & G's, the determination of allowable and
unallowable costs for mandates is based on the P's & G’'s adopted by the COSM. The
determination of aliowable reimbursable mandated costs for unfunded mandates is made by the
COSM. The SCO determines allowable reimbursable costs, subject to amendment by the COSM,
for mandates funded by special legislation. Unless specified, allowable costs are those direct and
indirect costs, less applicable credits, considered to be eligible for reimbursement. In order for costs
to be allowable and thus eligible for reimbursement, the costs must meet the following general
criteria:

1. The cost is necessary and reasonable for proper and efficient administration of the mandate
and not a general expense required to carry out the overall responsibilities of government.

2. The cost is allocable to a particular cost objective identified in the P's & G's.

3. The cost is net of any applicable credits that offset or reduce expenses of items allocable to the
mandate.

The SCO has identified certain costs that should not be claimed as direct program costs unless
specified as reimbursable under the program’s P’s & G’'s. These costs include, but are not limited
to, subscriptions, depreciation, memberships, conferences, workshops general education, and
travel costs.

6. State Mandates Apportionment System (SMAS)

Chapter 1534, Statutes of 1985, established SMAS, a method of paying certain mandated
programs as apportionments. This method is utilized whenever a program has been approved for
inclusion in SMAS by the COSM.

When a mandated program has been included in SMAS, the SCO will determine a base year
entitlement amount for each CCD that has submitted reimbursement claims (or entitlement claims)
for three consecutive fiscal years. A base year entitlement amount is determined by averaging the
approved reimbursement claims (or entitlement claims) for 1982-83, 1983-84, and 1984-85 years or
any three consecutive fiscal years thereafter. The amounts are first adjusted by any change in the
Implicit Price Deflator (IPD), which is applied separately to each year's costs for the three years that
comprise the base period. The base period means the three fiscal years immediately succeeding
the COSM's approval.

Each CCD with an established base year entitlement for the program will receive automatic annual
payments from the SCO reflective of the program's current year costs. The amount of
apportionment is adjusted annually for any change in the IPD. If the mandated program was
included in SMAS after January 1, 1988, the annual apportionment is adjusted for any change in
both the IPD and average daily attendance.

In the event a CCD has incurred costs for three consecutive fiscal years but did not file a
reimbursement claim in one or more of those fiscal years, the CCD may file an entitlement claim for
each of those missed years to establish a base year entitiement. An "entitlement claim" means any
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claim filed by CCD with the SCO for the sole purpose of establishing a base year entitlement. A
base year entitlement shall not include any nonrecurring or initial start-up costs.

Initial apportionments are made on an individual program basis. After the initial year, all
apportionments are made by November 30. The amount to be apportioned is the base year
entitlement adjusted by annual changes in the IPD for the cost of goods and services to
governmental agencies as determined by the State Department of Finance.

In the event the CCD determines that the amount of apportionment does not accurately reflect
costs incurred to comply with a mandate, the process of adjusting an established base year
entitlement upon which the apportionment is based is set forth in GC Section 17615.8 and requires
the approval of the COSM.

7. Direct Costs

A direct cost is a cost that can be identified specifically with a particular program or activity. Each
claimed reimbursable cost must be supported by documentation as described in Section 12. Costs
that are typically classified as direct costs are:

(1) Employee Wages, Salaries, and Fringe Benefits

For each of the mandated activities performed, the claimant must list the names of the
employees who worked on the mandate, their job classification, hours worked on the
mandate, and rate of pay. The claimant may, in-lieu of reporting actual compensation and
fringe benefits, use a productive hourly rate:

(a) Productive Hourly Rate Options

A CCD may use one of the following methods to compute productive hourly rates:
e Actual annual productive hours for each employee

¢ The weighted-average annual productive hours for each job title, or

¢ 1,800* annual productive hours for all employees |

If actual annual productive hours or weighted-average annual productive hours for each
job title is chosen, the claim must include a computation of how these hours were computed.

* 1,800 annual productive hours excludes the following employee time:
o Paid holidays

o Vacation earned

o Sick leave taken

o Informal time off

o Jury duty

o Military leave taken.

(b) Compute a Productive Hourly Rate

1. Compute a productive hourly rate for salaried employees to include actual fringe benefit
costs. The methodology for converting a salary to a productive hourly rate is to
compute the employee's annual salary and fringe benefits and divide by the annual
productive hours.
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Table 1. Productive Hourly Rate, Annual Salary + Benefits Method

Formula: Description:
[(EAS + Benefits) + APH] = PHR EAS = Employee’s Annual Salary

[($26,000 + $8,099)] + 1,800 hrs = 18.94 PHR = Productive Hourly Rate

APH = Annual Productive Hours

As illustrated in Table 1, if you assume an employee's compensation was $26,000
and $8,099 for annual salary and fringe benefits, respectively, using the "Salary +
Benefits Method," the productive hourly rate would be $18.94. To convert a biweekly
salary to EAS, multiply the biweekly salary by 26. To convert a monthly salary to
EAS, multiply the monthly salary by 12. Use the same methodology to convert other
salary periods.

2. A claimant may also compute the productive hourly rate by using the "Percent of Salary

Method."”

Table 2: Productive Hourly Rate, Percent of Salary Method

Example:
Step 1: Fringe Benefits as a Percent of Step 2: Productive Hourly Rate
' Salary
Retirement 15.00 %  Formula:
Social Security & Medicare 7.65 [(EAS x (1 + FBR)) + APH] = PHR
Health & Dental Insurance 5.25
Workers Compensation 3.25 [($26,000 x (1.3115)) + 1,800 ] = $18.94
Total 3115 %
Description: .
EAS = Employee's Annual Salary APH = Annual Productive Hours
FBR = Fringe Benefit Rate PHR = Productive Hourly Rate

As jllustrated in Table 3, both methods produce the same productive hourly: rate.

Reimbursement for personnel services includes, but is not limited to, compensation paid
for salaries, wages and employee fringe benefits. Employee fringe benefits include
employer's contributions for social security, pension plans, insurance, workmen's
compensation insurance and similar payments. These benefits are eligible for
reimbursement as long as they are distributed equitably to all activities. Whether these
costs are allowable is based on the following presumptions:

The amount of compensation is reasonable for the service rendered.

The compensation paid and benefits received are appropriately authorized by the
governing board.

Amounts charged for personnel services are based on payroll documents that are
supported by time and attendance or equivalent records for individual employees.

The methods used to distribute personnel services should produce an equitable
distribution of direct and indirect allowable costs.
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For each of the employees included in the claim, the claimant must use reasonable rates
and hours in computing the wage cost. If a person of a higher-level job position, perform
an activity which normaily would be performed by a lower-level position, reimbursement
for time spent is allowable at the average salary range for the lower-level position. The
salary rate of the person at a higher-level position may be claimed if it can be shown that
it was more cost effective in comparison to the performance by a person at the lower-
level position under normal circumstances and conditions. The number of hours charged
to an activity should reflect the time expected to complete the activity under normal
circumstances and conditions. The numbers of hours in excess of normal expected hours
are not reimbursable.

(c) Calculating an Average Productive Hourly Rate

In those instances where the parameters and guidelines allow a unit as a basis of
claiming costs, the direct labor component of the unit cost should be expressed as an
average productive hourly rate and can be determined as follows:

Table 3: Calculating an Average Productive Hourly Rate

Time Productive Total Cost

Spent Hourly Rate by Employee
Employee A 1.25 hrs $6.00 $7.50
Employee B 0.75 hrs 4.50 3.38
Employee C 3.50 hrs 10.00 35.00
Total 5.50 hrs $45.88
Average Productive Hourly Rate is $45.88/5.50 hrs. = $8.34

(d) Employer's Fringe Benefits Contribution

A CCD has the option of claiming actual employer's fringe benefit contributions or may
compute an average fringe benefit cost for the employee's job classification and claim it
as a percentage of direct labor. The same time base should be used for both salary
and fringe benefits when computing a percentage. For example, if health and dental
insurance payments are made annually, use an annual salary. After the percentage of
salary for each fringe benefit is computed, total them.

For example:

Employer's Contribution % of Salary
Retirement 15.00%
Social Security 7.65%
Health and Dental '
Insurance 5.25%
Worker's Compensation 0.75%
Total 28.65%

(e) Materials and Supplies

Only actual expenses can be claimed for materials and supplies, which were acquired
and consumed specifically for the purpose of a mandated program. The claimant must
list the materials and supplies that were used to perform the mandated activity, the
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(f)

(9)

number of units consumed, the cost per unit, and the total dollar amount claimed.
Materials and supplies purchased to perform a particular mandated activity are
expected to be reasonable in quality, quantity, and cost. Purchases in excess of
reasohable quality, quantity, and cost are not reimbursable. Materiais and supplies
withdrawn from inventory and charged to the mandated activity must be based on a
recognized method of pricing, consistently applied. Purchases shall be claimed at the
actual price after deducting discounts, rebates and allowances received by the CCD.

Calculating a Unit Cost for Materials and Supplies

In those instances where the P's & G’'s suggest that a unit cost be developed for use as
a basis of claiming costs mandated by the State, the materials and supplies component
of the unit cost should be expressed as a unit cost of materials and supplies as shown
in Table 1 or Table 2:

Table 1: Calculating A Unit Cost for Materials and Supplies

Amount of Unit Cost

Supplies Used of Supplies

Supplies Cost Per Unit Per Activity Per Activity
Paper 0.02 4 $0.08
Files 0.10 1 0.10
Envelopes 0.03 2 0.06
Photocopies 0.10 4 0.40
$0.64

Table 2: Calculating a Unit Cost for Materials and Supplies

Unit Cost
Supplies of Supplies
Supplies Used Per Activity
Paper ($10.00 for 500 sheet ream) 250 Sheets $5.00
Files ($2.50 for box of 25) 10 Folders 1.00
Envelopes ($3.00 for box of 100) 50 Envelopes 1.50
Photocopies ($0.05 per copy) 40 Copies 2.00
$9.50

If the number of reimbursable instances is 25, then the unit cost of supplies is $0.38
per reimbursable instance ($9.50/25).

Contract Services

The cost of contract services is allowable if the CCD lacks the staff resources or
necessary expertise, or it is economically feasible to hire a contractor to perform the
mandated activity. The claimant must give the name of the contractor, explain the
reason for having to hire a contractor, describe the mandated activities performed, give
the dates when the activities were performed, the number of hours spent performing
the mandate, the hourly billing rate, and the total cost. The hourly billing rate shall not
exceed the rate specified in the P's & G’s for the mandated program. The contractor's
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(h)

)

(k)

invoice, or statement, which includes an itemized list of costs for activities performed,
must accompany the claim.

Equipment Rental Costs

Equipment purchases and leases (with an option to purchase) are not reimbursable as
a direct cost unless specifically allowed by the P's & G's for the particular mandate.
Equipment rentals used solely for the mandate is reimbursable to the extent such costs
do not exceed the retail purchase price of the equipment plus a finance charge. The
claimant must explain the purpose and use for the equipment, the time period for which
the equipment was rented and the total cost of the rental. If the equipment is used for
purposes other than reimbursable activities, only the pro rata portion of the rental costs
can be claimed.

Capital Outlay

Capital outlays for land, buildings, equipment, furniture and fixtures may be claimed if
the P’'s & G's specify them as allowable. If they are allowable, the parameters and
guidelines for the program will specify a basis for the reimbursement. If the fixed asset
or equipment is also used for purposes other than reimbursable activities for a specific
mandate, only the pro rata portion of the purchase price used to implement the
reimbursable activities can be claimed. ’

Travel Expenses

Travel expenses are normally reimbursable in accordance with travel rules and
regulations of the local jurisdiction. For some programs, however, the P's & G’s may
specify certain limitations on expenses, or that expenses can only be reimbursed in
accordance with the State Board of Control travel standards. When claiming travel
expenses, the claimant must explain the purpose of the trip, identify the name and
address of the persons incurring the expense, the date and time of departure and
return for the trip, description of each expense claimed, the cost of transportation,
number of private auto miles traveled, and the cost of tolls and parking with receipts
required for charges over $10.00.

Documentation

It is the responsibility of the claimant to make available to the SCO, upon request,
documentation in the form of general and subsidiary ledgers, purchase orders,
invoices, contracts, canceled warrants, equipment usage records, land deeds, receipts,
employee time sheets, agency travel guidelines, inventory records, and other relevant
documents to support claimed costs. The type of documentation necessary for each
claim may differ with the type of mandate.

8. Indirect Costs

Indirect costs are: (a) Incurred for a common or joint purpose benefiting more than one cost
objective, and (b) not readily assignable to the cost objectives specifically benefited without effort
disproportionate to the results achieved. indirect costs can originate in the department performing
the mandate or in departments that supply the department performing the mandate with goods,
services and facilities. To be allowable, a cost must be ailocable to a particular cost objective.
Indirect costs must be distributed to benefiting cost objectives on bases which produce an equitable
result related to the benefits derived by the mandate.

A CCD may claim indirect costs using the Controller's methodology (FAM-29C) outlined in the
following paragraphs. If specifically allowed by a mandated program’s P's & G's, a district may
alternately choose to claim indirect costs using either (1) a federally approved rate prepared in
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accordance with Office of Management and Budget (OMB) Circular A-21, Cost Principles for
Educational Institutions; or (2) a flat 7% rate.

The SCO developed FAM-29C to be consistent with OMB Circular A-21, cost accounting principles
as they apply to mandated cost programs. The objective is to determine an equitable rate to
allocate administrative support to personnel who performed the mandated cost activities. The
FAM-29C methodology uses a direct cost base comprised of salary and benefit costs and operating
expenses. Form FAM-29C provides a consistent indirect cost rate methodology for all CCD’s
mandated cost programs.

FAM-29C uses total expenditures that districts report in their California Community Colleges Annual
Financial and Budget Report (CCFS-311), Expenditures by Activity for the General Fund -
Combined. The computation excludes Capital Outlay and Other Outgo in accordance with OMB
Circular A-21. The indirect cost rate computation includes any depreciation or use allowance
applicable to district buildings and equipment. Districts calculate depreciation or use allowance
costs separately from the CCFS-311 report and should calculate them in accordance with OMB
Circular A-21. :

OMB Circular A-21, Section C.4, states that cost is allocable to a particular cost objective in
accordance with the relative benefits received. Also, Section E.2.b. states that the overall objective
of the cost allocation process is to distribute indirect costs to the institution’s major functions in
proportions reasonably consistent with their use of the institution’s resources. In addition, Section
E.2.c. notes that where certain items or categories of expense relate to less than all functions, such
expenses should be set aside for selective allocation.

OMB Circular A-21, Section H, describes a simplified method for indirect cost rate calculations.
However, Section H.1.b. states that the simplified method should not be used where it produces
results that appear inequitable. As previously noted, FAM-29C strives to equitably allocate
administrative support costs to personnel that perform mandated cost activities claimed by CCD.
For example, library costs and department administration expenses, normally classified fully or
partly as indirect costs in OMB Circular A-21, are instead classified as direct costs for FAM-29C.
These costs do not benefit mandated cost activities. In summary, FAM-29C indirect costs include
QOperation and Maintenance of Plant; Planning, Policy Making, and Coordination; General
Institutional Support Services (excluding Community Relations); and depreciation or use allowance.
Community Relations includes fundraising costs, which are unallowable under OMB Circular A-21.
if the district claims any costs from these indirect accounts as a direct mandate-related costs, the
same costs should be reclassified as direct on FAM-29C.

Table 4 presents an example of the FAM-29C methodology.
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Table 4: Indirect Cost Rate for Community Colleges

MANDATED COST FORM
INDIRECT COST RATE FOR COMMUNITY COLLEGE DISTRICTS FAM 29-C
(1) Claimant (02) Period of Claim
Less: Capital FAM 29-C
Total Costs Outlay and Adjusted
Activity EDP _ Per CCFS-311 _ Other Qutgo Total Indirect Direct
Instructional Activities 599 $ 51,792,408 $ (230,904) $ 51,561,504 . $ 51,561,504
Instruct. Admin. & Instruct. Governance 6000 6,882,034 (216,518) 6,665,516 6,665,516
Instructional Support Services 6100 4,155,095 . (9,348) 4,145,747 4,145,747
IAdmissions and Records 6200 2,104,543 (3,824) 2,100,719 2,100,719
Student Counseling and Guidance 6300 4,570,658 (1,605) 4,569,053 4,569,053
Other Student Services v 6400 5,426,510 (41,046) 5,385,464 o
Operation and Maintenance of Plant 6500 8,528,585 (111,743) 8,416,842 8,416,842
Planning, Policy Making, and Coordination 6600 5,015,333 23,660) 4,991,673 4,991,673
General institutional Support Services 6700 -
Community Relations 6710 885,089 (6,091) 878,998 il
Fiscal Operations 6720 1,891,424 (40,854) 1,850,570 1,850,570
Human Resources Management 6730 1,378,288 (25,899) 1,352,389 1,352,389
Non-instructional Staff Retirees' Benefits and - -
Retirement Incentives 6740 1,011,060 1,011,060 1,011,060
Staff Development 6750 108,655 (8,782) 99,873 99,873
Staff Diversity 6760 30,125 : 30,125 30,125
Logistical Services 6770 2,790,091 (244,746) 2,545,345 2,545,345
Management Information Systems 6780 2,595,214 (496,861) 2,098,353 2,098,353
Other General Institutional Support Services 6790 33,155 (4,435) 28,720
Community Services and Economic Development 6800 340,014 340,014 340,014
Anciliary Services 6900 1,148,730 (296) 1,148,434 1,148,434
Auxiliary Operations 7000- - -

Depreciation or Use Allowance - Building
Depreciation or Use Allowance - Equipment

Totals

- |Indirect Cost Rate (A)/(B)

2,620,741

- 1,706,396
$100,687,011 $ (1,466,612) $99,220,399 $26,752,087 $ 76,795,449
(A) (B)
34.84%
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9. Time Study Guidelines
Background

For costs incurred on or after January 1, 2005, a reasonable reimbursement methodology can be
used as a formula for reimbursing CCD costs mandated by the state that meets certain conditions
specified in GC Section 17518.5(a). For costs incurred prior to January 1, 2005, a time study can
only be substituted for continuous records of actual time spent for a specific fiscal year if the
program's P's & G's allows for the use of time studies.

Two methods are acceptable for documenting employee time charged to mandated cost programs:
Actual Time Reporting and Time Study, which are described below. Application of time study
results is restricted. As explained in Time Study Resuits below, the results may be projected
forward a maximum of two years provided the claimant meets certain criteria.

Actual Time Reporting

The P's & G’s define reimbursable activities for each mandated cost program. (Some P's & G's
refer to reimbursable activities as reimbursable components.) When employees work on multiple
activities and/or programs, a distribution of their salaries or wages must be supported by personnel
activity reports or equivalent documentation that meets the following standards (which clarify
documentation requirements discussed under the Reimbursable Activities section of recent P’'s &
G's):

s They must reflect an after-the-fact (contemporaneous) distribution of the actual activity of each
employee; ‘

+ They must account for the total activity for which each employee is compensated;

o They must be prepared at least monthly and must coincide with one or more pay periods; and

s They must be signed by the employee.

Budget estimates or other distribution percentages determined before services are performed do
not qualify as support for time distribution.

Time Study

in certain cases, a time study may be used to substitute for continuous records of actual time spent
on multiple activities and/or programs. An effective time study requires that an activity be a task that
is repetitive in nature. Activities that require a varying level of effort are not appropriate for time
studies.

Time Study Plan

A time study plan is necessary before conducting the time study. The claimant must retain the time
study plan for audit purposes. The plan needs to identify the following:

¢ Time period(s) to be studied — The plan must show that all time periods selected are
representative of the fiscal year, and that the results can be reasonably projected to
approximate actual costs.

¢ Activities and/or programs to be studied — For each mandated program included, the time study
must separately identify each reimbursable activity defined in the mandated program's P’s &
G's, which are derived from the program’'s Statement of Decision. If a reimbursable activity in
the P's & G’s identifies separate and distinct sub-activities, they must also be treated as
individual activities.
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For example, sub-activities (a), (b), and (c) under reimbursable activity (B)(1) of the local agency's
Domestic Violence Treatment Services: Authorization and Case Management program relate to
information to be discussed during victim notification by the probation department and therefore are
not separate and distinct activities. These sub-activities do not have to be separately studied.

e Process used to accomplish each reimbursable activity — Use flowcharts or similar analytical
tools and/or written desk procedures to describe the process for each activity.

s Employee universe — The employee universe used in the time study must include all positions '
whose salaries and wages are to be allocated by means of the time study.

s Employee sample selection methodology — The plan must show that employees selected are
representative of the employee universe, and the results can be reasonably projected to
approximate actual costs. In addition, the employee sample size should be proportionai to the
variation in time spent to perform a task. The sample size should be larger for tasks with
significant time variations.

s Time increments to be recorded — The time increments used should be sufficient to recognize
the number of different activities performed and the dynamics of these responsibilities. Very
large increments (such as one hour or more) might be used for employees performing only a
few functions that change very slowly over time. Very small increments (a number of minutes)
may be needed for employees performing more short-term tasks.

Random moment sampling is not an acceptable alternative to continuous time records for
mandated cost claims. Random moment sampling techniques are most applicable in situations
where employees perform many different types of activities on a variety of programs with small time
increments throughout the fiscal year.

Time Study Documentation

Time studies must:

o Be supported by time records that are completed contemporaneously;

o Report activity on a daily basis;

¢ Be sufficiently detailed to reflect all mandated activities and/or programs performed during a
specific time period; and

» Coincide with one or more pay periods.

Time records must be signed by the employee (electronic signatures are acceptable) and be
supported by corroborating evidence which validates that the work was actually performed. As with
actual time reporting, budget estimates or other distribution percentages determined before
services are performed do not qualify as valid time studies.

Time Study Results

Time study results must be summarized to show how the time study supports the costs claimed for
each activity. Any variations from the procedures identified in the original time study plan must be
documented and explained.

Current-year costs must be used to prepare a time study. Claimants may project time study results
to no more than two subsequent fiscal years. A claimant may not apply time study results
retroactively.

¢ Annual Reimbursement Claims — Claimants may use time studies to support costs incurred on
or after January 1, 2005. Claimants may not use time studies for the period July 1, 2004,
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through December 31, 2004, unless (1) the program's P's & G's specifically allow time studies,
and (2) the time study is prepared based on mandated activity occurring between July 1, 2004,
and December 31, 2004.

¢ Initial Claims — When filing an initial claim for new mandated programs, claimants may only use
time study results for costs incurred on or after January 1, 2005. Claimants may not use time
studies to support costs incurred before January 1, 2005, unless (1) the program’s P's & G'’s
specifically allow time studies, and (2) the claimant prepares separate time studies for each
fiscal year preceding January 1, 2005, based on mandated activity occurring during those
years.

When projecting time study results, the claimant must certify that there have been no significant
changes between years in either: (1) the requirements of each mandated program activity or (2)
the processes and procedures used to accomplish the activity. For all years, the claimant must
maintain corroborating evidence that validates the mandated activity was actually performed. Time
study results used to support subsequent years' claims are subject to the recordkeeping
requirements for those claims.

10. Offset Against State Mandated Claims

As noted previously, allowable costs are defined as those direct and indirect costs, less applicable
credits, considered to be eligible for reimbursement. When all or part of the costs of a mandated
program are specifically reimbursable from local assistance revenue sources (e.g., state, federal,
foundation, etc.), only that portion of any increased costs payable from CCD funds is eligible for
reimbursement under the provisions of GC Section 17561.

Example 1:

As illustrated in Table 5, this example shows how the "Offset against State Mandated Claims" is
determined for a CCD receiving block grant revenues not based on a formula allocation.
Program costs for each of the situations equals $100,000.

Table 5: Offset Against State Mandates, Example 1

Program Actual Local State ~ Offset Against  Claimable
Costs Assistance  Mandated State Mandated Mandated
Revenues Costs Claims Costs

1 $100,000 $95,000 $2,500 $-0- $2,500
2 100,000 97,000 2,500 -0- : 2,500
3. 100,000 98,000 2,500 500 2,000
4, 100,000 100,000 2,500 2,500 -0-
5 100,000 * 50,000 2,500 1,250 1,250
6 100,000 * 49,000 2,500 250 2,250

* CCD share is $50,000 of the program cost.

Numbers (1) through (4), in Table 5, show intended funding at 100% from local assistance
revenue sources. Numbers (5) and (6) show cost sharing on a 50/50 basis with the district. In
numbers (1) through (6), included in the program costs of $100,000 are state mandated costs
of $2,500. The offset against state mandated claims are the amount of actual local assistance,
revenues, which exceeds the difference between program costs and state mandated costs.
This offset cannot exceed the amount of state mandated costs.
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in (1), local assistance revenues were less than expected. Local assistance funding was not in
excess of the difference between program costs and state mandated costs. As a resuit, the
offset against state mandated claims is zero and $2,500 is claimable as mandated costs.

in (4), local assistance revenues were fully realized to cover the entire cost of the program,
including the state mandate activity; therefore, the offset against state mandated claims is
$2,500, and claimable costs are $0.

In (5), the district is sharing 50% of the project cost. Since local assistance revenues of $50,000
- were fully realized, the offset against state mandated claims is $1,250.

In (6), local assistance revenues were less than the amount expended and the offset against
state mandated claims is $250. Therefore, the claimable mandated costs are $2,250.

Example 2:

As illustrated in Table 6, this example shows how the offset against state mandated claims is
determined for a CCD receiving special project funds based on approved actual costs. Local
assistance revenues for special projects must be applied proportionately to approve costs.

Table 6: Offset Against State Mandates, Example 2

Program Actual Local State Offset Against Claimable

Costs Assistance Mandated State Mandated Mandated
Revenues Costs Claims Costs
1. $100,000 $100,000 - $2,500 $2,500 $-0-
2. 100,000 ** 75,000 2,500 1,875 625
3. 100,000 ** 45,000 1,500 1,125 - 375

** CCD share is $25,000 of the program cost.

In (2), the entire program cost was approved. Since the local assistance revenue source covers
75% of the program cost, it also proportionately covered 75% of the $2,500 state mandated
costs, or $1,875. i

If in (3) local assistance revenues are less than the amount expected because only $60,000 of
the $100,000 program costs were determined to be valid by the contracting agency, then a
proportionate share of state mandated costs is likewise reduced to $1,500. The offset against
state mandated claims is $1,125. Therefore, the claimabie mandated costs are $375.

Federal and State Funding Sources

State school fund apportionments and federal aid for education, which are based on average daily
attendance and are part of the general system of financing public schools as well as block grants
which do not provide for specific reimbursement of costs (i.e., allocation formulas not tied to
expenditures), should not be included as reimbursements from local assistance revenue sources.

Governing Authority

The costs of salaries and expenses of the governing authority, such as the school superintendent
and governing board, are not reimbursable. These are costs of general government as described in
the Office of Management and Budget Circular (OMB) 2 CFR Part 225.
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11.

12.

13.

Notice of Claim Adjustment

Al claims submitted to the SCO are reviewed to determine if the claim was prepared in accordance
with the claiming instructions. If any adjustments are made to a claim, the claimant will receive a
"Notice of Claim Adjustments” detailing adjustments made by the SCO.

Audit of Costs

All claims submitted to the State Controller's Office (SCO) are reviewed to determine if costs are
related to the mandate, are reasonable and not excessive, and the claim was prepared in
accordance with the SCO’s claiming instructions and the P's & G’s adopted by the COSM. If any
adjustments are made to a claim, a "Notice of Claim Adjustment" specifying the claim component
adjusted, the amount adjusted, and the reason for the adjustment will be mailed within 30 days
after payment of the claim.

Pursuant to GC Section 17558.5, subdivision (a), a reimbursement claim for actual costs filed by
CCD pursuant to this chapter is subject to the initiation of an audit by the Controller no later than
three years after the date that the actual reimbursement claim was filed or last amended, whichever
is later. However, if no funds were appropriated or no payment was 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 no later than two years after the date that the audit is commenced. All documents used
to support the reimbursable activities 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 perlod is
extended until the ultimate resolution of any audit findings.

On-site audits will be conducted by the SCO as deemed necessary. Accordingly, all documentation
to support actual costs claimed must be retained for a period of three years after the end of the
calendar year in which the reimbursement claim was filed or amended regardless of the year of
costs incurred. When no funds are appropriated for initial claims at the time the claim is filed,
supporting documents must be retained for three years from the date of initial payment of the claim.
Claim documentation shall be made available to the SCO on request.

Source Documents

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.

For costs incurred on or after January 1, 2005, a reasonable reimbursement methodology can be
used as a formula for reimbursing a CCD mandated by the state that meets certain conditions
specified in 17518.5(a). For costs incurred prior to January 1, 2005, time study can substitute for
continuous records of actual time spent for a specific fiscal year only if the program's P's & G's
allow for the use of time studies.
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14. Claim Forms and Instructions

A claimant may submit a computer generated report in substitution for Form-1 and Form-2,
provided the format of the report and data fields contained within the report are identical to the
claim forms included with these instructions. The claim forms provided with these instructions
should be duplicated and used by the claimant to file an estimated or reimbursement claim. The
SCO will revise the manual and claim forms as necessary.

A. Form-2, Component/Activity Cost Detail

This form is used to segregate the detail costs by claim component. In some mandates, specific
reimbursable activities have been identified for each component. The expenses reported on
this form must be supported by the official financial records of the claimant and copies of
supporting documentation, as specified in the claiming instructions, must be submitted with the
claims. All supporting documents must be retained for a period of not less than three years after
the reimbursement claim was filed or last amended.

B. Form-1, Claim Summary

This form is used to summarize direct costs by component and compute allowable indirect
costs for the mandate. The direct costs summarized on this form are derived from Form-2 and
are carried forward to form FAM-27.

A CCD has the option of using a federally approved rate (i.e., utilizing the cost accounting
principles from the Office of Management and Budget (OMB) 2 CFR Part 225) or from FAM-
29C.

C. Form FAM-27, Claim for Payment

This form contains a certification that must be signed by an authorized officer of the CCD. All
applicable information from Form-1 must be carried forward onto this form in order for the SCO
to process the claim for payment. An original and one copy of the FAM-27 is required.

Claims should be rounded to the nearest dollar. Submit a signed original and one copy of form
FAM-27, Claim for Payment, and all other forms and supporting documents (To expedite the
payment process, please sign the form FAM-27 with blue ink, and attach a copy of the
form FAM-27 to the top of the claim package.) Use the following mailing addresses:

If delivered by If delivered by

U.S. Postal Service: Other delivery services:

Office of the State Controller Office of the State Controller

Attn: Local Reimbursements Section Attn: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting
P.O. Box 942850 3301 C Street, Suite 500
Sacramento, CA 94250 Sacramento, CA 95816

15. Retention of Claiming-Instructions

For your convenience, the revised claiming instructions in this package have been arranged in
alphabetical order by program name. These revisions should be inserted in the School Mandated
Cost Manual and the old forms they replace should be removed. The instructions should then be
retained permanently for future reference, and the forms should be duplicated to meet your filing
requirements. Annually, updated forms and any other information or instructions claimants may
need to file claims, as well as instructions and forms for all new programs released throughout the
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year will be placed on the SCO’s web site at www.sco.ca.gov/ard/local/locreim/index.shtmi.

If you have any questions concerning mandated cost reimbursements, please write to us at the

address listed for filing claims, or send e-mail to Irsdar@sco.ca.gov, or call the Local
Reimbursements Section at (916) 324-5729. ’

16. Retention of Claim Records and Supporting Documentation’

All claims submitted to the SCO are reviewed to determine if costs are related to the mandate, are
reasonable and not excessive, and that the claim was prepared in accordance with the SCO's
claiming instructions and the COSM’s P's and G's. if any adjustments are made to a claim, a
“Notice of Claim Adjustments” specifying the claim component adjusted, the amount adjusted, and
the reason for the adjustment, will be mailed within 30 days after payment of the claim.

On-site audits will be conducted by the SCO as deemed necessary. Pursuant to GC Section
17558.5, subdivision (a), a reimbursement claim for actual costs filed by a school district is subject
to audit by the SCO no later than three years after the date the -actual reimbursement claim was
filed or last amended, whichever is later. However, if no funds were appropriated or no payment
was made to a claimant for the program for the fiscal year for which the claim was filed, the time-for
the SCO to initiate an audit shall commence to run from the date of initial payment of the claim,

Therefore, all documentation to support actual costs claimed must be retained for the same period,
and shall be made available to the SCO on request.
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FILING A CLAIM

1. Introduction

~The law in the State of California, (GC Sections 17500 through 17617), provides for the
reimbursement of costs incurred by community college districts (CCD) for costs mandated by the
State. Costs mandated by the State means any increased costs which a CCD is required to incur
after July 1, 1980, as a result of any statute enacted after January 1, 1975, or any executive order
implementing such statute which mandates a néw program or higher level of service of an existing
program.

Estimated claims that show costs to be incurred in the current fiscal year and reimbursement claims
that detail the costs actually incurred for the prior fiscal year may be filed with the State Controller's
Office (SCO). Claims for on-going programs are filed annuaily by February 15. Claims for new
programs are filed within 120 days from the date claiming instructions are issued for the program. A
10 percent penalty, up to $10,000 for continuing claims, no limit for initial claims, is assessed for
late claims. The SCO may audit the records of any CCD to verify the actual amount of mandated
costs and may reduce any claim that is excessive or unreasonable. '

When a program has been reimbursed for three or more years, the Commission on State Mandates
(COSM) may approve the program for inclusion in the State Mandates Apportionment System
(SMAS). For programs included in SMAS, the SCO determines the amount of each claimant's
entitlement based on an average of three consecutive fiscal years of actual costs adjusted by any
changes in the Implicit Price Deflator (IPD). Claimants with an established entitlement receive an
annual apportionment adjusted by any changes in the IPD and, under certain circumstances, by
any changes in workioad. Claimants with an established entitlement do not file further claims for the
program.

The SCO is authorized to make payments for costs of mandated programs from amounts
appropriated by the State Budget Act, by the State Mandates Claims Fund, or by specific
legislation. In the event the appropriation is insufficient to pay claims in fuil, claimants will receive
prorated payments in proportion to the dollar amount of approved claims for the program. Balances
of prorated payments will be made when supplementary funds are made available.

The instructions contained in this manual are intended to provide general guidance for filing a
mandated cost claim. Since each mandate is administered separately, it is important to refer to the
specific program for information relating to established policies on eligible reimbursable costs.

2.  Types of Claims

There are three types of claims: Reimbursement, estimated, and entitlement. A claimant may file a
reimbursement claim for actual mandated costs incurred in the prior fiscal year or may file an
estimated claim for mandated costs to be incurred during the current fiscal year. An entitlement
claim may be filed for the purpose of establishing a base year entitlement amount for mandated
programs included in SMAS. A claimant who has established a base year entitlement for a
program, would receive an automatic annual payment which is reflective of the current costs for the
program.

All claims received by the SCO will be reviewed to verify actual costs. An adjustment of the claim
will be made if the amount claimed is determined to be excessive, improper, or unreasonable. The
claim must be filed with sufficient documentation to support the costs claimed. The types of
documentation required to substantiate a claim are identified in the instructions for the program.
The certification of claim, form FAM-27, must be signed and dated by the entity's authorized officer
in order for the SCO to make payment on the claim.
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A. Reimbursement Claim

A reimbursement claim is defined in GC Section 17522 as any claim filed with the SCO by a
CCD for reimbursement of costs incurred for which an appropriation is made for the purpose of
paying the claim. The claim must include supporting documentation to substantiate the costs
claimed.

Initial reimbursement claims are first-time claims for reimbursement of costs for one or more
prior fiscal years of a program that was previously unfunded. Claims are due 120 days from the
date of issuance of the claiming instructions for the program by the SCO. The first statute that
appropriates funds for the mandated program will specify the fiscal years for which costs are
eligible for reimbursement.

Annual reimbursement claims must be filed by February 15 following the fiscal year in which
costs were incurred for the program. A reimbursement claim must detail the costs actually
incurred in the prior fiscal year.

An actual claim for 2006-07 fiscal year, may be filed by February 15, 2008 without a late
penalty. Claims filed after the deadline will be reduced by a late penalty of 10%, not to exceed
$10,000. However, initial reimbursement claims will be reduced by a late penaity of 10% with
no limitation. In order for a claim to be considered properly filed, it must include any specific
supporting documentation requested in the instructions. Claims filed more than one year after
the deadline or without the requested supporting documentation will not be accepted.

B. Estimated Claim

An estimated claim is defined in GC Section 17522 as any claim filed with the SCO, during the
fiscal year in which the mandated costs are to be incurred by the CCD, against an
appropriation made to the SCO for the purpose of paying those costs.

An estimated claim may be filed in conjunction with an initial reimbursement claim, annual
reimbursement claim, or at other times for estimated costs to be incurred during the current
fiscal year. Annual estimated claims are due February 15 of the fiscal year in which the costs
are to be incurred. Initial estimated claims are due on the date specified in the claiming
instructions. Timely filed estimated claims are paid before those filed after the deadline.

After receiving payment for an estimated claim, the claimant must file a reimbursement claim
by February 15 following the fiscal year in which costs were incurred. If the claimant fails to file
a reimbursement claim, monies received for the estimated claims must be returned to the
State.

C. Entitlement Claim

An entitlement claim is defined in GC Section 17522 as any claim filed by a CCD with the SCO
for the sole purpose of establishing or adjusting a base year entitlement for a mandated
program that has been included in SMAS. An entitlement claim should not contain nonrecurring
or initial start-up costs. There is no statutory deadline for the filing of entitlement claims.
However, entitlement claims and supporting documents should be filed by February 15,
following the third fiscal year used to develop the entitlement claim, to permit an orderly
processing of claims. When the claims are approved and a base year entitlement amount is
determined, the claimant will receive an apportionment reflective of the program's current year
costs.

Once a mandate has been included in SMAS and the claimant has established a base year
entitlement, the claimant will receive automatic payments from the SCO for the mandate. The
automatic apportionment is determined by adjusting the claimant's base year entittement for
changes in the implicit price deflator of costs of goods and services to governmental agencies,
as determined by the State Department of Finance. For programs approved by the COSM for
inclusion in SMAS on or after January 1, 1988, the payment for each year succeeding the three

'

Revised 10/07 ' Filing a Claim, Page 2




State of California Community Colleges Mandated Cost Manual

year base period is adjusted according to any changes by both the deflator and average daily
attendance. Annual apportionments for programs included in the system are paid on or before
November 30 of each year.

A base year entitiement is determined by computing an average of the claimant's costs for any
three consecutive years after the program has been approved for the SMAS process. The
amount is first adjusted according to any changes in the deflator. The deflator is applied
separately to each year's costs for the three years, which comprise the base year. The SCO
will perform this computation for each claimant who has filed claims for three consecutive
years. If a claimant has incurred costs for three consecutive years but has not filed a claim in
each of those years, the claimant may file an entitlement claim, form FAM-43, to establish a
base year entitlement. The form FAM-43 is included in the claiming instructions for SMAS
programs. An entitlement claim does not result in the claimant being reimbursed for the costs
incurred, but rather entitles the claimant to receive automatic payments from SMAS.

3. Minimum Claim Amount

For initial claims and annual claims filed on or after September 30 2002, if the total costs for a given
year do not exceed $1,000, no reimbursement shall be allowed except as otherwise allowed by GC
Section 17564.

4. Filing Deadline for Claims

Initial reimbursement claims (first-time claims) for reimbursement of costs of a previously unfunded
mandated program must be filed within 120 days from the date of issuance of the program’s
claiming instructions by the SCO. If the initial reimbursement claim is filed after the deadline, but
within one year of the deadline, the approved claim must be reduced by a 10% penalty. A claim
filed more than one year after the deadline cannot be accepted for reimbursement.

Annual reimbursement claims for costs incurred during the previous fiscal year and estimated
claims for costs to be incurred during the current fiscal year must be filed with the SCO and
postmarked on or before February 15. If the annual or estimated reimbursement claim is filed after
the deadline, but within one year of the deadline, the approved claim must be reduced by a 10%
late penalty, not to exceed $10,000. Claims must include supporting data to show how the amount
claimed was derived. Without this information, the claim cannot be accepted.

Entitlement claims do not have a filing deadline. However, entittement claims and supportting
documents shouid be filed by February 15 to permit an orderly processing of claims. Entitlement
claims are used to establish a base year entitlement amount for calculating automatic annual
payments. Entitiement does not result in the claimant being reimbursed for costs incurred, but
rather entitles the claimant to receive automatic payments from SMAS.

5.  Payment of Claims

In order for the SCO to-authorize payment of a claim, the Certification of Claim, form FAM-27, must
be properly filled out, signed, and dated by the entity's authorized officer.

Reimbursement and estimated claims are paid within 60 days of the filing deadline for the claim, or
15 days after the date the appropriation for the claim is effective, whichever is later. A claimant is
entitled to receive accrued interest at the pooled money investment account rate if the payment
was made more than 60 days after the claim filing deadline or the actual date of claim receipt,
whichever is later. For an initial claim, interest begins to accrue when the payment is made more
than 365 days after the adoption of the program's statewide cost estimate. The SCO may withhold
up to 20 percent of the amount of an initial claim until the claim is audited to verify the actual
amount of the mandated costs. The 20 percent withheld is not subject to accrued interest.
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Pursuant to GC section 17561 (d), the Controller shall pay any eligible claim by August 15 or 45
days after the date the appropriation for the claim is effective, whichever is later. In the event the
amount appropriated by the Legislature is insufficient to pay the approved amount in full for a
program, claimants will receive a prorated payment in proportion to the amount of approved claims
timely filed and on hand at the time of proration.

The SCO reports the amounts of insufficient appropriations to the State Department of Finance, the
Chairperson of the Joint Legislative Budget Committee, and the Chairperson of the respective
committee in each house of the Legislature, which consider appropriations in order to assure
appropriation of these funds in the Budget Act. If these funds cannot be appropriated on a timely
basis in the Budget Act, this information is transmitted to the COSM which will include these
amounts in its report to assure that an appropriation sufficient to pay the claims is included in the
next local government claims bill or other appropriation bills. When the supplementary funds are
made availabie, the balance of the claims will be paid.

Unless specified in the statutes, regulations, or P’'s & G's, the determination of allowable and
unallowable' costs for mandates is based on the P's & G’s adopted by the COSM. The
determination of allowable reimbursable mandated costs for unfunded mandates is made by the
COSM. The SCO determines allowable reimbursable costs, subject to amendment by the COSM,
for mandates funded by special legislation. Unless specified, allowable costs are those direct and
indirect costs, less applicable credits, considered to be eligible for reimbursement. In order for costs
to be allowable and thus eligible for reimbursement, the costs must meet the following general
criteria:

1. The cost is necessary and reasonable for proper and efficient administration of the mandate
and not a general expense required to carry out the overall responsibilities of government.

2. The cost is allocable to a particular cost objective identified in the P's & G's.

3. The cost is net of any applicable credits that offset or reduce expenses of items allocable to the
mandate.

The SCO has identified certain costs that should not be claimed as direct program costs unless
specified as reimbursable under the program's P’s & G's. These costs include, but are not limited
to, subscriptions, depreciation, memberships, conferences, workshops general education, and
travel costs.

6. State Mandates Apportionment System (SMAS)

Chapter 1534, Statutes of 1985, established SMAS, a method of paying certain mandated
programs as apportionments. This method is utilized whenever a program has been approved for
inclusion in SMAS by the COSM.

When a mandated program has been included in SMAS, the SCO will determine a base year
entitlement amount for each CCD that has submitted reimbursement claims (or entitlement claims)
for three consecutive fiscal years. A base year entitlement amount is determined by averaging the
approved reimbursement claims (or entitiement claims) for 1982-83, 1983-84, and 1984-85 years or
any three consecutive fiscal years thereafter. The amounts are first adjusted by any change in the
implicit Price Deflator (IPD), which is applied separately to each year's costs for the three years that
comprise the base period. The base period means the three fiscal years immediately succeeding
the COSM's approval.

Each CCD with an established base year entitlement for the program will receive automatic annual
payments from the SCO reflective of the program's current year costs. The amount of
apportionment is adjusted annually for any change in the IPD. If the mandated program was
included in SMAS after January 1, 1988, the annual apportionment is adjusted for any change in
both the IPD and average daily attendance.

in the event a CCD has incurred costs for three consecutive fiscal years but did not file a
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reimbursement claim in one or more of those fiscal years, the CCD may fite an entitlement cfaim for
each of those missed years to establish a base year entitlement. An "entitlement claim" means any
claim filed by CCD with the SCO for the sole purpose of establishing a base year entitiement. A
base year entitlement shall not include any nonrecurring or initial start-up costs.

[nitial apportionments are made on an individual program basis. After the initial year, all
apportionments are made by November 30. The amount to be apportioned is the base year
entitlement adjusted by annual changes in the IPD for the cost of goods and services to
governmental agencies as determined by the State Department of Finance.

In the event the CCD determines that the amount of apportionment does not accurately reflect
costs incurred to comply with a mandate, the process of adjusting an established base year
entitlement upon which the apportionment is based is set forth in GC Section 17615.8 and requires
the approval of the COSM.

7. Direct Costs

A direct cost is a cost that can be identified specifically with a particular program or activity. Each
claimed reimbursable cost must be supported by documentation as described in Section 12. Costs
that are typically classified as direct costs are:

(1) Employee Wages, Salaries, and Fringe Benefits

For each of the mandated activities performed, the claimant must list the names of the
employees who worked on the mandate, their job classification, hours worked on the
mandate, and rate of pay. The claimant may, in-lieu of reporting actual compensation and

fringe benefits, use a productive hourly rate: '

(a) Productive Hourly Rate Options

A CCD may use one of the following methods to compute productive hourly rates:
¢ Actual annual productive hours for each employee

o The weighted-average annual productive hours for each job title, or

¢ 1,800" annual productive-hours for all employees

If actual annual productive hours or weighted-average annual productive hours for each job
title is chosen, the claim must include a computation of how these hours were computed.

* 1,800 annual productive hours excludes the following employee time:
o Paid holidays :

o Vacation earned

o Sick leave taken

o Informal time off

o Jury duty

o Military leave taken.

(b) Compute a Productive Hourly Rate

1. Compute a productive hourly rate for salaried employees to include-actual fringe benefit
costs. The methodology for converting a salfary to a productive hourly rate is to
compute the employee's annual salary and fringe benefits and divide by the annual
productive hours.
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Table 1: Productive Hourly Rate, Annual Salary + Benefits Method

Formula: Description:
[(EAS + Benefits) + APH] = PHR EAS = Employee's Annual Salary

APH = Annual Productive Hours
[($26,000 + $8,099)] + 1,800 hrs = 18.94 PHR = Productive Hourly Rate

e As illustrated in Table 1, if you assume an employee's compensation was $26,000
and $8,099 for annual salary and fringe benefits, respectively, using the "Salary +
Benefits Method," the productive hourly rate would be $18.94. To convert a biweekly
salary to EAS, multiply the biweekly salary by 26. To convert a monthly salary to
EAS, multiply the monthly salary by 12. Use the same methodology to convert other
salary periods.

A claimant may also compute the productive hourly rate by using the "Percent of Salary
Method."”

Table 2: Productive Hourly Rate, Percent of Salary Method

Example:

Step 1: Fringe Benefits as a Percent of Step 2: Productive Hourly Rate
Salary

Retirement 15.00 % Formula:

Social Security & Medicare 7.65 [(EAS x (1 + FBR)) + APH] = PHR

Health & Dental Insurance 525

Workers Compensation " 325 [($26,000 x (1.3115)) + 1,800 ] = $18.94

Total 3115 % '

Description:

EAS = Employee's Annual Salary APH = Annual Productive Hours

FBR = Fringe Benefit Rate PHR = Productive Hourly Rate

e Asillustrated in Table 3, both methods produce the same productive hourly rate.

Reimbursement for personnel services includes, but is not limited to, compensation paid
for salaries, wages and employee fringe benefits. Employee fringe benefits include
employer's contributions for social security, pension plans, insurance, workmen's
compensation insurance and similar payments. These benefits are eligible for
reimbursement as long as they are distributed equitably to all activities. Whether these
costs are allowable is based on the following presumptions:

¢ The amount of compensation is reasonable for the service rendered.

s The compensation paid and benefits received are appropriately authorized by the
governing board.

e Amounts charged for personnel services are based on payroll documents that are
supported by time and attendance or equivalent records for individual employees.
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¢ The methods used to distribute personnel services should produce an equitable
distribution of direct and indirect allowable costs.

For each of the employees included in the claim, the claimant must use reasonable rates
and hours in computing the wage cost. If a person of a higher-evel job position, perform
an activity which normally would be performed by a lower-level position, reimbursement
for time spent is allowable at the average salary range for the lower-level position. The
salary rate of the person at a higher-level position may be claimed if it can be shown that
it was more cost effective in comparison to the performance by a person at the lower-
level position under normal circumstances and conditions. The number of hours charged
to an activity should reflect the time expected to complete the activity under normal
circumstances and conditions. The numbers of hours in excess of normal expected hours
are not reimbursable.

(c) Calculating an Average Productive Hourly Rate

In those instances where the parameters and guidelines allow a unit as a basis of
claiming costs, the direct labor component of the unit cost should be expressed as an
average productive hourly rate and can be determined as follows:

Table 3: Calculating an Average Productive Hourly Rate

Time Productive Total Cost

Spent Hourly Rate by Employee
Employee A 1.25 hrs $6.00 $7.50
Employee B 0.75 hrs 4.50 3.38
Employee C 3.50 hrs 10.00 35.00
Total 5.50 hrs $45.88
Average Productive Hourly Rate is $45.88/5.50 hrs. = $8.34

(d) Employer's Fl;inge Benefits Contribution

A CCD has the option of claiming actual employer's fringe benefit contributions or may
compute an average fringe benefit cost for the employee's job classification and claim it
as a percentage of direct labor. The same time base should be used for both salary
and fringe benefits when computing a percentage. For example, if health and dental
insurance payments are made annually, use an annual salary. After the percentage of
salary for each fringe benefit is computed, total them.

For example:

Employer's Contribution % of Salary
Retirement : 15.00%
Social Security . 7.65%
Health and Dental

Insurance 5.25%
Worker's Compensation 0.75%
Total 28.65%
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(e) Materials and Supplies

(f)

(9)

Only actual expenses can be claimed for materials and supplies, which were acquired
and consumed specifically for the purpose of a mandated program. The claimant must
list the materials and supplies that were used to perform the mandated activity, the
number of units consumed, the cost per unit, and the total dollar amount claimed.
Materials and supplies purchased to perform a particular mandated activity are
expected to be reasonable in quality, quantity, and cost. Purchases in excess of
reasonable quality, quantity, and cost are not reimbursable. Materials and supplies
withdrawn from inventory and charged to the mandated activity must be based on a
recognized method of pricing, consistently applied. Purchases shall be claimed at the
actual price after deducting discounts, rebates and allowances received by the CCD.

Calculating a Unit Cost for Materials and Supplies

In those instances where the P's & G’s suggest that a unit cost be developed for use as
a basis of claiming costs mandated by the State, the materials and supplies component
of the unit cost should be expressed as a unit cost of materials and supplies as shown
in Table 1 or Table 2:

Table 1: Calculating A Unit Cost for Materials and Suppliés

Amount of Unit Cost

Supplies Used of Supplies

Supplies Cost Per Unit Per Activity Per Activity
Paper 0.02 4 $0.08
Files 0.10 1 0.10
Envelopes 0.03 2 0.06
Photocopies - 0.10 4 0.40
$0.64

Table 2: Calculating a Unit Cost for Materials and Supplies

Unit Cost

Supplies of Supplies

Supplies Used Per Activity
Paper ($10.00 for 500 sheet ream) 250 Sheets $5.00
Files ($2.50 for box of 25) 10 Folders 1.00
Envelopes ($3.00 for box of 100) 50 Envelopes 1.50
Photocopies ($0.05 per copy) 40 Copies 2.00
$9.50

If the number of reimbursable instances is 25, then the unit cost of supplies is $0.38

per reimbursable instance ($9.50/25).

Contract Services

The cost of contract services is allowable if the CCD lacks the staff resources or
necessary expertise, or it is economically feasible to hire a contractor to perform the
mandated activity. The claimant must give the name of the contractor, explain the
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(h)

reason for having to hire a contractor, describe the mandated activities performed, give
the dates when the activities were performed, the number of hours spent performing
the mandate, the hourly billing rate, and the total cost. The hourly billing rate shall not
exceed the rate specified in the P's & G's for the mandated program. The contractor's
invoice, or statement, which includes an itemized list of costs for activities performed,
must accompany the claim.

Equipment Rental Costs

Equipment purchases and leases (with an option to purchase) are not reimbursable as
a direct cost unless specifically allowed by the P's & G's for the particular mandate.
Equipment rentals used solely for the mandate is reimbursable to the extent such costs
do not exceed the retail purchase price of the equipment plus a finance charge. The
claimant must explain the purpose and use for the equipment, the time period for which

 the equipment was rented and the total cost of the rental. If the equipment is used for

(i)

1)

(k)

purposes other than reimbursable activities, only the pro rata portion of the rental costs
can be claimed.

Capital Outlay

Capital outlays for land, buildings, equipment, furniture and fixtures may be claimed if
the P's. & G's specify them as allowable. If they are allowable, the parameters and
guidelines for the program will specify a basis for the reimbursement. If the fixed asset
or equipment is also used for purposes other than reimbursable activities for a specific
mandate, only the pro rata portion of the purchase price used to implement the
reimbursable activities can be claimed.

Travel Expenses

Travel expenses are normally reimbursable in accordance with travel rules and
regulations of the local jurisdiction. For some programs, however, the P's & G’'s may
specify certain limitations on expenses, or that expenses can only be reimbursed in
accordance with the State Board of Control travel standards. When claiming travel
expenses, the claimant must explain the purpose of the trip, identify the name and
address of the persons incurring the expense, the date and time of departure and
return for the trip, description of each expense claimed, the cost of transportation,
number of private auto miles traveled, and the cost of tolls and parklng with receipts
required for charges over $10.00.

Documentation

It is the responsibility of the claimant to make available to the SCO, upon request,
documentation in the form of general and subsidiary ledgers, purchase orders,
invoices, contracts, canceled warrants, equipment usage records, land deeds, receipts,
employee time sheets, agency travel guidelines, inventory records, and other relevant
documents to support claimed costs. The type of documentation necessary for each
claim may differ with the type of mandate.

8. Indirect Costs

indirect costs are: (a) Incurred for a common or joint purpose benefiting more than one cost
objective, and (b) not readily assignable to the cost objectives specifically benefited without effort
disproportionate to the results achieved. Indirect costs can originate in the department performing
the mandate or in departments that supply. the department performing the mandate with goods,
services and facilities. To be allowable, a cost must be allocable to a particular cost objective.
Indirect costs must be distributed to benefiting cost objectives on bases which produce an equitable
result related to the benefits derived by the mandate.
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A CCD may claim indirect costs using the Controller's methodology (FAM-29C) outlined in the
following paragraphs. If specifically allowed by a mandated program's P's & G's, a district may
alternately choose to claim indirect costs using either (1) a federally approved rate prepared in
accordance with Office of Management and Budget (OMB) Circular A-21, Cost Principles for

Educational Institutions; or (2) a flat 7% rate. :

The SCO developed FAM-29C to be consistent with OMB Circular A-21, cost accounting principles
as they apply to mandated cost programs. The objective is to determine an equitable rate to
allocate administrative support to personnel who performed the mandated cost activities. The
FAM-29C methodology uses a direct cost base comprised of salary and benefit costs and operating
expenses. Form FAM-29C provides a consistent indirect cost rate methodology for all CCD's
mandated cost programs. :

FAM-29C uses total expenditures that districts report in their California Community Colleges Annual
Financial and Budget Report (CCFS-311), Expenditures by Activity for the General Fund -
Combined. The computation excludes Capital Outlay and Other Outgo in accordance with OMB
Circular A-21. The indirect cost rate computation includes any depreciation or use allowance
applicable to district buildings and equipment. Districts calculate depreciation or use allowance
costs separately from the CCFS-311 report and should calculate them in accordance with OMB
Circular A-21.

OMB Circular A-21, Section C.4, states that cost is allocable to a particular cost objective in
accordance with the relative benefits received. Also, Section E.2.b. states that the overall objective
of the cost allocation process is to distribute indirect costs to the institution’s major functions in
proportions reasonably consistent with their use of the institution’s resources. In addition, Section
E.2.c. notes that where certain items or categories of expense relate to less than all functions, such
expenses should be set aside for selective allocation.

OMB Circular A-21, Section H, describes a simplified method for indirect cost rate calculations.
However, Section H.1.b. states that the simplified method should not be used where it produces
results that appear inequitable. As previously noted, FAM-29C strives to equitably allocate
administrative support costs to personnel that perform mandated cost activities claimed by CCD.
For example, library costs and department administration expenses, normally classified fully or
partly as indirect costs in OMB Circular A-21, are instead classified as direct costs for FAM-29C.
These costs do not benefit mandated cost activities. In summary, FAM-29C indirect costs include
Operation and Maintenance of Plant; Planning, Policy Making, and Coordination; General
Institutional Support Services (excluding Community Relations); and depreciation or use allowance.
Community Relations includes fundraising costs, which are unallowable under OMB Circular A-21.
If the district claims any costs from these indirect accounts as a direct mandate-related costs, the
same costs should be reclassified as direct on FAM-29C.

Table 4 presents an example of the FAM-28C methodology.
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Table 4. Indirect Cost Rate for Community Colleges

MANDATED COST FORM
INDIRECT COST RATE FOR COMMUNITY COLLEGE DISTRICTS FAM 29-C
(1) Claimant (02) Period of Claim
Less: Capital FAM 29-C
Total Costs Outlay and Adjusted

Activity EDP Per CCFS-311  Other Outgo Total Indirect Direct
Instructional Activities 599 $ 51,792,408 $ (230,904) $ 51,561,504 { $ 51,561,504
Instruct. Admin. & Instruct. Governance 6000 6,882,034 ‘ (218,518) 6,665,516 6,665,516
instructional Support Services 6100 4,155,095 (9,348) 4,145,747 4,145,747
IAdmissions and Records 6200 2,104,543 (3,824) 2,100,719 2,100,719
Student Counseling and Guidance 6300 4,570,658 (1,805) 4,569,053 4,569,053
Other Student Services 6400 5,426,510 (41,046) 5,385,464 i 5,385,464
Operation and Maintenance of Plant 6500 8,528,585 (111,743) 8,416,842 8,416,842 e
Planning, Policy Making, and Coordination 6600 5,015,333 23,660) 4,991,673 4,991,673
General Institutional Support Services 6700 § - :

Community Relations 6710 885,089 (6,091) 878,998 & i

Fiscal Operations 6720 1,891,424 (40,854) 1,850,570 1,850,570

Human Resources Management 6730 1,378,288 (25,899) 1,352,389 1,352,389

Non-instructional Staff Retirees' Benefits and - -

Retirement Incentives 6740 1,011,060 1,011,060 1,011,080

Staff Development 6750 108,655 (8,782) 99,873 99,873

Staff Diversity 6760 30,125 30,125 30,125

Logistical Services 8770 2,790,091 (244,746) 2,545,345 2,545,345

Management Information Systems 6780 2,595,214 (496,861) 2,098,353 2,098,353

Other General Institutional Support Services 6790 33,155 (4,435) 28,720 28,720
Community Services and Economic Development 6800 340,014 340,014
Anciliary Services 6900 1,148,730 (296) 1,148,434
Auxiliary Operations 7000 -

Depreciation or Use Allowance - Building
Depreciation or Use Allowance - Equipment

_ Totals

Indirect Cost Rate (A)/(B)

2 620,741

- 1706,396
$100,687.011  $ (1,466,612) $ 99,220,399 $26,752,087 $ 76,795,449
(A) (B)
 34.84%
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9. Time Study Guidelines
Background

For costs incurred on or after January 1, 2005, a reasonable reimbursement methodology can be
used as a formula for reimbursing CCD costs mandated by the state that meets certain conditions
specified in GC Section 17518.5(a). For costs incurred prior to January 1, 2005, a time study can
only be substituted for continuous records of actual time spent for a specific fiscal year if the
progranmt's P's & G’s allows for the use of time studies.

Two methods are acceptable for documenting employee time charged to mandated cost programs:
Actual Time Reporting and Time Study, which are described below. Application of time study
results is restricted. As explained in Time Study Results below, the resuits may be projected
forward a maximum of two years provided the claimant meets certain criteria.

Actual Time Reporting

The P’s & G's define reimbursable activities for each mandated cost program. Some P's & G’s refer
to reimbursable activities as reimbursable components. When employees work on multiple activities
and/or programs, a distribution of their salaries or wages must be supported by personnel activity
reports or equivalent documentation that meets the following standards which clarify documentation
requirements discussed under the Reimbursable Activities section of recent P's & G’s:

s They must reflect an after-the-fact (contemporaneous) distribution of the actual activity of each
employee; .

+ They must account for the total activity for which each employee is compensated,;

o They must be prepared at least monthly and must coincide with one or more pay periods; and

s They must be signed by the employee.

Budget estimates or other distribution percentages determined before services are performed do
not qualify as support for time distribution.

Time Study

In certain cases, a time study may be used to substitute for continuous records of actual time spent
on multiple activities and/or programs. An effective time study requires that an activity be a task that
is repetitive in nature. Activities that require a varying level of effort are not appropriate for time
studies.

Time Study Plan

A time study plan is necessary before conducting the time study. The claimant must retain the time
study plan for audit purposes. The plan needs to identify the following:

s Time period(s) to be studied: The plan must show that all time periods selected are
representative of the fiscal year, and that the resulits can be reasonably projected to
approximate actual costs.

e Activities and/or programs to be studied: For each mandated program included, the time study
must separately identify each reimbursable activity defined in the mandated program'’s
P’s & G’s, which are derived from the program’s Statement of Decision. If a reimbursable
activity in the P's & G’s identifies separate and distinct sub-activities, they must also be treated
as individual activities.
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For example, sub-activities (a), (b), and (c) under reimbursable activity (B)(1) of the local agency’s
Domestic Violence Treatment Services: Authorization and Case Management program relate to
information to be discussed during victim notification by the probation department and therefore are
not separate and distinct activities. These sub-activities do not have to be separately studied.

» Process used to accomplish each reimbursable activity: Use flowcharts or similar analytical
tools and/or written desk procedures to describe the process for each activity.

¢ Employee universe: The employee universe used in the time study must include all positions
whose salaries and wages are to be allocated by means of the time study.

o Employee sample selection methodology: The plan must show that employees selected are
representative of the employee universe, and the results can be reasonably projected to
approximate actual costs. In addition, the employee sample size should be proportional to the
variation in time spent to perform a task. The sample size should be larger for tasks with
significant time variations.

» Time increments to be recorded: The time increments used should be sufficient to recognize
the number of different activities performed and the dynamics of these responsibilities. Very
large increments (such as one hour or more) might be used for employees performing only a
few functions that change very slowly over time. Very small increments (a number of minutes)
may be needed for employees performing more short-term tasks.

Random moment sampling is not an acceptable aiternative to continuous time records for
mandated cost claims. Random moment sampling techniques are most applicable in situations
where employees perform many different types of activities on a variety of programs with small time
increments throughout the fiscal year.

Time Study Documentation

Time studies must:

¢ Be supported by time records that are completed contemporaneously;

¢ Report activity on a daily basis;

+ Be sufficiently detailed to reflect all mandated activities and/or programs performed during a
specific time period; and

¢ Coincide with one or more pay periods.

Time records must be signed by the employee (electronic signatures are acceptable) and be
supported by corroborating evidence which validates that the work was actually performed. As with
actual time reporting, budget estimates or other distribution percentages determined before
services are performed do not qualify as valid time studies.

Time Study Results

Time study results must be summarized to show how the time study supports the costs claimed for
each activity. Any variations from the procedures identified in the original time study plan must be
documented and explained.

Current-year costs must be used to prepare a time study. Claimants may project time study results
to no more than two subsequent fiscal years. A claimant may not apply time study results
retroactively.

o Annual Reimbursement Claims: Claimants may use time studies to support costs incurred on
or after January 1, 2005. Claimants may not use time studies for the period July 1, 2004,
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through December 31, 2004, unless (1) the program's P’'s & G's specifically allow time studies,
and (2) the time study is prepared based on mandated activity occurring between July 1, 2004,
and December 31, 2004.

s Initial Claims: When filing an initial claim for new mandated programs, claimants may only use
time study results for costs incurred on or after January 1, 2005. Claimants may not use time
studies to support costs incurred before January 1, 2005, unless (1) the program's P's & G's
specifically allow time studies, and (2) the claimant prepares separate time studies for each
fiscal year preceding January 1, 2005, based on mandated activity occurring during those
years.

When projecting time study results, the claimant must certify that there have been no significant
changes between years in either: (1) the requirements of each mandated program activity or (2)
the processes and procedures used to accomplish the activity. For all years, the claimant must
maintain corroborating evidence that validates the mandated activity was actually performed. Time
study results used to support subsequent years’ claims are subject to the recordkeeping
requirements for those claims.

10. Offset Against State Mandated Claims

As noted previously, allowable costs are defined as those direct and indirect costs, less applicable
credits, considered to be eligible for reimbursement. When all or part of the costs of a mandated
program are specifically reimbursable from local assistance revenue sources (e.g., state, federal,
foundation, etc.), only that portion of any increased costs payable from CCD funds is eligible for
reimbursement under the provisions of GC Section 17561.

Example 1:

As illustrated in Table 5, this example shows how the "Offset Against State Mandated Claims"
is determined for a CCD receiving block grant revenues not based on a formula allocation.
Program costs for each situation equals $100,000.

Table 5: Offset Against State Mandates, Example 1

Program Actual Local State Offset Against  Claimable
Costs Assistance  Mandated State Mandated Mandated
Revenues Costs Claims Costs

1 $100,000 $95,000 $2,500 $-0- $2,500
2 100,000 97,000 2,500 -0- 2,500
3. 100,000 98,000 2,500 500 2,000
4, 100,000 100,000 2,500 2,500 -0-
5 100,000 * 50,000 2,500 1,250 1,250
6 100,000 * 49,000 2,500 250 2,250

* CCD share is $50,000 of the program cost.

Numbers (1) through (4), in Table 5, show intended funding at 100% from local assistance
revenue sources. Numbers (5) and (6) show cost sharing on a 50/50 basis with the district. In
numbers (1) through (6), included in the program costs of $100,000 are state mandated costs
of $2,500. The offset against state mandated claims are the amount of actual local assistance
revenues, which exceeds the difference between program costs and state mandated costs.
This offset cannot exceed the amount of state mandated costs.
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In (1), local assistance revenues were less than expected. Local assistance funding was not in
excess of the difference between program costs and state mandated costs. As a result, the
offset against state mandated claims is zero and $2,500 is claimable as mandated costs.

in (4), local assistance revenues were fully realized to cover the entire cost of the progfam,
including the state mandate activity; therefore, the offset against state mandated claims is
$2,500, and claimable costs are $0.

In (5), the district is sharing 50% of the project cost. Since local assistance revenues of $50,000
were fully realized, the offset against state mandated claims is $1,250.

In (6), local assistance revenues were less than the amount expended and the offset against
state mandated claims is $250. Therefore, the claimable mandated costs are $2,250.

Example 2:

As illustrated in Table 6, this example shows how the offset against state mandated claims is
determined for a CCD receiving special project funds based on approved actual costs. Local
assistance revenues for special projects must be applied proportionately to approve costs.

Table 6: Offset Against State Mandates, Example 2

Program Actual Local State Offset Against Claimable

Costs Assistance Mandated State Mandated Mandated
Revenues Costs Claims Costs
1. $100,000 $100,000 $2,500 $2,500 $-0-
2, 100,000 ** 75,000 2,500 1,875 625
3. 100,000 ** 45,000 1,500 1,125 375

** CCD share is $25,000 of the program cost.

In (2), the entire program cost was approved. Since the local assistance revenue source covers
75% of the program cost, it also proportionately covered 75% of the $2,500 state mandated
costs, or $1,875.

If in (3) local assistance revenues are less than the amount expected because only $60,000 of
the $100,000 program costs were determined to be valid by the contracting agency, then a
proportionate share of state mandated costs is likewise reduced to $1,500. The offset against
state mandated claims is $1,125. Therefore, the claimable mandated costs are $375.

Federal and State Funding Sources

State school fund apportionments and federal aid for education, which are based on average daily
attendance and are part of the general system of financing public schools as well as block grants
which do not provide for specific reimbursement of costs (i.e., allocation formulas not tied to
expenditures), should not be included as reimbursements from local assistance revenue sources.

Governing Authority

The costs of salaries and expenses-of the governing authority, such as the school superintendent
and governing board, are not reimbursable. These are costs of general government as described in
the Office of Management and Budget Circular (OMB) 2 CFR Part 225.
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11. Notice of Claim Adjustment

All claims submitted to the SCO are reviewed to determine if the claim was prepared in accordance
with the claiming instructions. If any adjustments are made to a claim, the claimant will receive a
"Notice of Claim Adjustments” detailing adjustments made by the SCO.

12. Audit of Costs

All claims submitted to the State Controller's Office (SCO) are reviewed to determine if costs are
related to the mandate, are reasonable and not excessive, and the claim was prepared in
accordance with the SCO’s claiming instructions and the P's & G’s adopted by the COSM. If any
adjustments are made to a claim, a "Notice of Claim Adjustment" specifying the claim component
adjusted, the amount adjusted, and the reason for the adjustment will be mailed within 30 days
after payment of the claim.

Pursuant to GC Section 17558.5, subdivision (a), a reimbursement claim for actual costs filed by
CCD pursuant to this chapter is subject to the initiation of an audit by the Controller no later than
three years after the date that the actual reimbursement claim was filed or last amended, whichever
is later. However, if no funds were appropriated or no payment was 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 no later than two years after the date that the audit is commenced. All documents used
to support the reimbursable activities 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.

On-site audits will be conducted by the SCO as deemed necessary. Accordingly, all documentation
to support actual costs claimed must be retained for a period of three years after the end of the
calendar year in which the reimbursement claim was filed or amended regardless of the year of
costs incurred. When no funds are appropriated for initial claims at the time the claim is filed,
supporting documents must be retained for three years from the date of initial payment of the claim.
Claim documentation shall be made available to the SCO on request.

13. Source Documents

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 ator nearthe 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, "l 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.

For costs incurred on or after January 1, 2005, a reasonable reimbursement methodology can be
used as a formula for reimbursing a CCD mandated by the state that meets certain conditions
specified in 17518.5(a). For costs incurred prior to January 1, 2005, time study can substitute for
continuous records of actual time spent for a specific fiscal year only if the program's P's & G's
ailow for the use of time studies.
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14. Claim Forms and Instructions

15.

A claimant may submit a computer generated report in substitution for Form-1 and Form-2,
provided the format of the report and data fields contained within the report are identical to the
claim forms included with these instructions. The claim forms provided with these instructions
should be duplicated and used by the claimant to file an estimated or reimbursement cfaim. The
SCO will revise the manual and claim forms as necessary.

A. Form-2, Component/Activity Cost Detail

This form is used to segregate the detail costs by claim component. In some mandates, specific
reimbursable activities have been identified for each component. The expenses reported on
this form must be supported by the official financial records of the claimant and copies of
“supporting documentation, as specified in the claiming instructions, must be submitted with the
claims. All supporting documents must be retained for a period of not less than three years after
the reimbursement claim was filed or last amended.

B. Form-1, Claim Summary

This form is used to summarize direct costs by component and compute allowable indirect
costs for the mandate. The direct costs summarized on this form are derived from Form-2 and
are carried forward to form FAM-27.

A CCD has the option of using a federally approved rate (i.e., utilizing the cost accounting
principles from the Office of Management and Budget (OMB) 2, CFR Part 225) or from form
FAM-29C.

C. Form FAM-27, Claim for Payment

This form contains a certification that must be signed by an authorized officer of the CCD. All
applicable information from Form-1 must be carried forward onto this form in order for the SCO
to process the claim for payment. An original and one copy of the FAM-27 are required.

Claims should be rounded to the nearest dollar. Submit a signed original and one copy of form
FAM-27, Claim for Payment, and all other forms and supporting documents (To expedite the
payment process, please sign the form FAM-27 with blue ink, and attach a copy of the
form FAM-27 to the top of the claim package.) Use the following mailing addresses:

if delivered by If delivered by

U.S. Postal Service: Other delivery services:

Office of the State Controller Office of the State Controller

Aftn: Local Reimbursements Section Aftn: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting
P.O. Box 942850 3301 C Street, Suite 500
Sacramento, CA 94250 Sacramento, CA 95816

Retention of Claiming Instructions

For your convenience, the revised claiming instructions in this package have been arranged in
alphabetical order by program name. These revisions should be inserted in the School Mandated
Cost Manual and the old forms they replace should be removed. The instructions should then be
retained permanently for future reference, and the forms should be duplicated to meet your filing
requirements. Annually, updated forms and any other information or instructions claimants may
need to file claims, as well as instructions and forms for all new programs released throughout the
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year will be placed on the SCO’s web site at www.sco.ca.gov/ard/local/locreim/index.shtml.

If you have any questions concerning mandated cost reimbursements, please write to us at the
address listed for filing claims, or send e-mail to Irsdar@sco.ca.gov, or call the Local
Reimbursements Section at (916) 324-5729. :

16. Retention of Claim Records and Supporting Documentation

All claims submitted to the SCO are reviewed to determine if costs are related to the mandate, are
reasonable and not excessive, and that the claim was prepared in accordance with the SCO'’s
claiming instructions and the COSM’s P’s and G’s. if any adjustments are made fo a claim, a
“Notice of Claim Adjustments” specifying the claim component adjusted, the amount adjusted, and
the reason for the adjustment, will be mailed within 30 days after payment of the claim.

On-site audits will be conducted by the SCO as deemed necessary. Pursuant to GC Section
17558.5, subdivision (a), a reimbursement claim for actual costs filed by a school district is subject
to audit by the SCO no later than three years after the date the actual reimbursement claim was
filed or last amended, whichever is later. However, if no funds were appropriated or no payment
was made to a claimant for the program for the fiscal year for which the claim was filed, the time for
the SCO to initiate an audit shall commence to run from the date of initial payment of the claim.
Therefore, all documentation to support actual costs claimed must be retained for the same period,
and shall be made available to the SCO on request.
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FILING A CLAIM

1. Introduction

The law in the State of California, (GC Sections 17500 through 17617), provides for the
reimbursement of costs incurred by community college districts (CCD) for costs mandated by the
State. Costs mandated by the State means any increased costs which a CCD is required to incur
after July 1, 1980, as a result of any statute enacted after January 1, 1975, or any executive order
implementing such statute which mandates a new program or higher leve! of service of an existing
program.

A reimbursement claim is defined in GC Section 17522 as any claim filed with the State Controller's
Office by a CCD for reimbursement of costs incurred for which an appropriation is made for the
purpose of paying the claim. An actual claim for the 2007-08 fiscal year, may be filed by February
15, 2009, without a'late penalty. If the filing deadline falls on a weekend or holiday, the filing
deadline will be the next business day. Since the 15th falls on a weekend in 2009, claims will be
accepted without penalty if postmarked or delivered on before February 17th, 2009. Ongoing
reimbursement claims filed after the deadline will be reduced by a late penalty of 10%, not to
exceed $10,000. Amended claims filed after the filing deadline will be reduced by 10% of the
increased amount not to exceed $10,000 for the total claim. Initial reimbursement claims filed after
the filing deadline will be reduced by a late penalty of 10% with no limitation. Claims filed more than
one year after the deadline will not be accepted by the SCO.

In order for a claim to be considered properly filed, it must include documentation to support the
indirect cost rate if the indirect cost rate exceeds 7 percent. A more detailed discussion of the
indirect cost methods available to community colleges may be found in Section 9 of these
instructions. Documentation to support actual costs must be kept on hand by the claimant and
made available to the SCO upon request as explained in Section 17 of these instructions.

When a program has been reimbursed for three or more years, the Commission on State Mandates
(CSM) may approve the program for inclusion in the State Mandates Apportionment System
(SMAS). For programs included in SMAS, the SCO determines the amount of each claimant's
entitlement based on an average of three consecutive fiscal years of actual costs adjusted by any
changes in the Implicit Price Deflator (IPD). Claimants with an established entitlement receive an
annual apportionment adjusted by any changes in the IPD and, under certain circumstances, by
any changes in workload. Claimants with an established entitlement do not need to file further
claims for the program.

The SCO is authorized to make payments for costs of mandated programs from amounts
appropriated by the State Budget Act, by the State Mandates Claims Fund, or by specific
legislation. In the event the appropriation is insufficient to pay claims in full, claimants will receive
prorated payments in proportion to the dollar amount of approved claims for the program. Balances
of prorated payments will be made when supplementary funds become available.

These claiming instructions are issued to help claimants prepare paper, and/or electronic mandated
cost claims, for submission to the SCO. These instructions are based upon the State of California
statutes, regulations, and parameters and guidelines (P’s & G's) adopted by the CSM. Since each
mandate is administered separately, it is important to refer to the P's and G’s for each program for
information relating to established policies and eligible reimbursable costs.

2. Electronic Filing: Local.Government e-Claims (LGeC)

LGeC enables ciaimants and their consultants to securely prepare and submit mandated cost
claims via the Internet. LGeC uses a series of data input screens to collect the information needed
to prepare a claim and provides a web service so claims can be uploaded in batch files. LGeC also
incorporates an attachment feature so claimants can electronically attach supporting
documentation if required. The only documentation required to be submitted with the claim is the
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support for the indirect cost rate if the indirect cost rate exceeds 10%. A more detailed discussion of
the indirect cost methodologies available to community colleges may be found in Section 9 of this
manual. All other documentation to support actual costs must be kept on hand by the claimant and
made available to the SCO upon request as explained in Section 17 of this manual.

The LGeC system provides an easy and straightforward approach to the claiming process. Filing
claims using LGeC eliminates the manual preparation and submission of paper claims by CCDs
and the receiving, processing, key entry, verification, and storage of the paper claims by the SCO.
LGeC also provides mathematical checks and automated error detection to reduce erroneous and
incomplete claims, provides the State with an electronic workflow process, and stores the claims in
an electronic format. Making the change from paper claims to electronic claims reduces the manual
handling of paper claims and decreases the costs incurred for postage, handling, and storage of
claims filed using the LGeC system

In order to use the LGeC system you will need to obtain a user ID and password for each person
who will access the LGeC system. To obtain a User ID and password you must file an application
with the SCO. The application and instructions are available on the LGeC website located at
https://www.sco/ard/local/lgec/index.shtml. Complete the application and other documents as
requested and mail them to the SCO using the address provided in the instructions. The SCO will
process the application and issue a User ID and password to each applicant.

In addition, you may want to subscribe to an email distribution list to automatically receive timely,
comprehensive information regarding mandated cost claim receipts, payments, test claims,
guidelines, electronic claims, and other news and updates. You also will receive related audit
reports and mandate information disseminated by other state agencies.

You can find more information about LGeC and the ~email distribution lists at
htips://www.sco/ard/local/lgec/index.shtml. This website provides access to the LGeC system, an
application for User ID’s and passwords, an instructional guide, FAQ's and additional help files.
Questions about the information on this website may be directed to LRSDAR@sco.ca.goy, or to
Angie Lowi Teng at the Division of Accounting and Reporting, Local Reimbursements Section,
Local Government e-Claims, (916) 323-0706.

3.  Types of Claims

Claimants may file a reimbursement claim for actual mandated costs incurred in the prior fiscal
year. An entitlement claim may be filed for the purpose of establishing a base year entitement
amount for mandated programs included in SMAS. A claimant who has established a base year
entitlement for a program, would receive an automatic annual payment which is reflective of the
current costs for the program.

All claims received by the SCO will be reviewed to verify actual costs. An adjustment of the claim
will be made if the amount claimed is determined to be excessive, improper, or unreasonable.

A. Reimbursement Claim

A reimbursement claim is defined in GC Section 17522 as any claim filed with the SCO by a
CCD for reimbursement of costs incurred for which an appropriation is made for paying the
claim.

Initial reimbursement claims are first-time claims for reimbursement of costs for one or more
prior fiscal year(s) of a program that was previously unfunded. Claims are due 120 days from
the date of issuance of the claiming instructions for the program by the SCO. The first statute
that appropriates funds for the mandated program will specify the fiscal years for which costs
are eligible for reimbursement.

Annual ongoing reimbursement claims must be filed by February 15™ following the fiscal year in
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which costs were incurred for the program. If the filing deadline falls on a weekend or holiday,
the filing deadline will be the next business day. Since February 15" falls on a weekend in
2089, claims will be accepted without penalty if postmarked or delivered on before February
177, 2009.

In order for a claim to be considered properly filed, it must include documentation to support the
indirect cost rate if the indirect cost rate exceeds seven percent. A more detailed discussion of
the indirect cost methods available to community colleges may be found in Section 9 of this
manual.

Documentation to support actual costs must be kept on hand by the claimant and made
available to the SCO upon request as explained in Section 17 of this manual.

B. Estimated Claims

Pursuant to AB 8, Chapter 6, Statutes of 2008, the option to file estimated claims has been
eliminated. Therefore, estimated claims filed on or after February 17, 2008, will not be
accepted for reimbursement.

C. Entitlement Claim

An entitlement claim is defined in GC Section 17522 as any claim filed by a CCD with the SCO
for the sole purpose of establishing or adjusting a base year entitlement for a mandated cost
program that has been included in SMAS. An entitlement claim should not contain nonrecurring
or initial start-up costs. There is no statutory deadline for the filing of entitlement claims.
However, entitlement claims should be filed by February 15th, following the third fiscal year
used to develop the entitlement claim, to permit an orderly processing of claims. When the
claims are approved and a base year entitlement amount is determined, the claimant will
receive an apportionment reflective of the program's current year costs.

The automatic apportionment is determined by adjusting the claimant's base year entitiement
for changes in the IPD of costs of goods and services to governmental agencies, as
determined by the State Department of Finance. For programs approved by the CSM for
inclusion in SMAS on or after January 1, 1988, the payment for each year succeeding the three
year base period is adjusted according to any changes by both the IPD and average daily
attendance (ADA).

The SCO will perform this computation for each claimant who has filed claims for three
consecutive years. If a claimant has incurred costs for three consecutive years but has not filed
a claim in each of those years, the claimant may file an entitiement claim, form FAM-43, to
establish a base year entitiement. The form FAM-43 is included in the claiming instructions for
SMAS programs. An entitlement claim does not result in the claimant being reimbursed for the
costs incurred, but rather entitles the claimant to receive automatic payments from SMAS.
Annual apportionments for programs included in the SMAS system are paid on or before
November 30th of each year.

4, Minimum Claim Amount

For initial claims and annual claims filed on or after September 30, 2002, if the total costs for a
given year do not exceed $1,000 no reimbursement shall be allowed except as otherwise allowed
by GC Section 17564.

5. Filing Deadline for Claims

Pursuant to GC Section 17561(d) initial reimbursemen't claims (first time claims) for reimbursement
of costs of a previously unfunded mandated program must be filed within 120 days from the date
the SCO issues the claiming instructions for the program.
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When paying a timely filed claim for initial reimbursement, the Controller shall withhold 20 percent
of the amount of the claim until the claim is audited to verify the actual amount of the mandated
costs.

Initial reimbursement claims filed after the filing deadline shall be reduced by 10 percent of the
amount that would have been allowed had the claim been timely filed. The Controller may withhold
payment of any late claim for initial reimbursement until the next deadline for funded claims unless
sufficient funds are available to pay the claim after all timely filed claims have been paid. All initial
reimbursement claims for all fiscal years required to be filed on their initial filing date for a state-
mandated local program shall be considered as one claim for the purpose of computing any late
claim penalty

In no case may a reimbursement claim be paid if submitted more than one year after the filing
deadline specified in the Controller's claiming instructions on funded mandates.

Pursuant to GC Section 17560, annual reimbursement claims (recurring claims) for costs incurred
during the previous fiscal year must be filed with the SCO and postmarked on or before February
15th following the fiscal year in which costs were incurred. If the filing deadline falis on a weekend
or holiday, the filing deadline will be the next business day. Since February 15th falls on a weekend
in 2009, claims will be accepted without penalty if postmarked or delivered on before February
17th, 2009. :

If the annual reimbursement claim is filed after the deadline, but within one year of the deadline, the
approved claim must be reduced by a 10% late penalty, not to exceed $10,000. Amended claims
filed after the deadline will be reduced by 10% of the increased amount not to exceed $10,000 for
the total claim. Claims filed more than one year after the deadline cannot be accepted for
reimbursement.

Entitlement claims do not have a filing deadline. However, entitlement claims should be filed by
February 15th to permit orderly processing of the claims. »

6. Payment of Claims

In order for the SCO to authorize payment of a claim, the Certification of Claim, form FAM-27, must
be properly filled out, signed, and dated by the entity's authorized officer. When using the LGeC
system the logon id and password of the authorized officer is used for the signature and is applied
by the LGeC system when the claim is submitted. Pursuant to GC 17561(d), reimbursement claims
are paid by August 15, or 45 days after the date the appropriation for the claim is effective,
whichever is later. In the event the amount appropriated by the Legislature is insufficient to pay the
approved amount in fuli for a program, claimants will receive a prorated payment in proportion to
the amount of approved claims timely filed and on hand at the time of proration.

A claimant is entitled to receive accrued interest at the pooled money investment account rate if the
payment was made more than 60 days after the claim filing deadline or the actual date of claim
receipt, whichever is later. For an initial claim, interest begins to accrue when the payment is made
more than 365 days after the adoption of the program's statewide cost estimate. The SCO may
withhold up to 20 percent of the amount of an initial claim until the claim is audited to verify the
actual amount of the mandated costs.

The SCO reports the amounts of insufficient appropriations to the State Department of Finance, the
Chairperson of the Joint Legislative Budget Committee, and the Chairperson of the respective
committee in each house of the Legislature, who consider appropriations in order to assure
appropriation of these funds in the Budget Act. If these funds cannot be appropriated on a timely
basis in the Budget Act, this information is transmitted to the CSM which will include these amounts
in its report to assure that an appropriation sufficient to pay the claims is included in the next local
government claims bill or other appropriation bills. Any balances remaining on these claims will be
paid when supplementary funds are made available.
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Unless specified in the statutes, regulations, or P's & G's, the determination of allowable and
unallowable costs for mandates is based on the P's & G’s adopted by the CSM. The determination
of allowable reimbursable mandated costs for unfunded mandates is made by the CSM. The SCO
determines allowable reimbursable costs, subject to amendment by the CSM, for mandates funded
by special legislation. Allowable costs are those direct and indirect costs, less applicable credits,
considered eligible for reimbursement. In order for costs to be allowable and thus eligible for
reimbursement, the costs must meet the following general criteria:

1. The cost is necessary and reasonable for proper and efficient.administration of the mandate
and not a general expense required to carry out the overall responsibilities of government.

2. The cost is allocable to a particular cost objective identified in the P's & G's.

The cost is net of any applicable credits that offset or reduce expenses of items allocable to the
mandate. .

The SCO has identified certain costs that should not be claimed as direct program costs unless
specified as reimbursable under the program’s P's & G's. These costs include, but are not limited
to, subscriptions, depreciation, memberships, conferences, workshops, general education, and
travel costs. ‘

7.  State Mandates Apportionment System (SMAS)

Chapter 1534, Statutes of 1985, established SMAS, a method of paying certain mandated
programs as apportionments. This method is utilized whenever a program has been approved for
inclusion in SMAS by the CSM.

When a mandated program has been included in SMAS, the SCO will determine a base year
entitlement amount for each CCD that has submitted reimbursement claims (or entitlement claims)
for three consecutive fiscal years. A base year entitlement amount is determined by averaging the
approved reimbursement claims (or entitlement claims) for 1982-83, 1983-84, and 1984-85 years or
any three consecutive fiscal years thereafter. The amounts are first adjusted by any change in the
IPD, which is applied separately to each year's costs for the three years that comprise the base
period. The base period means the three fiscal years immediately succeeding the CSM's approval.

Each CCD with an established base year entitlement for the program will receive automatic annual
payments from the SCO reflective of the program's current year costs. The apportionment amount
is adjusted annually for any change in the IPD. If the mandated program was included in SMAS
after January 1, 1988, the annual apportionment is adjusted for any change in both the IPD and
ADA.

In the event a CCD has incurred costs for three consecutive fiscal years but did not file a
reimbursement claim in one or more of those fiscal years, the CCD may file an entitlement claim for
each of those missed years to establish a base year entitlement. An "entitlement claim” means any
claim filed by a CCD with the SCO for the sole purpose of establishing a base year entitlement. A
base year entitlement shall not include any nonrecurring or initial start-up costs.

Initial apportionments are made on an individual program basis. After the initial year, all
apportionments are made by November 30"™. The amount to be apportioned is the base year
entitlement adjusted by annual changes in the IPD for the cost of goods and services to
governmental agencies as determined by the State Department of Finance.

In the event the CCD determines that-the amount of apportionment does not accurately reflect
costs incurred to comply with a mandate, the process of adjusting an established base year
entitiement upon whjch the apportionment is based is set forth in GC Section 17615.8 and requires
the approval of the CSM.
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8. Direct Costs

A direct cost is a cost that can be identified specifically with a particular program or activity.
Documentation to support direct costs must be kept on hand by the claimant and made available to
the SCO upon request as explained in Section 17 of these instructions. Costs typically classified as
direct costs are:

(1) Employee Wages, Salaries, and Fringe Benefits

For each of the mandated activities performed, the claimant must list the names of the
employees who worked on the mandate, their job classification, hours worked on the
mandate, and rate of pay. The claimant may use a productive hourly rate in-lieu of reporting
actual compensation and fringe benefits:

(a) Productive Hourly Rate Options

A CCD may use one of the following methods to compute productive hourly rates:
« Actual annual productive hours for each employee

¢ The weighted-average annual productive hours for each job title, or

¢ 1,800* annual productive hours for all employees

If actual annual productive hours or weighted-average annual productive hours for each job
titte is chosen, the claimant must maintain documentation of how these hours were
computed. Documentation to support these costs must be kept on hand by the claimant
and made available to the SCO upon request as explained in Section 17 of these
instructions. )

* 1,800 annual productive hours excludes the following employee time:
o Paid holidays;

o Vacation earned;

o Sick leave taken;

o Informal time off;

o Jury duty;

o Military leave taken.

(b) Compute a Productive Hourly Rate

1. Compute a productive hourly rate for salaried employees to include actual fringe benefit
costs. The methodology for converting a salary to a productive hourly rate is to
compute the employee's annual salary and fringe benefits and divide by the annual
productive hours.

Table 1: Productive Hourly Rate, Annual Salary + Benefits Method

Formula: Description:

[(EAS + Benefits) APH] = PHR EAS = Employee's Annual Salary
APH = Annual Productive Hours

[($26,000 + $8,099)] 1,800 hrs = 18.94 PHR = Productive Hourly Rate

¢ As illustrated in Table 1, if you assume an employee's compensation was $26,000
and $8,099 for annual salary and fringe benefits, respectively, using the "Salary +
Benefits Method," the productive hourly rate would be $18.94. To convert a biweekly
salary to EAS, multiply the biweekly salary by 26. To convert a monthly salary to
EAS, multiply the monthly salary by 12. Use the same methodology to convert other
salary periods.
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2. A claimant may also compute the productive hourly rate by using the “Percent of
Salary Method."

Table 2: Productive Hourly Rate, Percent of Salary Method

Example:
Step 1: Fringe Benefits as a Percent  Step 2: Productive Hourly Rate
of Salary

Retirement 15.00 % Formula:

Social Security & 7.65 (EAS x (1 + FBR)) APH]=

Medicare PHR )

Health & Dental 5.25

insurance

Workers Compensation 3.25 [($26,000 x (1.3115)) 1,800]
= $18.94

Total 3115 %

Description:

EAS = Employee's Annual Salary APH = Annual Productive Hours

FBR = Fringe Benefit PHR = Productive Hourly Rate

Rate

e Asillustrated in Table 3, both methods produce the same productive hourly rate.

Reimbursement for personnel services includes, but is not limited to, compensation paid
for salaries, wages and employee fringe benefits. Employee fringe benefits include
employer's contributions for social security, pension plans, insurance, workers
compensation insurance and similar payments. These benefits .are eligible for
reimbursement as long as they are distributed equitably to all activities. Whether these
costs are allowable is based on the following presumptions:

e The amount of compensation is reasonable for the service rendered.

e« The compensation paid and benefits received are appropriately authorized by the
governing board.

e Amounts charged for personnel services are based on payroll documents that are
supported by time and attendance or equivalent records for individual employees.

e The methods used to distribute personnel services should produce an equitable
distribution of direct and indirect allowable costs.

For each of the employees included in the claim, the claimant must use reasonable rates
and hours in computing the wage cost. If a person of a higher-level position, performs an
activity which normally would be performed by a lower-level position, reimbursement for
time spent is allowable at the average salary range for the lower-level position. The
salary rate of the person at a higher-level position may be claimed if it can be shown that
it was more cost effective in comparison to the performance by a person at the lower-
level position under normal circumstances and conditions. The number of hours charged
to an activity should reflect the time expected to complete the activity under normal
circumstances and conditions. The numbers of hours in excess of normal expected hours
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are not reimbursable. Documentation to support these costs must be kept on hand by the
claimant and made available to the SCO upon request as explained in Section 17 of
these instructions.

(c)

(d)

(e)

Calculating an Average Productive Hourly Rate

In those instances where the P's & G's allow a unit as a basis of claiming costs, the

direct labor component of the unit cost should be expressed as an average productive

hourly rate and can be determined as follows:

Table 3: Calculating an Average Productive Hourly Rate

Time Productive Total Cost

Spent Hourly Rate by Employee
Employee A 1.25 hrs $6.00 $7.50
Employee B 0.75 hrs 4.50 3.38
Employee C 3.50 hrs 10.00 35.00
Total 5.50 hrs $45.88
Average Productive Hourly Rate is $45.88/5.50 hrs. = $8.34

Employer's Fringe Benefits Contribution

A CCD has the option of claiming actual employer's fringe benefit contributions or may
compute an average fringe benefit cost for the employee's job classification and claim it
as a percentage of direct labor. The same time base should be used for both salary
and fringe benefits when computing a percentage. For example, if health and dental
insurance payments are made annually, use an annual salary. After the percentage of
salary for each fringe benefit is computed, total them. Documentation to support these
costs must be kept on hand by the claimant and made available to the SCO upon
request as explained in Section 17 of these instructions. For example:

Employer's Contribution % of Salary
Retirement 15.00%
Social Security 7.65%
Health and Dental '

5.25%
Insurance
Worker's Compensation 0.75%
Total _ 28.65%

Materials and Supplies

Only actual expenses can be claimed for materials and supplies, which were acquired
and consumed specifically for the purpose of a mandated program. The claimant must
list the materials and supplies that used to perform the mandated activity, the number
of units consumed, the cost per unit, and the total dollar amount claimed. Materials and
supplies in excess of reasonable quality, quantity, and cost are not reimbursable.
Materials and supplies withdrawn from inventory and charged to the mandated activity
must be based on a recognized method of pricing, consistently applied. Purchases
shall be claimed at the actual price after deducting discounts, rebates and allowances
received by the CCD. Documentation to support these costs must be kept on hand by
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(f)

(9)

the claimant and made available to the SCO upon request as explained in Section 17
of these instructions.

Calculating a Unit Cost for Materials and Supplies

In those instances where the P’s & G's suggest that a unit cost be developed for use as
a basis of claiming costs mandated by the State, the materials and supplies component
of the unit cost should be expressed as a unit cost of materials and supplies as shown
in Table 1 or Table 2: '

Table 1: Calculating A Unit Cost for Materials and Supplies

Amount of Unit Cost

Supplies Used of Supplies

Supplies Cost Per Unit Per Activity Per Activity
Paper 0.02 4 $0.08
Files 0.10 1 0.10
Envelopes 0.03 2 0.06
Photocopies 0.10 4 0.40
$0.64

Table 2: Calculating a Unit Cost for Materials and Supplies

Unit Cost
Supplies of Supplies
Supplies Used Per Activity
Paper ($10.00 for 500 sheet ream) 250 Sheets $5.00
Files ($2.50 for box of 25) 10 Folders 1.00
Envelopes ($3.00 for box of 100) 50 Envelopes 1.50
Photocopies ($0.05 per copy) 40 Copies 2.00
$9.50

If the number of reimbursable instances is 25, then the unit cost of supplies is $0.38
per reimbursable instance ($9.50/25).

Contract Services

‘The cost of contract services is allowable if the CCD lacks the staff resources or

necessary expertise, or it is economically feasible to hire a contractor to perform the
mandated activity. The claimant must keep documentation on hand to support the
name of the contractor, explain the reason for having to hire a contractor, describe the
mandated activities performed, give the dates when the activities were performed, the
number of hours spent performing the mandate, the hourly billing rate, and the total
cost. The hourly billing rate shall not exceed the rate specified in the P's & G's for the
mandated program. The contractor's invoice, or statement, which includes an itemized
list of costs for actjvities performed. Documentation to support these costs must be kept
on hand by the claimant and made available to the SCO upon request as explained in
Section 17 of these instructions.

(h) Equipment Rental Costs
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(i)

()

(k)

Equipment purchases and leases {with an option to purchase) are not reimbursable as
a direct cost unless specifically allowed by the P's & G's for the particular mandate.
Equipment rentals used solely for the mandate are reimbursable to the extent such
costs do not exceed the retail purchase price of the equipment plus a finance charge.
The claimant must maintain documentation to support the purpose and use for the
equipment, the time period for which the equipment was rented and the total cost of the
rental. If the equipment is used for purposes other than reimbursable activities, only the
pro rata portion of the rental costs can be claimed. Documentation to support these
costs must be kept on hand by the claimant and made available to the SCO upon
request as explained in Section 17 of these instructions.

Capital Outlay

Capital outlays for land, buildings, equipment, furniture and fixtures may be claimed if
the P's & G's specify them as allowable. If they are allowable, the P's & G's for the
program will specify a basis for the reimbursement. If the fixed asset or equipment is
also used for purposes other than reimbursable activities for a specific mandate, only
the pro rata portion of the purchase price used to implement the reimbursable activities
can be claimed. Documentation to support these costs must be kept on hand by the
claimant and made available to the SCO upon request as explained in Section 17 of
these instructions.

Travel Expenses

Travel expenses are normally reimbursable in accordance with travel rules and
regulations of the local jurisdiction. For some programs, however, the P's & G's may
specify certain limitations on expenses, or that expenses can only be reimbursed in
accordance with the State Board of Control travel standards. When claiming travel
expenses, the claimant must maintain documentation to support the purpose of the trip,
the name and address of the persons incurring the expense, the date and time of
departure and return, a description of each expense claimed, and the cost of
transportation, number of private auto miles traveled, and the cost of tolls and parking.
Receipts are required for charges over $10.00. Documentation to support these costs
must be kept on hand by the claimant and made available to the SCO upon request as
explained in Section 17 of these instructions.

Documentation

It is the responsibility of the claimant to maintain documentation in the form of general
and subsidiary ledgers, purchase orders, invoices, contracts, canceled warrants,
equipment usage records, land deeds, receipts, employee time sheets, agency travel
guidelines, inventory records, and other relevant documents to support claimed costs.
The type of documentation necessary for each claim may differ with the type of
mandate. The documentation supporting these costs must be kept on hand by the
claimant and made available to the SCO upon request as explained in Section 17 of
these instructions.

9. Indirect Costs

Indirect costs are; {(a) Incurred for a common or joint purpose benefiting more than one cost
objective, and (b) not readily assignable to the cost objectives specifically benefited without effort
disproportionate to the results achieved. Indirect costs can originate in the department performing
the mandate or in departments that supply the department performing the mandate with goods,
services, and facilities. To be allowable, a cost must be allocable to a particular cost objective.
Indirect costs must be distributed to benefiting cost objectives on bases which produce an equitable
result related to the benefits derived by the mandate.

A CCD may claim indirect costs using the Controlier's methodology (FAM-29C), or if specifically
allowed by a mandated cost program's P’s & G’s, a district may choose to claim indirect costs using
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either (1) a federally approved rate prepared in accordance with the Office of Management and
Budget (OMB) Circular A-21, Cost Principles for Educational Institutions; or (2) a flat 7% rate. The
FAM-29C indirect cost rate and the flat 7% indirect cost rate are applied to Salaries and Benefits
Only, whereas the federally approved rate is applied to the allocation base used in developing the
federally approved rate.

If indirect costs are calculated using the OMB Circular A-21 methodology with a base other than
Salaries and Benefits Only, the claim cannot be filed using the Local Government e-Claims system
as LGeC does not support cost bases other than Salaries and Benefits Only. Instead, these claims
must be filed manually using paper forms.

However, if indirect costs are calculated using the OMB Circular A-21 methodology using Salaries
and Benefits Only in the base, then the claims can be filed using either the LGeC system or the
manual paper process. In these cases, the indirect cost rate is calculated in accordance with the
chosen methodology and keyed into the mandated cost form on the appropriate line (usually Form
1, line (08)), Indirect Cost Rate. The LGeC system will apply that rate to Salaries and Benefits Only
(usually Form 1, line (5)(a) to arrive at the total indirect costs (usually Form 1, line (7). If the rate is
applied to anything other than Salaries and Benefits Only, then the claim must be filed manually
using paper forms.

The SCO developed form FAM-29C to be consistent with the OMB Circular A-21 cost accounting
principles as they apply to mandated cost programs. The objective is to determine an equitable rate
to allocate administrative support to personnel who performed the mandated cost activities. The
methodology used in form FAM-29C is a direct cost base comprised of salary and benefit costs.
This provides a consistent indirect cost rate methodology for all CCD’s mandated cost programs.

FAM-29C uses expenditures that districts report in their California Community Colleges Annual
Financial and Budget Report (CCFS-311), Expenditures by Activity for the General Fund —
Combined. The computation excludes capital outlay and other outgo in accordance with the OMB
Circular A-21. The indirect cost rate computation includes any depreciation or use allowance
applicable to district buildings and equipment. Districts calculate depreciation or use allowance
costs separately from the CCFS-311 report and should calculate them in accordance with the OMB
Circular A-21.

The OMB Circular A-21, Section C .4, states that a cost is allocable to a particular cost objective in
accordance with the relative benefits received. Also, Section E.2.b., states that the overall objective
of the cost allocation process is to distribute indirect costs to the institution's major functions. in
proportions reasonably consistent with their use of the institution’s resources. In addition, Section
E.2.c. notes that where certain items or categories of expense relate to less than all functions, such
expenses should be set aside for selective allocation.

The OMB Circular A-21, Section H, describes a simplified method for indirect cost rate calculations.
However, Section H.1.b. states that the simplified method should not be used where it produces
results that appear inequitable. As previously noted, FAM-29C strives to equitably allocate
administrative support costs to personnel that perform mandated cost activities claimed by CCD's.
For example, library costs and department administration expenses, normally classified fully or
partly as indirect costs in the OMB Circular A-21, are instead classified as direct costs for FAM-
29C. These costs do not benefit mandated cost activities. In summary, FAM-29C indirect costs
include operation and maintenance of plant; planning, policy making, and coordination; general
institutional support services (excluding community relations); and depreciation or use allowance.
Community relations include fundraising costs, which are unallowable under OMB Circular A-21. If
the district claims any costs from' these indirect accounts as direct mandate-related costs, the same
costs should be reclassified as direct on FAM-29C.

Table 4 presents an example of the FAM-29C methodology.
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Table 4: Indirect Cost Rate for Community Colleges

MANDATED COST FORM
INDIRECT COST RATE FOR COMMUNITY COLLEGE DISTRICTS FAM 29-C
(1) Claimant
Indirect-Salaries,
Salaries and Operating Benefits, and
Benefits per Expenses per Operating Direct-Salaries
Activity EDP CCFS-311 CCFS-311 Expenses and Benefits only
Instructional Activities 599 $46,249,931 $ 8,289,190 $ 46,249,931
Instruct. Admin. & Instruct. Governance 6000 5,181,935 631,615 5,181,935
Instructiona!l Support Services 6100 4,361,061 445,196 4,361,061
Admissions and Records 6200 1,251,539 96,634 1,251,539
Student Counseling and Guidance 6300 3,373,121 80,201 3,373,121
Other Student Services 6400 5,511,511 1,116,904 5,511,511
Operation and Maintenance of Plant 6500 5,192,099 3,192,398 8,384,497
Planning, Policy Making, and Coordination 6600 2,562,909 1,096,833 3,659,742
General Institutional Support Services 6700
Community Relations 6710 446,207 228,320 674,527
Fiscal Operations 6720 2,342,316 315,019 2,657,335
Human Resources Management 6730 1,057,387 102,600 1,159,987
Non-instructional Staff Retirees' Benefits and
Retirement Incentives 6740 1,327,125 - 1,327,125
Staff Development 6750 1,295 34,931 36,226
Staff Diversity 6760 449,392 394,915 844,307
Logistical Services 6770 2,853,609 354,953 3,208,562
Management Information Systems 6780 2,386,511 894,685 3,281,196
Other General Institutional Support Services 6790 19,635 1,679 21,314
Community Services and Economic Development 6800 963,036 688,648 963,036
Anciliary Services 6900 723,450 224,961 723,450
Auxiliary Operations 7000 565,859 12,179.00 565,859
Depreciation or Use Allowance - Building 2,620,741
Depreciation or Use Allowance - Equipment 721,097
Totals $86,819,928 3 18,201,861 $28,596,656 $68,181,443
A) (B)
41.94%

Indirect Cost Rate (A)/(B)
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10. Time Study Guidelines

Background

A reasonable reimbursement methodology, which meets certain conditions specified in Government
Code section 17518.5, subdivision (a), can be used as a "formula for reimbursing local agency and
school district costs mandated by the state.”

Two methods are acceptable for documenting employee time charged to mandated cost programs:
Actual Time Reporting and Time Study. These methods are described below. Application of time
study results is restricted. As explained in the Time Study Results section below, the results may be
projected forward a maximum of two years or applied retroactively to initial claims, current-year
claims, and late-filed claims, provided certain criteria are met.

Actual Time Reporting

Each program’s parameters and guidelines define reimbursable activities for the mandated cost
program. (Some parameters and guidelines refer to reimbursable activities as reimbursable
components.) When employees work on multiple activities and/or programs, a distribution of their
salaries or wages must be supported by personnel activity reports or equivalent documentation that
meets the following standards (which clarify documentation requirements discussed in the
Reimbursable Activities section of recent parameters and guidelines);

« They must reflect an after-the-fact (contemporaneous) distribution of the actual activity of each
employee;

* They must account for the total activity for which each employee is compensated;
*» They must be prepared at least monthly and must coincide with one or more pay periods; and

+ They must be signed by the employee.

Budget estimates or other distribution percentages determined before services are performed do
not qualify as support for actual time reporting.

Time Study

In certain cases, a time study may be used as a substitute for continuous records of actual time
spent on muitiple activities and/or programs. A time study can be used for an activity when the task
is repetitive in nature. Activities that require varying levels of effort are not appropriate for time
studies.

Time Study Plan

The claimant must develop a time study plan before a time study is conducted. The claimant must
retain the time study plan for audit purposes. The plan must identify the following:

+ Time period(s) to be studied - the plan must show that all time periods selected are representative
of the fiscal year and that the results can be reasonably projected to approximate actual costs.

« Activities and/or programs to be studied - for each mandated program included, the time study
must separately identify each reimbursable activity defined in the mandated program's
parameters and guidelines, which are derived from the program's statement of decision. If a
reimbursable activity in the parameters and guidelines identifies separate and distinct sub-
activities, these sub-activities also must be treated as individual activities.

For example, sub-activities (a), (b), and (¢) under reimbursable activity (B)(1) of the local
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agency's Domestic Violence Treatment Services: Authorization and Case Management Program,
relate to information to be discussed during victim notification by the probation department and
therefore are not separate and distinct activities. it is not necessary to separately study these
sub-activities.

* Process used to accomplish each reimbursable activity - use flowcharts or similar analytical tools
and/or written desk procedures to describe the process followed to complete each activity.

+ Employee universe - the employee universe used in the time study must include all positions
whose salaries and wages are to be allocated by means of the time study.

+ Employee sample selection methodology - the plan must show that employees selected are
representative of the employee universe and that the results can be reasonably projected to
approximate actual costs. In addition, the employee sample size should be proportional to the
variation in time spent to perform a task. The sample size should be larger for tasks with
significant time variations.

« Time increments to be recorded - the time increments used should be sufficient to recognize the
number of different activities performed and the dynamics of these responsibilities. Very large
increments (such as one hour or more) can be used for employees performing only a few
functions that change very slowly over time. Small increments (a number of minutes) can be used
for employees performing more short-term tasks.

Random-moment sampling is not an acceptable alternative to continuous time records for
mandated cost claims. Random-moment sampling techniques are most applicable in situations
where employees perform many different types of activities on a variety of programs with small tim
increments throughout the fiscal year. :

Time Study Documentation

Time studies must:

+ Be supported by time records that are completed contemporaneously;
* Report activity on a daily basis;

» Be sufficiently detailed to reflect all mandated activities and/or programs performed during a
specific time period; and

» Coincide with one or more pay periods.

Time records must be signed by the employee and be supported by documentation that vaiidates
that the work was actually performed. As with actual time reporting, budget estimates or other
distribution percentages determined before services are performed do not qualify as valid time
studies.

Time Study Results

Claimants must summarize time study results to show how the time study supports the costs
claimed for each activity. Any variations from the procedures identified in the original time study
plan must be documented and explained. Current-year costs must be used to prepare a time study.
Claimants may project time study results to no more than two subsequent fiscal years. A claimant
also may apply time study results retroactively to initial claims, current-year claims, and late-filed
claims.

When projecting time study results, the claimant must certify that no significant changes have
occurred between years in either (1) the requirements of each mandated program activity; or (2) the
processes and procedures used to accomplish the activity. For all years, the claimant must
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maintain documentation that shows that the mandated activity was actually performed. Time study

results used to support claims are subject to the record-keeping requirements for those claims.

Offset Against State Mandated Claims

As noted previously, allowable costs are defined as those direct and indirect costs, less applicable
credits, considered eligible for reimbursement. When all or part of the costs of a mandated program
are specifically reimbursable from local assistance revenue sources (e.g., state, federal, foundation,
etc.), only that portion of any increased costs payable from CCD funds is eligible for reimbursement

under the provisions of GC Section 17561.

Community College Mandated Cost Manual

Example 1:

As illustrated in Table 5, this example shows how the "Offset Against State Mandated Claims"
is determined for a CCD receiving block grant revenues not based on a formula allocation.
Program costs for each situation equals $100,000.

- Table 5: Offset Against State Mandates, Example 1

Program Actual Local State Offset Against  Claimable
Costs Assistance Mandated State Mandated Mandated
Revenues Costs Claims Costs

1 $100,000 - $95,000 $2,500 $-0- $2,500
2 100,000 97,000 2,500 -0- 2,500
3. 100,000 98,000 2,500 500 2,000
4. 100,000 100,000 2,500 2,500 -0-
5 100,000 * 50,000 2,500 1,250 1,250
6 100,000 * 49,000 2,500 250 2,250

* CCD share is $50,000 of the program cost.

Numbers (1) through (4), in Table 5, show intended funding at 100% from local assistance
revenue sources. Numbers (5) and (6) show cost sharing on a 50/50 basis with the district. In
numbers (1) through (8), included in the program costs of $100,000 are state mandated costs
of $2,500. The offset against state mandated claims are the amount of actual local assistance
revenues, which exceeds the difference between program costs and state mandated costs.
This offset cannot exceed the amount of state mandated costs.

In (1), local assistance revenues were less than expected. Local assistance funding was not in
excess of the difference between program costs and state mandated costs. As a result, the
offset against state mandated claims is zero and $2,500 is claimable as mandated costs.

In (4), local assistance revenues were fully realized to cover the entire cost of the program,
including the state mandated activity; therefore, the offset against state mandated claims is
$2,500, and claimable cost is $0.

In (5), the district is sharing 50% of the project cost. Since local assistance revenues of $50,000
were fully realized, the offset against state mandated claims is $1,250.

In (6), local assistance revenues were less than the amount expended and the offset against
state mandated claims is $250. Therefore, the claimable mandated costs are $2,250.
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Example 2:

As illustrated in Table 6, this example shows how the offset against state mandated claims is
determined for a CCD receiving special project funds based on approved actual costs. Local
assistance revenues for special projects must be applied proportionately to approve costs.

Table 6: Offset Against State Mandates, Example 2

Program Actual Local State Offset Against Claimable

Costs Assistance Mandated State Mandated Mandated
Revenues Costs Claims Costs
1. $100,000 $100,000 $2,500 $2,500 $-0-
2. 100,000 ** 75,000 2,500 1,875 625
3. 100,000 ** 45,000 1,500 1,125 375

** CCD share is $25,000 of the program cost.

In (2), the entire program cost was approved. Since the local assistance revenue source covers
75% of the program cost, it also proportionately covered 75% of the $2,500 state mandated
costs, or $1,875.

If in (3) local assistance revenues are less than the amount expected because only $60,000 of
the $100,000 program costs were determined to be valid by the contracting agency, then a
proportionate share of state mandated costs is likewise reduced to $1,500. The offset against
‘state mandated claims is $1,125. Therefore, the claimable mandated costs are $375.

Federal and State Funding Sources

State school fund apportionments and federal aid for education, which are based on ADA and are
part of the general system of financing public schools as well as block grants which do not provide
for specific reimbursement of costs (i.e., allocation formulas not tied to expenditures), should not be
included as reimbursements from local assistance revenue sources.

Governing Authority

The costs of salaries and expenses of the governing authority, such as the school superintendent
and governing board, are not reimbursable. These are costs of general government as described in
the Office of Management and Budget Circular (OMB) 2 CFR Part 225.

12. Notice of Claim Adjustment

All claims submitted to the SCO are reviewed to determine if the claim was prepared in accordance
with the claiming instructions. Claimants will receive a "Notice of Claim Adjustmerits" detailing any
adjustments made by the SCO.

13. Audit of Costs

Pursuant to GC section 17558.5, subdivision (b), The SCO may conduct a field review of any claim
after the claim has been submitted, prior to the reimbursement of the claim, to determine if costs
are related to the mandate, are reasonable and not excessive, and the claim was prepared in
accordance with the SCO's claiming instructions and the P's & G’s adopted by the CSM. If any
adjustments are made to a claim, a "Notice of Claim Adjustment" specifying the claim component
adjusted, the amount adjusted, and the reason for the adjustment, will be mailed within 30 days
after payment of the claim.

Pursuant to GC section 17558.5, subdivision (a), a reimbursement claim for actual costs filed by a
community college district for this mandate is subject to the initiation of an audit by SCO no later
than three years after the date that the actual reimbursement claim is filed or last amended,
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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 SCO 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 no later than two years after the date that the audit is
commenced. All documents used to support the reimbursable activities must be retained during the
period subject to audit. If an audit has been initiated by SCO during the period subject to audit, the
retention period is extended until the ultimate resolution of any audit findings. On-site audits will be
conducted by SCO as deemed necessary.

All documents used to support the reimbursable activities 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. Supporting
documents must be maintained by the claimant and made available to the SCO upon request as
discussed in Section 17 of this manual. .

14.. Source Documents

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 refationship 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 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 (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 2015.5.
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.

All documents used to support the reimbursable activities must be retained during-the period
subject to audit and must be made available to the SCO upon request as discussed in Section 17
of this manual. '

For costs incurred on or after January 1, 2005, a reasonable reimbursement methodology can be
used for reimbursing a CCD that meets certain conditions specified in 17518.5(a).

15. Claim Forms and Instructions

A claimant may submit a computer generated report in substitution for Form-1 and Form-2,
provided the format of the report and data fields contained within the report are identical to the
claim forms included with these instructions. The claim forms provided with these instructions
should be duplicated and used by the claimant to file reimbursement claims. The SCO will revise
the manual and claim forms as necessary.

A. Form-2;Activity Cost Detail

This form is used to segregate the detail costs by claim activity. In some mandates, specific
reimbursable activities have been identified for each activity. The expenses reported on this
form must be supported by the official financial records of the claimant. All documents used to
support the reimbursable activities must be retained by the claimant and must be made
available to the SCO upon request
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B. Form-1, Claim Summary

This form is used to summarize direct costs by activity and compute allowable indirect costs for
the mandate. The direct costs summarized on this form are derived from Form-2 and are
carried forward to form FAM-27.

C. Form FAM-27, Claim for Payment

This form contains a certification that must be signed by an authorized officer of the CCD. All
applicable information from Form-1 must be carried forward onto this form in order for the SCO
to process the claim for payment. An original and one copy of the FAM-27 are required.

Claims should be rounded to the nearest dollar. Submit a signed original and one copy of form
FAM-27, Claim for Payment. (To expedite the payment process, please sign the form FAM-
27 with blue ink, and attach a copy of the form FAM-27 to the top of the claim package.)
Use the following mailing addresses:

If delivered by If delivered by

U.S. Postal Service: Other delivery services:

Office of the State Controller - Office of the State Controller

Attn: Local Reimbursements Section Attn: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting
P.O. Box 942850 3301 C Street, Suite 500
Sacramento, CA 94250 Sacramento, CA 95816

16. Retention of Claiming Instructions

For your convenience, the revised claiming instructions in this package have been arranged in
alphabetical order by program name. This Community College Mandated Cost Manuai should be
retained permanently for future reference, and the forms should be duplicated to meet your filing
requirements. Annually, new or revised forms, instructions, and any other information claimants
may need to file claims will be placed on the SCQO's Web site located at
www.sco.ca.gov/ard/local/locreim/index.shtml.

If you have any questions concerning mandated cost reimbursements, please write to us at the
address listed for filing claims, or by e-mail to Irsdar@sco.ca.gov, or call the Local Reimbursements
Section at (916) 324-5729.

17. Retention of Claim Records and Supporting Documentation

Pursuant to Government Code section 17558.5, (a), a reimbursement claim for actual costs filed by
a CCD pursuant to this chapter 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 fo 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-supportthe 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. Supporting
documents shall be made available to the SCO upon request.
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FILING A CLAIM

1. Introduction

Government Code (GC) Sections 17500 through 17617 provide for the reimbursement of costs
incurred by community college districts (CCD) for mandated cost programs as a result of any
statute enacted after January 1, 1975, or any executive order implementing such statute which
mandates a new program or higher level of service of an existing program.

A reimbursement claim is defined in GC Section 17522 as any claim filed with the State Controller’s
Office (SCO) by a CCD for reimbursement of costs incurred for which an appropriation is made for
the purpose of paying the claim. Actual claims for the 2008-09 fiscal year will be accepted without
penalty if postmarked or delivered on or before February 16, 2010. Ongoing reimbursement claims
filed after the deadline will be reduced by a late penaity of 10%, not to exceed $10,000. Amended
claims filed after the filing deadline will be reduced by 10% of the increased amount not to exceed
$10,000 for the total claim. Initial reimbursement claims filed after the filing deadline will be reduced
by a late penalty of 10% with no limitation. Claims filed more than one year after the deadline will
not be accepted by the SCO.

If a claimant is using an indirect cost rate that exceeds 7%, documentation o support the indirect
cost rate must be included with the submitted claim. A more detailed discussion of the indirect cost
methods available to CCD’s can be found in Section 2, Filing a Claim, page 9, Indirect Costs.
Documentation to support actual costs must be kept on hand by the claimant and made available to
the SCO on request as explained in Section 2, Filing a Claim, page 16, Retention of Claim Records
and Supporting Documentation.

When a program has been reimbursed for three or more years, the Commission may approve the
program for inclusion in the State Mandates Apportionment System (SMAS). For programs included
in SMAS, the SCO determines the amount of each claimant's entitlement based on an average of
three consecutive fiscal years of actual costs adjusted by any changes in the Implicit Price Deflator
(IPD). Claimants with an established entitlement receive an annual apportionment adjusted by any
changes in the IPD and, under certain circumstances, by any changes in workload. Claimants with
an established entitlement no longer need to file claims for that program.

The SCO is authorized to make payments for costs of mandated programs from amounts
appropriated by the State Budget Act, by the State Mandates Claims Fund, or by specific
‘legislation. In the event the appropriation is insufficient to pay claims in full, claimants will receive
prorated payments in proportion to the dollar amount of approved claims for the program. Balances
of prorated payments will be made when supplementary funds become available.

The claiming instructions included in this manual are issued to help claimants prepare manual
and/or electronic mandated cost claims, for submission to the SCO. These instructions are based
on the State of California’s statutes, regulations, and the parameters and guidelines (P's & G's)
adopted by the Commission on State Mandates (Commission). Since each mandate is unique, it is
important to refer to the P’s and G’s for each program for information relating to established policies
and eligible reimbursable costs.

2. Electronic Filing: Local Government e-Claims (LGeC)

L.GeC enables claimants and their consultanis to securely prepare and submit mandated cost
claims via the Internet. LGeC uses a series of data input screens to collect the information needed
to prepare a claim and provides a Web service so claims can be uploaded in batch files. The
system also incorporates an attachment feature so claimants can electronically attach supporting
documentation if required.

In addition, it provides an easy and straightforward approach to the claiming process. Filing claims
using LGeC eliminates the manual preparation and submission of paper claims by CCD'’s and the
receiving, processing, key entry, verification, and storage of the paper claims by the SCO. L.GeC
also provides mathematical checks and automated error detection to reduce erroneous and
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incomplete claims, provides the State with an electronic workflow process, and stores the claims in
an electronic format. Making the change from paper claims to electronic claims reduces the manual
handling of paper claims and decreases the costs incurred for postage, handling, and storage of
claims filed.

In order to use the LGeC system you will need to obtain a user ID and password for each person
who will access the LGeC system. To obtain a User ID and password you must file an application
with the SCO. The application and instructions are available on the LGeC Web site located at
http:/iwww.sco.ca.gov/ard_lgec.html. Complete the application and other documents as requested
and mail them to the SCO using the address provided in the instructions. The SCO will process the
application and issue a User ID and password to each applicant.

In addition, you may want to subscribe to an email distribution list to automatically receive timely,
comprehensive information regarding mandated cost claims, payments, guidelines, electronic
claims, and other news and updates. You also will receive related audit reports and mandate
information disseminated by other state agencies.

You can find more information about LGeC. and the email distribution lists at
http://www.sco.ca.gov/ard_Igec.html. This Web site provides access to the LGeC system, an
application for User ID’'s and passwords, an instructional guide, frequently asked questions (FAQ's)
and additional help files. Questions may be directed to LRSDAR@sco.ca.gov, or you may call the
Local Reimbursements Section at (916) 324-5729.

3.  Types of Claims

Claimants may file a reimbursement claim for actual mandated costs incurred in the prior fiscal
year. An entitlement claim may be filed for the purpose of establishing a base year entitlement
amount for mandated programs included in SMAS. A claimant who has established a base year
entitlement for a program, would receive an automatic annual payment which is reflective of the
current costs for the program.

All claims received by the SCO will be reviewed to verify actual costs. An adjustment of the claim
will be made if the amount claimed is determined to be excessive, improper, or unreasonable.

A. Reimbursement Claim

A reimbursement claim is defined in GC Section 17522 as any claim filed with the SCO by a
CCD for reimbursement of costs incurred for which an appropriation is made for paying the
claim.

Initial reimbursement claims are first-time claims for reimbursement of costs for one or more
prior fiscal year(s) of a program that was previously unfunded. Claims are due one hundred and
twenty days from the date of issuance. of the claiming instructions for the program by the SCO.
The first statute that appropriates funds for the mandated program will specify the fiscal years
for which costs are eligible for reimbursement. Annual ongoing reimbursement claims must be
filed by February 15" following the fiscal year in which costs were incurred for the program.

B. Estimated Claims

Pursuant to AB 8, Chapter 6, Statutes of 2008, the option to file estimated claims has been
eliminated. Therefore, estimated claims will not be accepted for reimbursement.

C. Entitlement Claim

An entitlement claim is defined in GC Section 17522 as any ciaim filed by a CCD with the SCO
for the sole purpose of establishing or adjusting a base year entitlement for a mandated cost
program that has been included in SMAS. An entitliement claim should not contain nonrecurring
or initial start-up costs. There is no statutory deadline for the filing of entitlement claims.
However, these claims should be filed by February 15th, following the third fiscal year used to
develop the entitlement claim, to permit an orderly processing of claims. When the claims are
approved and a base year entitlement amount is determined, the claimant will receive an
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apportionment reflective of the program's current year costs.

The automatic apportionment is determined by adjusting the claimant's base year entitlement
for changes in the implicit price deflator (IPD) of costs of goods and services to governmental
agencies, as determined by the State Department of Finance. For programs approved by the
Commission for inclusion in SMAS, the payment for each year succeeding the three year base
period is adjusted according to any changes by both the IPD and average daily attendance
(ADA).

The SCO will perform this computation for each claimant who has filed claims for three
consecutive years. If a claimant has incurred costs for three consecutive years but has not filed
a claim in each of those years, the claimant may file an entitlement claim, form FAM-43, to
establish a base year entitlement. The form FAM-43 is included in the claiming instructions for
SMAS programs. An entitlement claim does not result in the claimant being reimbursed for the
costs incurred, but rather entitles the claimant to receive automatic payments from SMAS.
Annual apportionments for programs included in the SMAS system are paid on or before
November 30th of each year.

4, Minimum Claim Amount

For initial claims and annual claims, if the total costs for a given year do not exceed $1,000 no
reimbursement will be allowed except as otherwise allowed by GC Section 17564.

5.  Filing Deadline for Claims

Pursuant to GC Section 17561(d) initial reimbursement claims (first time claims) for reimbursement
of costs of a previously unfunded mandated program must be filed within one hundred and twenty
days from the date the SCO issues the claiming instructions for the program.

When paying a timely filed claim for initial reimbursement, the Controller may withhold twenty
percent of the amount of the claim until the claim is audited to verify the actual amount of the
mandated costs.

Initial reimbursement claims filed after the filing deadline will be reduced by ten percent of the
amount that would have been allowed had the claim been timely filed. The Controller may withhold
payment of any late claim for initial reimbursement until the next deadline for funded claims unless
sufficient funds are available to pay the claim after all timely filed claims have been paid. All initial
reimbursement claims for all fiscal years required to be filed on their initial filing date for a program
will be considered as one claim for the purpose of computing any late claim penalty. In no case will
a reimbursement claim be paid if submitted more than one year after the filing deadline specified in
the Controller's claiming instructions on funded mandates.

Pursuant to GC Section 17560, annual reimbursement claims (recurring claims) for costs incurred
during the previous fiscal year must be filed with the SCO and postmarked on or before February
15th foilowing the fiscal year in which costs were incurred.

If the annual reimbursement claim is filed after the deadline, but within one year of the deadline, the
approved claim must be reduced by a 10% late penalty, not to exceed $10,000. Amended claims
filed after the deadline will be reduced by 10% of the increased amount not to exceed $10,000 for
the total claim. Claims may not be filed more than one year after the deadline.

6. Payment of Claims

In order for the SCO to authorize payment of a claim, the Certification of Claim, form FAM-27, must
be properly filled out, signed, and dated by the entity's authorized officer. When using the LGeC
system the logon ID and password of the authorized officer is used for the signature and is applied
by the LGeC system when the claim is submitted. Pursuant to GC 17561(d), reimbursement claims
are paid by October 15 or sixty days after the date the appropriation for the claim is effective,
whichever is later. In the event the amount appropriated by the Legislature is insufficient to pay the
approved amount in full for a program, claimants will receive a prorated payment in proportion to
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the amount of approved claims timely filed and on hand at the time of proration. A reasonable
reimbursement methodology (RRM), which meets certain conditions specified in Government Code
Section 17518.5, Subdivision (a), can be used as a formula for reimbursing CCD costs mandated
by the State. '

A claimant is entitled to receive accrued interest at the pooled money investment account rate if the
payment was made more than 60 days after the claim filing deadline or the actual date of claim
receipt, whichever is later. For an initial claim, interest begins to accrue when the payment is made
more than one year after the adoption of the program's statewide cost estimate.

The SCO reports the amounts of insufficient appropriations to the State Department of Finance, the
Chairperson of the Joint Legislative Budget Committee, and the Chairperson of the respective
committee in each House of the Legislature, in order to assure appropriation of these funds in the
Budget Act. If these funds cannot be appropriated on a timely basis in the Budget Act, this
information is transmitted to the Commission who will include these amounts in its reports to assure
that an appropriation sufficient to pay the claims is included in the next local government claims bill
or other appropriation bills. Any balances remaining on these claims will be paid when
supplementary funds become avaitable.

Unless specified in the statutes, regulations, or P’'s & G's, the determination of allowable and
unallowable costs for mandates is based on the P's & G’'s adopted by the Commission. The
determination of allowable reimbursable mandated costs for unfunded mandates is made by the
Commission. The SCO determines allowable reimbursable costs, subject to amendment by the
Commission, for mandates funded by special legislation. Allowable costs are those direct and
indirect costs, less applicable credits, considered eligible for reimbursement. In order for costs to be
allowable and thus eligible for reimbursement, the costs must meet the following general criteria:

1. The cost is necessary and reasonable for proper and efficient administration of the mandate
and not a general expense required to carry out the overall responsibilities of government.

2. The cost is allocable to a particular cost objective identified in the P’s & G's.

3. The cost is net of any applicable credits that offset or reduce expenses of items allocable to the
mandate.

The SCO has identified certain costs that should not be claimed as direct program costs uniess
specified as reimbursable under the program’s P's & G's. These costs include, but are not limited
to, subscriptions, depreciation, memberships, conferences, workshops, general education, and
travel costs. . .

7. State Mandates Apportionment System (SMAS)

Chapter 1534, Statutes of 1985, established SMAS, a method of paying certain mandated
programs as apportionments. This method is utilized whenever a program has been approved for
inclusion in SMAS by the Commission.

When a mandated program has been included in SMAS, the SCO will determine a base year
entitlement amount for each CCD that has submitted reimbursement claims (or entitlement claims)
for three consecutive fiscal years. A base year entitlement amount is determined by averaging the
approved reimbursement claims (or entitlement claims) for any three consecutive fiscal years. The
amounts are first adjusted by any change in the IPD, which is applied separately to each year's
costs for the three years that comprise the base period. The base period means the three fiscal
years immediately succeeding the Commission’s approval.

Each CCD with an established base year entitlement for the program will receive automatic annual
payments from the SCO reflective of the program's current year costs. The apportionment amount
is adjusted annually for any change in the IPD. If the mandated program was included in SMAS
after January 1, 1988, the annual apportionment is adjusted for any change in both the IPD and
ADA.

In the event a CCD has incurred costs for three consecutive fiscal years but did not file a
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reimbursement claim in one or more of those fiscal years, the CCD may file an entitlement claim for
each of those missed years to establish a base year entitlement. An entitlement claim means any
claim filed by a CCD with the SCO for the sole purpose of establishing a base year entittement. A
base year entitlement may not include any nonrecurring or initial start-up costs.

Initial apportionments are made on an individual program basis. After the initial year, all
apportionments are made by November 30™. The amount to be apportioned is the base year
entitlement adjusted by annual changes in the IPD for the cost of goods and services to
governmental agencies as determined by the State Department of Finance.

In the event the CCD determines that the amount of apportionment does not accurately reflect
costs incurred to comply with a mandate, the process of adjusting an established base year
entitlement upon which the apportionment is based is set forth in GC Section 17615.8 and requires
the approval of the Commission.

8. Direct Costs

A direct cost is a cost that can be identified specifically with a particular program or activity.
Documentation to support direct costs must be kept on hand unless otherwise specified in the
claiming instructions and made available to the SCO on request

It is the responsibility of the claimant to maintain documentation in the form of general and
subsidiary ledgers, purchase orders, invoices, contracts, canceled warrants, equipment usage
records, land deeds, receipts, employee time sheets, agency travel guidelines, inventory records,
and other relevant documents to support claimed costs. The type of documentation necessary for
each claim may differ with the type of mandate.

Costs typically classified as direct costs are:
(1) Employee Wages, Salaries, and Benefits

For each of the mandated activities performed, the claimant must list the names of the
employees who worked on the mandate, their job classifications, hours worked on the
mandate, and rate of pay. The claimant may use a productive hourly rate in-lieu of reporting
actual compensation and benefits:

(a)  Productive Hourly Rate Options
A CCD may use one of the following methods to compute productive hourly rates:

e Actual annual productive hours for each employee;
e The weighted-average annual productive hours for each job title; or
s  1,800* annual productive hours for ail employees.

If actual annual productive hours or weighted-average annual productive hours for each job
title is chosen, the claimant must maintain documentation of how these hours were computed.

* 1,800 annual productive hours excludes the following employee time:
Paid holidays;

Vacation earned;

Sick leave taken;

Informal time off;

Jury duty;

Military leave taken.

o 0O 0O 0 O ©O

(b) Compute a Productive Hourly Rate

1. Compute a productive hourly rate for salaried employees to include actual benefit
costs. The methodology for converting a salary to a productive hourly rate is to
compute the employee's annual salary and benefits and divide by the annual
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productive hours.
Table 1: Productive Hourly Rate, Annual Salary + Benefits Method

Formula: Description: -

[(EAS + Benefits) + APH] = PHR EAS = Employee's Annual Salary
APH = Annual Productive Hours

[($26,000 + $8,099)] + 1,800 hrs = 18.94 PHR = Productive Hourly Rate

» As illustrated in Table 1, if an employee's compensation was $26,000 and $8,099 for
annual salary and benefits, respectively, using the Salary + Benefits Method, the
productive hourly rate would be $18.94. To convert a biweekiy salary to Annual Salary,
multiply the biweekly salary by 26. To convert a monthly salary to Annual Salary,
multiply the monthly salary by 12. Use the same methodoiogy to convert other salary
periods.

2. A claimant may also compute the productive hourly rate by using the Percent of Salary
Method.

Table 2: Productive Hourly Rate, Percent of Salary Method

Example:

Step 1: Benefits as a Percent of Salary Step 2: Productive Hourly Rate

Retirement 15.00 % Formula:

Social Security & 7.65 [(EAS x (1 + BR)) + APH] =

Medicare ) PHR

Health & Dental 5.25

Insurance

Workers Compensation 3.25 [($26,000 x (1.3115)) + 1,800
=$18.94

Total 3115 %

Description:

EAS = Employee's Annual Salary APH = Annual Productive Hours

BR = Benefit Rate PHR = Productive Hourly Rate

¢ Asillustrated in Table 2, both methods produce the same produétive hourly rate.

Reimbursement for personnel services includes, but is not limited to, compensation paid
for salaries, wages, and employee benefits. Employee benefits include employer's
contributions for social security, pension plans, insurance, workers compensation
insurance and similar payments. These benefits are eligible for reimbursement as long as
they are distributed equitably to all activities. Whether these costs are allowable is based
on the following presumptions: '

¢ The amount of compensation is reasonable for the service rendered;
¢ The compensation paid and benefits received are appropriately authorized by the
governing board;

¢ Amounts charged for personnel services are based on payroll documents that are
supported by time and attendance or equivalent records for individual employees;
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s« The methods used to distribute personnel services should produce an equitable
distribution of direct and indirect aliowable costs.

For each of the employees included in the claim, the claimant must use reasonable rates
and hours in computing the wage cost. If a person of a higher-leve!l position performs an
activity which normally would be performed by a lower-level position, reimbursement for
time spent is allowable at the average salary range for the lower-level position. The
salary rate of the person at a higher-level position may be claimed if it can be shown that
it was more cost effective in comparison to the performance by a person at the lower-
level position under normal circumstances and conditions. The number of hours charged
to an activity should reflect the time expected to complete the activity under normal
circumstances and conditions. The numbers of hours in excess of normal expected hours
are not reimbursable.

(c) Calculating an Average Productive Hourly Rate

In those instances where the P’s & G's allow a unit as a basis of claiming costs, the
direct fabor component of the unit cost should be expressed as an average productive
hourly rate and can be determined as follows:

Table 3: Calculating an Average Productive Hourly Rate

Time Productive Total Cost

Spent Hourly Rate by Employee
Employee A 1.25 hrs E $6.00 $7.50
Employee B 0.75 hrs 4.50 3.38
Employee C 3.50 hrs 10.00 35.00
Total 5.50 hrs $45.88
Average Productive Hourly Rate is $45.88 + 5.50 hrs. = $8.34

(d) Employer's Benefits Contribution

A CCD has the option of claiming actual employer's benefit contributions or may
compute an average benefit cost for the employee's job classification and claim it as a
percentage of direct labor. The same time base should be used for both salary and
benefits when computing a percentage. For example, if health and dental insurance
payments are made annually, use an annual salary. After the percentage of salary for
each benefit is computed, total them. For example:

Employer's Contribution % of Salary

Retirement ’ 15.00%
Social Security 7.65%
Health and Dental Insurance 5.25%
Worker's Compensation 0.75%
Total 28.65%

(2) Materials and Supplies

Only actual expenses can be claimed for materials and supplies, which were acquired and
consumed specifically for the purpose of a mandated program. The claimant must list the
materials and supplies that were used to perform the mandated activity, the number of units
consumed, the cost per unit, and the total dollar amount claimed. Materiais and supplies in
excess of reasonable quality, quantity, and cost are not reimbursable. Materials and supplies
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withdrawn from inventory and charged to the mandated activity must be based on a
recognized method of pricing, consistently applied. Purchases must be claimed at the actual
price after deducting discounts, rebates and allowances received by the CCD.

(a) Calculating a Unit Cost for Materials and Supplies

In those instances where the P’'s & G's suggest that a unit cost be developed for use as
a basis of claiming costs mandated by the State, the materials and supplies component
of the unit cost should be expressed as a unit cost of materials and supplies as shown
in Table 1 or Table 2:

Table 1: Calculating a Unit Cost for Materials and Supplies

Amount of Unit Cost
Supplies Used of Supplies
Supplies Cost Per Unit Per Activity Per Activity
Paper 0.02 . 4 $0.08
Files 0.10 1 0.10
Envelopes 0.03 2 0.06
Photocopies 0.10 4 0.40
$0.64
Table 2: Calculating a Unit Cost for Materials and Supplies
~ Unit Cost
Supplies of Supplies
Supplies Used Per Activity
Paper ($10.00 for 500 sheet ream) 250 Sheets $5.00
Files ($2.50 for box of 25) 10 Folders 1.00
Envelopes ($3.00 for box of 100) 50 Envelopes 1.50
Photocopies ($0.05 per copy) 40 Copies 2.00
$9.50
If the number of reimbursable instances is 25, then the unit cost of supplies is $0.38
per reimbursable instance ($9.50 + 25).

(3) Contract Services

The cost of contract services is allowable if the CCD lacks the staff resources or necessary
expertise, or it is economically feasible to hire a contractor to perform the mandated activity.
The claimant must keep documentation on hand to support the name of the contractor,
explain the reason for having to hire a contractor, describe the mandated activities
performed, give the dates when the activities were performed, the number of hours spent
performing the mandate, the hourly billing rate, and the total cost. The hourly billing rate must
not exceed the rate specified in the P's & G’s for the mandated program. The contractor's
invoice or statement must include an itemized list of costs for activities performed.

(4) Equipment Rental Costs

Equipment purchases and leases (with an option to purchase) are not reimbursable as a
direct cost unless specifically allowed by the P's & G's for the particular mandate. Equipment
rentals used solely for the mandate are reimbursable to the extent that such costs do not
exceed the retail purchase price of the equipment plus a finance charge. The claimant must
maintain documentation to support the purpose and use of the equipment, the time period for
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which the equipment was rented and the total cost of the rental. If the equipment is used for
purposes other than reimbursable activities, only the pro rata portion of the rental costs can
be claimed.

(5) Capital Outlay

Capital outlay for land, buildings, equipment, furniture and fixtures may be claimed if the P’s
& G's specify them as allowable. If they are allowable, the P's & G's for the program will
specify a basis for the reimbursement. If the fixed asset or equipment is also used for
purposes other than reimbursable activities for a specific mandate, only the pro rata portion of
the purchase price used to implement the reimbursable activities can be claimed.

(6) Travel Expenses

Travel expenses are normally reimbursable in accordance with travel rules and regulatlons of
the local jurisdiction. For some programs, however, the P’s & G's may specify certain
limitations on expenses, or that expenses can only be reimbursed in accordance with the
Department of Personnel Administration (DPA) travel standards. When claiming travel
expenses, the claimant must maintain documentation to support the purpose of the frip, the
names and addresses of the persons incurring the expense, the date and time of departure
and return, a description of each expense claimed, and the cost of transportation, number of
private auto miles traveled, and the cost of tolls and parking. Receipts are required for
charges over $10.00.

9. Indirect Costs

Indirect costs are: (a) Incurred for a common or joint purpose benefiting more than one cost
objective, and (b) not readily assignable to the cost objectives specifically benefited without effort
disproportionate to the results achieved. Indirect costs can originate in the department performing
the mandate or in departments that supply the department performing the mandate with goods,
services, and facilities. To be allowable, a cost must be allocable to a particular cost objective.
Indirect costs must be distributed to benefiting cost objectives on bases which produce an equitable
result related to the benefits derived by the mandate. '

A CCD may claim indirect costs usmg the Controller's methodology (FAM- 29C) or if specifically
allowed by a mandated cost program’s P's & G's, a district may choose to claim indirect costs using
either: (1) A federally approved rate prepared in accordance with the Office, of Management and
Budget (OMB) Circular A-21, Cost Principles for Educational Institutions; or (2) a flat 7% rate. The
FAM-29C indirect cost rate and the flat 7% indirect cost rate are applied to Salaries and Benefits,
whereas the federally approved rate is applied to the allocation base used in developing the
federally approved rate.

If indirect costs are calculated using the OMB Circular A-21 methodology with a base other than
Salaries and Benefits, the claim cannot be filed using the LGeC as the system does not support
cost bases other than Salaries and Benef/ts Instead, these claims must be filed manually using
paper forms,

However, if indirect costs are calculated using the OMB Circular A-21 methodology using Safaries
and Benefits in the base, then the claims can be filed using either the LGeC system or the manual
paper process. In these cases, the indirect cost rate is calculated in accordance with the chosen
methodology and keyed into the mandated cost form on the appropriate line (usually Form 1, line -
(06)), Indirect Cost Rate. The LGeC system will apply that rate to Salaries and Benefits (usually
Form 1, line (5)(a) to arrive at the total indirect costs (usually Form 1, line (7).

The SCO developed form FAM-29C to be consistent with the OMB Circular A-21 cost accounting
principles as they apply to mandated cost programs. The objective is to determine an equitable rate
to allocate administrative support to personnel who performed the mandated cost activities. The
methodology used in form FAM-29C is a direct cost base comprised of salary and benefit costs.
This provides a consistent indirect cost rate methodology for all CCD's mandated cost programs.
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FAM-29C uses expenditures that districts report in their California Community Colleges Annual
Financial and Budget Report (CCFS-311), Expenditures by Activity for the General Fund —
Combined. CCD's must use the CCFS-311 report applicable fo the fiscal year of the reimbursement
claim submitted. The computation excludes capital outlay and other outgo in accordance with the
OMB Circular A-21. The indirect cost rate computation includes any depreciation or use allowance
applicable to district buildings and equipment. Districts calculate depreciation or use allowance
costs separately from the CCFS-311 report and should calculate them in accordance with the OMB
Circular A-21.

The OMB Circular A-21, Section C.4, states that a cost is allocable to a particular cost objective in
accordance with the relative benefits received. Also, Section E.2.b., states that the overall objective
of the cost allocation process is to distribute indirect costs to the institution’'s major functions in
proportions reasonably consistent with their use of the institution’s resources. In addition, Section
E.2.c. notes that where certain items or categories of expense relate to less than all functions, such
expenses should be set aside for selective allocation.

The OMB Circular A-21, Section H, describes a simplified method for indirect cost rate calculations.
However, Section H.1.b. states that the simplified method should not be used where it produces
results that appear inequitable. As previously noted, FAM-29C strives to equitably allocate
administrative support costs to personnel that perform mandated cost activities claimed by CCD’s.
For example, library costs and department administration expenses, normally classified fully or
partly as indirect costs in the OMB Circular A-21, are instead classified as direct costs for
FAM-29C. These costs do not benefit mandated’ cost activities. In summary, FAM-29C indirect
costs include operation and maintenance of plant; planning, policy making, and coordination;
general institutional support services (excluding community relations); and depreciation or use
allowance. Community relations include fundraising costs, which are unallowable under OMB
Circular A-21. If the district claims any costs from these indirect accounts as direct mandate-related
costs, the same costs should be reclassified as direct on FAM-29C.

Table 4 presents an example of the FAM-29C methodology.
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Table 4: Indirect Cost Rate for Community Colleges

MANDATED COST FORM
INDIRECT COST RATE FOR CONMUNITY COLLEGE DISTRICTS FAM 29-C
(1) Claimant
Indirect-Salaries
Salaries and Operating Benefits, and
Benefits per Expenses per Operating Direct-Salaries

Activity . EDP CCFS-311 CCFS-311 Expenses and Benefits only
Instructional Activities 599 $ 46,249,931 3 8,289,190 $ $ 46,249,931
Instruct. Admin. & Instruct. Governance 6000 5,181,935 631,615 5,181,935
Instructional Support Services - 6100 4,361,061 445,196 4,361,061
Admissions and Records 6200 1,251,539 96,634 1,251,539
Student Counseling and Guidance 6300 3,373,121 80,201 3,373,121
Other Student Services 6400 5,511,511 1,116,904 5,511,511
Operation and Maintenance of Plant 6500 5,192,099 3,192,398 8,384,497
Planning, Policy Making, and Coordination 6600 2,562,909 1,096,833
General Institutional Support Services 6700 g aluseeinal it e L ” g e

Community Relations 6710 446,207 228,320 674,527

Fiscal Operations 6720 2,342,316 315,019 2,657,335

Human Resources Management 6730 1,057,387 102,600 1,159,987

Non-instructional Staff Retirees’ Benefits and :

Retirement Incentives 8740 1,327,125 - 1,327,125

Staff Development 6750 1,295 34,931 36,226

Staff Diversity 6760 449,392 394,915 844,307

Logistical Services 8770 2,853,609 354,953 3,208,562

Management Information Systems 6780 2,386,511 894,685 3,281,196

Other General Institutional Support Services 6790 19,635 1,679 21,314
Community Services and Economic Development 6800 963,036 688,648 963,036
Ancillary Services 6900 723,450 224,961 723,450
Auxiliary Operations 7000 565,859 12,179 565,859
Depreciation or Use Allowance - Building 2,620,741
Depreciation or Use Allowance - Equipment 721,097
Totals $ 86,819,928 § 18,201,861 $ 28,596,656 $ 68,181,443

(A) (B)

Indirect Cost Rate (A)/(B) 41.94%

|
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10.

Time Study Guidelines
Background

Two methods are acceptable for documenting empioyee time charged to mandated cost programs:
1) Actual Time Reporting and 2) Time Study. These methods are described below. Application of
time study results is restricted. As explained in the Time Study Results section below, the results
may be projected forward a maximum of two years or applied retroactively to initial claims, current-
year claims, and late-filed claims, provided certain criteria are met.

Actual Time Reporting

Each program’s P’s and G’s define reimbursable activities for the mandated cost program. When
employees work on multiple activities, a distribution of their salaries or wages must be supported by
personnel activity reports or equivalent documentation that meets the following standards:

+ They must reflect an after-the-fact distribution of the actual activity of each employee;

+ They must account for the total activity for which each employee is compensated;

* They must be prepared at least monthly and must coincide with one or more pay periods; and

* They must be signed by the employee.

Budget estimates or other distribution percentages determined before services are performed do
not qualify as support for actual time reporting.

Time Study |

In certain cases, a time study may be used as a substitute for continuous records of actual time
spent on muitiple activities and/or programs. A time study can be used for an activity when the task
is repetitive in nature. Activities that require varying levels of effort are not appropriate for time
studies.

Time Study Plan

The claimant must develop a plan before the time study is conducted. The claimant must retain the
time study plan for audit purposes. The plan must identify the following:

Time periods to be studied - The plan must show that all time periods selected are representative
of the fiscal year and that the results can be reasonably projected to approximate actual costs;

Activities to be studied - The time study must separately identify each reimbursable activity
defined in the mandated program's P’'s and G’s. If a reimbursable activity identifies separate and
distinct sub-activities, these sub-activities also must be treated as_individual activities;

For example, sub-activities (a) and (b) under reimbursable activity (1) of the Agency Fee
Arrangements Program relate to salary deduction and payment of fair share and are not separate
and distinct activities. It is not necessary to separately study these sub-activities.

+ Process used to accomplish each reimbursable activity - Use flowcharts or similar analytical tools
and/or written desk procedures to describe the process followed to complete each activity;

+ Employee universe - The employee universe used in the time study must include all positions for
which salaries and wages are to be allocated by means of the time study;

« Employee sample selection methodology - The plan must show that employees selected are
representative of the employee universe and that the results can be reasonably projected to
approximate actual costs. In addition, the employee sample size should be proportional to the
variation in time spent to perform a task. The sample size should be larger for tasks with
significant time variations;

+ Time increments to be recorded - The time increments used should be sufficient to recognize the
number of different activities performed and the dynamics of these responsibilities. Very large
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increments (such as one hour or more) can be used for employees performing only a few
functions that change very slowly over time. Small increments (a number of minutes) can be used
for employees performing more short-term tasks.

Random-moment sampling is not an acceptable alternative to continuous time records for
mandated cost claims. Random-moment sampling techniques are most applicable in situations
where employees perform many different types of activities on a variety of programs with small time
increments throughout the fiscal year.

Time Study Documentation

Time studies must:

+ Be supported by time records that are completed when the activity occurs;
* Report activity on a daily basis;

+ Be sufficiently detailed to reflect all mandated activities performed during a specific time period,;
and

« Coincide with one or more pay periods.

Time records must be signed by the employee and be supported by documentation that validates
that the work was actually performed. As with actual time reporting, budget estimates or other
distribution percentages determined before services are performed do not qualify as valid time
studies.

Time Study Results

Claimants must summarize time study results to show how the time study supports the costs
claimed for each activity. Any variation from the procedures identified in the original time study plan
must be documented and explained. Current-year costs must be used to prepare a time study.
Claimants may project time study results to no more than two subsequent fiscal years. A claimant
also may apply time study results retroactively to initial claims, current-year claims, and late-filed
claims.

When projecting time study results, the claimant must certify that no significant changes have
occurred between years in either (1) the requirements of each mandated program activity; or (2) the
processes and procedures used to accomplish the activity. For all years, the claimant must
maintain documentation that shows that the mandated activity was actually performed. Time study
results used to support claims are subject to the record-keeping requirements for those claims.

Offset Against State Mandated Claims

As noted previously, allowable costs are defined as those direct and indirect costs, less applicable
credits, considered eligible for reimbursement. When all or part of the costs of a mandated program
are specifically reimbursable from local assistance revenue sources (e.g., state, federal, foundation,
etc.), only that portion of any increased cost payable from CCD funds is eligible for reimbursement
under the provisions of GC Section 17561,

Example 1:

As illustrated in Table 5, this example shows how the Offset Against State Mandated Claims is
determined for a CCD receiving block grant revenues not based on a formula allocation.
Program costs for each situation equals $100,000.
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Table 5: Offset Against State Mandates, Example 1

Program Actual Local State Offset Against  Claimable
Costs Assistance  Mandated State Mandated Mandated
Revenues Costs Claims Costs

1. $100,000 $95,000 $2,500 $-0- $2,500
2. 100,000 97,000 2,500 -0- 2,500
3. 100,000 98,000 2,500 500 2,000
4. 100,000 100,000 2,500 2,500 -0-
5. 100,000 * 50,000 2,500 1,250 1,250
6. 100,000 * 49,000 2,500 250 2,250

* CCD share is $50,000 of the program cost.

Numbers (1) through (4) in Table 5, show intended funding at 100% from local assistance
revenue sources. Numbers (5) and (6) show cost sharing on a 50/50 basis with the district. In
numbers (1) through (6), included in the program costs of $100,000 are state mandated costs
of $2,500. The offset against state mandated claims are the amount of actual local assistance
revenues, which exceeds the difference between program costs and state mandated costs.
This offset cannot exceed the amount of state mandated costs.

In (1), local assistance revenues were less than expected. Local assistance funding was not in
excess of the difference between program costs and state mandated costs. As a resuit, the
offset against state mandated claims is zero and $2,500 is claimable as mandated costs.

In (4), local assistance revenues were fully realized to cover the entire cost of the program,
including the state mandated activity; therefore, the offset against state mandated claims is
$2,500, and claimable cost is $0.

In (5), the district is sharing 50% of the project cost. Since local assistance revenues of $50,000
were fully realized, the offset against state mandated claims is $1,250.

In (6), local assistance revenues were less than the amount expended and the offset against
state mandated claims is $250. Therefore, the claimable mandated costs are $2,250.

Example 2:

As illustrated in Table 6, this example shows how the offset against state mandated claims is
determined for a CCD receiving special project funds based on approved actual costs. Local
assistance revenues for special projects must be applied proportionately to the approved costs.

‘Table; 6: Offset Against State Mandates, Example 2

Program Actual Local State Offset Against Claimable

Costs Assistance Mandated State Mandated Mandated
Revenues Costs Claims Costs
1. $100,000 $100,000 $2,500 $2,500 $-0-
2. 100,000 ** 75,000 2,500 1,875 625
3. 100,000 ** 45,000 1,500 _ 1,125 375

** CCD share is $25,000 of the program cost.
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fn (2), the entire program cost was approved. Since the local assistance revenue source covers
75% of the program cost, it also proportionately covered 75% of the $2,500 state mandated
costs, or $1,875.

If in (3) local assistance revenues are less than the amount expected because only $60,000 of
the $100,000 program costs were determined to be valid by the contracting agency, then a
proportionate share of state mandated costs is likewise reduced to $1,500. The offset against
state mandated claims is $1,125. Therefore, the claimable mandated costs are $375.

12. Notice of Claim Adjustment

All claims submitted to the SCO are reviewed to determine if the claim was prepared in accordance
with the claiming instructions. Claimants will receive a Notice of Claim Adjustment detailing any
adjustments made by the SCO.

13. Audit of Costs

Pursuant to GC Section 17558.5, Subdivision (b), the SCO may conduct a field review of any claim
after it has been submitted to determine if costs are related to the mandate, are reasonable and not
excessive, and the claim was prepared in accordance with the SCO's claiming instructions and the
P's & G's adopted by the Commission. If any adjustments are made to a claim, a Notice of Claim
Adjustment specifying the claim activity adjusted, the amount adjusted, and the reason for the
adjustment, will be mailed within thirty days after payment of the claim.

14. Source Documents

To be eligible for mandated cost reimbursement for any fiscal year, only actual costs may be
claimed. These 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 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 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. Deciarations must inciude a certification stating: “I certify 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 2015.5. Evidence corroborating
the source documents may include data relevant to the reimbursable activities otherwise in
compliance with local, state, and federal government requirements. However, these documents
cannot be substituted for source documents.

15. Claim Forms and Instructions

Unless you are filing electronically, a claimant may submit a computer generated report in
substitution for Form-1 and Form-2, provided the format of the report and data fields contained
within the report are identical to the claim forms included with these instructions. The claim forms
provided with these instructions should be duplicated or printed from SCO’s Web site and used by
the claimant to file reimbursement claims. The SCO will revise the manual and claim forms as
necessary.

A. Form-2, Activity Cost Detail

This form is used to segregate the direct costs by claim activity. In some mandates, specific
reimbursable activities have been identified for each activity. The expenses reported on this
form must be supported by the official financial records of the claimant. All documents used to
support the reimbursable activities must be retained by the claimant unless required to be
submitted with the claim and must be made available to the SCO on request
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17.

B. Form-1, Claim Summary

This form is used to summarize direct costs by activity and compute allowable indirect costs for
the mandate. The direct costs summarized on this form are derived from Form-2 and are
carried forward to form FAM-27.

C. Form FAM-27, Claim for Payment

This form contains a certification that must be signed by an authorized officer of the CCD. All
applicable information from Form-1 must be carried forward onto this form in order for the SCO
to process the claim for payment. An original and one copy of the FAM-27 are required.

Claims should be rounded to the nearest dollar. Submit a signed original and one copy of form
FAM-27, Claim for Payment. To expedite the payment process, please sign the FAM-27
with blue ink, and attach a copy of the form FAM-27 to the top of the claim package.

Use the following mailing addresses:

If delivered by If delivered by
U.S. Postal Setrvice: Other delivery services:
Office of the State Controller Office of the State Controller
Attn: Local Reimbursements Section Attn: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting
P.O. Box 942850 3301 C Street, Suite 700

. -Sacramento, CA 94250 Sacramento, CA 95816

Retention of Claiming Instructions

The revised claiming instructions in this package have been arranged in alphabetical order by
program name. This Manual should be retained for future reference, and the forms should be
duplicated to meet your filing requirements. Annually, new or revised forms, instructions, and any
other information claimants may need to file claims will be placed on the SCO’s Web site located at
www.sco.ca.gov/ard_mancost.html.

If you have any questions concerning mandated cost reimbursements, please write to us at the
address listed for filing claims, or by e-mail to LRSDAR@sco.ca.gov, or call the Local
Reimbursements Section at (916) 324-5729.

Retention of Claim Records and Supporting Documentation

Pursuant to Government Code Section 17558.5, (a), a reimbursement claim for actual costs filed by
a CCD is subject to the initiation of an audit by the Controller no later than three years after the date
that the actual reimbursement claim was filed or last amended, whichever is later. However, if no
funds were appropriated or no payment was made to a claimant for the program for the fiscal year
for which the claim was filed, the time for the Controller to initiate an audit will commence to run
from the date of initial payment of the claim. In any case, an audit will be completed not later than
two years after the date that the audit is commenced.

All documents used to support the reimbursable activities 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. Supporting
documents must be made available to the SCO on request.
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FILING A CLAIM

1.  Introduction

Government Code (GC) Sections 17500 through 17617 provide for the reimbursement of costs
incurred by community college districts (CCD) for mandated cost programs as a result of any
statute enacted after January 1, 1975, or any executive order implementing such statute which
mandates a new program or higher level of service of an existing program.

A reimbursement claim is defined in GC Section 17522 as any claim filed with the State Controller's
Office (SCO) by a CCD for reimbursement of costs incurred for which an appropriation is made for
the purpose of paying the claim. Actual claims for the 2009-10 fiscal year will be accepted without
penalty if postmarked or delivered on or before February 15, 2011. Ongoing reimbursement claims
filed after the deadline will be reduced by a late penalty of 10%, not to exceed $10,000. Amended
claims filed after the filing deadline will be reduced by 10% of the increased amount not to exceed
$10,000 for the total claim. Initial reimbursement claims filed after the filing deadiine will be reduced
by a late penaity of 10% with no limitation. Claims filed more than one year after the deadline will
not be accepted by the SCO.

If a claimant is using an indirect cost rate that exceeds 7%, documentation to support the indirect
cost rate must be included with the submitted claim. A more detailed discussion of the indirect cost
methods available to CCD’s can be found in Section 2, Filing a Claim, page 9, Indirect Costs.
Documentation to support actual costs must be kept on hand by the claimant and made available to
the SCO on request as explained in Section 2, Filing a Claim, page 16, Retention of Claim
Records and Supporting Documentation.

When a program has been reimbursed for three or more years, the Commission may approve the
program for inclusion in the State Mandates Apportionment System (SMAS). For programs included
in SMAS, the SCO determines the amount of each claimant's entitlement based on an average of
three consecutive fiscal years of actual costs adjusted by any changes in the Implicit Price Deflator
(IPD). Claimants with an established entitiement receive an annual apportionment adjusted by any
changes in the IPD. Claimants with an established entitlement no longer need to file claims for that
program.

The SCO is authorized to make payments for costs of mandated programs from amounts
appropriated by the State Budget Act, by the State Mandates Claims Fund, or by specific
legislation. In the event the appropriation is insufficient to pay claims in fuil, claimants will receive
prorated payments in proportion to the dollar amount of approved claims for the program. Balances
of prorated payments will be made when supplementary funds become available.

2. Electronic Filing: Local Government e-Claims (LGeC)

LGeC enables claimants and their consultants to securely prepare and submit mandated cost
claims via the Internet. LGeC uses a series of data input screens to collect the information needed
to prepare a claim and provides a Web service so claims can be uploaded in batch files. The
system also incorporates an attachment feature so claimants can electronically attach supporting
documentation if required.

The LGeC system provides an easy and straightfoerward approach to the claiming process. Filing
claims using LGeC eliminates the manual preparation and submission of paper claims by CCD's
and the receiving, processing, key entry, verification, and storage of the paper claims by the SCO.
LGeC also provides mathematical checks and automated error detection to reduce erroneous and
incomplete claims, provides the State with an electronic workflow process, and stores the claims in
an electronic format. Making the change from paper claims to electronic claims reduces the manual
handling of paper claims and decreases the costs incurred for postage, handiing, and storage of
claims filed.
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In order to use the LGeC system you will need to obtain a User ID and password for each person
who will access the LGeC system. To obtain a User ID and password you must file an application.
with the SCO. The application and instructions are available on the LGeC Web site located at
http:/iwww.sco.ca.gov/ard_lgec.html. Complete the application and other documents as requested
and maif them to the SCO using the address provided in the instructions. The SCO will process the
application and issue a User ID and password to each applicant.

In addition, you may want to subscribe to an email distribution list to automatically receive timely,
comprehensive information regarding mandated cost claims, payments;, guidelines, electronic
claims, and other news and updates. You also will receive related audit reports and mandate
information provided by other state agencies.

You can find more information about LGeC and the email distribution lists at
http://iwww.sco.ca.gov/ard_Igec.html. This Web site provides access to the LGeC system, an
application for User ID’s and passwords, an instructional guide, frequently asked questions (FAQ'’s)
and additional help files. Questions may be directed to LRSDAR@sco.ca.gov, or you may call the
Local Reimbursements Section at (916) 324-5729.

3.  Types of Claims

Claimants may fite a reimbursement claim for actual mandated costs incurred in the prior fiscal
year. An entitlement claim may be filed for the purpose of establishing a base year entitlement
amount for mandated programs included in SMAS. A claimant who has established 'a base year
entitlement for a program, would receive an automatic annual payment which is reflective of the
current costs for the program. '

All claims received by the SCO will be reviewed to verify actual costs. An adjustment of the claim
will be made if the amount claimed is determined to be excessive, improper, or unreasonable.

A. Reimbursement Claim

A reimbursement claim is defined in GC Section 17522 as any claim filed with the SCO by a
CCD for reimbursement of costs incurred for which an appropriation is made for paying the
claim.

Initial reimbursement claims are first-time claims for reimbursement of costs for one or more
prior fiscal year(s) of a program that was previously unfunded. Claims are due one hundred and
twenty days from the date of issuance of the claiming instructions for the program by the SCO.
The first statute that appropriates funds for the mandated program will specify the fiscal years
for which costs are eligible for reimbursement. Annual ongoing reimbursement claims must be
filed by February 15" following the fiscal year in which costs were incurred for the program.

Annual ongoing reimbursement claims must be filed by February 15th following the fiscal year
in which costs were incurred for the program. Claims for fiscal year 2009-10 will be accepted
without late penalty if postmarked or delivered on before February 15", 2011. Claims filed after
the deadline will be reduced by a late penalty of 10%, not to exceed $10,000. However, initial
reimbursement claims will be reduced by a late penalty of 10% with no limitation. Amended
claims filed after the deadline will be reduced by 10% of the increased amount not to exceed
$10,000 for the claim. Claims filed more than one year after the deadline will not be accepted
for reimbursement. ‘

B. Entitlement Claim

An entitlement claim is defined in GC Section 17522 as any claim filed by a CCD with the SCO
for the sole purpose of establishing or adjusting a base year entitiement for a mandated cost
program that has been included in SMAS. An entitlement ciaim shouid not contain nonrecurring
or initial start-up costs. There is no statutory deadline for the filing of entitiement claims.
However, these claims should be filed by February 15th, following the third fiscal year used to
develop the entitlement claim, to permit an orderly processing of claims. When the claims are
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approved and a base year entitlement amount is determined, the claimant will receive an
apportionment reflective of the program's current year costs.

The automatic apportionment is determined by adjusting the claimant's base year entitlement
for changes in the implicit price deflator (IPD) of costs of goods and services to governmental
agencies, as determined by the State Department of Finance. For programs approved by the
Commission for inclusion in SMAS, the payment for each year succeeding the three year base
period is adjusted according to any changes by both the IPD and average daily atiendance
(ADA). '

The SCO will perform this computation for each claimant who has filed claims for three
consecutive years. If a claimant has incurred costs for three consecutive years but has not filed
a claim in each of those years, the claimant may file an entitlement claim, form FAM-43, to
establish a base year entitlement. The form FAM-43 is inciuded in the claiming instructions for
SMAS programs. An entitlement claim does not result in the claimant being reimbursed for the
costs incurred, but rather entitles the claimant to receive automatic payments from SMAS.
Annual apportionments for programs included in the SMAS system are paid on or before
November 30th of each year.

4, Minimum Claim Amount

For initial claims and annual claims, if the total costs for a given year do not exceed $1,000 no
reimbursement will be allowed except as otherwise allowed by GC Section 17564.

5. Filing Deadline for Claims

Pursuant to GC Section 17561(d) initial reimbursement claims (first time claims) for reimbursement
of costs of a previously unfunded mandated program must be filed within one hundred and twenty
days from the date the SCO issues the claiming instructions for the program. When paying a timely
filed claim for initial reimbursement, the Controller may withhold twenty percent of the amount of the
claim until the claim is audited to verify the actual amount of the mandated costs. initial
reimbursement claims filed after the filing deadline will be reduced by ten percent of the amount
that would have been allowed had the claim been timely filed.

The Controller may withhold payment of any late claim.for initial reimbursement untii the next
deadline for funded claims unless sufficient funds are available to pay the claim after all timely filed
claims have been paid. All initial reimbursement claims for all fiscal years required to be filed on
their initial filing date for a program will be considered as cone claim for the purpose of computing
any late claim penalty. In no case will a reimbursement claim be paid if submitted more than one
year after the filing deadline specified in the Controller's claiming instructions on funded mandates.

Pursuant to GC Section 17560, annual reimbursement claims (recurring claims) for costs incurred
during the previous fiscal year must be filed with the SCO and postmarked on or before February
15th following the fiscal year in which costs were incurred. If the annual reimbursement claim is
filed after the deadline, but within one year of the deadline, the approved claim must be reduced by
a 10% late penalty, not to exceed $10,000. Amended claims filed after the deadline will be reduced
by 10% of the increased amount not to exceed $10,000 for the total claim. Claims may not be filed
more than one year after the deadline.

6. Payment of Claims

In order for the SCO to authorize payment of a claim, the Certification of Claim, form FAM-27, must
be properly filled out, signed, and dated by the entity's authorized officer. When using the LGeC
system the logon ID and password of the authorized officer is used for the signature and is applied
by the LGeC system when the claim is submitted. Pursuant to GC 17561(d), reimbursement claims
are paid by October 15 or sixty days after the date the appropriation for the claim is effective,
whichever is later. In the event the amount appropriated by the Legislature is insufficient to pay the
approved amount in full for a program, claimants will receive a prorated payment in proportion to
the amount of approved claims timely filed and on hand at the time of proration.
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A claimant is entitled to receive accrued interest at the pooled money investment account rate if the
payment was made more than 60 days after the claim filing deadline or the actual date of claim
receipt, whichever is later. For an initial claim, interest begins to accrue when the payment is made
more than one year after the adoption of the program's statewide cost estimate.

The SCO reports the amounts of insufficient appropriations to the State Department of Finance, the
Chairperson of the Joint Legislative Budget Committee, and the Chairperson of the respective
committee in each House of the Legislature, in order to assure appropriation of these funds in the
Budget Act. If these funds cannot be appropriated on a timely basis in the Budget Act, this
information is transmitted to the Commission who will inciude these amounts in its reports to assure
that an appropriation sufficient to pay the claims is included in the next local government claims bill
or other appropriation bills. Any balances remaining on these claims will be paid when
supplementary funds become available.

Unless specified in the statutes, redulations, or P's & G's, the determination of allowable and
unallowable costs for mandates is based on the P’'s & G's adopted by the Commission. The
determination of allowable reimbursable mandated costs for unfunded mandates is made by the
Commission. The SCO determines allowable reimbursable costs, subject to amendment by the
Commission, for mandates funded by special legislation. Allowable costs are those direct and
indirect costs, less applicable credits, considered eligible for reimbursement. In order for costs to be
allowable and thus eligible for reimbursement, the costs must meet the following general criteria:

1. The cost is necessary and reasonable for proper and efficient administration of the mandate
and not a general expense required to carry out the overall responsibilities of government.

2. The cost is allocable to a particular cost objective identified in the P's & G's.

3. The cost is net of any applicable credits that offset or reduce expenses of items allocable to the
mandate.

The SCO has identified certain costs that should not be claimed as direct program costs unless
- specified as reimbursable under the program’s P's & G's. These costs include, but are not limited
to, subscriptions, depreciation, memberships, conferences, workshops, general education, and
travel costs.

7.  State Mandates Apportionment System (SMAS)

Chapter 1534, Statutes of 1985, established SMAS, a method of paying certain mandated
programs as apportionments. This method is utilized whenever a program has been approved for
inclusion in SMAS by the Commission.

When a mandated program has been included in SMAS, the SCO will determine a base year
entitlement amount for each CCD that has submitted reimbursement claims (or entitlement claims)
for three consecutive fiscal years. A base year entitiement amount is determined by averaging the
approved reimbursement claims (or entitlement claims) for any three consecutive fiscal years. The
amounts are first adjusted by any change in the IPD, which is applied separately to each year's
costs for the three years that comprise the base period. The base period means the three fiscal
years immediately succeeding the Commission’s approval.

Each CCD with an established base year entitiement for the program will receive automatic annual
payments from the SCO reflective of the program'’s current year costs. The apportionment amount
is adjusted annually for any change in the IPD. If the mandated program was included in SMAS
after January 1, 1988, the annual apportionment is adjusted for any change in both the IPD and
ADA.

In the event a CCD has incurred costs for three consecutive fiscal years but did not file a
reimbursement claim in one or more of those fiscal years, the CCD may file an entitlement claim for
each of those missed years to establish a base year entitlement. An entitlement claim means any
claim filed by a CCD with the SCO for the sole purpose of establishing a base year entitlement. A
base year entitlement may not include any nonrecurring or initial start-up costs.
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Initial apportionments are made on an individual program basis. After the initial year, all
apportionments are made by November 30" The amount to be apportioned is the base year
entitlement adjusted by annual changes in the IPD for the cost of goods and services to
governmental agencies as determined by the State Department of Finance.

fn the event the CCD determines that the amount of apportionment does not accurately reflect
costs incurred to comply with a mandate, the process of adjusting an established base year
entitiement upon which the apportionment is based is set forth in GC Section 17615.8 and requires
the approval of the Commission.

8. Direct Costs

A direct cost is a cost that can be identified specifically with a particular program or activity.
Documentation to support direct costs must be kept on hand unless otherwise specified in the
claiming instructions and made available to the SCO on request

It is the responsibility of the. claimant to maintain documentation in the form of general and
subsidiary ledgers, purchase orders, invoices, contracts, canceled warrants, equipment usage
records, land deeds, receipts, employee time sheets, agency trave! guidelines, inventory records,
and other relevant documents to support claimed costs. The type of documentation necessary for
each claim may differ with the type of mandate.

Costs typically classified as direct costs are:
(1) Employee Wages, Salaries, and Benefits

For each of the mandated activities performed, the claimant must list the names of the
employees who worked on the mandate, their job classifications, hours worked on the
mandate, and rate of pay. The claimant may use a productive hourly rate in-lieu of reporting
actual compensation and benefits:

(a) Productive Hourly Rate Options

A CCD may use one of the following methods to compute productive hourly rates:
s Actual annual productive hours for each employee;

e The weighted-average annual productive hours for each job title; or

¢ 1,800* annual productive hours for all employees.

if actual annual productive hours or weighted-average annual productive hours for each job
title is chosen, the claimant must maintain documentation of how these hours were computed.

* 1,800 annual productive hours excludes the following employee time:
o Paid holidays;
o Vacation earned;
o Sick leave taken;
o Informal time off;
o Juryduty;
o Military leave taken.
(b) Compute a Productive Hourly Rate

1. Compute a productive hourly rate for salaried employees to include actual benefit
costs. The methodclogy for converting a salary to a productive hourly rate is to
compute the employee's annual salary and benefits and divide by the annual
productive hours.
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Table 1: Productive Hourly Rate, Annual Salary + Benefits Method

Formula: Description:

[(EAS + Benefits) + APH] = PHR EAS = Employee's Annual Salary
APH = Annual Productive Hours

[($26,000 + $8,099)] + 1,800 hrs = 18.94 PHR = Productive Hourly Rate

¢ As illustrated in Table 1, if an employee's compensation was $26,000 and $8,099 for
annual salary and benefits, respectively, using the Salary + Benefits Method, the
productive hourly rate would be $18.94. To convert a biweekly salary to Annual Salary,
multiply the biweekly salary by 26. To convert a monthly salary to Annual Salary,
muitiply the monthly salary by 12. Use the same methodology to convert other salary
periods.

2. A claimant may also compute the productive hourly rate by using the Percent of Salary

Method.
Table 2: Productive Hourly Rate, Percent of Salary Method

Example:

Step 1: Benefits as a Percent of Salary Step 2: Productive Hourly Rate

Retirement 15.00 % Formula:

Social Security & 7.65 [(EAS x (1 + BR)) + APH] =

Medicare PHR

Health & Dental 525

Insurance

Workers Compensation 3.25 [($26,000 x (1.3115)) + 1,800]
=$18.94

Total 3115 %

Description:

EAS = Employee's Annual Salary APH = Annual Productive Hours

BR = Benefit Rate PHR = Productive Hourly Rate

o As illustrated in Table 2, both methods produce the same productive hourly rate.

Reimbursement for personnel services includes, but is not limited to, compensation paid
for salaries, wages, and employee benefits. Employee benefits include employer's
contributions for social security, pension pians, insurance, workers compensation
insurance and similar payments. These benefits are eligible for reimbursement as long as
they are distributed equitably to all activities. Whether these costs are allowable is based
on the following presumptions:

¢ The amount of compensation is reasonable for the service rendered;

o The compensation paid and benefits received are appropriately authorized by the
governing board;
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Amounts charged for personnel services are based on payroll documents that are
supported by time and attendance or equivalent records for individual employees;

The methods used to distribute personnel services should produce an equitable
distribution of direct and indirect allowable costs.

For each of the employees included in the claim, the claimant must use reasonable rates
and hours in computing the wage cost. If a person of a higher-level position performs an
activity which normally would be performed by a lower-level position, reimbursement for
time spent is allowable at the average salary range for the lower-level position. The
salary rate of the person at a higher-level position may be claimed if it can be shown that
it was more cost effective in comparison to the performance by a person at the lower-
level position under normal circumstances and conditions. The number of hours charged
to an activity should reflect the time expected to complete the activity under normal
circumstances and conditions. The numbers of hours in excess of normal expected hours
are not reimbursable.

(c)

(d)

Calculating an Average Productive Hourly Rate

In those instances where the claiming instructions allow a unit as a basis of claiming
costs, the direct labor component of the unit cost should be expressed as an average
productive hourly rate and can be determined as follows:

Table 3: Calculating an Average Productive Hourly Rate

Time Productive Total Cost

Spent Hourly Rate by Employee
Employee A 1.25 hrs $6.00 $7.50
Employee B 0.75 hrs 450 3.38
Employee C 3.50 hrs 10.00 35.00
Total 5.50 hrs $45.88
Average Productive Hourly Rate is $45.88 + 5.50 hrs. = $8.34

!

Employer's Benefits Contribution

A CCD has the option of claiming actual employer's benefit contributions or may
compute an average benefit cost for the employee's job classification and claim it as a
percentage of direct labor. The same time base should be used for both salary and
benefits when computing a percentage. For example, if health and dental insurance
payments are made annually, use an annual salary. After the percentage of salary for
each benefit is computed, total them. For example:

Retirement 15.00%
Social Security 7.65%
Health and Dental Insurance 5.25%
. Worker's Compensation ' 0.75%
Total © 28.65%

(2) Materials and Supplies

Only actual expenses can be claimed for materials and supplies, which were acquired and
consumed specifically for the purpose of a mandated program. The claimant must list the
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materials and supplies that were used to perform the mandated activity, the number of units
consumed, the cost per unit, and the total dollar amount claimed. Materials and supplies in
excess of reasonable quality, quantity, and cost are not reimbursable. Materials and supplies
withdrawn from inventory and charged to the mandated activity must be based on a
recognized method of pricing, consistently applied. Purchases must be claimed at the actual
price after deducting discounts, rebates and allowances received by the CCD.

(a) Calculating a Unit Cost for Materials and Supplies

in those instances where the P's & G's suggest that a unit cost be developed for use as
a basis of claiming costs mandated by the State, the materials and supplies component
of the unit cost should be expressed as a unit cost of materials and supplies as shown
in Table 1 or Table 2;

Table 1: Calculating a Unit Cost for Materials and Supplies

Amount of Unit Cost

Supplies Used of Supplies

Supplies Cost Per Unit Per Activity Per Activity
Paper 0.02 4 $0.08
Files 0.10 1 0.10
Envelopes 0.03 2 0.06
Photocopies 0.10 4 0.40
$0.64

Table 2: Calculating a Unit Cost for Materials and Supplies

Unit Cost

Supplies of Supplies

Supplies Used Per Activity
Paper ($10.00 for 500 sheet ream) 250 Sheets $5.00
Files ($2.50 for box of 25) 10 Folders 1.00
Envelopes ($3.00 for box of 100) 50 Envelopes 1.50
Photocopies ($0.05 per copy) 40 Copies 2.00
$9.50

If the number of reimbursable instances is 25, then the unit cost of supplies is $0.38

per reimbursable instance ($9.50 + 25).

(3) Contract Services

The cost of contract services is allowable if the CCD lacks the staff resources or necessary
expertise, or it is economically feasible to hire a contractor to perform the mandated activity.
The claimant must keep documentation on hand to support the name of the contractor,
explain the reason for having to hire a contractor, describe the mandated activities
performed, give the dates when the activities were performed, the number of hours spent
performing the mandate, the hourly billing rate, and the total cost. The hourly billing rate must
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not exceed the rate specified in the P's & G's for the mandated program. The contractor's
invoice or statement must include an itemized list of costs for activities performed.

(4) Equipment Rental Costs

Equipment purchases and leases (with an option to purchase) are not reimbursable as a
direct cost unless specifically allowed by the P’s & G's for the particular mandate. Equipment
rentals used solely for the mandate are reimbursable to the extent that such costs do not
exceed the retail purchase price of the equipment plus a finance charge. The claimant must
maintain documentation to support the purpose and use of the equipment, the time period for
which the equipment was rented and the total cost of the rental. If the equipment is used for
purposes other than reimbursable activities, only the pro rata portion of the rental costs can
be claimed.

(6) Capital Outlay

Capital outlay for land, buildings, equipment, furniture and fixtures may be claimed if the P's
& G's specify them as allowable. If they are allowable, the P's & G's for the program will
specify a basis for the reimbursement. If the fixed asset or equipment is also used for
purposes other than reimbursable activities for a specific mandate, only the pro rata portion of
the purchase price used to implement the reimbursable activities can be claimed.

(6) Travel Expenses

Travel expenses are normally reimbursable in accordance with travel rules and regulations of
the local jurisdiction. For some programs, however, the P's & G’s may specify certain
limitations on expenses, or that expenses can only be reimbursed in accordance with the
Department of Personnel Adminisiration (DPA) travel standards. When claiming travel
expenses, the claimant must maintain documentation to support the purpose of the trip, the
names and addresses of the persons incurring the expense, the date and time of departure
and return, a description of each expense claimed, and the cost of transportation, humber of
private auto miles traveled, and the cost of tolls and parking. Receipts are required for
charges over $10.00. :

9. Indirect Costs

Indirect costs are: (a) Incurred for a common or joint purpose benefiting more than one cost
objective, and (b) not readily assignable to the cost objectives specifically benefited without effort
disproportionate to the results achieved. Indirect costs can originate in the department performing
the mandate or in departments that supply the department performing the mandate with goods,
services, and facilities. To be allowable, a cost must be allocable to a particular cost objective.
Indirect costs must be distributed to benefiting cost objectives on bases which produce an equitable
result related to the benefits derived by the mandate.

A CCD may claim indirect costs using the Controller's methodology (FAM-29C), or if specifically
allowed by a mandated cost program’s P’s & G's, a district may choose to claim indirect costs using
either: (1) A federally approved rate prepared in accordance with the Office of Management and
Budget (OMB) Circular A-21, Cost Principles for Educational Institutions; or (2) a flat 7% rate. The
FAM-29C indirect cost rate and the flat 7% indirect cost rate are applied to Salaries and Benefits,
whereas the federally approved rate is applied to the aliocation base used in developing the
federally approved rate.

If indirect costs are calculated using the OMB Circular A-21 methodology with a base other than -
Salaries and Benefits, the claim cannot be filed using the LGeC as the system does not support
cost bases other than Safaries and Benefits. Instead, these claims must be filed manually using
paper forms.

However, if indirect costs are calculated using the OMB Circular A-21 methodology using Salaries
and Benefits in the base, then the claims can be filed using either the LGeC system or the manual
paper process. In these cases, the indirect cost rate is calculated in accordance with the chosen
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methodology and keyed into the mandated cost form on the appropriate line (usually Form 1, line
(08)), Indirect Cost Rate. The LGeC system will apply that rate to Salaries and Benefits (usually
Form 1, line (5)(a) to arrive at the total indirect costs (usually Form 1, line (7).

The SCO developed form FAM-29C to he.consistent with the OMB Circular A-21 cost accounting
principles as they apply to mandated cost programs. The objective is to determine an equitable rate
to allocate administrative support to personnel who performed the mandated cost activities. The
methodology used in form FAM-29C is a direct cost base comprised of salary and benefit costs.
This provides a consistent indirect cost rate methodology for all CCD's mandated cost programs.

FAM-29C uses expenditures that districts report in their California Community Colleges Annual
Financial and Budget Report (CCFS-311), Expenditures by Activity for the General Fund -
Combined. CCD’s must use the CCFS-311 report applicable to the fiscal year of the reimbursement
claim submitted. The computation excludes capital outlay and other outgo in accordance with the
OMB Circular A-21. The indirect cost rate computation includes any depreciation or use allowance
applicable to district buildings and equipment. Districts calculate depreciation or use allowance
costs separately from the CCFS-311 report and should calculate them in accordance with the OMB
Circular A-21.

The OMB Circular A-21, Section C.4, states that a cost is allocable to a particular cost objective in
accordance with the relative benefits received. Also, Section E.2.b., states that the overall objective
of the cost allocation process is to distribute indirect costs to the institution’s major functions in
proportions reasonably consistent with their use of the institution’s resources. In addition, Section
E.2.c. notes that where certain items or categories of expense relate to less than all functions, such
expenses should be set aside for selective allocation.

The OMB Circular A-21, Section H, describes a simplified method for indirect cost rate calculations.
However, Section H.1.b. states that the simplified method should not be used where it produces
results that appear inequitable. As previously noted, FAM-29C strives to equitably allocate
administrative support costs to personnel that perform mandated cost activities claimed by CCD’s.
For example, library costs and department administration expenses, normally classified fully or
partly as indirect costs in the OMB Circular A-21, are instead classified as direct costs for
FAM-29C. These costs do not benefit mandated cost activities. In summary, FAM-29C indirect
costs include operation and maintenance of plant; planning, policy making, and coordination;
general institutional support services (excluding community relations); and depreciation or use
allowance. Community relations include fundraising costs, which are unallowable under OMB
Circular A-21. If the district claims any costs from these indirect accounts as direct mandate-related
costs, the same costs should be reclassified as direct on FAM-29C.

Table 4 presents an example of the FAM-29C methodology.
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Table 4: Indirect Cost Rate for Community Colleges

MANDATED COST FORM
INDIRECT COST RATE FOR COMMUNITY COLLEGE DISTRICTS FAM 29-C
(1) Claimant
Indirect-Salaries
Salaries and Operating Benefits, and
Benefits per Expenses per Operating Direct-Salaries
Activity EDP CCFS-311 CCFS-311 Expenses and Benefits only
Instructional Activities 599 §% 46249931 % 8,289,190 § $ 46,249,931
Instruct. Admin. & Instruct. Governance 6000 5,181,935 631,615 5,181,935
Instructional Support Services 6100 4,361,061 445196 4,361,061
IAdmissions and Records 6200 1,251,539 96,634 1,251,539
Student Counseling and Guidance 6300 3,373,121 80,201 3,373,121
Other Student Services 6400 5,511,511 1,116,904 5,511,511
Operation and Maintenance of Plant 6500 5,192,099 3,192,398 8,384,497
Planning, Policy Making, and Coordination 6600 2,562,909 1,096,833 3,659,742
General Institutional Support Services 6700 e
Community Relations 6710 446,207 228,320 ' 446,207
Fiscal Operations 6720 2,342,316 315,019 2,657,335
Human Resources Management 6730 1,057,387 102,600 1,159,987
Non-instructional Staff Retirees' Benefits and
Retirement Incentives 6740 1,327,125 - 1,327,125
Staff Development 6750 1,295 34,931 36,226
Staff Diversity 6760 449,392 394,915 844,307
Logistical Services 6770 2,853,609 354,953 3,208,562
Management Information Systems 6730 2,386,511 894,685 3,281,196
Other General Institutional Support Services 6790 19,635 1,679 21,314
Community Services and Economic Development 6800 963,036 688,648 963,036
Ancillary Services : 6900 723,450 224,961 723,450
Auxiliary Operations ’ 7000 565,859 12,179 565,859
Depreciation or Use Allowance - Building 2,620,741
Depreciation or Use Allowance - Equipment 721,097
Totals $ 86,819,928 $ 18,201,861 $ 27922129 § 68,627,650
(A) (B)
Indirect Cost Rate (A)/(B) 40.69%
N
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10.

Time Study Guidelines
Background

Two methods are acceptable for documenting employee time charged to mandated cost programs:
1) Actual Time Reporting and 2) Time Study. These methods are described below. Application of
time study resuilts is restricted. As explained in the Time Study Resuits section below, the results
may be projected forward a maximum of two years or applied retroactively to initial claims, current-
year claims, and late-filed claims, provided certain criteria are met.

Actual Time Reporting

Each program’s P's and G's define reimbursable activities for the mandated cost program. When
employees work on multiple activities, a distribution of their salaries or wages must be supported by
personnel activity reports or equivalent documentation that meets the following standards:

* They must reflect an after-the-fact distribution of the actual activity of each employee;

+ They must account for the total activity for which each employee is compensated;

* They must be prepared at least monthly and must coincide with one or more pay periods; and
* They must be signed by the employee.

Budget estimates or other distribution percentages determined before services are performed do
not qualify as support for actual time reporting.

Time Study

in certain cases, a time study may be used as a substitute for continuous records of actual time
spent on multiple activities and/or programs. A time study can be used for an activity when the task
is repetitive in nature. Activities that require varying levels of effort are not appropriate for time
studies. '

Time Study Plan

The claimant must develop a plan before the time study is conducted. The claimant must retain the
time study plan for audit purposes. The plan must identify the foilowing:

+ Time periods to be studied - The pian must show that all time periods selected are representative
of the fiscal year and that the results can be reasonably projected to approximate actual costs;

+ Activities to be studied - The time study must separately identify each reimbursable activity
defined in the mandated program's P's and G's. If a reimbursable activity identifies separate and
distinct sub-activities, these sub-activities also must be treated as individual activities;

For example, sub-activities (a) and (b) under reimbursable activity (1) of the Agency Fee
Arrangements Program relate to salary deduction and payment of fair share and are not separate
and distinct activities. It is not necessary to separately study these sub-activities.

Process used to accomplish each reimbursable activity - Use flowcharts or similar analytical tools
and/or written desk procedures to describe the process followed to complete each activity;

« Employee universe - The employee universe used in the time study must include all positions for
which salaries and wages are to be allocated by means of the time study;

« Employee sample selection methodology - The plan must show that employees selected are
representative of the employee universe and that the results can be reasonably projected to
approximate actual costs. In addition, the employee sample. size should be proportional to the
variation in time spent to perform a task. The sample size should be larger for tasks with
significant time variations;

+ Time increments to be recorded - The time increments used should be sufficient to recognize the
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1.

number of different activities performed and the dynamics of these responsibilities. Very large
increments (such as one hour or more) can be used for employees performing only a few
functions that change very slowly over time. Small increments (a number of minutes) can be used
for employees performing more short-term tasks.

‘Random-moment sampling is not an acceptable alternative to continuous time records for

mandated cost claims. Random-moment sampling techniques are most applicable in situations
where employees perform many different types of activities on a variety of programs with small time
increments throughout the fiscal year.

Time Study Documentation

Time studies must:

* Be supported by time records that are completed when the activity occurs;

* Report activity on a daily basis;

* Be sufficiently detailed to reflect all mandated activities performed during a specific time period;
+ Coincide with one or moré pay periods.

Time records must be signed by the employee and be supported by documentation that validates
that the work was actually performed. As with actual time reporting, budget estimates or other
distribution percentages determined before services are performed do not qualify as valid tim
studies. :

Time Study Results

Claimants must summarize time study results to show how the time study supports the costs
claimed for each activity. Any variation from the procedures identified in the original time study plan
must be documented and explained. Current-year costs must be used to prepare a time study.
Claimants may project time study results to no more than two subsequent fiscal years. A claimant
also may apply time study results retroactively to initial claims, current-year claims, and late-filed
claims. ' :

When projecting time study results, the claimant must certify that no significant changes have
occurred between years in either (1) the requirements of each mandated program activity; or (2) the
processes and procedures used to accomplish the activity. For all years, the claimant must
maintain documentation that shows that the mandated activity was actually performed. Time study
results used to support claims are subject to the record-keeping requirements for those claims.

Offsets Against State Mandated Claims

As noted previously, allowable costs are defined as those direct and indirect costs, less applicable
credits, considered eligible for reimbursement. When all or part of the costs of a mandated program
are specifically reimbursable from local assistance revenue sources (e.g., state, federal, foundation,
etc.), only that portion of any increased cost payable from CCD funds is eligible for reimbursement
under the provisions of GC Section 17561.

A. Example 1:

As illustrated in Table 5, this example shows how the Offset Against State Mandated Claims is
determined for a CCD receiving block grant revenues not based on a formula allocation.
Program costs for each situation equals $100,000.
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Table 5: Offsets Against State Mandates, Example 1

Program Actual Local State Offset Against  Claimable
Costs Assistance  Mandated State Mandated Mandated
» Revenues Costs Claims Costs

1. $100,000 $95,000 $2,500 $-0- $2,500
2. 100,000 97,000 2,500 . -0- 2,500
3. 100,000 98,000 2,500 500 2,000
4. 100,000 100,006 2,500 2,500 -0-
5. 100,000 * 50,000 2,500 1,250 1,250
6. 100,000 * 49,000 2,500 250 2,250

* CCD share is $50,000 of the program cost.

Numbers (1) through (4) in Table 5, show intended funding at 100% from local assistance
revenue sources. Numbers (5) and (6) show cost sharing on a 50/50 basis with the district. In
numbers (1) through (6), included in the program costs of $100,000 are state mandated costs
of $2,500. The offset against state mandated claims are the amount of actual local assistance
revenues, which exceeds the difference between program costs and state mandated costs.
This offset cannot exceed the amount of state mandated costs.

In (1), local assistance revenues were less than expected. Local assistance funding was not in
excess of the difference between program costs and state mandated costs. As a result, the
offset against state mandated claims is zero and $2,500 is claimable as mandated costs.

In (4), local assistance revenues were fully realized to cover the entire cost of the program,
including the state mandated activity; therefore, the offset against state mandated clalms is
$2,500, and claimable cost is $0.

In (5), the district is sharing 50% of the project cost. Since local assistance revenues of $50,000
were fully realized, the offset against state mandated claims is $1,250.

In (), local assistance revenues were less than the amount expended and the offset against
state mandated claims is $250. Therefore, the claimable mandated costs are $2,250.

B. Example 2:

As illustrated in Table 6, this example shows how the offset against state mandated claims is
determined for a CCD receiving special project funds based on approved actual costs. Local
assistance revenues for special projects must be applied proportionately to the approved costs.

Table 6: Offset Against State Mandates, Example 2

Program Actual Local State Offset Against  Claimable
Costs Assistance Mandated State Mandated Mandated
Revenues Costs Claims Costs
1. $100,000 $100,000 $2,500 $2,500 $-0-
2. 100,000 ** 75,000 2,500 1,875 625
3. 100,000 ** 45,000 1,500 1,125 375

** CCD share is $25,000 of the program cost.

In (2), the entire program cost was approved. Since the local assistance revenue source covers
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75% of the program cost, it also proportionately covered 75% of the $2,500 state mandated
costs, or $1,875.

If in (3} local assistance revenues are less than the amount expected because only $60,000 of
the $100,000 program costs were determined to be valid by the contracting agency, then a
proportionate share of state mandated costs is likewise reduced to $1,500. The offset against
state mandated claims is $1,125. Therefore, the claimable mandated costs are $375.

12. Notice of Claim Adjustment

All claims submitted to the SCO are reviewed to determine if the claim was prepared in accordance
with the claiming instructions. Claimants will receive a Notice of Claim Adjustment detailing any
adjustments made by the SCO.

13. Audit of Costs

Pursuant to GC Section 17558.5, Subdivision (b), the SCO may conduct a field review of any claim
after it has been submitted to determine if costs are related to the mandate, are reasconable and not
excessive, and the claim was prepared in accordance with the SCO's claiming instructions and the
P’'s & G’s adopted by the Commission. If any adjustments are made to a claim, a Notice of Claim
Adjustment specifying the claim activity adjusted, the amount adjusted, and the reason for the
adjustment, will be mailed within thirty days after payment of the claim.

14. Source Documents

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
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 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 stating: “l certify 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 2015.5. Evidence corroborating
the source documents may include data relevant to the reimbursable activities otherwise in
compliance with local, state, and federal government requirements. However, these documents
cannot be substituted for source documents.

15. Claim Forms and Instructions

Unless you are filing electronically, a claimant may submit a computer generated report in
substitution for Form-1 and Form-2, provided the format of the report and data fields contained
within the report are identical to the claim forms included with these instructions. The claim forms
provided with these instructions should be duplicated or printed from SCO's Web site and used by
the claimant to file reimbursement claims. The SCO will revise the manual and claim forms as
necessary.

A. Form-2, Activity Cost Detail

This form is used to segregate the direct costs by claim activity. In some mandates, specific
reimbursable activities have been identified for each activity. The expenses reported on this
form must be supported by the official financial records of the claimant. All documents used to
support the reimbursable activities must be retained by the claimant unless required to be
submitted with the claim and must be made available to the SCO on request
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17.

B. Form-1, Claim Summary

This form is used to summarize direct costs by activity and compute allowable indirect costs for
the mandate. The direct costs summarized on this form.are derived from Form-2 and are
carried forward to form FAM-27.

C. Form FAM-27, Claim for Payment

This form contains a certification that must be signed by an authorized officer of the CCD. All
applicable information from Form-1 must be carried forward onto this form in order for the SCO
to process the claim for payment. An original and one copy of the FAM-27 are required.

Submit a signed original and one copy of form FAM-27, Claim for Payment. To expedite the
payment process, please sign the FAM-27 with blue ink, and attach a copy of the form
FAM-27 to the top of the claim package.

Use the following mailing addresses:

If delivered by if delivered by

U.S. Postal Service: - Other delivery services:

Office of the State Controller Office of the State Controller

Attn: Local Reimbursements Section Attn: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting
P.O. Box 942850 3301 C Street, Suite 700
Sacramento, CA 94250 Sacramento, CA 95816

Retention of Claiming Instructions

For your convenience, the revised claiming instructions in this package have been arranged in
alphabetical order by program name. This Manual should be retained for future reference, and the
forms should be duplicated to meet your filing requirements. Annually, new or revised forms,
instructions, and any other information claimants may need to file claims will be placed on the
SCO's Web site located at www.sco.ca.gov/ard_mancost.html.

If you have any questions concerning mandated cost reimbursements, please write to us at the
address listed for filing claims, or by e-mail to LRSDAR@sco.ca.gov, or call the Local
Reimbursements Section at (916) 324-5729.

Retention of Claim Records and Supporting Documentation

Pursuant to Government Code Section 17558.5, (a), a reimbursement claim for actual costs filed by
a CCD is subject to the initiation of an audit by the Controller no later than three years after the date
that the actual reimbursement claim was filed or last amended, whichever is later. However, if no
funds were appropriated or no payment was made to a claimant for the program for the fiscal year
for which the claim was filed, the time for the Controller to initiate an audit will commence to run
from the date of initial payment of the claim. In any case, an audit will be completed not later than
two years after the date that the audit is commenced.

All documents used to support the reimbursable activities 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. Supporting
documents must be made available to the SCO on request.
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FILING A CLAIM

1. Introduction

Government Code (GC) Sections 17500 through 17617 provide for the reimbursement of costs
incurred by community college districts (CCD) for mandated cost programs as a result of any
statute enacted after January 1, 1975, or any executive order implementing such statute which
mandates a new program or higher level of service of an existing program.

A reimbursement claim is defined in GC Section 17522 as any claim filed with the State Controller's
Office (SCO) by a CCD for reimbursement of costs incurred for which an appropriation is made for
the purpose of paying the claim. Actual claims for the 2010-11 fiscal year will be accepted without
penalty if postmarked or delivered on or before February 15, 2012. Ongoing reimbursement claims
filed after the deadline will be reduced by a late penalty of 10%, not to exceed $10,000. Amended
claims filed after the filing deadline will be reduced by 10% of the increased amount not to exceed
$10,000 for the total claim. Initial reimbursement claims filed after the filing deadline will be reduced
by a late penalty of 10% with no limitation. Claims filed more than one year after the deadline will
not be accepted by the SCO.

If a claimant is using an indirect cost rate that exceeds 7%, documentation to support the indirect
cost rate must be included with the submitted claim. A more detailed discussion of the indirect cost
methods available to CCD’s can be found in Section 2, Filing a Claim, page 9, Indirect Costs.
Documentation to support actual costs must be kept on hand by the claimant and made available to
the SCO on request as explained in Section 2, Filing a Claim, page 16, Retention of Claim
Records and Supporting Documentation.

When a program has been reimbursed for three or more years, the Commission on State Mandates
(CSM) may approve the program for inclusion in the State Mandates Apportionment System
(SMAS). For programs included in SMAS, the SCO determines the amount of each claimant's
entittement based on an average of three consecutive fiscal years of actual costs adjusted by any
changes in the Implicit Price Deflator (IPD).'Claimants with an established entitlement receive an
annual apportionment adjusted by any changes in the IPD. Claimants with an established
entitlement no longer need to file claims for that program.

The SCO is authorized to make payments for costs of mandated programs from amounts
appropriated by the State Budget Act, by the State Mandates Claims Fund, or by specific
legislation. In the event the appropriation is insufficient to pay claims in full, claimants will receive
prorated payments in proportion to the dollar amount of approved claims for the program. Balances
of prorated payments will be made when supplementary funds become available.

2. Electronic Filing: Local Government e-Claims (LGeC)

LGeC enables claimants and their consultants to securely prepare and submit mandated cost
claims via the Internet. LGeC uses a setries of data input screens to collect the information needed
to prepare a claim and provides a Web service so claims can be uploaded in batch files. The
system also incorporates an attachment feature so claimants can electronically attach supporting
documentation if required.

The LGeC system provides an easy and straightforward approach to the claiming process. Filing
claims using LGeC eliminates the manual preparation and submission of paper claims by CCD’s
and the receiving, processing, key entry, verification, and storage of the paper claims by the SCO.
LGeC also provides mathematical checks and automated error detection toreduce-erroneous and
incomplete claims, provides the State with an electronic workflow process, and stores the claims in
an electronic format. Making the change from paper claims to electronic claims reduces the manual
handling of paper claims and decreases the costs incurred for postage, handling, and storage of
claims filed.
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In order to use the LGeC system you will need to obtain a User ID and password for each person
who will access the LGeC system. To obtain a User ID and password you must file an application
with the SCO. The application and instructions are available on the LGeC Web site located at
http://www.sco.ca.gov/ard_lgec.htm!. Complete the application and other documents as requested
and mail them to the SCO using the address provided in the instructions. The SCO will process the
application and issue a User ID and password to each applicant.

In addition, you may want to subscribe to an email distribution list to automatically receive timely,
comprehensive information regarding mandated cost claims, payments, guidelines, electronic
claims, and other news and updates. You also will receive related audit reports and mandate
information provided by other state agencies.

You can find more information about LGeC and the email distribution lists at
http://www.sco.ca.gov/ard_lgec.html. This Web site provides access to the LGeC system, an
application for User ID's and passwords, an instructional guide, frequentiy asked questions (FAQ's)
and additional help files. Questions may be directed to LRSDAR@sco.ca.gov, or you may call the
Local Reimbursements Section at (916) 324-5729.

3. Types of Claims

Claimants may file a reimbursement claim for actual mandated costs incurred in the prior fiscal
year. An entitlement claim may be filed for the purpose of establishing a base year entitlement
amount for mandated programs included in SMAS. A claimant, who has established a base year
entittement for a program, would receive an automatic annual payment which is reflective of the
current costs for the program.

All claims received by the SCO will be reviewed to verify actual costs. An adjustment of the claim
will be made if the amount claimed is determined to be excessive, improper, or unreasonable.

A. Reimbursement Claim

A reimbursement claim is defined in GC Section 17522 as any claim filed with the SCO by a
CCD for reimbursement of costs incurred for which an appropriation is made for the purpose of
paying the claim. ‘

Initial reimbursement claims are first-time claims for reimbursement of costs for one or more
prior fiscal year(s) of a program that was previously unfunded. Claims are due one hundred and
twenty days from the date of issuance of the claiming instructions for the program by the SCO.
The first statute that appropriates funds for the mandated program will specify the fiscal years
for which costs are eligible for reimbursement.

Annual ongoing reimbursement claims must be filed by February 15"™ following the fiscal year in
which costs were incurred for the program. Claims for fiscal year 2010-11 will be accepted
without late penalty if postmarked or delivered on before February 15, 2012, Claims filed after
the deadiline will be reduced by a late penalty of 10%, not to exceed $10,000. However, initial
reimbursement claims will be reduced by a late penalty of 10% with no limitation. Amended
claims filed after the deadline will be reduced by 10% of the increased amount not to exceed
$10,000 for the claim. Claims filed more than one year after the deadline will not be accepted
for reimbursement.

B. Entitlement Claim

An entitlement claim is defined in GC Section 17522 as any claim filed by a CCD with the SCO
for the sole purpose of establishing or adjusting a base year entitlement for a mandated cost
program that has been included in SMAS. An entitlement claim should not contain nonrecurring
or initial start-up costs. There is no statutory deadline for the filing of entitlement claims.
However, these claims should be filed by February 15th, following the third fiscal year used to
develop the entitlement claim, to permit an orderly processing of claims. When the claims are
approved and a base year entitlement amount is determined, the claimant will receive an
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apportionment reflective of the program's current year costs.

The automatic apportionment is determined by adjusting the claimant's base year entitlement
for changes in the implicit price deflator (IPD) of costs of goods and services to governmental
agencies, as determined by the State Department of Finance. For programs approved by the
CSM for inclusion in SMAS, the payment for each year succeeding the three year base period
is adjusted according to any changes by both the IPD and average daily attendance (ADA).

The SCO will perform this computation for each claimant who has filed claims for three
consecutive years. If a claimant has incurred costs for three consecutive years but has not filed
a claim in each of those years, the claimant may file an entittement claim, form FAM-43, fo
establish a base year entitiement. The form FAM-43 is included In the claiming instructions for
SMAS programs. An entitiement claim does not result in the claimant being reimbursed for the
costs incurred, but rather entitles the claimant to receive automatic payments from SMAS.
Annual apportionments for programs included in the SMAS system are paid on or before
November 30th of each year.

4. Minimum Claim Amount

For initial claims and annual claims, if the total costs for a given year do not exceed $1,000 no
reimbursement will be allowed except as otherwise ailowed by GC Section 17564.

5.  Filing Deadline for Claims

Pursuant to GC Section 17561(d) initial reimbursement claims (first time claims) for reimbursement
of costs of a previously unfunded mandated program must be filed within one hundred and twenty
days from the date the SCO issues the claiming instructions for the program. When paying a timely
filed claim for initial reimbursement, the Controller may withhold twenty percent of the amount of the
claim until the claim is audited to verify the actual amount of the mandated costs. Initial
reimbursement claims filed after the filing deadline will be reduced by ten percent of the amount
that would have been allowed had the claim been timely filed.

The Controller may withhold payment of any late claim for initial reimbursement until the next
deadline for funded claims unless sufficient funds are available to pay the claim after all timely filed
claims have been paid. All initial reimbursement claims for all fiscal years required to be filed on
their initial filing date for a program will be considered as one claim for the purpose of computing
any late claim penalty. In no case will a reimbursement claim be paid if submitted more than one
year after the filing deadline specified in the Controller's claiming instructions on funded mandates.

Pursuant to GC Section 17560, annual reimbursement claims (recurring claims) for costs incurred
during the previous fiscal year must be filed with the SCO and postmarked on or before February
15th following the fiscal year in which costs were incurred. If the annual reimbursement claim is
filed after the deadline, but within one year of the deadline, the approved claim must be reduced by
a 10% late penalty, not to exceed $10,000. Amended claims filed after the deadline will be reduced
by 10% of the increased amount not to exceed $10,000 for the total claim. Claims may not be filed
more than one year after the deadline.

6. Payment of Claims

in order for the SCO to authorize payment of a claim, the Certification of Claim, form FAM-27, must
be properly filied out, signed, and dated by the entity's authorized officer. When using the LGeC
system the logon ID and password of the authorized officer is used for the signature and is applied
by-the LGeC system when the claim is submitted. Pursuant to GC 17561(d), reimbursement claims
are paid by October 15 or sixty days after the date the appropriation for the claim is effective,
whichever is later. In the event the amount appropriated by the Legislature is insufficient to pay the
approved amount in full for a program, claimants will receive a prorated payment in proportion to
the amount of approved claims timely filed and on hand at the time of proration.

A claimant is entitled to receive accrued interest at the pooled money investment account rate if the
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payment was made more than 60 days after the claim filing deadline or the actual date of claim
receipt, whichever is later. For an initial claim, interest begins to accrue when the payment is made
more than one year after the adoption of the program's statewide cost estimate.

The SCO reports the amounts of insufficient appropriations to the State Department of Finance, the
Chairperson of the Joint Legislative Budget Committee, and the Chairperson of the respective
committee in each House of the Legislature, in order to assure appropriation of these funds in the
Budget Act. If these funds cannot be appropriated on a timely basis in the Budget Act, this
information is transmitted to the CSM who will include these amounts in its reports to assure that an
appropriation sufficient to pay the claims is included in the next local government claims bilt or other
appropriation bills. Any balances remaining on these claims will be paid when supplementary funds
become available.

Unless specified in the statutes, regulations, or P's & G's, the determination of allowable and
unallowable costs for mandates is based on the P's & G's adopted by the CSM. The determination
of allowable reimbursable mandated costs for unfunded mandates is made by the CSM. The SCO
determines allowable reimbursable costs, subject to amendment by the CSM, for mandates funded
by special legislation. Allowable costs are those direct and indirect costs, less applicable credits,
considered eligible for reimbursement. In order for costs to be allowable and thus eligible for
reimbursement, the costs must meet the following general criteria:

1. The cost is necessary and reasonable for proper and efficient administration of the mandate
and not a general expense required to carry out the overall responsibilities of government.

2. The cost is allocable to a particular cost objective identified in the P's & G’s.

3. The cost is net of any applicable credits that offset or reduce expenses of items allocable to the
mandate.

The SCO has identified certain costs that should not be claimed as direct program costs unless
specified as reimbursable under the program’s P’s & G’s. These costs include, but are not limited
to, subscriptions, depreciation, memberships, conferences, workshops, general education, and
travel costs.

7. State Mandates Apportionment System (SMAS)

Chapter 1534, Statutes of 1985, established SMAS, a method of paying certain mandated
programs as apportionments. This method is utilized whenever a program has been approved for
inclusion in SMAS by the CSM.

When a mandated program has been included in SMAS, the SCO will determine a base year
entittement amount for each CCD that has submitted reimbursement claims (or entitiement claims)
for three consecutive fiscal years. A base year entitlement amount is determined by averaging the
approved reimbursement claims (or entitlement claims) for any three consecutive fiscal years. The
amounts are first adjusted by any change in the IPD, which is applied separately to each year's
costs for the three years that comprise the base period. The base period means the three fiscal
years immediately succeeding the CSM's approval.

Each CCD with an established base year entitlement for the program will receive automatic annual
payments from the SCO reflective of the program's current year costs. The apportionment amount
is adjusted annually for any change in the IPD. If the mandated program was included in SMAS
after January 1, 1988, the annual apportionment is adjusted for any change in both the IPD and
ADA.

In the event a CCD has incurred costs for three consecutive fiscal years but did not file a
reimbursement claim in one or more of those fiscal years, the CCD may file an entitiement claim for
each of those missed years to establish a base year entitlement. An entitiement claim means any
claim fited by a CCD with the SCO for the sole purpose of establishing a base year entitlement. A
base year entittement may not include any nonrecurring or initial start-up costs.
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initial apportionments are made on an individual program basis. After the initial year, all
apportionments are made by November 30™. The amount to be apportioned is the base year
entittement adjusted by annual changes in the IPD for the cost of goods and services to
governmental agencies as determined by the State Department of Finance.

In the event the CCD determines that the amount of apportionment does not accurately reflect
costs incurred to comply with a mandate, the process of adjusting an established base year
entitlement upon which the apportionment is based is set forth in GC Section 17615.8 and requires
the approval of the CSM.

8. Direct Costs

A direct cost is a cost that can be identified specifically with a particular program or activity.
Documentation to support direct costs must be kept on hand unless otherwise specified in the
claiming instructions and made available to the SCO on request

It is the responsibility of the claimant to maintain documentation in the form of general and
subsidiary ledgers, purchase orders, invoices, contracts, canceled warrants, equipment usage
records, land deeds, receipts, employee time sheets, agency travel guidelines, inventory records,
and other relevant documents to support claimed costs. The type of documentation necessary for
each claim may differ with the type of mandate.

Costs typically classified as direct costs are:
(1) Employee Wages, Salaries, and Benefits

For each of the mandated activities performed, the claimant must list the names of the
employees who worked on the mandate, their job classifications, hours worked on the.
mandate, and rate of pay. The claimant may use a productive hourly rate in-lieu of reporting
actual compensation and benefits:

(a) Productive Hourly Rate Options

A CCD may use one of the following msthods to compute productive hourly rates:

- Actual annual productive hours for each employee;
¢  The weighted-average annual productive hours for each job title; or
¢ 1,800* annual productive hours for all employees.

If actual annual productive hours or weighted-average annual productive hours for each job
title is chosen, the claimant must maintain documentation of how these hours were computed.

* 1,800 annual productive hours excludes the following employee time:
o Paid holidays;
o Vacation earned;
o Sick leave taken;
o Informal time off;
o Jury duty;
o Military leave taken.
(b) Compute a Productive Hourly Rate

1. Compute a productive hourly rate for salaried employees to include actual benefit
costs. The methodology for converting a salary to a productive hourly rate is to
compute the employee's annual salary and benefits and divide by the annual
productive hours.
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Example:
Step 1: Benefits as a Percent of Salary Step 2: Productive Hourly Rate
Retirement 15.00 % Formula:
Social Security & 7.65 [(EAS x (1 + BR)) + APH] = PHR
Medicare
Health & Dental 5.25

‘| Insurance
Workers Compensation 3.25 [($26,000 x (1.3115)) +~ 1,800 ] = $18.94
Total 3115 %
pescription:
EAS = Employee's Annual Salary APH = Annual Productive Hours
BR = Benefit Rate PHR = Productive Hourly Rate

Table 1: Productive Hourly Rate, Annual Salary + Benefits Method

Formula: Description:

[(EAS + Benefits) + APH] = PHR EAS = Employee's Annual Salary
APH = Annual Productive Hours

[($26,000 + $8,099)] + 1,800 hrs = 18.94 PHR = Productive Hourly Rate

e As illustrated in Table 1, if an employee's compensation was $26,000 and $8,099
for annual salary and benefits, respectively, using the Salary + Benefits Method,
the productive hourly rate would be $18.94. To convert a biweekly salary to
Annual Salary, multiply the biweekly salary by 26. To convert a monthly salary to
Annual Salary, multiply the monthly salary by 12. Use the same methodology to
convert other salary periods.

A claimant may also compute the productive hourly rate by using the Percent of
Salary Method.

Table 2: Productive Hourly Rate, Percent of Salary Method

e As illustrated in Table 2, both methods produce the same productive hourly rate.

Reimbursement for personnel services includes, but is not limited to,
compensation paid for salaries, wages, and employee benefits. Employee
benefits include employer's contributions for social security, pension plans,
insurance, workers compensation insurance and similar payments. These
benefits are eligible for reimbursement as long as they are distributed equitably
to all activities. Whether these costs are allowable is based on the following
presumptions: '

¢ The amount of compensation is reasonable for the service rendered;

¢ The compensation paid and benefits received are appropriately authorized by the
governing board;
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(c)

(d)

s Amounts charged for personnel services are based on payroll documents that
are supported by time and attendance or equivalent records for individual
employees;

s The methods used to distribute personnel services should produce an equitable
distribution of direct and indirect allowable costs.

For each of the employees included in the claim, the claimant must use
reasonable rates and hours in computing the wage cost. If a person of a higher-
level position performs an activity which normally would be performed by a lower-
level position, reimbursement for time spent is allowable at the average salary
range for the lower-level position. The salary rate of the person at a higher-level
position may be claimed if it can be shown that it was more cost effective in
comparison to the performance by a person at the lower-level position under
normal circumstances and conditions. The number of hours charged to an
activity should reflect the time expected to complete the activity under normal
circumstances and conditions. The numbers of hours in excess of normal
expected hours are not reimbursable.

Calculating an Average Productive Hourly Rate

In those instances where the claiming instructions allow a unit as a basis of claiming
costs, the direct labor component of the unit cost should be expressed as an average
productive hourly rate and can be determined as follows:

Table 3: Calculating an Average Productive Hourly Rate

Time Productive Total Cost

Spent Hourly Rate by Employee
Employee A 1.25 hrs $6.00 $7.50
Employee B 0.75 hrs 4.50 - 3.38
Employee C 3.50 hrs 10.00 35.00
Total 5.50 hrs $45.88

Average Productive Hourly Rate is $45.88 + 5.50 hrs. = $8.34

Employer's Benefits Contribution

A CCD has the option of claiming actual employer's benefit contributions or may
compute an average benefit cost for the employee's job classification and claim it as a
percentage of direct labor. The same time base should be used for both salary and
benefits when computing a percentage. For example, if heaith and dental insurance
payments are made annually, use an annual salary. After the percentage of salary for
each benefit is computed, total them. For example:

Retirement ' 15.00%
Social Security 7.65%
Health and Dental Insurance 5.25%
Worker's Compensation 0.75%
Total 28.65%

Revised 09/11
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(2)

(3)

Materials and Supplies

Only actual expenses can be claimed for materials and supplies, which were acquired and
consumed specifically for the purpose of a mandated program. The claimant must list the
materials and supplies that were used to perform the mandated activity, the number of units
consumed, the cost per unit, and the total doilar amount claimed. Materials and supplies in
excess of reasonable quality, quantity, and cost are not reimbursable. Materials and supplies
withdrawn from inventory and charged to the mandated activity must be based on a
recoghized method of pricing, consistently applied. Purchases must be claimed at the actual
price after deducting discounts, rebates and allowances received by the CCD.

(a) ~ Calculating a Unit Cost for Materials and Supplies

In those instances where the P's & G's suggest that a unit cost be developed for use as
a basis of claiming costs mandated by the State, the materials and supplies component
of the unit cost should be expressed as a unit cost of materials and supplies as shown
in Table 1 or Table 2:

Table 1: Calculating a Unit Cost for Materials and Supplies

Amount of Unit Cost
Supplies Used of Supplies
Supplies Cost Per Unit Per Activity Per Activity
Paper 0.02 4 $0.08
Files - 0.10 1 0.10
Envelopes 0.03 2 0.06 |
Photocopies 0.10 4 _0.40
$0.64
Table 2: Calculating a Unit Cost for Materials and Supplies
Unit Cost
Supplies of Supplies
Supplies Used Per Activity
Paper ($10.00 for 500 sheet ream) 250 Sheets $5.00
Files ($2.50 for box of 25) 10 Folders 1.00
Envelopes ($3.00 for box of 100) 50 Envelopes 1.50
Photocopies ($0.05 per copy) 40 Copies 2.00
$9.50

if the number of reimbursable instances is 25, then the unit cost of supplies is $0.38
per reimbursable instance ($9.50 + 25).

Contract Services

The cost of contract services is allowable if the CCD lacks the staff resources or necessary
expertise, or it is economicalily feasible to hire a contractor to perform the mandated activity.
The claimant must keep documentation on hand to support the name of the contractor,
explain the reason for having to hire a contractor, describe the mandated activities
performed, give the dates when the activities were performed, the number of hours spent
performing the mandate, the hourly billing rate, and the total cost. The hourly billing rate must
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not exceed the rate specified in the P's & G's for the mandated program. The contractor's
invoice or statement must include an itemized list of costs for activities performed.

(4) Equipment Rental Costs

Equipment purchases and leases (with an option to purchase) are not reimbursable as a
direct cost unless specifically allowed by the P's & G's for the particular mandate. Equipment
rentals used solely for the mandate are reimbursable to the extent that such costs do not
exceed the retail purchase price of the equipment plus a finance charge. The claimant must
maintain documentation to support the purpose and use of the equipment, the time period for
which the equipment was rented and the total cost of the rental. If the equipment is used for
purposes other than reimbursable activities, only the pro rata portion of the rental costs can
be claimed.

(5) Capital Outlay

Capital outiay for land, buildings, equipment, furniture and fixtures may be claimed if the P's
& G's specify them as allowable. If they are allowable, the P's & G's for the program will
specify a basis for the reimbursement. If the fixed asset or equipment is also used for
purposes other than reimbursable activities for a specific mandate, only the pro rata portion of
the purchase price used to implement the reimbursable activities can be claimed.

(6) Travel Expenses

Travel expenses are normally reimbursable in accordance with travel rules and regulations of
the local jurisdiction. For some programs, however, the P’s & G's may specify certain
limitations on expenses, or that expenses can only be reimbursed in accordance with the
Department of Personnel Administration (DPA) travel standards. When claiming travel
expenses, the claimant must maintain documentation to support the purpose of the trip, the
names and addresses of the persons incurring the expense, the date and time of departure
and return, a description of each expense claimed, and the cost of transportation, number of
private auto miles traveled, and the cost of tolls and parking. Receipts are required for
charges over $10.00.

9. Indirect Costs

Indirect costs are: (a) Incurred for a common or joint purpose benefiting more than one cost
objective, and (b) not readily assignable to the cost objectives specifically benefited without effort
disproportionate to the results achieved. Indirect costs can originate in the department performing
the mandate or in departments that supply the department performing the mandate with goods,
services, and facilities. To be allowable, a cost must be allocable to a particular cost objective.
Indirect costs must be distributed to benefiting cost objectives on bases, which produce an
equitable result, related to the benefits derived by the mandate.

A CCD may claim indirect costs using the Controller's methodology (FAM-29C), or if specifically
allowed by a mandated cost program’s P's & G’s, a district may choose to claim indirect costs using
either: (1) A federally approved rate prepared in accordance with the Office of Management and
Budget (OMB) Circular A-21, Cost Principles for Educational Institutions; or (2) a flat 7% rate. The
FAM-29C indirect cost rate and the flat 7% indirect cost rate are applied to Salaries and Benefits,
whereas the federally approved rate is applied to the allocation base used in developing the
federally approved rate. '

If indirect costs are calculated using the OMB Circular A-21 methodology with a base other than
Salaries and Benefits, the claim cannot be filed using the LGeC as the system does not support
cost bases other than Salaries and Benefits. Instead, these claims must be filed manually using
paper forms.

However, if indirect costs are calculated using the OMB Circular A-21 methodology using Salaries
. and Benefits in the base, then the claims can be filed using either the LGeC system or the manual
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paper process. In these cases, the indirect cost rate is calculated in accordance with the chosen
methodology and keyed into the mandated cost form on the appropriate line (usually Form 1, line
(06)), Indirect Cost Rate. The LGeC system will apply that rate to Salaries and Benefits (usually
Form 1, line (5)(a)) to arrive at the total indirect costs (usually Form 1, line (7)).

The SCO developed form FAM-29C to be consistent with the OMB Circular A-21 cost accounting
principles as they apply to mandated cost programs. The objective is to determine an equitable rate
to allocate administrative support to personnel who performed the mandated cost activities. The
methodology used in form FAM-29C is a direct cost base comprised of salary and benefit costs.
This provides a consistent indirect cost rate methodology for all CCD’s mandated cost programs.

FAM-29C uses expenditures that districts report in their California Community Colleges Annual
Financial and Budget Report (CCFS-311), Expenditures by Activity for the General Fund -
Combined. CCD's must use the CCFS-311 report applicable to the fiscal year of the reimbursement
claim submitted. The computation excludes capital outlay and other outgo in accordance with the
OMB Circular A-21. The indirect cost rate computation includes any depreciation or use allowance
applicable to district buildings and equipment. Districts calculate depreciation or use allowance
costs separately from the CCFS-311 report and should calculate them in accordance with the OMB
Circular A-21.

The OMB Circular A-21, Section C.4, states that a cost is allocable to a particular cost objective in
accordance with the relative benefits received. Also, Section E.2.b., states that the overall objective
of the cost allocation process is to distribute indirect costs to the institution's major functions in
proportions reasonably consistent with their use of the institution's resources. In addition, Section
E.2.c. notes that where certain items or categories of expense relate to less than all functions, such
expenses should be set aside for selective allocation.

The OMB Circular A-21, Section H, describes a simplified method for indirect cost rate calcuiations.
However, Section H.1.b. states that the simplified method should not be used where it produces
results that appear inequitable. As previously noted, FAM-29C strives to equitably allocate
administrative support costs to personnel that perform mandated cost activities claimed by CCD's.
For example, library costs and department administration expenses, normally classified fully or
partly as indirect costs in the OMB Circular A-21, are instead classified as direct costs for
FAM-29C. These costs do not benefit mandated cost activities. In summary, FAM-29C indirect
costs includé operation -and maintenance of plant; planning, policy making, and coordination;
general institutional support services (excluding community relations); and depreciation or use
allowance. Community relations include fundraising costs, which are unallowable under OMB
Circular A-21. If the district claims any costs from these indirect accounts as direct mandate-related
costs, the same costs should be reclassified as direct on FAM-29C,

Table 4 presents an example of the FAM-29C methodology.
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Table 4: Indirect Cost Rate for Cofnmunity Colleges

MANDATED COST ' FORM
INDIRECT COST RATE FOR COMMUNITY COLLEGE DISTRICTS FAM 29-C
(1) Claimant '
Indirect-Salaries
Salaries and Operating Benefits, and
Benefits per ' Expenses per Operating Direct-Salaries
Activity EDP CCFS-311 CCFS-311 Expenses and Benefits only
Instructional Activities 599 % 46,249,931 $ 8,289,190 $ $ 46,249,931
Instruct. Admin. & Instruct. Governance 6000 5,181,935 631,615 5,181,935
Instructional Support Services 6100 4,361,061 445,196 4,361,061
,Admissions and Records 6200 1,251,539 96,634 1,251,539
Student Counseling and Guidance 6300 3,373,121 80,201 | 3,373,121
Other Student Services 6400 5,511,511 1,116,904 5,511,511
Operation and Maintenance of Plant 6500 5,192,009 3,192,398 8,384,497
Planning, Policy Making, and Coordination 6600 2,562,909 1,096,833 3,659,742
General Institutional Support Services 6700 ’ . . . _
Community Relations . 6710 446,207 228,320 446,207
Fiscal Operations 6720 2,342,316 315,019 2,657,335
Human Resources Management 6730 1,057,387 102,600 ’ 1,159,987
Non-instructional Staff Retirees' Benefits and '
Retirement Incentives 6740 1,327,125 - 1,327,125
Staff Development 6750 1,295 34,931 ' 36,226
Staff Diversity 6760 449 392 394,915 844,307
Logistical Services 6770 2,853,609 354,953 3,208,562
Management Information Systems 6780 2,386,511 894,685 3,281,196
Other General Institutional Support Services 6790 19,635 1,679 21,314
Community Services and Economic Development 6800 963,036 688,648 963,036
Ancillary Services 6900 723,450 224,961 723,450
Auxiliary Operations 7000 565,859 12,179 565,859
Depreciation or Use Allowance - Building 2,620,741
Depreciation or Use Allowance - Equipment 721,097
Totals $ 86,819,928 $ 18,201,861 § 27,922129 $ 68,627,650
(A) (B)
Indirect Cost Rate (A)/(B) | 40.69%
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11. Time Study Guidelines
Background

Two methods are acceptable for documenting empioyee time charged to mandated cost programs:
1) Actual Time Reporting and 2) Time Study. These methods are described below. Application of
time study results is restricted. As explained in the Time Study Results section below, the results
may be projected forward a maximum of two years or applied retroactively to initial claims, current-
year claims, and late-filed claims, provided certain criteria are met.

Actual Time Reporting

Each program’s P's and G's define reimbursable activities for the mandated cost program. When
employees work on multiple activities, a distribution of their salaries or wages must be supported by
personnel activity reports or equivalent documentation that meets the following standards:

» They must reflect an after-the-fact distribution of the actual activity of each employee;

* They must account for the total activity for which each employee is compensated,

» They must be prepared at least monthly and must coincide with one or more pay periods; and
* They must be signed by the employee.

Budget estimates or other distribution percentages determined before services are performed do
not qualify as support for actual time reporting.

Time Study

In certain cases, a time study may be used as a substitute for continuous records of actual time
spent on multiple activities and/or programs. A time study can be used for an activity when the task
is repetitive in nature. Activities that require varying levels of effort are not appropriate for time
studies. :

Time Study Plan

The claimant must develop a plan before the time study is conducted. The claimant must retain the
time study plan for audit purposes. The plan must identify the following:

 Time periods to be studied - The plan must show that all time periods selected are representative
of the fiscal year and that the results can be reasonably projected to approximate actual costs;

« Activities to be studied - The time study must separately identify each reimbursable activity
defined in the mandated program's P’s and G’s. If a reimbursable activity identifies separate and
distinct sub-activities, these sub-activities also must be treated as individual activities;

For example, sub-activities (a) and (b) under reimbursable activity (1) of the Agency Fee
Arrangements Program relate to salary deduction and payment of fair share and are not separate .
and distinct activities. It is not necessary to separately study these sub-activities.

+ Process used to accomplish each reimbursable activity - Use flowcharts or similar analytical tools
and/or written desk procedures to describe the process followed to complete each activity;

« Employee universe - The employee universe used in the time study must include all positions for
which salaries and wages are to be allocated by means of the time study;

« Employee sample selection methodology - The plan must show that employees selected are
representative of the employee universe and that the results can be reasonably projected to
approximate actual costs. In addition, the employee sample size should be proportional to the
variation in time spent to perform a task. The sample size should be larger for tasks with
significant time variations;

Revised 09/11 Section 2, Filing a Claim, Page 12




State of California Community College Mandated Cost Manual

+ Time increments to be recorded - The time increments used should be sufficient to recognize the
number of different activities performed and the dynamics of these responsibilities. Very large
increments (such as one hour or more) can be used for employees performing only a few
functions that change very slowly over time. Small increments (a number of minutes) can be used
for employees performing more short-term tasks.

Random-moment sampling is not an acceptable alternative to continuous time records for
mandated cost claims. Random-moment sampling techniques are most applicable in situations
where employees perform many different types of activities on a variety of programs with small time
increments throughout the fiscal year.

Time Study Documentation

Time studies must:

* Be supported by time records that are completed when the activity occurs;

* Report activity on a daily basis;

* Be sufficiently detailed to reflect all mandated activities performed during a specific time period;
+'Coincide with one or more pay periods.

Time records must be signed by the employee and be supported by documentation that validates
that the work was actually performed. As with actual time reporting, budget estimates or other
distribution percentages determined before services are performed do not qualify as valid time
studies.

Time Study Results

Claimants must summarize time study results to show how the time study supports the costs
claimed for each activity. Any variation from the procedures identified in the original time study plan
must be documented and explained. Current-year costs must be used to prepare a time study.
Claimants may project time study results to no more than two subsequent fiscal years. A claimant
also may apply time study results retroactively to initial claims, current-year claims, and late-filed
claims.

When projecting time study results, the claimant must certify that no significant changes have
occurred between years in either (1) the requirements of each mandated program activity; or (2) the
processes and procedures used to accomplish the activity. For all years, the claimant must
maintain documentation that shows that the mandated activity was actually performed. Time study
results used to support claims are subject to the record-keeping requirements for those claims.

12. Offsets Against State Mandated Claims

As noted previously, allowable costs are defined as those direct and indirect costs, less applicable
credits, considered eligible for reimbursement. When ali or part of the costs of a mandated program
are specifically reimbursable from local assistance revenue sources (e.g., state, federal, foundation,
etc.), only that portion of any increased cost payable from CCD funds is eligibie for reimbursement
under the provisions of GC Section 17561.

A. Example 1:

As illustrated in Table 5, this example shows how the Offset Against State Mandated Claims is
determined for a CCD receiving block grant revenues not based on a formula allocation.
Program costs for each situation equal $100,000.
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Table 5: Offsets Against State Mandates, Example 1

Program Actual Local State Offset Against Claimable
Costs Assistance Mandated State Mandated Mandated
Revenues Costs Claims Costs
1. $100,00 $95,000 $2,500 $-0- $2,500
2. 100,000 97,000 2,500 -0- 2,500
3. 100,000 98,000 2,500 500 2,000
4. 100,000 100,000 2,500 2,500 -0-
5. 100,000 50,000 2,500 1,250 1,250
6. 100,000 49,000 2,500 250 2,250

* CCD share is $50,000 of the program cost.

Numbers (1) through (4) in Table 5, show intended funding at 100% from local assistance
revenue sources. Numbers (5) and (6) show cost sharing on a 50/50 basis with the
district. In numbers (1) through (6), included in the program costs of $100,000 are state
mandated costs of $2,500. The offset against state mandated claims are the amount of
actual local assistance revenues, which exceeds the difference between program costs
and state mandated costs. This offset cannot exceed the amount of state mandated
costs.

In (1), local assistance revenues were Iess than expected. Local assistance funding was
not in excess of the difference between program costs and state mandated costs. As a
result, the offset against state mandated claims is zero and $2,500 is claimable as
mandated costs.

In (4), local assistance revenues were fully realized to cover the entire cost of the
program, including the state mandated activity; therefore, the offset against state
mandated claims is $2,500, and claimable cost is $0.

In.(5), the district is sharing 50% of the projebt cost. Since local assistance revenues of
$50,000 were fully realized, the offset against state mandated claims is $1,250.

In (6), local assistance revenues were less than the amount expended and the offset
against state mandated claims is $250. Therefore, the claimable mandated costs are
$2,250.

B. Example 2:

As illustrated in Table 8, this example shows how the offset against state mandated claims
is determined for a CCD receiving special project funds based on approved actual costs.
Local assistance revenues for special projects must be applied proportionately to the
approved costs.

Revised 09/11

Section 2, Filing a Claim, Page 14




State of California Community College Mandated Cost Manual

13.

14,

15.

16.

Table 6: Offset Against State Mandates, Example 2

Program Actual Local State Offset Against Claimable
Costs Assistance Mandated State Mandated Mandated
Revenues Costs Claims Costs
1. $100,000 $100,000 $2,500 $2,500 $-0-
2. 100,000 ** 75,000 2,500 1,875 625
3. 100,000 ** 45,000 1,500 1,125 375

** CCD share is $25,000 of the program cost.

In (2), the entire program cost was approved. Since the local assistance revenue source
covers 75% of the program cost, it also proportionately covered 75% of the $2,500 state
mandated costs, or $1,875.

If in (3) local assistance revenues are less than the amount expected because only
$60,000 of the $100,000 program costs were determined to be valid by the contracting
agency, then a proportionate share of state mandated costs is likewise reduced to $1,500.
The offset against state mandated claims is $1,125. Therefore, the claimable mandated
costs are $375.

Notice of Claim Adjustments

All claims submitted to the SCO are reviewed to determine if the claim was prepared in accordance
with the claiming instructions. Claimants will receive a Notice of Claim Adjustment detailing any
adjustments made by the SCO.

Audit of Costs

Pursuant to GC Section 17558.5, Subdivision (b), the SCO may conduct a field review of any claim
after it has been submitted to determine if costs are related to the mandate, are reasonable and not
excessive, and the claim was prepared in accordance with the SCO's claiming instructions and the
P's & G’s adopted by the CSM. If any adjustments are made to a claim, a Notice of Claim
Adjustment specifying the claim activity adjusted, the amount adjusted, and the reason for the
adjustment, will be mailed within thirty days after payment of the claim.

Source Documents

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
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 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
deciarations. Declarations must include a certification stating: “I certify 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 2015.5. Evidence corroborating
the source documents may include data relevant to the reimbursable activities otherwise in
compliance with local, state, and federal government requirements. However, these documents
cannot be substituted for source documents.

Claim Forms and Instructions

Unless you are filing electronically, a claimant may submit a computer generated report in
substitution for Form-1 and Form-2, provided the format of the report and data fields contained
within the report are identical to the claim forms included with these instructions. The claim forms
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17.

18.

provided with thése instructions should be duplicated or printed from SCO’s Web site and used by
the claimant to file reimbursement claims. The SCO will revise the manual and claim forms as
necessary.

A. Form-2, Activity Cost Detail

This form is used to segregate the direct costs by claim activity. In some mandates, specific
reimbursable activities have been identified for each activity. The expenses reported on this
form must be supported by the official financial records of the claimant. All documents used to
support the reimbursabie activities must be rétained by the claimant unless required to be
submitted with the claim and must be made available to the SCO on request

B. Form-1, Claim Summary

This form is used to summarize direct costs by activity and compute allowable indirect costs for
the mandate. The direct costs summarized on this form are derived from Form-2 and are
carried forward to form FAM-27.

C. Form FAM-27, Claim for Payment

This form contains a certification that must be signed by an authorized officer of the CCD. All
applicable information from Form 1 must be carried forward onto this form in order for the SCO
to process the claim for payment. An original and one copy of the FAM-27 are required.

Submit a signed original FAM-27 and one copy with required documents. Please sign
the FAM-27 in blue ink and attach the copy to the top of the claim package.

Mandated costs claiming instructions and forms are available online at the SCO’s
website: www.sco.ca.gov/ard_mancost.html.

Use the following mailing addresses:

If delivered by . If delivered by
U.S. Postal Service: other delivery services: -
Office of the State Controller Office of the State Controller

Attn: Local Reimbursements Section  Attn: Local Reimbursements Section
Division of Accounting and Reporting  Division of Accounting and Reporting
P.O. Box 942850 3301 C Street, Suite 700
Sacramento, CA 94250 Sacramento, CA 95816

If you have any questions, you may e-mail LRSDAR@sco.ca.gov or call the Local
Reimbursements Section at (916) 324-5729.

Retention of Claiming Instructions

For your convenience, the revised claiming instructions in this package have been arranged in
alphabetical order by program name. This Manual should be retained for future reference, and the
forms should be duplicated to meet your filing requirements. Annually, new or revised forms,
instructions, and any other information claimants may need to file claims will be placed on the
SCO’'s Web site located at www.sco.ca.gov/ard_mancost.html.

If you have any questions concerning mandated cost reimbursements, please write to us at the
address listed for filing claims, or by e-mail to LRSDAR@sco.ca.gov, or call the Local
Reimbursements Section at (916) 324-5729.

Retention of Claim Records and Supporting Documentation

Pursuant to Government Code Section 17558.5, (a), a reimbursement claim for actual costs filed by
a CCD is subject to the initiation of an audit by the Controller no later than three years after the date
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that the actual reimbursement claim was filed or last amended, whichever is later. However, if no
funds were appropriated or no payment was made to a claimant for the program for the fiscal year
for which the claim was filed, the time for the Controlier to initiate an audit will commence to run
from the date of initial payment of the claim. [n any case, an audit will be completed not later than
two years after the date that the audit is commenced.

All documents used to support the reimbursable activities 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. Supporting
documents must be made available to the SCO on request.

Revised 09/11 Section 2, Filing a Claim, Page 17
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FY 1999-00
Integrated Waste Management Claim




Mmoo

-State Controller's Office :
CLAIM FOR PAYMENT
Pursuant to Government Code Section 17561
| INTEGRATED WASTE MANAGEMENT :
[(01) C_la'mant Identification Number: ' cc 19090 . ‘\l ' Reimbummoni Claim Dsata
1("2’”“"‘*‘"‘”“ Citrus Community College District (22) WM-1, (03)(AX1)( 151
Courty of Location LosAngeles (23) WML1, (©3)(A)2)D 1,948
H - :
gw“"""“ 1000 West Foothill Bivd. (24) WM-1, (03)B)()() o 28m
E |Gty RE ZpCods - ‘ § ,
\[Glendora CA or7atae %) WM, (03)BKAID 9
W
ype ' im h mbursement Claim (26) W1, (G31B)(3)N ;l
(03)Estimated  [__] [ (09) Reimbursement [ | (27) W1, (C3)B)AYD 0
(04) Combined  [__] | (10) Combined 1 (28) W1, (03B)ENR | 4,198]
(05) Amended [ ] | (11) Amended L oy, (O3CKN 0
06 12 . ]
Fiscal Yoarof Cogt | (%) fo002000 (a0 b1, 05K o
Total Ciaimed Amount | 07) (;3) 12792 | Y1, 031010 | i | EI
Less : 10% Late Penalty (514) .| (G2 WM, (03)E)XD | q
Less - Prior Glaim Payment Recsived () e amn | o
Clnime 16) ]
Net Claimed Amount (s araa | (34 W1, (06) , 3,908
Due from State (05) (s") yayaa | COIMA08) 260|
Due to State (18) - (36) W1, (09) - of
(37) CERTIFIGATION OF CLAIM

claimant.
corect.

S/igaature of Authorized

In accordance with the provisions of Government Code Section 17661, loerﬂfyﬁuatlanﬂreotﬁceraoﬂmrzedbyhemmumtyedlegedishct
| tofile mandated cost claims with the State of California for this program, andcerhfyunderpenaltyofpequryﬁlatlhawnotwddedmyofﬂn
" provisions of Govermment Code Sections 1080 to 1098, inclusive.

| further cextify that there was no application other than from the claimant, nor any grant or payment received, for reimbursement of costs claimed
herein, and such coets are for a new program or increased level of sarvices of an existing program. All offsetting savings and reimbursements set |
forth in the Parameters and Guidelines are identified, ani all costs claimed are supported by source documentation cun-enﬁy maintained by the

The amounts for this Estimated Claim and/or Reimbursement Claim are hereby claimed from the State for payment of eetimated andlo_r actual
costs set forth on the attached statements. | certify under penalty of perjury under the laws of the State of California that the foregoing is frue and

(USE BLUE INK)

(a2 7082

Carol R. Horton

Type or Print Name

9fte (0.5

V.P., Financial and Administrative Services
Title

|SixTen and Associates

(38) Name of Contact Person for Claim

Telephona Number: {858) 514-8605
E-mail Address:  kbpsixten@aol.com

Form FAM-27 (New 06/05) -




State Controller's Office

@

-_. - CommunHy College Mandated Cost Manuat

A. One-Time Activities

1 [Development of Policies and Procedures

MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT W1
CLAIM SUMMARY
(01) Claimant: W Fiacal Yoar
Citrus Community College District Reimbursement 1999-2000 -
Estimated -
Direct Costs Object Accounts
§03) Reimbursable Activities (@) ®) © @ () n
Selaries and Materials and Contract Fixed Trave! and Total

Board

Completion and Submission of Plen to

) Response to Board During Approval
Process

3 [Consuitation with Board

Designation of Waste Reduction and
Recycling Coordinator

5 lLevel of Reduction

Diversion and Maintenance of Approved |

C. Alternative Compliance

Alternative- Requirements or Time

! |Extension for 1/1/02 for 25% Weste

) Alternative Requirements or Time
Extension for 1/1/04 for 50% Waste

LD. Accounting System

E. Annual Report

F. Annual Recycled Material Reports

R(M) Total Direct Costs

$

$ 9,17387

Cost Reduction

ilndlred Costs

(05) Indirec Cost Rate {Fedarally spproved OMB A-21, FAM-20C, o T%] 44.85%
(06) Total Indirect Costs (Live (05) e (04)a]] $ 3,908.15
(07) Total Direct and Indirect Costs [Line (04)7) +lino (06)] $ A 13,082.02

(08) Less: Offsetting Savings

(09) Less: Other Relmbursements

{10) Total Claimed Amount

[Line.(07)- {Line (08) + Line (08)}]

New 06105
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MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT WN-2
ACTMITY COST DETAIL
(01) Claimant (02) Fiscal Year
Citrus Community College District - 1099-2000
{03) Reimbursable Activities: Check only one box per form to ientify the activity being claimed.
e DX Devolopmantof Pokcs and Procaduns T3 st
[ ComvbnmdSumssonoiPniboas [ porereebSomiDaaiponl P goomagon e Soad
Activities I Designation of Wasta Raduckon xdREYM [ yyranancs of Approved Lavel of Reduchion
m [0 ffoeouie Rooctomertor T Exrebon o 7 Naurative Roquemant of Tine Exenion or /1404 fr 0% Wasle
Accounting Annual Recycled Materiat
— Svat [ Annusl Report 3 Rapots
(04) Description of Expenses Object Accounts
@ b (c) (@) (e) U] (9 h)
Houry Hours
Clons e e e Rete Wored | Selfes | Malaibe |} conpat | Foced Teavel and
or or Services Assots lﬂl*lg
and Description of Expanges Unit Cost Cuantit Benefitz Supplies
Devaloping the necessary district policies and procedures
Cope, James Safaty Coordinator $37.85 40($ 15140
(05) Total  [X] Sublotdl [ Page 1of 1 $ 151408 - |s - |8 - 18 -

New 08105
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R MANDATED COSTS ’ FORM
- INTEGRATED WASTE MANAGEMENT W2
S ACTIVITY COST DETAIL
-[(01) Claimant (02) Fiscal Year
Citrus Community College District 1999-2000
(03) Reimbursable Activities: Check only one box per form 1o identify the activity being claimed.
e [0 -Devoopmentof Pokcies and Procscurse [ R
' " []  ComplitnadSumissonofPanoBows.  []  hepomebBodOubghopoal [ gompaion wth Boad
[ PooneionciWace Redconid Reocs 7 piantenance of Approved Level of Racuction
sm“mpmm — mmwmmu * [} Ausmative Requirment of Tims Exiension or 11104 or SO% Wasie
7 Accounting Annual Recycled m
3 Systom [ Annual Report 3 Reports
(04)" Description of Expenses Object Accounts
@ (b) © (@ (e) ) (@ (h)
Hourly Hours
oo o | g | Sees | Mawth | oo | g | Tt
' or or Services * Treining
and Description of Expenses Uit Cost Quaatt Benams Supplies .
Training district staff on the requirements and implementation of the plan
Cope, James Sately Coordinator $37.85 ‘258 85163
Travel and Training James Cope $461.98 10, ) § w1
Hippie, Thomas Director of Purchasing/] $46.96 135|$ 63396
(05) Tolal -[X] Subtotel L3 Page 1of 1 $ 148559($ - |s - IS - |8 o188
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MANDATED COSTS _ FORM
INTEGRATED WASTE MANAGEMENT .~ : w2
T ACTIVITY COST DETAIL
(01) Claimant (02) Fiscal Year
Citrus Community College District : 1999-2000
(03) Reimbursabie Activities: Check only one box per form to identify the activity being claimed.
m ' [ Developmentof Poicies and Procadures [ s Trankg
' [X]  CometnmdSimisonoiPanbtost  []  hooro0BoadDuigAeosl 1y copan it Bows
[ oometonof WesioReucion iRemi ] Marlsnance of Aoproved Lave of Rekucion
Altsrnative Alsrmative Requiremont or Tine Extansion for : ; .
Compllance 3 Y102 for 25% Waslo ] Alemative Requirement of Time Extonsion for 1/1/04 for S0% Wase
Accounting Annual Recyclad Material
v 3 Annusi Report L0 Repots
{04) Description of Expenses - ObjJect Accounts )
(@ ®) © @ ) ] (@ (h)
moloyoe Names, Hourty Hours Sel Matoriah
Clusmgam. Functions ;:rbfumod Raie Worked and and Contract Fixed T,"'_"'d snd
2 ' or or Services Assels ralning
and Description of Expenses Unkt Coot  Quanti Benofiis Supplies
Coimpieting/submiting the State Aqency Moded Integrated Waste Management Plan
Cope, James , Safety Coordinator $37.85 760($  2876.60
(05) Total [X] Wm = Page 1of 1 $ 297660!$ - | - |8 - s -

New 06105
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MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT WM-2
ACTIVITY COST DETAIL
(01) Claimant (02) Fiscal Year
Citrus Community College District 1996-2000

(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.

One-Time

Activities [CZ3  Development of Polcies and Procedures L satTaneg
: ] ConpobonsdSumssinoiPnbboart  [—]  (orrmeBoDiiApmel ) ooy weh Bow
Activitie = Desigriation of Wase Reduction and Recycing DD Main of Apgroved Laveof Rechcion
cmv;. - 'm'hm“"',;,"m'“‘w‘i“' oo Tme Exinson £ | puarmative Requirument of Tine Extension for 11104 b S0% Wasie _ o
Accounting Annusl : Annual Recycied Meterial
— System =3 Report - Reports
(04) Description of Expenses Object Accounts
@) {b) {c) {d) (e) ] (9) )
. Hours
Classtio oo e, ol rad "Rt Woked | Saaies | Mabrle | Gonract Fixed | Travel snd
' or or Services Assets Training
and Description of Expenses Unit Cost Quant Benefits ‘ Supplies b
Diverting solid waste from landfill disposa or transformation faciities - recycling
Custodians Various $18.40 150.0{$  2,760.00
Cope, James Sefety Coordinator . $37,65 20($ 121120
Diverting soid wasta from landfill disposal or transtormation facities - special waste
. Cope, James Safety Coordinator $37.685 60[$ 22110
(05) Tod [X] Sublotat 1 Page 10f1 $ 419830 [$ - 13 - s - ]s -

Now 06105
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Integrated Waste Management Claim




1
R

State Controller’s Office
CLAIM FOR PAYMENT
- Pursuant to Government Code Section 17561
INTEGRATED WASTE MANAGEMENT
L I(o1) Clemant enifcaton Nuriser CC 18080 Reimbursement Claim Data
A ) -
] 2 Glaiment Neme Citrus Community College District (22) IWM-1, (03)A)(1)(D 0
L [Gourty of Locakon Los Angeles (23) WM1, (03)A)2)() 3108
Es““‘_w"’“ 1000 West Foothill Bivd. (24) WM, (03)B)(1)(0) q
e [Ciy State Zp Code
\[Glendora CA 91741-1839 (25) WM, (03)(B)2)) o]
[ Estimated Clam .|
¥peof Caim " mbmement (26) A1, (031B)B)) 0
(03)Estimated ] |(09) Reimbursement [ (27) WA, (03XB)XD) 0
(04) Combined  [__] | (10) Combined [ (28) W1, (03XBNS)( 9,569
%) Amended [ ] |(tt)Amended [T o) puwes, 3oy of
) RF) _ ,
Fiscal Year of Cost 20002061 (30) IWMH1, (03)(C)(2)() q
Total Claimed Amount | ©7) (s“’) 10014 | SN, 03D o]
Loss: 10% Late Penalty 'y _ | 2y wa, 03)E)N 807
Less: Prior Claim Payment Received 2 e, e3P0 q
. (16) ‘
Net Claimed Amount. s 19,014 | (34 W1, (08) 5,549
Dus from State g 10,014 | 05 WM, (08 8
Dus to State (18) (36) WM-1, 08) 0

37} CERTIFICATION OF CLAIM

{ In accordance with the provisions of Govemment Code Section 17561, | certify that ! am the officer authorized by the community college disirict
to file mandated coet claime with the State of California for this program, mdoerﬂfyunderpenaltyofpequryﬁlatlhavanotmdatedmyofme
provisions of Government Code Sections 1090 to 1098, inclusive.

| further certify that there was no appucaﬁm o(herthm from the claimant, nor any grant or payment received, for reimbursement of coets claimed
herein, and such coets are for a new program or increased level of services of an existing program. All offsstting savings and relimbursements set
forth in the Parameters and Guidelines are identified, and all costs claimed are supported by source documentation currently maintained by the
claimant.

The amounts for this Estimated Claim and/or Reimbursement Claim are hereby claimed from the State for payment of estimated and/or actual
costs set forth on the attached statements. | certify under penalty of parjury under the laws of the State of California that the foregoing is true and
comect

?grfureof izod (USE BLUE INK) Date . »
(202 2 T/t Jp&
27 - y 5
Carol R. Horton V.P., Financial and Administrative Services
or Print Name Title

(38) Name of Contact Person for Claim
: Telephone Number: (858) 514-8605
SixTen and Associates | E-mail Address:  kbpsixten@aol.com

Form FAM-27 (New 06/05)
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A, One-Time Activities

1. {Development of Policies and Procedures

MANDATED COSTS
. FORM
INTEGRATED WASTE MANAGEMENT WM
CLAIM SUMMARY
(01) Claimant. [02) Type of Giam Fiscdl Year
Clirus Community College District Reimbursement 2000-20M
Direct Gosts Object Accounts '
§09) Relmbrsable Activiies @ ® - © @ (e) 0]
Salaries and Materials and Confract Fixed Travel and Total
Benefits Supplies Services Assefs Treining i

> |Staff Treining

B. Ongoing Activities

! |Board

Completion and Submission of Plan to

Response to Boerd During Approval
Process

3 |Consultation with Board

Designation of Waste Reduction and
Recycling Coordinator

® lLevel of Reduction

Diversion and Maintenance of Approved

C. Alternative Compliance

Alternative Requiements or Time

! Jextension for 1/1/02 for 25% Waste

Alternative Requirements or Time
Extension for 1/1/04 for 50% Waste

D. Accounting System

E. Annual Report

IF. Annual Recycled Material Reports

(04) Total Direct Costs

$ 1241340

13,483.36

Indirect Costs
(05) Indireci Cost Rate [Federally spproved OMB A-21, FAM-29C, or 7%] 44.70%
(06) Total Indirect Costs Rine (65)x ine (04a)) $ - 554879

(07) Total Direct and Indirect Costs

R 040+ 1w (06}

19,032.15

Cost Reduction
}(08) Less: Offseting Savings s 1811
(09) Less: Other Reimbursements ) LN

(10) Total Glaimed Amount [Line (07) - fLine (08) + Line (09)) $ 1901404

New 06/05
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2 MANDATED COSTS FORM
INTEGRATED WASYE MANAGEMENT .. . WM-2
S ACTIVITY COST DETAIL
(01) Claimant (02) Fiscal Year
Citrus Community Collége District ' 2000-2001
(03) Reimbursabie Activities: Check only one box per form to identify the activity being claimed.
0". l’, """” [0.  Davelopment of Poliies andProcecures CO st Triong
3 ComhtonandSkrissinofPnboa  []  ewomebBoxdDighponl ) copputgon wih Boad
' — mdwmmmm [ Wainkianos of Approved Lavel o Raducton
Compliance — mm“m““"" ] Avemaiive Requiremsnd of Time Extencion for 11104 for 50% Watie
Accounting A : Annusl Recycied Material
- System E:l Report — Reporis
(04) Description of Expenses Object Accounts
@® ' {b) {e) (d) (e) M 9 (h)
Employes Names » Hourty Hours Meterish
Classifications, Functions ::Mned Rete Worked s‘m” and Contract Fired T;M' and
H ’ . or or Services Assets raining
and Description of Expenses Unit Coet Quantt Banefits Supplies
Training district staff on the requirements and mdﬂ\emﬂ
Cope, James Safely Coordinator $4245 .480|8 203760
Travel and Training James Cope © | $1,089.96) - 1.0 $ 1,609
{05) Toid X3 S Subotat 3 Page 1 of 1 $ 2037.60|$ - 18 - I8 - |$ 106096

New 0403
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: , MANDATED COSTS o . oRM
Sl INTEGRATED WASTE MANAGEMENT ‘ .2
S ACTIVITY COST DETAIL -
(01) Claimant (02) Fiscal Yoar
Citrus Community CoBege District : 2000-2001
(03) Reimbursable Activities: Check only one box per form 1o identify the activity being claimed.
m [ Development of Poiies and Procedures ] suftTnng
' [0  Completon adSubmiesbonofPntoBoadd [ W“P”me_ [ Consukation with Board
Activitie [ DesomtinofWosk Reducton RN 31 yisetmnance of Aoprved LovdofReduch
m‘u“'p,"'mu" [ fedtie Roulormentor Time Exension b 1 Asartve Requiement of i Extonsion o /104 o 50% Wasts
Accounting Annual Recycled Mataria)
[ s [ Annual Report /3 Raports
(04) Description of Expenses . Objoct Accounts
@) ' ©) © (d) (e) M ) )
. Hourly Hours
ClmssH e R o e, Rete Woked | Stedes | M | conraa Fasd | Travel and
ey 4 “ w -
end Descriphon o Expenses oot | @ Bonefs | Supphes | Sorvices Assets raining
Diverting sokd waste from landiif disposal or transformation faciities - recycling
Custodians Various $19.67 3000)§ 591.00
Cope, James Safety Coordinator $4245 6901 250455
Diverting soid waste from landfil disposal or transformation facilites - speciaiwaste| ~ -
Cope, James Salety Coordinalor $4245 20/$ 110370
065) .~ Totad [X] - Sublotal  [] ' Page 10f1 $ 056025(% - s - i - Is -

New 0605
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T

2 . . HMDATED COBTS - ] F
% ‘f‘ % INTEGRATED WASTE MANAGEMENT WM-2
e ACTIVITY COST DETAIL
(01) Claimant (02) Flscal Year
Citrus Community College District - 2000-2001
(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.
m "~ 0 Devolopmentof Pocies nd Procstres 30 senTenng
]  Comphtion and Submksknof PntoBoad [ mbmmw 1 Consubation with Bowrd
£ QosocaonofWosts Reduckon adReqeld [ arionanos of Approved Leveof Raduction
m [ foemete Reasorent o Tme Exanson K [ Asamative Rogurement f Time Exeeion or 104 o 50% Ve
Accounting Annual Recycled Materiat
M- System CX3  Annual Report _ — Reports
(04) Description of Expenses Object Accounts
@ ‘ _ (b) (c) (d) (e) U] (@ ()
Employee Names - Hourly Hours Salart toriak
Classiications, Functions xhnmd Rate Worked and " end Contract Fixed Travel and
and Description of Expenses Unnoz;w or Benefits Supples Services Assels Tradning
Reporting annually to the Board quantities of recyclable matertals collocted -
Cope, James : Safety Coordinator $4245 190 $ 806.55
(05) Told [ ' Sublotel [ Page 10f 1 $ 80855)% - |8 - 18 - s -

New 06103
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Pursuant t ccl;-w Fﬁfﬁw& 17561 (19) o~ N"Imberﬂ 009256
rsuant to Govamn (] on ;
INTEGRATED WASTE MANAGEMENT 4 (20)Deto FIGC ,_‘_Zn
[lm” i ' CC 19090 ﬂ Reimbursement Claim Data
g"”’ Cisment Neme Citrus Community College District  J 22w, o3y 0
L {Courty f Loceon , Los Angeles (23) M-, (032D 9
H - o -
; Street Address : 1000 West Foothll Bivd. (24) M1, (03)BY(1)(D 0_]
E |City State . Zip Code . Ol
\Glendora CA 91741-1899 /| %5) -, (03)EN2D °
- TypeoTClim | Esumaied Clim ] Relmbursement Cla
ype of Galm m reamentCaim | (26) W1, (03)X3)D 0
03)Estimated [ ] {(00)Reimbursement  [x ] | e+ covmyany K
 (04)Combined [ ] | (10) Combined [ PoTep—| 12.220
(©5)Amended [ |(11)Amended _|:|‘ e 0
06 12 :
FscalYoarof Gont |9 0 a0t (30) M1, 03)C)2)) | 9
Total Caimed Anount | ©7) IS o204 | W1, 000 9
Less: 10% Late Poralty g . Yt w1, @ayem 75
Less : Prior Claim Payment Received 0o | (o3 w1, o3yFYD 9
, (16 “
Net Claimed Amount 1§ _) 10,204 | 34 WA, (08) 6,008
- 06 17 -
[Due from State (o) (s)' 10,204 | 5 WHH1,08) of
Due to State 1018) | a6y WM, (09) 0
(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Govemment Code Section 17561, Ioemfymatlammeoﬂioerauﬁoﬁzadbymecommumtycouegedhw
to file mandated cost claims with the State of Califomia for this program, andoerufyunderpenaltyofperjurymatlhavenotvndamdmyofmo
prowmoneofGownmentCodeSecﬁons 1090 to 1098, inclusive.

| further certify that there was no application other than from the claimant, nor any grant or payment received, for reimbursement of costs claimed
herein, and such costs are for a new program or increased level of services of an exdsting program. All offsetting savings and reimbursements set
forth in the Parameters and Guidelines are identified, and all costs clalmed are supported by source documeniation currently maintained by the
claimant.

The amounts for this Estimated Claim and/or Reimbursement Claim are hereby claimed from the State for payment of estimated and/or actual
coets set forth on the attached statements. | certify under penalty of perjury under the laws of the State of Californla that the foregoing is true and
coirect.

Signafufd of Authorized Officer  fUSE BLUE INK) Date | o
(Z Sy g é;w
Carol R. Horton V.P., Financial and Administrative Seivices
| Type ot Print Name ' Title
(38) Name of Contact Person for Claim

' Tetephone Number: (858) 514-8605
SixTen and Associates E-mail Address:  kbpsixten@aol.com

-Form FAM-27 (New 06/05)
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MANDATED COSTS

INTEGRATED WASTE MANAGEMENT FORM
MWM-1
CLAIM SUMMARY o
~J(@2) Type of Cam Frocal Yoar
Ctirus Gommunity College District Rembursement X3 2003-2004
Estmated ]
Direct Costs

FOS) Reimbursable Activities

A. One-Time Activities

1

Development of Poiicles snd Procedures

2 JSE?Tru'ning :

B. Ongoing Activities

1

Compleion and Stbrmssion of Plan o
Boerd

12

Response to Board During Approvel
Process

3

Consultation with Board

4

Designation of Waste Reduction and

{Recycfing Coordinator

I5

Diversion end Maintenance of Approved
Level of Redisction

C. Altemative Compliance

1

Aernative Requirements or Time
Extension for 1/1/02 for 25% Waste

2 -

Alternative Requirements or Time

Extension for 1/1/04 for 50% Weste

D. Accounting System

E. Annual Report

a75.65| $

$ 975.65

IF.  Annual Recycled Material Reports

Cost Reduction

[(05) Indrect Cost Rale [Faderaly spproved ONB A-21, FAM-25C, or T%) 45.53%
l(;ﬁ Total Indirect Costs fLine (05) x fno (04X ) $ 6,008.12
(07) Total Diect and Indirect Costs Line (04)f) +#ne (05] $ 19,204.07

(T
(08) Less: Offsetting Savings s \
- 108 Less: Other Reimbursements [~
(10) Total Claimed Amourt Lo (07)- e (08) + Line (08)] . $ 1920407
. S
New 06/05 .
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State Controller's Offica
R ' - MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT IWM-2
ACTIVITY COST DETAIL
(01) Claimant (02) Fiscal Year
Citrus Community College District 2003-2004
(03) Reimbursable Activities: Check onty one box per form to klentify the activity being claimed.
m [ Oevlopmestof Pojcios and Procadures C st
. . Response to Board During Approval o
Completion and Submission of Plan to Board [T Consulation with Board
Ongolng I ’ . T s ;
Activitios - Designaton of Wasto Reducton and Recycdnd 57 oo Lovelof Reduction
Altemative Ahmimative Requirement or Time Extansion foc .
Comolk ‘ 3 11102 Sor 25% Wosis [C]  Awmative Requrement of Time Extonsion for 11104 for 50% Waske
Accounting Annual Recycled Material
. e R 3 Annual Report L peports
{04) Description of Expenses i Object Accounts
)] ® () (d) (e) U] (@) (h)
Hou Hours .
o ,“E"""W ayee Names, P‘“" ' R.::y Worked s‘i‘?’ Mﬁ* Contract Fixed T_rravd and
H ' or o Services Assets ralning
and Description of Expenses Unit Gost Quantity Banefits Supphes i
Diverting sofid waste from land#ill disposal or transformation facilities - recycling
Cope, James Safaty Coordinator $51.35 720{$ 369720
Custodians Various $23.96 3000/$ 7,188.00
Divertig sod waste fom landfit isposal o transformaton facilles - spacial waste '
Cope, James Sefety Coordinator $51.35 20§ 133510
(05) Totel  [X] Subtol [ Page 10f 1 $ 1222030 $ - |8 - Is - Is -

New 08105
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MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT Wi
o ACTIVITY COST DETAIL
(01) Claimant (02) Fiscal Year
Citrus Community College District 2003-2004
(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.
o L1 Osvekpmentof Pocies and Procsdurss I senteeg
. ] CowelnodSwmissonofPenbboad  []  meoomebBadDagApo 1y corsutaionwin Bow
Activities [)  Desonsionof Wash Raducton ndReyoloy [~ e i) o ofRedhcion
Compliance [ e Reqamentor T EXrsOn . []  Alematv Requirumant o T Exlnsion or 1104 or 5% Wasle
— mﬂ“" X1 Anhual Report - ‘m""‘“‘"“"d“ Mataria
(04) - Description of Expenses ) Object Accounts
(@) ®) © (@ (e) U] (@) (h)
Hourly Hours i
Classiioa P, dob Rate Woked | Soleres | Matedds | conpae Fied | Traveland
or or Services Assels "“*'9
and Description of Exponses Unit Cost Quaniity Benefils Supplies
Reporting annualy o the Board quantities of rcyclable metarias collected
Cope, James Safsty Coordinator $51.35 100]$ 97565
(05) Tolal X Subbotal [J Page 101 1 $  91665]8 - Is - s - s
New 08/05 -




FY 2004-05
Integrated Waste Management Claim




. State Controller's Offics

Commumty College Mandated Cost. Manual

E‘NWW\ }’\551 W:z‘%%; e

Pursuant tocé:llrr:lgsnfmf gIction 17561 (1) Program Number. 0028

INTEGRATED WASTE MANAGEMENT g?; [’;‘:@%‘?fgjéjm -

f@”“m'm“"’” CC 1090 Reimbursement Claim Data
g("?’m’m Giftus Community College Distct (22) W1, (3R 0
L {Gounty of Locstion Los Angeles (23) IWM-1, (03)(A)2)(0) -0
E Stroet Address 1000 West Foothil Bivd. (24) M1, 03)BY 1D 0
Egln:ndora ey P O 7411000 (25) M1, (03)E2KD °
Ypeo emburmement CE | (26) -1, (03))3D 0
(03)Estimated [ ] |(09) Reimbursement [ x | (27) M-, O3)E)A)D 135
(04) Combined  [__] | (10) Combined ] (28) W1, (C3)BIE)D 10,333
(05) Amended [ ] | (11) Amended L3 {0 . @aicinin] - | q
FiscalYearotCost |0 [ s (30) WM, 03)(C)2)0 | o]
Total Ciaimed Amount | &7 16300 }:3) 15362 (}:{ W1, (03)D)(D) o‘
Less: 10% Late Ponalty g . (o2 mms, o300 o7
Less : Prior Claim Payment Received (;5) | @3, 030 0
[Net Ciaimed Amount a0 15362 | A WM-1,(08) 4,510
[pustromstate 09 & 15362 | (35) WML1, 08) 263
Due to State 18) (36) WM-1, (09) 0

[{37) CERTIFICATION OF CLAIM

provisions of Govemment Code Sections 1090 to 1098, inclusive,

claimant.

In accordance with the provisions of Govemment Code Section 17561, | cortify that 1 am the ofﬁcerauﬁmorizad by the community college district
to file mandated cost claims with the State of Califomia for this program, and certify under penalty of perjury that ] have not violated any of the

| further certify that there was no application other than from the clalmant, nor any grant or payment received, for reimbursement of coets claimed
herein, and such costs are for a new program or increased level of services of an existing program. All offsetting savings and reimbursements set
- forth in the Parameters and Guidelines are identified, and all costs clalmed are supported by source documentation currently maintained by the

The amounts for this Estimated Claim and/or Reimbursement Ciaim are hereby claimed from the State for payment of estimated and/or actual
costs set forth on the attached statements. | certify under penalty of perjury under the laws of the State of California that the foregoing is trus and

Date

Tfas JOS.

Carol R, Horton V.P., Financial and Administrative Services
Type or Print Name Title
(38) Name of Contact Petson for Claim
Telephone Number: (858) 514-8605
SixTen and Associates

E-mail Address:  kbpsixten@aol.com

Form FAM-27 (New 06/05)




State Controller's Office

* Gomemuntty Gotiege Mandated Cost Manual

INTEGRA“TQ:SIAATSE‘IZ NAGEMENT FORM
A WM-1
CLAIM SUMMARY
(01) Craimant: 102) Type of Cam Fiocal Year
Citrus Communtty College District Reimbursemen E)D 20042005
‘ -Estimated ]
Direct Costs

03) Reimbursable Activiies

A. One-Time Activities
1 {Development of Policies and Prooedum
2 JStuffTraming
B. Ongoing Activities )
] Completion end Submission of Plan to
. |Board
Response to Boerd During Approval ] s'
2 lorocess - $ -ls s $
3 |Consultation with Boerd $ - $ s $ s
Designation of Weste Reduction and . 13478
4 Recycling Coordinator $ . 1_34.78 -1 $ -1 8 $ $
Diversion and Maintenance of Approved 10,33305
®  |Levet of Reduction $ 103305 s s $ 3%
C. Altemnative Compliance
) ‘Alternative Requirements or Time
Extension for 1/102 for 26% Waste
. Alternative Requirements or Time R R 1s s
Extension for 1/1/04 for 50% Waste $ - - - .
[D.' Accounting System $ $ s -1 $
IE. Annual Report $ 646.92 s s $ $ 64692
F. Annual Recycled Material Reports $ - -ls s -1s 1s
(04) Total Direct Costs S 11,414.75 - - |s $ 1,414.75

l(:ﬁ) Indirect Cost Rste

[Fecerally npproved OMB A-21, FAM-29€, o 7%) a0.58%]
- }(06) Total Indirect Costs Line (65) x ine (04Xa)] $ 451037
|(07) Total Diect and Indirect Costs Line (04N + e (06)) $ 16626512

Cost Reduction e
(08) Less: Offsetting Savings $ 26345
(09) Less: Olher Reimbirsements ' $

(10) Total Ctaimed Amount $ 16,361.67

{Line (07) - {Line (08) +Line (CO))]

New 06/05




L] .
State Controller's Office . . ‘ Community Gollsge Mandated Cost Manual

MANDATED COSTS , FORM
INTEGRATED WASTE MANAGEMENT : . N2
g ACTIVITY COST DETAIL
(01) Claimant . {02) Fiscal Year ) :
Citrus Community College District . . 2004-2005
(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.
m [0 evelopmentof Poicies and Procedures 3 sarTraong
T Compleion and Submission of ln o Board [ - ebemeboladDughoooel [ Consatatonwth Boad
Activities ) Designation of Waste Reduction and Recyclng ] wa of Avoroved Levelof Reduction
Alternative Aemalive Raquirament or Time Extension for
Complisnce - 200 25% Wos [ Asomaive Roguiement of Tine Exeoson o 1114 orS0% Waste
- Annual Recycied Materal
—3 Accounting System 1 AnnualReport I Regorts :
(04) Description of Expenses » " Object Accounts
(a) (b) (c) {d) @ 0] (9) (h)
Hourly Hours S ’
Enpioyee Names, Job Rete Worked Sclaios | Materkls | contract Fixed Travel ond
H ' or o Sarvices Assels Talning
and Description of Uit Cost ; Barwfite Supplies
Dasinating one solid waste reduction and recycling coordinator for each college in distict -
Copa, James Safety Coordinator $53.91 258 1347
(05) Tota (XJ Subiotal Page 10f 1 $  1u78($ - |8 - s - Is -




. Community Col

' @
State Controller's Office

New 08/05

. o Mandated Cost Manuai
MANDATED COSTS ' FORM
INTEGRATED WASTE MANAGEMENT IWM-2
: ACTIVITY COST DETAIL
{01) Claimant (02) Fiscal Year
Citrus Community College District 2004-2005
(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.
m (- Development of Poficies and Procedurss T StanTinig
. []  ConpetonandSumissonofPenioBowd [ mbwm_wwd [ Comutaionwithomd
Activities ] mﬁw&m“w E Maing oA J Lavel of Raducion
m T e Reeonentor Tine EXnsin b |7 Atamative Recuirmentof Tre Exension for /104 for SI% Waske
Accounting . Annusi Recycled Meterial
_ L] gatem [0 - Annusl Report E Reports
(04) Description of Expenses ’ Object Accounts
(a) (b} (© (d) (e) U] @ (h)
Empioyes Hourly Hours Salark tarisd
Classifications, Fm PJ:?fu'med Rats Worked and " and Contract Athw T_rravdmmd
H or or Services
an'd Description of Expenses Unit Cost Quantty Bendfits Supphies .
Diverting solid waste from landfil disposal or transformation faciiities - recycling :
Cope, James . Safety Coordinator $53.91 380/% 204858
Custodians Varous $24.56 3000{$ 7.368.00
" |Diverting solid wasta from landfi disposal or transformation faciities - special waste
Cope, James Safefy Coordinator $53.91 170} $ 916.47
(05) Tolasl  [X] Subloldl  [3 Page 1 of 1 $ 10333058 - |3 - Is - |3 -




State Controller's Office : . ' 'COmmun College Mandated Cost Manual

= " MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT IWM-2
ACTIVITY COST DETAIL ' )
(01) Claimant : : (02) Fiscal Year
Citrus Community College District ) . 2004-2005
(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.
One-Time .
Activitios —d Development of Polcies and Procadures - Sl g
[T CompeonendSubmissnofPantoBoand [ mbmb\m:wmd C1  Constitabon wih Board
Activities 3 nesuqazuwmmmwm [ e of Acoraved Lovelof Reducton
Compiiance ‘ [ o Seteicentor Time EXetsin &6 [~ Atamative Rogquroren of Tino Exinsion of 11104 for 5% Wacke
Accounting Annual Recycled Material
T gyatom X0 Annus Report LT epors
(04) Description of Expenses Object Accounts
@ - (b) © (@) (e) ® (@ )
: Hourly Hours Salarie Matorisls )
Chssmsaﬂons, Funcions PJ:',fmned Rete Worked and and Contract Fixed T;avd ond
; ' or or Services Assets raining
and Description of Expenses Unh Cost Quanti Benefits . Supphias.
Repoiting annually to the Board quantities of recyclable materials coliected -
Cope, James . Safety Coordinator $53.91 120|$ 64692
©) _ Toa [0 Swbiotal 3 Page 1011 AL " s s - 1s -

New 0405




FY 2005-06 _
Integrated Waste Management Claim




+
{

State Controller's Office .

f mmm=x

CLAIM FOR PAYMENT
Pursuant to Govemment Code Section 17561
INTEGRATED WASTE MANAGEMENT
f (01) Claimant ldentification Number: CC 19090
A : Y. -
; (02) Clkrant Neme Citrus Community College Distrit @M, @me| 0
L {County of Location LosAngoles (23) WM, (03)A)(2)(H 0
Street Address 1000 West Foothill Boulevard (24) WM-1, 03)B)ND | .0
City State Zp Code
Glendora CA 91741-1899 A %5 M, (3B o0
ﬁpe of Claim Estimated Claim Reimbursement Claim (26) WM-1, (03)B)3)) 0
(03)Estimated [ X] | (09) Reimbursement  [XT "7y wvrs_ oayeyy C 15
(05)Amended [ |(11)Amended 1 o0y wet, apeynm K
i e g ooon] of
; (07) [(13) ' .
Total Claimed Amount | { 62400 4 56,814 | 1) WM, @3)0)) 104
Less: 10% Late Penalty ¢ _ | G WM, 03)EXD 9|
Less  Prior Claim Payment Recelved o _ |3 w1, (03KFID 0
(16) - ~
Net Claimed Amount | . 56,314 | 4 M1, 06 | 12,950
|pue fromstate .(s"s) C amld 614 | (5 W1, (08 - 1479
DuetoState | (18) (36) WM-1, (09) 0
(37) CERTIFICATION OF CLAIM '

| herein, and such costs are for a new program or increased levet of services of an existing program. All offsetting savings and reimbursements set

Signature of Authorized (USE BLUE INy - Date
Q%M /) > -)~-0¢

In accordance with the provisions of Government Code Section 17581, | cextify that | am the officer authorized by the community college district
to file mandated coet claims with the State of California for this program, and certify under penaity of perjury that | have not violated any of the )
provisions of Govemment Code Sections 1090 to 1088, inclusive.

| further certify that there was no application other than from the claimant, nor any grant or payment received, for reimbursement of costs claimed

forth in the Parameters and Guldelinee are identified, and all costs claimed are supported by source documentation currently maintained by the
claimant,

The amounts for this Estimated Claim and/or Relmbursement Claim aro hereby claimed from the State for payment of estimated and/or actual
coats set forth on the attached statements. | cextify under penalty of perjury under the taws of the State of California that the foregolng is true and
correct.

Carol R. Horton : : Vice President, Financial & Administrative Services]
or Print Name : Tile
(38) Name of Contact Person for Claim

Telephone Number: (858) 514-8605

SixTen and Associates - E-mail Address: kbpsixten@aol.com

Form FAM-27 (New 06/05)




» ) .
. Slate Controfler's Office ‘ ‘ Community College Mandated Cost Manual

* m - - - " .
' Nrmmngwgsicxxomm : : FORM
INTEGRAT WM-1
CLAIM SUMMARY
(01) Glaimant: (02) Type of Claim ) Fiscal Year
Cltrus Community College District ' Reibursement 2005-2008
' Estimated ]
Direct Costs ’ Object Accounts
£03) Reimbursable Actites @ {) © @ @ ®
' Salmiesand | Materials and Contract Fixed ~ Travel and Total
Benefits Supplies Services Assets “Training
A. One-Time Activities
1 |Development of Policies and Procedures | ¢ -1s ls -|s R -8 .
2 [Steff Training
B. Ongoing Activities
: Completion end Submission of Plan to
Board
Response to Board During Approval
2 Iorocess s $ $ -|s $ $ -
3 |Consultetion with Board $ -1s s s -ls -ls
Designation of Waste Reduction and .
: . - - N 195.00
4 Recycling Coordinator $ 195.00]" $ $ $ $ $
Diversion and Maintenance of Approved ' :
5 |Level of Reduction $  31sorsof s s s nusofs s o
C. Alternative Compliance
, Alternative Requirements or Time
Extension for 1/1/02 for 25% Waste
, [Attemative Requirements or Time - ' : . $ $
Extension for 1/1/04 for 50% Waste | ° -1 -8 -8 : |
D. Accounting System $ 10387| $ -ls -ls . -1 -1s 103.87
E. Annual Report ' $ . .ls s s s s -
F. Annual Recycled Material Reports | s s s s s ds -
(04) Total Direct Costs 1s 31,9646 | § - s - |s 13,446.00 | § - 1S 45,342.46

Indirect Costs

(05) Indirect Cost Rate MWMML FAM-29C, or 7%} 40.60%
(06) Total Indirect Costs RLine (03) x e (04Xn)) - $- 12,949.96
(07) Total Direct and Indirect Costs _ . (Lo (04X + e 06 , $ 5829242

Cost Reducllon
(08) Less: Offsetting Savings : / $ -
\
(09) Less: Other Reimbursements ' N 147850 /
(10) Total Glaimed Amourt ' : [Line (07) - {Line (08) + Line (09 $ 56,813.63

New 06/05
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.f:ommunlty Collega Mandated Cost Manual

State Controller's Office
MANDATED COSTS
INTEGRATED WASTE MANAGEMENT P
e ACTIVITY COST DETAIL
(01) Claimant {02) Fiscal Year
Citrus Community College District 2005-2008

(03) Reimbursable Activities: Check only one box per form to identify the activity being claimad.

One-Time

Activitios 3 Development of Pokies and Procedurss 1 staftTradoing
] Compition snd Submisson of i o Board [ RewosebadbimMeod ] Commutaton wth Boa
Activites 3 mm«wwmmmwm 'I:l Maintenance of Approved Level of Raduction
mﬁ“v; = %T&W\MUTMEMMMMM C1 MomaiwR o T s i 104 50 W -
[ Accounting System [T Annual Report —/ m Y
(04) Description of Expenses ) Object Accounts
(@ ®) (o) . (@) (e) 0] (9) )
Hourly Hours . : .
o .HE"!""”"“F "’P“'?"ﬁ ' . Rate Worked S‘m“ M’fﬁ" - Contract Fixed T.rrweland
or or Services Aseats raining
and Description of Expenses. Unit Cost Qusnit Benefits Supplies
Deslanabmmsdidwasteredﬁmmdmcydinmdndubreachmﬁmmdlsm
Eichiler, Jeff EH 88 Program Supervisor $39.00 501$ 19500
(05) Told  [X] Subtotal 1 Paga1of 1 $  19500)% - |s - Is - Is -

New 08105




-
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State Controller's Office . . Community College Mandated Cost Manual
i MANDATED COSTS - FORM
INTEGRATED WASTE MANAGEMENT IVWM-2
e ACTIVITY COST DETAIL :
(01) Claimant (02) Fiscal Year
Cltrus Community College District 2005-2006
(03) Reimbursable Activities: Check onty one box per form to identify the activity being claimed.
mm 1 Development of Poiies and Procedures I sulrTraining
[0 Compiedon and Subission o lon o Board [ ResonselbomdDurghponl [ Conutaton wih Boar
Activities [ Designation of Wasie Reduction and Recycing Coordinalor [ K] Maishanance of Approved Levelof Reducion
Altornative Alemative Raquirement or Time Exdantion for 1/1/02 for o
Compliance T wase ) [ Amemalive Reguirement of Tiio Extansion for 1/1104 for 50% Wasle
. Annual Rocycled Material
[T Accounting System [ Anousl Report —1 Reports ocy
(04) Description of Expenses Object Accounts
(@ (b) {c) {d) (e) [y} (9 (h)
Employee Names, Hourly Hours Satark
Classifications, Functions PJ:vblormed - Rate Worked and Ma::ala Contract Fixed T,"'_”d ond
" ' or or Services Assets raloing
and Description of Expenses Uit Cost Quantity Benefits Supplies
Diverting soild wasla from fandii disposal ortransiormation facites - souroe reduction
Eichler, Joff E H &S Program Supervisor $39.00/ 20! $ 78.00
Diverting solid waste from landfifl disposal or transformation facilities - recycling :
Machining & Mig. Services Cardboard Baler $100.00 1345 $ 1344600
Custodians © Various $25.60 584|$ 13527.04
Eichier, Jeff E H &S Program Supervisor $35.00 44108 17,199.00
Diverting sofid waste from landfill dispoeal or transformation facHities - speciel wasle
Elchier, Joff E H &S Program Suporvisor $39.00 1808 70200
Procuring materials/equipment necessary for mainiaiaing approved level of reduction
Amold, Leske Custodiat Supervisor $45.16 03§ 1355
Eichler, Jeff E H &S Program Supervisor $39.00 20! $ 7800
{05) Total  [X3 Subotat 3 Page10f1 $ 3M60TE9 | 8 - Is - |s 13446008 -

Neow 06105
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State Controller's Office Community College Mandated Cost Manual

MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT IWM-2
s ACTIVITY COST DETAIL :
{01) Claimant ’ {02) Fiscal Year )
Citrus Communlty College District ] . 2005-2006
(03) Reimbursable Activities: Check only ohe box per form to identify the activity being claimed.
Ti . .
m&o C] Oevelopment of Poicies and Procedures 1 swfTaining
C] Completon nd Submission f Pan o Board []  RewonsetoBoard Durig Approval [0 Consotationwith Board

Ongolng . Process

A [T Designation of Wasie Reduction and Recycling Coordinaior 1 Mainkenance of Approved Level of Reduction

Compllsnce - g:;mm : ortine on for 11102 ox 3 Aemative Requirement of Time Extension for 171204 for 50% Wasle

usl Material
X Accounting System - ] Annual Report L3 ﬁ"m" s
(04) Description of Expenses Object Accounts
(@ (b) {c) (d) (e) (] )] (h)
! Hourty Hours '
Classiiyoe Normes, Job mod Rate Wokeg | Salorles | Materals | Gontract Fuod | Traveland
. ' or or Services Asgels Taining
and Descripion of Expenses Unit Cost CQuanii Benefits Supphies
Developing, implementing, maintalning accounting system o track source reduction, recycling, or composting
Amold, Leslie Custodial Supervisor $45.16] - 2318 10387
(05) Totat  [X] - Sublotal 3 Pageioli $  10387)$ - s - s - |3 -

Now 06105~




FY 2006-07-
Integrated Waste Management Claim




| CLAIM FOR PAYMENT
Pursuant to Government Code Section 17561
INTEGRATED WASTE MANAGEMENT

State Coritroller's Office -

01) Claimant Iderdfication Number:

provisions of Government Code Sections 1080 to 1098, inclusive.

currenily maintained by the claimant.

The amounts for this Estimated Clalm and/or Reimbu
costs set forth on the attached statements. | certify ui

In accordance with the provisions of Govemment Code Section 17561, | certify that | am the officer authorized by the community college district
to file mandated cost claims with the State of Califomia for this program, and ceriify under penalty of perjury that | have not violated any of the

Hurther certify that there was no application other than from the claimant, nor any grant or payment received, for reimbursement of costs
claimed herein, and such costs are for a new program or increased level of services of an existing program. All offsetting savings and
reimbursements set forth in the Parameters and Guidglines are identified, and all costs claimed are supported by sourca documentation

t Claim are hereby claimed from the State for payment of estimated and/or actual
penalty of pequry under the laws of the State of California that the foregoing is true -

4 CC 19090 ) Reimbursement Claim Data
é (02) Glimart Name  Cltus Communiy Colege Distict | (22) W, (03)AX1)D 0
L | Gourty of Location Los Angeles (28) IWNH1, (03)(A)(2)(D 1,367
E Street Address 1000 West Foothill Boulevard (24) IWM-1, (03)(B)(1)(f) ' “J
(&ndora . ?:t:te Zipw;wu-wss (25) W1, (03))2)D —o‘
S PRSI (o8 e, 00)BID 0
() Estmatod (X | (09 Roimbursement (K] 1 7 g, ey o
(04) Comtined [ | (10) Combined L3 oy e, ey 80,385
(05) Amended [ ] (1) Amenc [ [ MM-_1_,(03)(C)(1)«) ol
Fiscal Yearof Cost |08 7%2/ fwit(oa)(cxﬂ(f) 0
Total Clalmed Amount - (g7) 02600 (13) " '23; (31) WM, (03)0)D of
Less : 10% Late Penalty, not to exceed $10,000 ($14) _ | 32w, 03)EXD 0
Less: Prior Claim Payment Received 192 _ | (33 M1, (03P 0
Net Claimed Amount (;6) sa237 | 84 W1, 08 25,685
Dus from State i  ga207 | 35 W1, 08 0
| Due to State L (36) IWM-1, (09) 3,201
|37 CERTIFICATION OF CLAM

Form FAM-27 (New 06/05)

and comrect.
Signature of Authorized Officer (USE BLUE INK) Date
&/M% /-/8 6Y
Carol R. Horton Vice President, Financial & Adminisirative Services
{Type or Print Name Title
(38) Name of Contact Person for Claim
Telephone Number: (858) 514-8605
SixTen and Associates E-mall Address:  kbpsixten @aol.com




Community Coflege Mandated Cost Manual

@

INTEGRATED WASTE MANAGEMENT

MANDATED COSTS 1 _ FORM

A. One-Time Activities

1

Procedures

Development of Policies and

WM-1
CLAIN SUNMARY ) o
02) TypeoAClaim , " Fiscal Year
| Direct Costs ' Object Accounts
r(oa) Reimbursable Actvities (8) {b) © . (® ®
Salariesand | Materials and Contract Fixed Travel and Total
Benefits

Supplies
80! N

2

Staff Training

B. Ongoing Activities

1

Board

Completion and Submission of Plan to

2

Process

Response to Board During Approval

I

Consultation with Board

4

FDesignation of Waste Reduction and
Recycling Coordinator

5

|Level of Reduction

Diversion and Maintenance of Approved

C. Alternative Compliance

1

Allemative Requirements or Time
Extension for 1/1/02 for 25% Waste

2

Altemative Requirements or Time
Extension for 14/04 for 50% Waste

D. Accounting System

E. Annual Report

F. Annual Recycled Material Reporis $

(04) Total Direct Costs

{(05) Indirect Cost Rate {Federally approved OMB A-21, FAM-29C, or 7%] . 41,9%5%
(06) Total Indirect Costs {Line (05) xine (04X ’ $ 25,695.06
(07) Total Direct and Indirect Costs fLine (04)) + oo (063

(08) Less: Offsetting Savings
{09) Less: Other Reimbursements $ 3,200.55
(10) Total Claimed Amount [Line (07) - [Line (08) + Line (09))] $ ez

New 06/05




State Controtler's Office L

ity Coliage Mandated Cost Manual
MANDATED COSTS
INTEGRATED WASTE MANAGEMENT m‘ ORM
gmaT, : . ACTIVITY COST DETAIL ]
(01) Claimant . (02) Fiscal Year
Citrus Community Coliege District - 2006-2007
(03) Reimbursable Activities: Check only one box per form to Identify the activity being claimed,
One-Time
Activit 1 Developmeni of Policies and Procedures || uTm
oo ["]  Compltior and Stmissionof Pian o Board [ PeromeoBoarfumgems ) oonsulaion win Bowo
ng . -
. Activities (=) Designation of Waste Reduction and Recycling : 3w oA § Levai of Roduction
AXemnative Axomadive Requirement or Time Exionslon for 11102 for : o
Comolin L o Wese 3 Avemaiive Flequirement of Thne Exlension kor 1/1/04 for 50% Wasie .
C1 Accounting System 3 AnnuaReport — mn”’“'d Waterat
(04) Description of Expenses Object Accounts
- (a) (b) (c) () (®) ] () W]
" Emek Houly -|  Hours Solori Matedk
Classlications, ﬁmﬁ x«ma Rate Worked and s Contract Joed Tr;m
or or .
and Descripion ofEmnfes Unt Coat CQuant Bonefits . Supplies
Tralning district staff on the requirements and implementation of the plan
Eichler, Jeffrey Supervisor, Enviconmenta! Prog $42.99) 230[$ - seam?
Gea, Efizabeth Gardnor $1542 245 $ kige]
(05) Total [X] Sublotal [ Page1oft - § 1308666 - IS $ - {8 -

New 0805




&g‘ ni_tz College Mandated lcou Macual
, ' o |

WANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT w2
ACTIVITY COST DETAIL
(01) Ctaimant - : (02) Fiscal Year
Clirus Community Collego District . 2006-2007

(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.

m C]  Devekopment o Plcios s Procedues L ST
[]  Comyiekon and Subission of Pen o Board ] PeomewbomdDamghpvel 1) comsutaionwihbow
Activites [ Dostpsonof Waste ek g ] Warsanc of Aprors Love o Boct
' Anormaive B Time for 11102 for . '
Coamethve LT e et or Time Exenonfor 1 []  Mueiv Rouieren of Tin Bcenson kor 1104 o % Wasls _
-3 Accounting System T At Report [0« ey rered o
{04) Description of Expanses Object Accounts
(a) (b) - (c) (d) (e} N (9) (h)
- mph ' Names. Hourly Hours
Casecagonn Fonclons Paformed Rats | Wokes | Sabes | Meers Contsct | Puad T?m
H ' or or .
and Description of Expenses Unit Cost Quaniity Benefits Supples
Diverting solid wasts from landfil disposal or trnsformeation faciites - recycing
Custoians Various $27.69 5229|§ 1450679
Ekiier,Jefrey  Supevisor, Environments! st2ge|  10000|s a42371
Diverting sokl wasia from landill disposal or tansformation fackts - special waste '
Elchier, Joffrey Supervisor, Environmental Prog $4209 208 o279 ).
Procuring materieie/equipment necessaty for mainialning approved level of reduction .
Eichler, Jeftrey Supervisor, Environmental $42.09 5008 21495 -
The Bag Conneciion, Inc. Contractor $100.00 20 $ 1937
Westom BaingWre  Contractor $100.00] 33 $ 2645
[05 T m_ Swotal L1 Pagaioll |3 6086124 |5 saasezls s -
New 0685




FY 2007-08
Integrated Waste Management Claim




™ .
1

: S'tate Controller's Office . .

" CLAIM FOR PAYMENT

Pursnam to Government Code Section 17561

(19) ProgramNu e
(20) Date Filed ﬁl’:ﬂ i

Gom College Mandated cm Ihnual

currently mamtamed by

and correct.

the claimant.

Signature of Authorized Officer  (USE BLUE}K{

~ In accordance with the provis:ons of Government Code Secﬁon 17561, | cenify that | am the officer authorized by the community college
district o file mandated cost claims with the State of California for this program, and certify under penalty of pedury that | have not violated any
of the provisions of Government Code Sections 1080 to 1088, inctuslve

| further certify that there was no apphcahon other than from Ihe claimant, nor any grant or payment received, for veambursemem of costs
claimed herein, and such costs are for a new program or increased level of services of an existing program. All offsetting savings and
refmbursements set forth in the Parameters and Guidelines are identified, and all costs claimed-are supported by source documentahon

The amounts for this Estimated Clalm and/or Relmbursement Claim are hereby claimed from the State for payment of estimated and/or actual
costs set forth on the atiached statements. | cerhfy under penalty of perjury under the laws of the State.of California that the foregoing is true

 Date

LZ A5

| INTEGRATED WASTE MANAGEMENT (1) LRS Input ./
/ (01) Cleimant Igentfication Nurmber GG 19090 Reimbursement Claim Data _
é (02) Claimant Name Girus Communty Colege Distict - (22) WM-1, (O3)(A)1)(P) 0
L | County of Location " LosAngeles _ (23) IWM-1.(03)(’_\.)(2)(f)l" 2,558
E Street Address 1000 West Foothil Boulevard | 2w, 03BN U
-(ng,,dm A T, Gl
FpeoTCm [ Eemmaercam UrRSETU, | (26) M1, (03)EXAI0 0
.(63) Estimated L__I (09) Reimbursement [X] (27) WM-1, (03)(BX4)(6 280
(04) Combined D (10) Combined 3 [m et 036 B135
(©5)Amended [ ] |(11)Amended D (28) WM-1, (03)(C)(1)D 0|
FocalVerotCont | I ﬁ;&yﬂ‘inm.(oa)(cxzxfi o
Total Claimed Amount | () | o 0,573 | (31 W1, 02)D)() o
Less: 10% Late Penalty, not to exceed $10,000 | ¥ 132 w1, (03)E)D of
e Pircim Payrment Rocevc R a3y w1, 03y ol
Net Claimed Amount ($16) 0,673 (34 W1, (00 21,495
Due from State (;7) 0573 | 5 1M1, (08) 0
Due to State (18) (36) IWM-1, (09) 1,804
(37) CERTIFICATION OF CLAIN

Vice President, Financial and Admlmstrahve

SixTen and Associates

Carol R. Horton Services

Type or Print Name Title

(38) Name of Contact Person for Claim - , ' :
Telephone Number: (858) 514-8605

E-mail Address:  kbpsixten@aol.com

Form FAM-27 (New 06/05)




DWE LONUOHILT § UTIiCe . (RN

. .. MANDATED COSTS 1 . FORM

INTEGRATED WASTE MARAGEMENT WM
R CLAIM SUMMARY _
{01) Clamant ' o T |02 Typed Cam - Fiscal Year
Citrus Community College District _ ' ' . Relmbursement [x] 2007-2008
03) Reimbursable Activities . (@ ®) ’ © , {d) ()] U]
Salariesand | Materials and Contract Fixed Travel and " Total
“Benefits Supplies Services " Assels Training

A. One-Time Activities {
" |Development of Policies and , ) i i
' procedures - $ |8 18 18 $ $
2 |Staff Training
.| B- Ongolng Activities .
Completion and Submission of Plan to : :
. - - . -1s R
1 Board $ $ $ $ $
. Response to Board During Approval i ) i
2 Process - S $ $ -ls IR $ $
3 {Consultation with Board ' $ s s s I s
Designation of Waste Reduction and . ' . :
ictic , 3 ; . - 280.32
N Recycling Coordinator - $ 28032} % $ $ $ s
Diversion and Maintenance of Approved - 3 o ' RE ) 4
®  {Level of Reduction $ 81B211 $ $ $ $ - $ BB
_ |C. Aemative Compliance
’ \ Alterative Requirements-or Time
Extension for 1/1/02 for 25% Waste
» Alternative Requirements or Time $ s s ds s s i
| |Extensionfor. 1/1/04 for 50% Waste L _ .
D. Accqunﬂnd System - $ -1 I $ . -1 -ls -1 .
E. Annual Report - -l -ls -l -l - 1S -
F.- Annual Recycled MaterialReports | § - -|s s - .|s s s -
{04) Total Direct Costs $ 40973438 - s - 1s ol - | 097313)

Indirect Costs

1(05) Indirect Cost Rate " Faderaly spproved ONB A21, FAMENG, or K] 5246%
(06) Total Indirect Costs ' , " Line(05)x ke (04l i s 214050
{07) Total Direct anil Indirect Costs : fino (O4XN +d0e 06 . ' o |$  s46783

Cost Reduction : : Par N N
(08) Less; Offsetting Savings. . ' ' : $ - >

- |09 Lass Other Relmbursements : . 18 1,894.26
(10) Total Claimed Amount ' {Line (07) - {Line (08) +Line (08))]. $ 60,673.35

New 08105




. "~ WANDATED COSTS
INTEGRATED WASTE MANAGEMENT : - RorM
: 58 ACTIVITY COST DETAIL~
(01) Claimant '1{02) Fiscel Year
Citrus Community College District ' 2007-2008
(03) Reimbursable Activities: Check only oné box per form fo identity the activity being claimed.
One-Time - - Brecad -
Activities /3 P Polcies and F 37  stntTraning
n‘g ] Compiskon d Submiesion of Plan 1o Board [ popmsebBomOumANonl [ comlaton et Bowd
Activities [T Designiion of Wasko Reducton and Recyckng Coordnakr ] Mainienance of Approved Levelof Reduckion. -
' m [ At Roqurumentor Time Exisnlon o 11422 ke . Raquirament of Time Exinaon kr 11104 fr 50% Waske
[ Accounting System ] Aanual Report - :'.:::LR Y
(04) Description of Expenses _ . 'Object Accounts _
(a) ®) © (@) ® | ® o) m
- Employee . Hourly Hours . .
ClusiﬁcEanns Fm;:fonmd ' Rate  Worked and and sCOnh‘act . Fixed Tvan:h-g‘d
3 h s of or ervices | . Assets
nndDew\pﬁf)nolEmu Unit Cost Quentity Benefits .ASuppiea . i
Training district staff on the requirements and implementation of the plan
Amoid, Brian Custodian/Utity Worker - $16.43, 405 $ 66542
Elchler, Jeff - Supervisor, Environmental $46.72 405|8 189216
(05) Tod (5] Sublotal [ Page 1011 3 2557688 — s " s D .
New 06105 -




N " State Controller's Offics L ' M College Mahdated Cost Manual
_ T , ' MANDATED COSTS ' )
: ' INTEGRATED WASTE MANAGEMENT : : m_‘;
: _ . ACTIVITY COST DETAIL
(01) Claimant : T (02) Fiscal Year )
: - |Gltrus Community College District . : . . ) : . 2007-2008°
(03) Reimbursable Activities: Check onfy one box per form to Identify the activity being claimed.
' One-Time NS i
Activities [T . Development of Polices and Procedures [ statTranieg . .
. ) Compiebon and Subrision of Pian b Board [ Fiseoneto Board During Approva o] Consultalon wih Bowrd
. o Ongoing - c . Process . : )
Activitios X Desintion of Waste Recuction and Recjeing Cocrdinalor,~ [——]  Mialrdanance of Approved Lavel of R
o | Aremitive C0 ot Roguismentof T Exonsion o 1162 x ] Abratie Raumentl T Etnion b {1104 kr S0 o
) [ Accounting Sysum [ AnnusiRegort . - m Y f
o "|(04) Description of Expenses . c _ Object Accounts
“{8) . (b) (c) (9) e -1 - ® ) )
' * Employee Names, Job " ' Hourly Hours Selories | Moterials | :
’ . . Classifications, Functioris Performed, R;” Wn;ked and and Scrvwmbu . m Tm
. - . -m-lDeampﬂon_ofEmos Unit Cost Quantity Beneﬁls Suq.‘)puee . -1
' Designating one solid waste reduction and recycling coordinglor for each college i district
’ Eichler, Jefl Supervisor, Envionmentsl ngra«ﬂ $46.72 60|$ 28032
‘\
(05) Totdl  [x] Subblal [ Page 1 0f 1 s 200328 - |Is - 1s - s -
New 06X05 . Do




MANDATED -COSTS FOR
INTEGRATED WASTE MANAGEMENT o
_ . ACTIVITY COST DETAIL
(01) Claimant . -1(02) Fiscal Year
Citrus Communly Colege District ) ) 2007-2008
(03) Reimbursabla Activities: Check only one box per form to identify the activity being claimed.
2";,‘“,“,”" L X of Pocls C [0 suMTrineg’
' ] Gompleton and Submissicn of Pian ko Boand ™ W,“MWW ]  Consutalion whh Board
. Ongoing ; ) ] i
Activities ] Designaton of Wasle Recuction and Recycling Coornakor [T Meinksnare of Approved Lavel of Reduction
”M‘E lance [ hemaber o« Time Extansion b 112 fr []  Avematie Requramentof v Exonson o 111041or 50% Wl
3 Accounting Systom- — Anm_:ﬂ Report - R m Y
(04) Description of Expenses ’ . . " Object Accouns
@ - ®) (©) @ | G2 @ ()
S Hourly Hours | ’ - i
skt E afomad Rae | wonae | S| MO | Gt | red | Towtond
' . or o . '
and Description of Expenges Unit Cost Quantity Benefits Sl.ppﬁaa . B
Divoriing solkd waste from landfil disposal or transformation faciiities - recycing
Custodians Varioss . R ' $20.92 - 557.5|$ 16,680.40 | -
Student Help ) Various - . - $9.62 2420i$ 2,086.04
Gee, Elizaboth EHAS Recycling Assistant $17.69 7605/ $ 1361246
Diverting so¥d waste from landft disposal or transformation faciities - special waste : :
Goe, Elzaboth ~ EHAS Recyclg-Assistant $1769| 3254|§ 575633 |-
(05) Told [ CSubtolad ) Page { of 1 $ 38,135.23($ - |$ - 18 ~ |3 -

Now 04105




- FY2008-09
Integrated Waste Management Claim




« !Sﬁt‘e,éonu-o"er's Office ’ C!lnlty College “andated COSt Maﬂu )

FWMWWW“N """
ursuan overnme on
INTEGRATED WASTE MANAGEMENT : () Dat FiolAN 832010
. / @1)LRS Input __J__|__
(0t) Claimant denfficaton Number ccim 7 L Reimbursement Claim Data
(02) Giaimant Name oy o Community College District ¥ (22) FORM-1A, (04)() 41,515
Address Los Angeles County ' (23 FORMCTA, (05) _ 48
1000 West Foothil Bouevard (24) FORM-AA, (08) - 60,925
o . Glendora CA 91741-1899 . | (21 FORMA1A, (09)
“TypeofClaim |77 ESHRaleq Glaim. ] _ Reimbursement Clam /] (26) FORNIIA, (10) 3308
| :  (09) Reimbursement X1 [@n '
100 Combineds  [] [(28)
I;] (29)
| ~ 102 7 | -
Fiscal Year of cost I § : 2008-2009 4
. S E[E) )
Total Claimed Amount e 1's 57,617 }’f
. |Less: 10% Late Penalty (refer to claiming instructions) (;4) . (32
Less: Prior Claim Payment Recelved (;5) e
: (16) (34)
lNetClalmedAmpunt A S7617
. : 5
‘DuefromState 57,617
lDue to State (36)

{(37) CERTIFICATION OF CLAM

In accordance with the provisions of Government Code § 17561, | certify that | am the officer authorized by the community college
district to file mandated cost claims with the State of California for this program, and certify under penalty of perjury that I have not
violated any of the provisions of Govamment Code Sections 1090 to 1098, inclusive, .-

I further oortify that there was no appllcaﬁon other than from the claimant, nor any grant or payment received, for relmbursemont of
costs claimed herein, and such costs are for a new program or increased leve! of services of an existing program. All offsetting
savings and reimbursements set forth in the Parameters and Guidelines are identified, and all costs claimad are supported by
source documentation currently maintained by the claimant.

The amounts for this Reimbursement Claim are hereby claimed from the State for payment of estimated and/or actual costs set forth
on the attached statements. | certify under penalty of perjury under the laws of the State of California that the foregoing is true and
correct. -

Signature of-Aulhorized icer (USE BLUE INK) _— Date ,
e, 1/13 J/0
. : Vice President,

Carol R. Horton : - - Financial and Administrative Services
Type or Print Name , ‘ Title :
(38) Name of Contact Person for Claim :

: o / Telephone Number: (858) 514-8605
SixTen and Associates : E-mail Address:  kbpsixten@aol.com

Form FAM-27 (Revised 01/09)




State Controlle's Office ' -. *_Community College Mandated Cost Manual
Proaral MANDATED COSTS | . |FORM
INTEGRATED WASTE MANAGEMENT _
CLAIM SUMMARY | : 1A
(01) Claimant: _ (02) Fiscal Year
Citrus Community Coliege District ' . o 2008-2009
Direct Costs ™ . Object Accounts |
(@) (b) B @ (e} U]
(03) Reimbursable.Activ'rﬁes N Sa:';es .Ma::a's g:m: | :s,:zi | T:l\;e' ot
Benefits Supplies Training

A. |One-Time Activity

1. |Develop Policies and Procedures s s |8 s ] ds -

2. |Train Disrict Staff on IWM Plan O Y Y I TR KR

B. |Ongoing Activities .

1. |Complete and Subri WMPantoBoard |§  -|$ ds s s s

2. |Respond to Board Requirements $ -1s -l -1s - |8 -1$ -

3. [Consult with Board to Revise Plan ) s s -1 - -|$ -18 -1

4, Des_ignate Coordinator for Each ‘College $ 18 18 s - -] -8

5. {Divert Solid Waste/Maintain Required Level | $ 40,53208) : 982.92{ $ . $ -1 $ -1 $ 41,515.00
(04) Total Direct Costs \ : $ 4053208]$ ‘9622 $ -1 s -1 -|$. 4151500
lindirect Costs - o

(05) Indirect Cost Rate | [Refer to Claiming Instuctons| | 47.53%
'(06) Total Indirect Costs - [Refer to Claiming Instructions] o $ 19,264.90
(07) Total Direct and Indirect Costs : [Line (04)(f) + line (07)] ' § 60,779.90 |
(08) Total from Forms 1A, 1B, and 1C [Add 1A(07) +1B(07) + 1C(07)] $ 60,924.65
Cost Reduction P
(09) Less: Offsetting Savings \.$ - ?

. .

(10) Less: Other Reimbursements ’ : : - $ 32307.60
|(11) Total Claimed Amount: ' [Line (07) - {Line (08) +Line (09)}} $ 57,617.05

Revised 01/09




State quiroll_er‘s Office ' Community College Mandated Cost Manual
INTEGRA":::J‘I\JIVAISE:EC::NT:GEMENT FORM
3 : CLAIM SUMMARY 1C -
'(Bi)”CIalmant:. - _ (02) ’ ‘ o Fiscal Year
Citrus Community College District . - . _ 2008-2009
"|Direct Costs : _ Object Accounts |
| | | @ (b) © @ |- @ U
(03) Reimbursable Actlvmes .&;2:es Ma;ir;als Sc::nt,::st g::i T;?I;e' ' ;l'otal
Benefits Supplies Training
D. ‘|Accounting System | : | Reimbursement begins January 1, 2000_
1. Devélop, Implement & Maintain- System $ NE -1$ -1 -8 s
E. |Annual Report of Progress - | Reimbursement begins January 1, 2000
1. |Calculations of Annual Disposal Reduction | § -l s ds s BRI B K -
2. {Information on the Changes - ' $ - -1 -18 - -1 8 -18 -1$ -
3. |Summary of Progress Made in WM Plan | $ s - s  E I
4, |The Extentof CCD's Use of WM Plan. | §° $ -8 -1 -18 -18 -
5. {Time Extension Summary of Progress $ s SN E -8 -1 -
6. [Alternative Reduction Summary of Progress $ -18 -1$ - -l -1 8 -1 -
F. |Annual Recycled Material Reports X - Reimbursement begins July 1, 1999
| 1- {Annual Report to the Board ' $ 98.12 $ -19 -1 98 - .S -8 98.12-.
(04)| Total Direct Costs ' $ 9812} $ 18 ~1$ N -1$ 12
Indirect Costs | |
(05) Indirect Cost Rate | " [Refer to Claiming Instructions| ' 47.53%| -
'[106) Total Indirect Costs [Refer to Claiming Instructions] . $ 4664
(07) Total Direct and Indirect Costs " ' [Line (04)() + line (06)]  [Forward total to Fomn-1A, line (08)] . $ 14476

New 12/08




. Community College Mandated Cost Manual

MANDATED COSTS
FORM
INTEGRATED WASTE MANAGEMENT . 2A

; : ACTMITY GOST DETAIL

(01) Claimant (02) Fiscal Year

Cltrus Communtty College District : 2008-2009

(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.

A. One-Time Activity B. Ongolng Activities
[ Develop Poiicies and Procedures 1  Complete and SubmitiWM Plan to Board
"] Train District Staff on IWM Piai [ Respond to Board Requirements

[ consultwith Board to Revise Pian
[T Desipnate Coordinator for Each College
[X]  Divert Solid Waste/Maintain Required Leve!

(04) Description of Expenses Object Accounts

@ ® © @ © o | ® th
" Houdy Hours . . .
Employes Names, Job Classifications, Rate Worked s"an';“ Maferlls. Contract Fixed : T-,’f:'
Functions Performed and Description of Expenses or or B:nems . s‘;"" Setvices Assets Treini
Unlt Cost Quanitty plies "
Diverting solid waste from landfil disposal or transformation facilities - recycling -
: Custodial Staff - Various 53141 56221  16,286.90 ) -
Gee, Elizabeth EH & S Recydling Assisten $17.69 8800!$ 1556720
Recycling Costs - Recycing . $100.00 98 $ 08292
Diverting solid waste from landiill disposal or transformation facilities - special waste S : —
" Ges, Ellzabeth EH & S Recyciing Assistant $17.69 3TT5|$  6677.98
(05) Total m Subtotel [ Page 10f1 $ 4053208 (% 98292|$ - s - .




P o

"+ state Controller's Office Q

' Communlty College Mandated Cost Manual

MANDATED COSTS FORM
- INTEGRATED WASTE MANAGEMENT 2c
i e ACTIVITY COST DETAIL
(01) Claimant (02) Fiscal Year
Citrus Communlty Coilege District 2008-2009
(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed. .
0. Accounting System - E. Annual Report of Progress '
{1 Develop, imgiement & Maintain System ]  Cakulations of Annual Disposal Reduction
F. Annual Recycled Matorials Reports [ information-on the Changes
3] Annual Report o the Board [T  Summery of Progress Made in IWM Plan
] The Extentof CCD's Uisa of WM Plan
[T Time Extension Summary of Progress
[ Atemative Reduction Summary of Progress
{04) Description of Expenses ’ ~ Object Accounts
i (a) ® (c) (d) (&) U} @ (h)
. Houry Hours PR Matariak -
FUWEW\SPQ"DI ml'mmMWWFEmﬂ. as Rale Worked and and ¢ .Fm! ssts T’:ﬂ‘:?l V
Untto:: st Qu::mty Benefits Supples S Tralning
Mmmnwyhﬂnmmdmmmmm )
Ekchler, Jeff Supervisor, EH & S Programs $49.06 20/ $ 96.12
(05) Totst x3 Subiolal [ Page 1 of 1 $ 98.12 1% - 187 - 1% - 18 -




FY 2009-10 |
Integrated Waste Management Claim




State Controller's Office

_

'Co‘gl}x College Mandated Cost Man

district to file mandated cost claims with the Stat:

Reduce Glaim

any of the provislons of Article 4, Chapter 1 of Dk

Ameovut

| further certify that there was no application oth
claimed herein, claimed costs are for 2 new prog
Include charter school costs, either directly or tf
and guidelines are identified, and all costs claim

ey (2

Tvclred  dost Qe

The amount for this reimbursement is hereby ck

Signature of Authorized Officer (USE BLUE INK

Ervo

| certify under penalty of perjury under the laws of the State of California that the foregding Is true and correct.

inder penalty of perjury that | have not violated

ayment received, for reimbursement of costs

iting program; and claimed

10sts set forth on the attached statements.

nd reimbursements set forth In the parameters
currently maintained by the claimant.

-

-5:mFor Sl Contober Usb oty -
CLAIM FOR PAYMENT (19) pmgram Number 00 aﬁ
Pursuant to Government Code Section 17561 (20) Date Fib f {
INTEGRATED WASTE MANAGEMENT 121 LR It _\_/ AL
{01) Claimant identification Number. CC 19080 / Relmbursement Claim Data
(02) Claimant Name Girus Gommunity Colege Distict < / (22) FORM-1, (03)
Address Los Angeles County (23) FORM-1A, (04KA)(1)(H
1000 West Foothil Boulevard (24) FORM-1A, {04)AX2X(0
 Glondora CA  91741-1899 (26) FORM-1A, (G4)BXTXD |
T Type of Claim (26) FORNI-1A, (04)(B)2)()
(09) Reimbursement [ X] [(27) FORM-1A, (04)(B)3))
(10) Combined [ [28yFoRM-1A, OaYENa)
(1) Amended 1 e}FORM-M. (04YBY5)R) 30,814
: (12) (30) FORM-1A, (06) a -
Fiscal Year of cost 2008-2010 / . ‘V_‘) Biien o
Total Claimed Amount : (;3) stz RM-1A, (09) oy
Less: 10% Lats Penalty (verto cming sructons) | 4 _ |82 FORM-1A, (10) ;408
Less : Prior Claim Payment Recelved ‘;5) (33) FORM-1A, (11) 5105 el
Net Claimed Amount g oo |
Due from State (05) (;7) '39 012 (35)
Due to State = (18) (36)
(37) CERTIFICATION OF CLAIM .
In accordance with the provisions of Government ficer authorized by the community college

amounts do not

-

Date Signed .72 =/
Carol R. Horton, Vice-President, “Telephone Number (626) 914-8886
Financial & Administrative Services E-mail Address chorton@citruscollege.edu
Type or Print Name and Title of Authorized Signatory ‘
(38) Name of Agency Contact Person for Claim
Carol R. Horton, Vice President, Telephone Number (626) 914-8886
Financial & Administrative Services E-mail Address chorton@citruscollege.edu
Name of Consulting Firm/Claim Preparer
: Telephone Number (858) 514-8605
SixTen and Associates E-mail Address kbpsixten@aol.com

Form FAM-27 (Revised 09/09)




Community Coliege Mandated Cost Manual

A. One-Time Activity
1. Develop Policies and Procedures
2. Train District Staff on IWM Plan
B. Ongoing Activities
1. Complete and Subimit IWM Plan to Board

MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT ' 1 A
: CLAIM SUMMARY '
{01) Claimant: (02) Fiscal Year
Citrus Community College District 2003-2010
Claim Statistics
(03) Leave Blank
Direct Costs Object Accounts
(& o) ) {d (e) Ui
04) Reimbursable Activities Salaries Materials Contract Fixed Travel
and - and Services Assets and Total
Benefits Supplies Tralning

(04) Total Direct Costs

.| 2. Respond to Board Requirements $ $ - $ -1 -1$ -
3. Consult with Board to Revise Plan $ -1 § - -1 8 -1% $ -
4. Designate Coordinator for Each College $ -1 ¢ - -18 -18 -1% -
Divert Solid Waste/Maintain Required Level ; . .
5. {Form 18 cannot be used i this activity Is claimed) $ 2072708} 1,08642 $ $ $ 30£1r3-50
$ 20727.08]1 % 108642 $ -1 8 $ 30,813.50

Indirect Costs

(05) Indirect Cost Rate

[Refer to Claiming Instructions)

4272%

(06) Total Indirect Costs

[Refer to Claiming Instructions]

$ 13,163.53

e

(07) Total Direct and Indirect Costs [Line (05)(f) + fine (07)) $ 43977.03 ‘7
(08) Total from Forms 1A, 1B, and 1C [Add 1A(07) +1B(07) + 1C{(07)] $ 44,117;06

Cost Reduction _ /fT"'""\‘ \i‘>
(09) Less: Offsetting Savings &LS - > /

_ |(10) Less: Other Reimbursements » $ 51049 / B
(11} Total Claimed Amount: {Line (09) - {Line (10) +Line (11)}] $ 39012131
Revised 07/09

N6, 1Z-




Community College Mandated Cost Manual

MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT
et CLAIM SUMMARY - 1C
(01) Claimant: (02) Fiscal Year
Citrus Community College District 2009-2010
Direct Costs Object Accounts
(@) (b) (c) S ) () {0
(03) Reimbursable Activities Salaries Materials Travel
) and and g:;lt_r:.i :sixs:(t’s and Total
Benefits | Supplies Training

D. Accounting System Reimbursement begins January 1, 2000

1. Develop, Impleinent & Maintain System | § -1 -ls -1s $ -1s -
E. Annual Report of Progress Reimbursement begins January 1, 2000

1. Calculations of Annual Disposal Reduction $ -1$ $ $ -1$ 1% -

2. Information on the Changes $ -|'s -s -1 -1 $ $ -

3. Summary of Progress Made in IWM Plan $ -1 $ -1$ -1$ $ -

4. The Extent of CCD's Use of IWM Plan $ -| 8 -1 -1$ -1 s $ -

5. Time Extension Summary of Progress $ $ -1 8 -8 R s -

6. Altemnative Reduction Summary of Progress | $ -1 $ § -3 $ -
F. -Annual Recycled Material Reports / Reimbursement begins July 1, 1999

1. Annual Report to the Board $ ?8.12 $ -8 $ -l $ 9812
(04) Total Direct Costs s et s K s s $ 9812
Indirect Costs
(05) Indirect Cost Rate [Refer to Ciaiming Instrucons] 42.72%
(08) Total Indirect Costs [Refer to Clalming Instructions} $§ 4

(07) Total Direct and indirect Costs

 [Line (04)(f) + ine (06)}

[Forwand total to Form-1A, line (09)) /

$  140.04

New 12/08




Communlty Coliege Mandated Cost Manual

" MANDATED COSTS
FORM
INTEGRATED WASTE MANAGEMENT 2A
ACTIVITY COST DETALL
(01) Claimant " |(02) Flsce! Year
Citrus Communlty College District 2009-2010
(03) Reimbursabie Activities: Check only one box per form to identify the aclivity being clalmed.
A. One-Time Activity B. Ongoing Activities
{3 Devetop Polides and Procedures [ Complete and Submit IWM Pian o Board
[ Train District Staff on IWM Plan ]  Respond to Board Requinsments
3 Consutt with Board to Revise Plan
[C]  Designate Coordinator for Each Coklege
: ] Divert Soid Waste/Maintain Required Level
(04) Description of Expenses . Objact Accounts
(@ (0) () {0 (o) [0} (© (h)
Hourly Hou .
oyeo Names, Job Clsssicatns, Rate Worksd Selaries Meterals Contract Fined Travel
Functions Performed and cription of Expenses or or ’ N Services Assets o
Unit Cost Quantty Benefits Supplies . Training
Diverting solid waste from landfil disposal or transformation taciities - recyciing
Battery Sysiems * Supplies $100.00 109 $ 1,086.42
Custodians Various $3.M 6024($ 1892138
Gonzalez, Ana EH & S Recycling Assistant $11.72] 23001 § 269560 {.
Diverting solid waste from landfill disposat or transformation facilies - source reduction .
Gee, Elizabeth . EH & S Recyching Assistant $17.69 41301 $ 730597
Diverting sofid waste from landfit disposal or transformation faciites - special waste ’
Gea, Elizabeth . EH & S Recycling Assistant $17.69 3858 681.07
Gonzalez, Ana EH & 8 Recydling Assistant $11.72 105) § 123.06
(05) Total X . Subteted I Page 1 0f 1 $ 20,727.08 | $ 1,08642}|$ - $ - $ -

Revieed 0100




Community Coliege Mandated Cost Manual

MANDATED COSTS FORM
INTEGRATED WASTE MANAGEMENT 2c
- ACTMITY COST DETAIL j
(01) ‘Claimant {02) Fiscal Year
Citrus Community College District 2008-2010
{03) Reimbursable Activities: Check oniy one box per form to identify the activity baing claimed. .
D. Accounting System ' E. Annual Report of Progress
[ Develop, implement & Maintain System 3 Caloutations of Annual Disposal Reducton
F. Annual Recycled Materials Reports ) information on the Changes i
[ Annual Report fo the Board ]  Summary of Progress Mads in IWM Plan
3 The Extentof CCD's Use of IWM Plan
1 - Time Extension Summary of Progress
[ Alternative Reduction Summary of Progress
(04) Description of Expensss ~ Object Accounts
' (@) ) © (d) (o) " (@ (h)
' Houtly Hou! Satas Matariot
Employee Names, Job Classifications, Reto Worked - pot Contract Fieod Trawe!
Functions Performed and Description of Expenses or or Services Assets
. Unit Gost Quantiy Bensfils Supphes Trakning
Reporting annually to the Board quantities of recyclable materials collected
Eichler, Jeffrey Supervisor, EH & § Programs $49.06 20} $ 96.12
(05) Total oa Subtotal [ Page 10f 1 $ 0812 $% - 18 - |8 - 13 -

Ravieed 0109
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Integrated Waste Management Claim

"\\\\\o Sdnte




Co‘ﬂq College Mandabod Cost Manual

State Controller's Office

In accardance with the provisions of Govemment Code Sections 17560 and 17561, I certify that | am the officer authorized by the community
collego district to file mandated cost claims with the State of California for this program, and certify under penally of perjury that  have not
violated.any of the provisions of Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code. .

Ifurther cortify that there was no application other than from the chlmar;t, nor any grant{s}-or paynient(s) received for reimbursement of costs

INTEGRATED WASTE MANAGEMENT ' (19) Program Number 00256
CLAIMFOR PAYMENT . - (20) Date FIER
: (21) LS o
" (01 Giaimant ideniricaion Number. CC 19000 Reimbursement Ciair Data
[(02) Caient Narme e enmunty College Distric ,;(02) FORM-, (03)
Rddress Loo Angies Comty (23) FORMFIA, (0 A 3. ()
1000 West Foothil Blvd, (24) FORM-1A, (0)) A 2.10)
Glendora CA 917411899 (25) FORMH1A, (04)8.1. ()
g T typectCiam (25) FORM-1A, (04) B. 2. ()
(08) Reimbursement . [@FoRMA, 4B 3.
""" [ 728) FORM-1A, R B.4. 1)
| (29) FORM;AA, (04) B. 5. (f) 10,576
Fiscal Year of Cost (3)FORM-14. (06) al
Total Claimed Amount s | FORMAA 09) 15,671
 |Less: 10% Late Penalty (refer to claiming lnstructions) (;4) . ‘32,) FORM-1A, (10)
Less : Prior Claim Payment Received (;5) |G FORMHAA, (1) 1,517
(16) 34)
|Net Claimed Amount L s 14454
{08y (17) (35)
Due from Shte s 14,454
Due to State (36)
((37) CERTIFICATION OF C N

currently majntained by the claimant
The amount for this relmbursement is hereby claimed;

I certify under penalty of pndur_y under the laws of the State of California that the foregoing is true and correct.

claimed horein and claimed costs are for a new program or increased lovel of services of an existing program. All offsefting revenues and
relmbursoments set forth In the parameters-and guidelines are identifled, and all costs claimed are supported by-source documentation

the Stats for payment of actual costs set forth.on the attached statements.

S'gnature ofAuthonzed Officer {USEBLUE INK) '
W Date Signed  / /610/@0/ Y
_ Carol R. Horton, Vice President, Telephone Number (626) 914-8886
Financial & Administrative Services E-mail Address chorton@citruscollege.edu
Type or Print Name and Title of Authorized Signatory :
*|{38) Name of Agency Contact Person for Claim ' ,
Carol R. Horton, Vice President, Telephone Number (626) 914-8886
Financial & Administrative Services E-mail Address chorton@citruscollege.edu
Name of Consulting Firm/Claim Preparer
' Telephone Number (858) 514-8605
SixTen and Associates E-mail Address kbpsixten@aol.com

Form FAM-27 (Revised 09/11)




State Controller's Ofﬁce

o

Community College Mandated Cost Manual

‘JA.  One-Time Activity
1. Develop Policies and Procedures
| 2 Train District Staff on IWM Plan

. |B. Ongoing Activities-

INTEGRATED WASTE MANAGEMENT
: 'CLAIM SUMMARY
E (01)Cla|mant (02)- Fiscal Year
|Citrus Community College Distric ' THHO-AKTHO
Claim Statistics
(03) Leave Blank - o
Direct Costs _ : Objg:tAccounts
(@ (0 of | o (0 0
l(04 Reimbursable Activities Salaries Materials ) Travel :
) Reimbursable Act and and gxx :;:?s and Total
Benefils Supplies Tralning

1. Complete and Submit WM Plan to Board $ $ $ s -13

2. Respond to Board Requirements $ $ $ $ -1

3. Consult with Board to Revise Plan $ -1$ $ -1% . $ -

4. Designate Coordinator for Each College $ $ $ -1 8 Rk _

5 31“;"?;‘:&?3%?:;“3;‘:‘&% $ 1057554| § R $ 1067554

(05) Total Direct Costs | $ 1057554 § $ s -|s tosmss
“|Indirect Costs - ' '

(06) Indirect Cost: Rate'- - FedemllyappmvedlateOMBCImularA 2. [x] FAM29C D Flat 7% 48.82%

v (07) Total Indlrect Costs ' IRefertoChlming lnstuobons] L .§","1,95:1'A7" -

. los) Tota1 Direct and lndlrect Costs [Llne(05)(f) +fine (07)] $ 15,527.01 |

(09) Tofal from Forms 1A, 1B, and 1C [Add 1AO7) + 1B(07) +1C(0T)] $ 16,671.07

Cost Reduction m

(10) Less: Offsetting Revenues Q $ \ >

(11) Less: Other Reimbursements’ $ 1,517.20
-{(12) Total Claimed Amount: “[Line (09) - {Line (10) +Line (11)}] -

$ 14,15387

" Revised 09/11




- Community College Mandated Cost Manual

stgtpCon'.'}ers Office
Progran INTEGRATED WASTE MANAGEMENT
5 CLAIM SUMMARY

“Ji01) Clamant; . 02 oo Voar
Citrus Community College District THRO-10/T110
Direct Costs Object Accounts
| , @ (b) © .(d) (e) U]

103) Reimbursable Activtes - Salares | Maleils Contst | Fied | T:‘:.’él. Totl

_ Benefits Supplies Training

D. Accounting System B Reimbursement begins Janhary1,2000

1. Develop, Implem'ent.& Maintain System $ -l -1$ -1.8 -8 -8 -
E. Annual ﬁeportofProgrm | Reimbursement begins January1,_2000

1. Calculations of Annual Disposal Reduction - | $ -1 -1$ s s $ -
2. Information on the Changes $ -8 | -1$ | $ -1 -18% -
3. Summary of Progress Made in WM Plan | § $ s -ls s s .
4. The Extent of CCD's Use of WM Plan $ $ $ $ $ -1 -
5. Time Extension Suhmaw of Progress $ -18 -18 $ -18 -1$ .
N Attemative Reduction Summary of _Progr_é_ss $ $ $ $ -ls 0 -ls -

{F- Anhual Recycled.Mateﬁal Reporfs ' Reimburéement begins July 1.,‘1999: :

» 1 Annué_l Reportto__the Bbard ” $ 9812] § - ; " -8 $ s 9812
(04) Total Direct Costs $ 12| $ -8 K -1 Sk 93:12.
Indirect Costs |
(05) Indirect Cost Rate []  Federally approved rate OMB Chroular A2t [x]  FAM29C [_] Flal 7% 46.82%
(06) TotalIndirect Costs [Refer o Claiming Instrctons] § 4594
{07) Total Direct and Indirect Costs [Line (04)(1) +line (06)]  [Forward total th Form-1A, line (09)} $ 14406

Revised 09/11




Wt . . . . . '

State Com:olhr’s Office : ' . : - : Community Collepe Mandatec
: : INTEGRATED WASTE MANAGEMENT » '
ACTIVITY COST DETAIL
|01y caimant - ‘ : " [wo2) Fiscal Yeer . .
Citrus Community College District - ' : ___THHOANTHO|
(03) Reimbursable Activities: Check only one box perform to ldenﬂfy the activity belng claimed. _
| A. One-Time Activity o " B. Ongoing Activities
[ Develop Poicles and Procedures [ Compieta and Submit IWM Plen to Board
{1 Train Distrct Staff on IWM Plan ] Respond io Board Requivements
' [0 consuttwith Board b Revise Plan
] Designate Coordinator for Each College
. - 31 Divert Sobd Waste/Maintain Required Lovel
(04) Description of Expsnses ; _ Object Accounts :
: (a) T ) © - (d) (e) . (8 L)
Funcier s Names, b Clesabcatons, Rals | worked Saanes | Maters Contract Fisd T
Expenses . ! or - or Services Assels . .
“ otons ! “"h'"‘" . Unit Cost Quaniiy Banefits . Suppks _ Training

Diverting sold waste from Landfi disposal or transformation facities - recyclng . N

Custocial Stalt Various . $31.41 CA704(S 534264

_ Ges, Eizabeth EHBS Recycing Assist $17.69 - 89S - 159726

Diverting sokd waste rom landi disposal o ransfomaton fackies - source reduction ‘ _

Gee, Elzabsth EHAS Recychng Assist $17.69 1338]8  236692
Mmmwashmmbndﬂdhposdwmwmaﬁonfadiﬁes-wwm . ' ' ,

Gee,Elzabeth . EM&S Recycliog Assist. . $17.69 . 7l 13852
(05) . Tolal F3] Subotat 3 : Pagetol1 . $ 10,57554.] § T & TR E - s -




INTEGRATED WASTE MANAGEMENT

AN ACTIVITY COST DETAIL
(01) Claimant (02) Fiscal Year
Citrus Community College District - 711110-10/7/110)
(03) Relmb;xrsable Activities: Check only one box per form to identify the acﬂvl’(yvbelng claimed. - .
D. Accounting System ' E. Annual Report of Progress
[ Develop, implement & Maintsin Sysiem ] calculations of Annual Disposal Reduction
F. Annual Recycled Matarials Reports 2 information on the Chenges
X3 Annual Report fo the Board 3 summary of Progress Made in IWM Pian
' 3 The Extentof CCD's Use of IWM Plan
] Time Extension Summary of Progress
] - Atemative. Raduction Summary of Progress
{04) Description of Expensss _ , » _ Object Accounts
(a) (b) (c) @ (o) U] ' (9) - (h)
Employes Names, Job Classifications. me Worked Selares Malodils 1+ Conract Foed T::_“'
Functions P d and Description of Expenses or o g Services Assets "
. Unit Cost Quantiy Benefits Supplies . : Traiing
Reporting annually & the Board quantities of recyclable matorials collected ’ -
Echler, Joff EH&S Programs Supervisor $49.06] 20§ 9.2
©8)  To @ Suotal Page 1 of $ osa2(s - s - s $ -

Revised 0941




Controller's Adjustment Letters

Exhibit E



JOHN CHIANG 52807
Walifornia State Contrafler  2°H7
Aigistan of Accounting and Reporting

OCTOBER 4, 2013

0
0/04

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
LOS ANGELES COUNTY -
1000 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
RE: INTEGRATED WASTE MGT:1116/92-C
WE HAVE REVIEWED YOUR 1999,/2000 FISCAL YEAR REIMBURSEMENT CLAIM FOR

THE MANDATED COST PROGRAM REFERENCED ABOVE. THE RESULTS OF OUR
REVIEH ARE AS FOLLOWS:

AMOUNT CLAIMED 12,792.00

ADJUSTMENT TO CLAIM,

FIELD AUDIT FINDINGS - 5,133.00
TOTAL ADJUSTHMENTS - 5,133.00
AMOUNT DUE CLAIMANT ¢ _7Lé59'00
IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE
AT (916> 324-0254 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
DIVISION OF ACCOUNTING AND REPORTING, P.0, BOX 942850, SACRAMENTO,
CA 94250-5875, DUE TO INSUFFICIENT APPROPRIATION, THE BALANCE DUE
WILL BE FORTHCOMING WHEN ADDITIONAL FUNDS ARE MADE AVAILABLE.

SINCERELY,

Ao

JAY LAL, MANAGER

LOCAL REIMBURSEMENT SECTION
P.0. BOX 942850 SACRAMENTO, CA 94280-~5R75




JOHN CHIANG 53000
Walifurnia State Controfler 1Y%

Bigtsion of Accornting ey Reporting
OCTOBER 4, 2013

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
LOS ANGELES COUNTY
1000 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
RE: INTEGRATED WASTE MGT:1116/92-C
WE HAVE REVIEWED YOUR 2000/2001 FISCAL YEAR REIMBURSEMENT CLAIM FOR

THE MANDATED COST PROGRAM REFERENCED ABOVE. THE RESULTS OF OUR
REVIEW ARE AS FOLLOMWS: '

AMOUNT CLAIMED 19,014. 00

ADJUSTMENT TO CLAIM:

FIELD AUDIT FINDINGS - 19,014.00
TOTAL ADJUSTMENTS » = 19,014.00
AMOUNT DUE CLAIMANT $ 0.00

IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE
AT (916> 324-0254 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
givggégﬁ g§7gCCOUNTING AND REPORTING, P.0D. BOX 942850, SACRAMENTO,

SINCERELY,

Ao

JAY LAL, MANAGER

LOCAL REIMBURSEMENT SECTION
P.0, BOX 942850 SACRAMENTO,  CA 94250~-5875




JOHN CHIANG §5238°°
Ualifornia State Condraller 01
Ritision of Arcownting and Reporting

OCTOBER 6, 2013

0/04

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
LOS ANGELES COUNTY
1000 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
RE: INTEGRATED WASTE MGT:1116/92-C
WE HAVE REVIEWED YOUR 2003/2004 FISCAL YEAR REIMBURSEMENT CLAIM FOR

THE _MANDATED COST PROGRAM REFERENCED ABOVE. THE RESULTS OF OUR
REVIEW ARE AS FOLLOMWS: :

AMOUNT CLAIMED 19,204. 00

ADJUSTHENT TO CLAIM:

FIELD AUDIT FINDINGS - 19,204, 00

TOTAL ADJUSTMENTS - 19,204, 00
AMOUNT DUE CLAIMANT s 0.00
IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE

AT (916D 326-0254 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
DIVISTON OF ACCOUNTING AND REPORTING, P.O. BOX 942850, SACRAMENTO,

CA 94250-5875.

SINCERELY,

Ao

JAY LAL, MANAGER

LOCAL REIMBURSEMENT SECTION
P.0. BOX 942850 SACRAMENTO, CA 94250-5875




JOHN CHIANG 61909
Talifarnia State Qonteafler 20I3/1

Bictsion of Accounting and Weparting
OCTOBER 4, 2013

0
0/04

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
LOS ANGELES COUNTY
1600 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
RE: INTEGRATED WASTE MGT:1116/92-C

WE HAVE REVIEMWED YOUR 2004/2005 FISCAL YEAR REIMBURSEMENT CLAIM FOR
THE MANDATED COST PROGRAM REFERENCED ABOVE. THE RESULTS OF OUR
REVIEW ARE AS FOLLOHWS:

AMOUNT CLAIMED 15,362, 00
ADJUSTHMENT TO CLAIM:

FIELD AUDIT FINDINGS - 15,362.00

TOTAL ADJUSTMENTS - 15,362.00
AMOUNT DUE CLAIMANT , $ ) -_———E.UO
IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE
AT (916) 324-0254 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
DIVISION OF ACCOUNTING AND REPORTING, P.0. BOX 942850, SACRAMENTO,
CA 94250-5875,

SINCERELY,

Ao

JAY LAL, MANAGER

LOCAL REIMBURSEMENT SECTION
P.0. BOX 942850 SACRAMENTO, CA 94250-5875




JOHN CHIANG - gE19990
Ualifornia State Qontealler 2013/

Aitiston of Arcounting and Reportin
OCTOBER 4, 2013

S

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
L0S ANGELES COUNTY
1000 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
RE: INTEGRATED WASTE MGT:1116/92~C

WE HAVE REVIEWED YOUR 2005/2006 FISCAL YEAR REIMBURSEMENT CLAIM FOR
THE MANDATED COST PROGRAM REFERENCED ABOVE. THE RESULTS OF OUR
REVIEW ARE AS FOLLOMS.

AMOUNT CLAIMED 56,814, 00
ADJUSTMENT TO CLAIM:

FIELD AUDIT FINDINGS - 56,814.00

TOTAL ADJUSTMENTS - 56,814.00
AMOUNT DUE CLAIMANT $ ) 0.00
IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE
AT (916> 324-0254 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
DIVISION OF ACCOUNTING AND REPORTING, P.,0. BOX 942850, SACRAMENTO,
CA 94250-5875.

SINCERELY,

AoC2

JAY LAL, MANAGER

LOCAL REIMBURSEMENT SECTION
P.0. BOX 942850 SACRAMENTO, CA 94250-5875




JOHN CHIANG G52807°
Talifornia State Qontralfer 03717

Aigision of Accownting and Reparting
OCTOBER 4, 2013

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
LOS ANGELES COUNTY
1000 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
RE: INTEGRATED WASTE MGT:1116/92~C

WE HAVE REVIEWED YOUR 2006/2007 FISCAL YEAR REIMBURSEMENT CLAIM FOR
THE MANDATED COST PROGRAM REFERENCED ABOVE. THE RESULTS OF OUR
REVIEW ARE AS FOLLOWS. : )

AMOUNT CLAIMED ‘ 84,237.00

ADJUSTMENT TO CLAIM:

FIELD AUDIT FINDINGS - 84,237,100
TOTAL ADJUSTMENTS ~ 84,237.00
AMOUNT DUE CLAIMANT $ _ 0.00
IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE
AT (916) 326-0256 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
DIVISION OF ACCOUNTING AND REPORTING, P.0. BOX 942850, SACRAMENTO,
CA 94250-5875,

SINCERELY,

.

JAY LAL, MANAGER

LOCAL REIMBURSEMENT SECTION
P.0. BOX 942850 SACRAMENTO, CA 94250-5875




JOHN CHIANG G6236°°
alifornia State Qontren((pr 20110704

Bitision of Accounting and Reporting
OCTOBER 4, 2013

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
LOS ANGELES COUNTY
1000 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
RE: INTEGRATED WASTE MGT:1116/92-C

HE HAVE REVIEWED YOUR 2007/2008 FISCAL YEAR REIMBURSEMENT CLAIM FOR
THE MANDATED COST PROGRAM REFERENCED ABOVE. THE RESULTS OF OUR
REVIEW ARE AS FOLLOWS:

AMOUNT CLAIMED 60,573.00

ADJUSTMENT TO CLAIM:

FIELD AUDIT FINDINGS - 60,573.00
TOTAL ADJUSTMENTS - 60,573.00
AMOUNT DUE CLAIMANT $ 0.00
Pt S -
IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE
AT C916) 326-0254 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
DIVISION OF ACCOUNTING AND REPORTING, P.0. BOX 942850, SACRAMENTO,

CA 94250-5875,

SINCERELY,

Aol

JAY LAL, MANAGER

LOCAL REIMBURSEMENT SECTION
P.0. BOX 942850 SACRAMENTO, CA 94250-5875




JOHN CHIANG (g:%%gggo
Walifarnts State Qunteafler 201310708

Bigiston af Accomting and Repovting
OCTOBER 4, 2013

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
LOS ANGELES COUNTY
1000 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
RE: INTEGRATED WASTE MGT:1116/92~C

WE HAVE REVIEWED YQUR 2008/2009 FISCAL YEAR REIMBURSEMENT CLAIM FOR
THE _MANDATED COST PROGRAM REFERENCED ABOVE. THE RESULTS OF OUR
REVIEHW ARE AS FOLLOMWS:

AMOUNT CLAIMED 57,617.00

ADJUSTHENT TO CLAIM:

FIELD AUDIT FINDINGS - 57,617.00
TOTAL ADJUSTMENTS = 57,617.00
AMOUNT DUE CLAIMANT $ 0.00

IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE
AT (916> 324-0254 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
2£V52%g§ gg7éCCOUNTING AND REPORTING, P.0. BOX 942850, SACRAMENTO,

SINCERELY,

B

JAY LAL, HANAGER

LOCAL REIMBURSEMENT SECTION
P, 0. BOX 942850 SACRAMENTO, CA 94250-5875




JOHN CHIANG 662307
Qalifarnia State uatralfer 0071

Bitision of (Z\rrmmtmg anmd Meparting
OCTOBER 4, 2013

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
LOS ANGELES COUNTY
1000 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
REy INTEGRATED WASTE MGT:1116/92-C

WE HAVE REVIEWED YOUR 2009/2010 FISCAL YEAR REIMBURSEMENT CLAIM FOR
THE MANDATED COST PROGRAM REFERENCED ABOVE, THE RESULTS OF OUR
REVIEW ARE AS FOLLOWS:

AMOUNT CLAIMED 39,012.00

ADJUSTMENT TO CLAIM:

FIELD AUDIT FINDINGS - 39,012.00
TOTAL ADJUSTHMENTS - 39, 012 00
AMOUNT DUE CLAIMANT $ 0.00

IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE
AT (916> 324-0254 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
DIVISION OF ACCOUNTING AND REPORTING, P.D. BOX 942850, SACRAMENTO,

CA 94250-5875,

SINCERELY,
JAY LAL, MANAGER

LOCAL REIMBURSEMENT SECTION
P.0. BOX 942850 SACRAMENTO, CA 94250-5875




JOHN CHIANG LT
Ualifarnis Q{J(dh, Wontraller 2013/10

Bitision of j\rwunhr{‘; sy Weporting
OCTOBER 4, 2013

BOARD OF TRUSTEES
CITRUS COMM COLL DIST
LOS ANGELES COUNTY
1000 W FOOTHILL BLVD
GLENDORA CA 91740

DEAR CLAIMANT:
RE: INTEGRATED WASTE MGT:1116/92~C

WE HAVE REVIEWED YOUR 2010/2011 FISCAL YEAR REIMBURSEMENT CLAIM FOR
THE MANDATED COST PROGRAM REFERENCED ABOVE., THE RESULTS OF OUR
REVIEW ARE AS FOLLOWS:

AMOUNT CLAIMED 14,154. 00
ADJUSTMENT TGO CLAIM:

FIELD AUDIT FINDINGS - 14,154.00

TOTAL ADJUSTMENTS - 14,154, 00
AMOUNT DUE CLAIMANT $ _ 0.00
IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT DENNIS SPECIALE
AT (916D 324-0254 OR IN WRITING AT THE STATE CONTROLLER'S OFFICE,
DIVISION OF ACCUUNTING AND REPORTING, P.0., BOX 942850, SACRAMENTO,
CA 94250-5875

SINCERELY,

Ao

JAY LAL, MANAGER

LOCAL REIMBURSEMENT SECTION
P.0. BOX 942850 SACRAMENTO, CA 94250-5875

P PP
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