STATE OF CALIFORNIA : o , ARNOLD SCHWARZENEGGER, Governor

COMMISSION ON STATE MANDATES
980 NINTH STREET, SUITE 300

SACRAMENTO, CA 95814

PHONE: (916) 323-3562

FAX: (916) 445-0278

E-mail: csminfo@csm.ca.gov

January 13, 2006

Mr. Keith B. Petersen

SixTen and Associates

5252 Balboa Avenue, Suite 807
San Diego, CA 92117

And Affected State Agencies and Interested Parties (See Enclosed Mailing List)

Re:  Final Staff Analysis and Proposed Parameters and Guidelines
Enrollment Fee Collection and Waivers, 99-TC-13
Education Code Section 73600, et. al.
Los Rios and Glendale Community Colleges, Claimants

Dear Mr. Petersen:
The final staff analysis and proposed parameters and guidelines are enclosed.
Hearing

This matter is set for hearing on January 26, 2006, at 9:30 a.m. in Room 126 of the State
Capitol, Sacramento, California. This item will be scheduled for the consent calendar unless any
party objects. Please let us know in advance if you or a representative of your agency will testify
at the hearing, and if other witnesses will appear. If you would like to request postponement of
the hearing, please refer to section 1183.01, subdivision (c), of the Commission’s regulations.

Special Accommodations

For any special accommodations such as a sign language interpreter, an assistive listening
device, materials in an alternative format, or any other accommodations, please contact the
Commission Office at least five to seven working days prior to the meeting.

If you have any questions, please contact Tina Poole at (916) 323-8220.

PAULA HIGASHI
Executive Director

Enclosures
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ITEM 9

'PROPOSED PARAMETERS AND GUIDELINES, |
FINAL STAFF ANALYSIS

Education Code Section 76300

California Code or Regdiatrons, Title 5, Sections 58501’4558503' |
58611- 58613, 58620, 58630

Enrollment Fee Collection and Waivers (99-TC-13 and 00- TC- 15)
Los Rios and Glendale Community College Districts, Claimants

. EXECUTIVE SUMMARY_
On Apr11 24, 2003 the Comm1ssron adopted the Statement of Decrswn for Enrollment Fee
Collection and Waivers (99-TC -13 and 00-TC-15). 'The Comm1sswn found that the test claim
legrslatron const1tutes anew program or higher 1eve1 of service and 1rnposes a rennbursable state-
mandated program upon commumty college dlstncts w1thm the meaning ‘of artlcle XII'B,.
section 6 of the Califoriiia Constitution and Goverriment Code section 17514.! Accordlngly,
the Commrssmn approved this test cla1rn for the followmg rennbursable act1v1t1es b

Vfor nonre51dents and except for speclal part-tlme students c1ted m sectlon 76300
~ subdi sion (f). (Ed Code, § 76300, subds. (2) & (b); Cal. Code Regs tit. 5,
§§ 58501, 58502 & 58503.)

e Waiving student fees in accordance with the groups 11sted in Education Code
section 76300, subdmsmns (2) and (h).

¢ Waiving fees for studerits who apply for and are eligible for Board of Governors
(BOG) fee waivers. (Cal Code Regs.; tit.'5; §§ 58612,58613 & 58620)

e Reporting to the Commumty Colleges Chancellor (CCC) the number of and amounts
provided for BOG fee waivers. (Cal. Code Regs., tit. 5, § 58611.)

e Adopting procedures that will document all financial assistance provrded on bihalf”
" of students pursuant fo chapter 9 of title 5 of the California Code of Regulations; and
" in¢luding in the procedures the rules for retention of support documentation which -
“will enable an independent determination regardmg accuracy of'the district’s -
" certification of heed for financial assistance. (Cal. Code Regs,, tit. 5, §' 58630
" sobd. (b))

I Exhibit B.
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The Commission found that all other test claim statutes and regulations not cited above do not
impose reimbursable state-mandated activities within the meaning of article XIII B, section 6 and
- Government Code section 17514,

Discussion

Staff reviewed the claimant’s proposed parameters and guidelines and the comments received.
Non-substantive, technical changes were made for purposes of clarification, consistency with
language in recently adopted parameters and guidelines, and conformity to the Statement of
‘Decision and statutory language. Substantive changes were made to Section I'V. Reimbursable
Activities, Section V. Claim Preparation and Submission, and Section VII. Offsetting Savings
and Reimbursements.

These are the outstanding issues:

Training '

The claimants proposed reimbursement for training district staff on the procedures for collection
and waiver of enrollment fees. Department of Finance recommended that the training language
be narrowed to specify that only new directors, managers, coordinators, and officers in charge of
the day-to-day operations of the financial aid office be trained, and that training be limited to the
training offered by the Chancellor’s Office. Staff agreed to the changes. On January 4, 2005,

the claimant responded to the training restrictions, stating that they were too narrow, and prohibit
reimbursement for training some of the employees who implement the mandate.

Staff reviewed the Chancellor’s Office website and the 2005-2006 Board of Governor’s Fee
Waiver Program and Special Programs Manual.> The Chancellor’s office provides training twice
per year to community college staff on the enrollment fee and enrollment waiver programs. The
language in the Chancellor’s manual requires new directors/managers/coordinators/officers in
charge of day-to-day operations to attend this training. The manual also encourages assistant
directors and other management, supervisory or professional staff to attend this training,

The manual indicates that staff below the professional level are not trained. Therefore, by
limiting the language in the parameters and guidelines as the Department of Finance
recommends, reimbursement for all employees who implement the mandate would not be
allowed. Since staff finds that providing training once per employee is reasonably necessary to
carry out the mandate, we removed the restrictive language, and instead stated that
reimbursement is allowed for all employees who implement the mandate.

Offsetting Savings

Staff included language to describe the offsets that claimants would be required to take when
filing reimbursement claims. The claimant stated that changes to the language were necessary to
clarify that some of the offsets became effective prior to July 5, 2000 and some became effective
after July 5, 2000. Staff made these clarifying changes. The Chancellor’s Office website
indicates the existence of additional budget augmentations that community college districts

2 <http://www.cccco.edu/divisions/ss/financial_assist/attachments/bogfw manual_0506.doc> as
of January 13, 2006. This language in the 2005-2006 fee waiver manual is the same as in the
2001-2002 fee waiver manual already in the record for the Statement of Decision.
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received for the enrollment waiver program. Therefore, staff added these augmentations as
additional offsetting savings.’ :

Staff Recommendation

Staff recommends that the Commission adopt the proposed parameters and guldehnes, as
modlﬁed by staff, beginning on page 9.

Staff also recommends that the Commission authorize staff to make any non-substantlve
technical corrections to the parameters and guldehnes following the hearing.

3 <http://www.cccco.edu/divisions/ss/financial_assist/attachments/bfap_sfaa_form2.doc> as of
January 13, 2006.
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Claimants
Los Rios and Glendale Community College Districts
Chronology

08/30/02 Comm}ssion on State Mandates (Commission) issues notice to consolidate test
claims ‘ ’

04/24/03 Commission adopted Statement of Decision
05/09/03 Claimant submitted proposed parameters and guidelines
02/13/04 The Department of Finance (DOF) submitted comments

06/22/05 Claimant submitted request to proceed without uniform cost allowénce
12/23/05 - Draft staff analysis issued
01/04/06 Claimant submits comments on the draft staff analysis

01/13/06 Final staff analysis and proposed parameters and guidelines issued
Summary of the Mandate '

On April 24, 2003, the Commission adopted the Statement of Decision for Enrollment Fee
Collection and Waivers (99-TC-13 and 00-TC-15). The Commission found that the test claim
legislation constitutes a new program or higher level of service and imposes a reimbursable state-
mandated program upon community college districts within the meaning of article XIII B,
section 6 of the California Constitution and Government Code section 17514.°  Accordingly,
the Commission approved this test claim for the following reimbursable activities:

e Calculating and collecting the student enrollment fee for each student enrolled except
for nonresidents, and except for special part-time students cited in section 76300,
subdivision (f). (Ed. Code, § 76300, subds. (a) & (b); Cal. Code Regs., tit. 5,

§§ 58501, 58502 & 58503.)

e Waiving student fees in accordance with the groups listed in Education Code
section 76300, subdivisions (g) and (h).

e Waiving fees for students who apply for and are eligible for Board of Governors’
(BOG) fee waivers. (Cal.Code Regs., tit. 5, §§ 58612, 58613 & 58620.)

e Reporting to the Community Colleges Chancellor (CCC) the number of and amounts
provided for BOG fee waivers. (Cal. Code Regs., tit. 5, § 58611.)

e Adopting procedures that will document all financial assistance provided on behalf
of students pursuant to chapter 9 of title 5 of the California Code of Regulations; and
including in the procedures the rules for retention of support documentation which
will enable an independent determination regarding accuracy of the district’s
certification of need for financial assistance. (Cal. Code Regs., tit. 5, § 58630,
subd. (b).)

4 Exhibit A.
5 Exhibit B.
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The Commission found that all other test claim statutes and regulations not cited above do not
impose reimbursable state-fiandated activities within the meaning of article XIII B, section 6 and .
Government Code section 17514,

Discussion

Staff reviewed the claimant’s proposed parameters and guildf:lir_leséi and the comments received.
Non-substantive, technical changes were made for purposes of clarification;, consistency with
language in recently adopted parameters and guidelines, and conformity to the, Statement of
Decision and statutory language. o

Substantive changes were made to the following secﬁons of the claimant’s proposéd parameters
and guidelines: ‘ ‘ ' -

IV. Reimbursable Activities
One-Time Activities '

e Policies and Procedures. The claimant proposed that the activities of preparing and updating .
policies and procedures be reimbursable activities. Staff found that preparing policies and
progedures is reasonable to comply with the mandate, However, staff finds that updates to
the policies and procedures would be subject to changes in.theatqommunity'vc,_ollege district’s

~ policy rather than state law, and would not be reimbursable. Therefore, staff modified this
section to delete updating the policies and procedures and to specify that preparation of
policies and procedures is a one-time activity. "

AR

e Training. The claimant proposed the activity of training district staff on the procedures for
the collection and waiver of enrollment fees to be reimbursable. .In their comments, DOF
recommended modifications to the language to identify the.staff to be trained and specify that
the training be offered by the Chancellor’s Office. Staff accepted- DOF’s language. The
claimant responds in its comments submitted on January 4, 2006, that while the Chancellor’s
Office requires some employees to attend training, it does not train all of the staff that
implement the mandate, Therefore, if the training languge were restricted to directors and
managers, reimbutsement for all of the employees who impletment the maridate would not be
allowed, In addition, because the Chancellor’s Office cannot offer training to-all personnel,
restricting reimbursement for trairiing by the Chantellor’s Office would also result in the
community college districts not being reimbursed for trairiing all employées who itaplement

the mandaté, & TR T FORSEE T e S\

Staff finds that, considering the complexity of the program activities, training iswarranted for
both enrollment fee collection and waivers as a one-time activity per employee, and
therefore, is the most reasonable mjé{h@d to comply with the"‘fhancl__atq",7 o

Staff reviewed the Chancellor’s Office website, the ;Cdmmun}ty Col‘lég,eiB‘Qard of Governor's
Fee Waiver Program and Special Programs, 2000-2001 8 and 2005-2006 Program Manual’ on

SExhibitC. . | | .
7 California Code of Regulations, title 2, section 1183.12, subdivision (b)(2).. N
® Exhibit E.
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enrollment fee waiYers. The Chancellor’s office provides training twice a year to community
college staff on the enrollment fee and enrollment waiver programs. - The language in the
Chancellor’s manual requires new directors/managers/coordinators/officers in charge of day-to-
day operations to attend this training. The manual also encourages assistant directors and other
management, superv1sory or professional staff to attend this training. Lower level employees are
not trained. Staff: agrees with claimant that by limiting thé language in the paraméters and
guideliiies to that found in the Chancéllor’s manual, relmbursement for all employees who
implemeént the mandate would not be allowed.” -

Therefore, staff removed the restrictive language

For both the pollcres and procedures and training activities, the claimant proposed using the
phrase “and for the implementation of the mandate.” In comments dated February 13, 2004,
DOF rec}uested that this phrase be removed because it is unclear what this language would
include.'® Staff agreed that this language is vague, and deleted it accordingly.

Ongoing Act1v1t1e

 Enrollment Fee Collection. Thé claimant proposed sevéral activities that are typlcally
required for complying with the activity of calculating and collecting the student enrollment
fee. No comments were received objecting to most of these‘activities. Staff also found that
the activities appear to be reasonably necessary to comply with the mandate. Therefore staff
retained the activities as proposed by the claimant, except as rioted bélow:

o The claimant proposed reimbursement for provrdmg written notice to students of the
‘prevailiiig enrollment fee paymeént requireinents.” Staff finds that this activity is-
~ undefined, potentrally over broad, and there is nothing currently in the record to
- explain Why it is reasonably necessary to catry out the mandate Therefore staff .
deleted the act1v1ty :

o. Tn its proposed act1v1ty for calculatmg the total enrollment fee to be collected the

~ claimant includes processing credit card and other non-c¢ash payment tr; ‘sactlons as
1re1mbursable activities. Staff’ ﬁnds that the staff time for accep _'ng any’kmd of
payment is relmbursable However, the payment methods the commut 3¢
distric choose to accept is at their discretion and not a requirement in statute or

. regulatlons The cost of processmg credit card and other non-cash payment _

transactions is'a normal cost of doing business. Therefore, staff modified the
language to spec1fy that any bank or credit cards fees 1mposed on commumty college

districts for usmg credit cards are not reimbursable.

o The cla1mant also proposed that answermg student questlons or referrmg students to
the appropnate person for an answer is a reimbursable activity. DOF suggested
language limiting this activity to only fee collection and fee waivers issues to limit
reimbursément to the activities approved in-the Statement of Decision: Staff agreed

¢ <http://www.cccco.edu/divisions/ss/ﬁnancial_assist/attachments/bogfw_manual__O506.doc> as
of January 13, 2006. This language in the 2005-2006 fee waiver manual is the same as in the
2001-2002 fee waiver manual already in the record for the Statement of Decision. .

10 pehibit D.

6 Enrollment Fee-CoIIecllon and Waivers
Ps&Gs 99-TC-13 Drafi Stqff Analysis




with DOF and listed this- “question answering’ activity separately under both the -
Enrollment Fee Collection and Enrollment Fee Waiver sections.

Moreover, the claimant’s proposal included language ‘describing offsetfing shvings. Staff
deleted this language from the reimbursable activities:section and moved it to Section VII, -
Offsetting Savings and Reimbursements.

e Enrollment Fee Waiver. The clainfant’s proposal did not include the specific activity~

identified in the Staterent of Decision regarding adepting procedures that document all
financial assistance provided on behalf of students. Therefore, staff inserted this activity.
As a sepatate, activity, the claimant proposed reimbursement for recording arid maintaining
records that document all of the financial assistance provided to students for the payment of
waiver of enrollment fees in order to enable an independent determination of the district’s
certification of the need for financial assistance. DOF recommended deleting this activity,
stating that record retention is an ineligible activity as a result of the claimant’s request to.

withdraw the Board of Governor s Fee Waiver Program and Special-Programs, 2000-2001. .
Program Manugl at the March 27, 2003 hearing on this test claim, .. o
Staff notes that althoughi'the claimant withdrew thismanuial, fecord retention is included in -
the regulations that were approved by the Commission as part of the mandated program
California Code,of Regulations, title 5, section 58630, subdivision (b), requires adoption of
procedures to document all financial assistance provided o behalf of students, including .
rules for retention of support documentation that will enable an independent determination .
regarding accuracy of the district’s certification or need for financial assistance, Staff
reviewed the Final Statement-of Reasons from the regulation package submitted to, Office of
Administrative Law by the Chancellor’s Office for section 58630."" Staff finds that,in
addition to adopting procedures to document all financial assistance provided on behalf of
students, including rules for retention of supporting documents, the process of actually”
documenting the financialassistance and retaining supporting-documentation is.also- '
reimbursable. Therefore, staff did not delete this activity. Staff did, however, remove it as an
independent activity and integrated it into this section. |

Under the Enrollment Fee Waiver section, the claimant proposed several activities that are
typically required for complying with the activity of waiving student fees. No comments
were received objecting to most of these activities. Staff also found that the activities appear
to be reasonably necessary to comply with the mandate. Therefore, staff retained the
activities as proposed by the claimant, except as noted below:

o As with Enrollment Fee Collection above, the claimant proposed reimbursement for
providing written notice to students of the prevailing enrollment fee waiver
requirements and the forms required to apply for a waiver. As above, staff finds that
this activity is undefined, potentially over broad, and there is nothing currently in the
record to explain why it is reasonably necessary to carry out the mandate. Therefore,
staff deleted the activity.

o As explained above, staff added the “question answering” activity separately under
both the Enrollment Fee Collection and Enrollment Fee Waiver sections.

N T

I Bxhibit F.
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Moreover, the claimant’s -proposal included language describing offsetting savings. Staff
deleted this language from the reimibursable activities section and moved:it to Section VII,
Offsetting Savings and Reimbursements

Section V. Claim Preparatwn and Submission

At the public hearing on March 27 2003, the Commission directed staff to work on a uniformi
cost allowance for this program..:As of June 22, 2005, the claimant had not obtained data that
would allow for. the development, of a reasonable: relmbursement methodelogy and requested-the
Commission to proceed with actual costs for this program.'? Therefore, staff recommends that
the parameters and guidelines for this program ¢ be based on actual costs. Accordingly, staff
inserted language in thrs sectlon cons1stent with language in recently adopted pararneters and
gurdehnes

Section VII. 0ﬁ29ettmg Savmgs and Retmbursements

The claimant’s proposal’ mcluded language under Enrollment Fee Collectlon and Enrollment Fee
Waiver descrlbmg the offsetting sav1ngs for éachof the programs. DOF suggested modrﬁcatlons
to this language for clarification. To enstire an accurate explanation of the offsets, staff revised
the language to track the statute-and Statement of Decision and moved the language under this
section.- S e S : -

The clalmant stated in'its response to the draft staff analysis, that changes to the language were
necessary 0 clanfy that some of the offsets became éffective pnor to'July 5, 2000 and some
becarhe's effective after July 5,2000. Staff made these clanfymg changes The Chancellor’s
Office website 1ndlcates the existence of add1t10na1 budget augmentatrons that commumty
collége dlstncts ved for the enrollment waivet program Therefore staff added these
d1t10na1 offsettmg savmgs

Staff Recommendatlon .

¥

Staff recommends that the Comnusswn adopt the proposed parameters and guldehnes beglnmng
on ‘page 9. '

Staff also recommends that the Commission authorize staff to make any non—substantwe,
technical corrections to the pararneters and guldehnes followrng the hearmg

2 Exhibit G.
13 <http://www.cccco.edu/divisions/ss/financial _assist/attachments/bfap sfaa_form2.doc> as of
January 13, 2006.
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@LMW—S—PROPOSED PARAMETERS AND GU]])ELINES
AS MODIFED BY STAFE -~

Educatlon Code Sectlom 76300

Cahforma Code or Regulations, T1tle 5, GER; Sectiong 58501 - 58503:
58611- 58613, 58620, 58630
- Title5+-CCR-Section-58502

Title 5;-CCR-Seetion-58612
Fitle-5-COR-Seetion-58613
?H%eé—@@k—ﬁeetmaé%é%@
Title 5-CCRSeetion-58630

Statutes-of-1999;-Chapter72
CEM99-FCA3-E00-TE15 -

Em'ollmem‘ F‘fe Co//ectzon arzd Wazverv (99'TC 13 cmd 00 T(, 15)

Los Rios and Gleidale Community College Districts; Claimants - -~

I SUM]V.[ARY OF THE MANDATE

11%—51,&&%@4&1—999@@4519% laimant Los Rios Commumtv College. Dlsmct (LRCCD), submitted
the Enroliment Fee Collection test claim (99-TC-13).in June 2000 alleging a reimbursable state
mandate for community colleg@xstrmt‘; by.requiring specific new activities and costs related to
collectm;z enr ollment fees (,lalmdnt Glendctle, Commumtv Colleve leu 1(,1: ( CJCC D) submltied

mcmddto for commumw COHLQC dlstncls bv requiring spccn‘.’ ic new acuvmes (md cosLs 1ehtcd 10
granting fee WaIV()lb Board of (xovcmor § (BO(J) (J]"clﬂ.tb and fumnc,ml ﬂmstcmcc to studbntq In
August 2007 the Enrollment Fee Collecrzon and Lnro/lment Pee Wmver teqt danns were
comohddted

On April 24, 2003, the Commlssmn on State Mandates (C ommlsswn) adopted the Statement of
Decision for the Enrollment Fee Collection and Waivers program. The Comm]smon found that
the test claim legislation cons‘rltut(.s 4 New program or hu,her level of service and Imposes a
reimbursable state-mandated program on community college districts within the meaning of
article X1II B, section 6 of the California Constitution and ‘Governmeiit Code Section 17514.
Accordingly, the Commission approved. this test claim for the fo]lowinv reimb‘ursab]e activities:

s Csleulating ar y and collecting the ‘;tudent enrollment fee for each student enrolled except
 for nonresidents. and.except for special part-time students cited in section 76300,
subdivision (). (Ed..Code, § 76300, subds. (a) & (b); Cal. Code Regs., tit. 3,
§§ 58501, 58502 & 58503.)
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o Waiving studerit fees in accordance with'the grouns listed in Education Code. section
76300, subdivisions (g) and (h).

s Waiving fees for students who am)lv f01 dl‘ld are eligible for BOG fce walvers.
(Cal.Code Regs., tit. 5, §§.58612; 58613 & 58620.)

e __Reporting to the (_.ommu__l_uw Colleges Chancellor (CCC) the number of and amounts
provided for BOG fee waivers. (Cal. Code Regs., tit. 5. § 58611.)

e __Adopting procedures that will document all financial assistance provided on behalf
of students pursuant to chapter 9 of title 5 of the California Code of Regulations; and
including in the procedures the rules for retention of support documentation which
will enable an independent defermination regarding accuracy of the district’s
certification of need for ﬁncmual asistance. (Cal. Code Regs., tit. 5, § 58630,
subd. (b).)

The Commission found that all other test claim statiltes ahd regulations not cited above do not
impose reimbursable state-mandated activitiés within the meanmsz of article XIII B, section 6 and
Government Code section 17514.

II. ELIGIBLE CLAIMANTS

Any_g(—‘oxﬁmunity co‘llé’Qe’ di'strict‘:—whiéh that incu'r’é inci'eased cost‘é asa di're'ct result of this

. PERIOD OF REIMBURSEIVIENT

Per-Statemnent-of Decision-nnd -Gomnussion-boilerplate—Reimbursement-begins-Fuly-1998;
except-for-the-entollment-foe-waiver process; wh ieh-beginsduly-1999.Government Code -

section 17557 states that a test claim must be submitted on or before June 30 fol]owm;z a given
fiscal year to establish eligibility for reimburserient for that fiscal vear. The tést claim for -
Enrollment Fee Collection (99-TC-13) was filed in June 2000, and the test claim for Enrollment
Fee Waivers (00-TC-15) was filed in May 2001, Thus, costs incurred for compliance with -
Enrollment Fee Collection are reimbursable on or after July 171998, and costs incutred for
complignee with L‘m ollment Fee Waivers dre reimbursable on or aﬂer July 1, 1999,

‘ Actual costq f01 om ﬁscal year shall be mc,ludc.d in each claim, Estimated costs for the
subsequent year imay be included on the same claxm if am)hc'lble Pmsuant to Govemment
Code section 17561, subdivision (d)(1)(A), all claims for reimbursement of initial fiscal year
costs shall be submitted to the State Controller within 120 davs of the issuance claie for the

claiming instructions,

If the total costs for a given year do not cxceed $1.000, no relmbu] sement shall be allowed,
except as othu Wlse aIlowed bv Govemment Codc section ]’7564

Iv. REIMBURSABLE ACTIVITIES

Tobe ehuble for mandatéd cost reimburseimert for any fiséal 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
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| event or.activity in question. Source douumente may include, but are not limited to, employee
time records of time logs, sipn-in sheets, invoices, and receipts.

Bvidence corroborating the source documents may include, but is not limited to, worksheets, cost
allocation reports (systein generated), purchase orders, contracts, agendas, and declarations.
Declarations must include a certification or declaration stating; “I certify (or declare) under _
penalty of perjury under the laws of the State of California that the foregomg. is true and correct,”
and must ﬁmhcr comnlv with, the req uuemcnts of C‘ode of Cm) Procedure section 2015.5.
Evidence corroborating the source dociiments may mclude data lclcvant to the reimbursable
activities otherwise in compliance with local, state. and federal government requirements,
Howevet. corroborating documents cannot be substituted for sonrce documents.

The clalmant is only fﬂlowed Lo clmm and be reimbur sed for i 111c1 e'lsed costs for reimbursable
activities identified bclow [ricreased cost is lnm‘rcd to the cost of dll activity that the claimant is
reguired to incyr as a result of the mandate,

For each eligible claimant, the followmg activities are eligible-for-reimbursableement:

A. Enrollment Fee Collection (Reimbursement Period begins July 1, 1998

1. One-Time Avcitivies

1.a.  Policies and Procedures

Prepare and-update-as-necessary-district policies and procedures for the collection
of enrollment fees and-the-determination-ofwhich-students-are-eligiblefor-waiver
ef—ﬂae%hmkfee—aﬂ&%eﬁhe&mplemeﬂatm&%eﬁmﬂdﬂe

2:b.  Staff Training ( One-time per employee)

Training district staff that implement the program on the procedures for the

collection of enrollment fees and-determination-ofwhichstudents-are-eligible-for
w&were%ﬂa&emeﬂmea%ﬁe—&nd—fe%eﬁma&e&eﬁheﬂmam

2. Qn—Gomg Activities

each student erirolled, except for nonresidents, and except fc t for spe01a1 part-time
students cited in section 76300, subdivision: ( f). (Ed. Code, §76300. subds. (a) &
(b): Cal. Code Regs., tit. 5, §8 58501, 58502 & 58503)-05:C-76001). The
Process-my- bo-different for-each-distrist-but-typieallyThis -includes:

a. Caleulating and The-entive-process-of collecting the student enrollment fee _for

A-Providing-written-notice-to-students-of the-prevailing-enroment-fee-paymont
requirernents:

£, Referencmg student accounts and records to determine course workload,
status of payments, and ehg1b111ty for fee waiver. Prmtmg a list of enrolled
courses. _

Sii.  Calculating the total enrollment fee to be collected. Identifying method of
payment. Collecting cash and making change as necessary. Processing
credit card and other non-cash payment transactions:(however, any fees that
may be charged to a community college district by a credit card company or
bank are not reimbursable). Preparing a receipt for payment received.
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| - Hiii. Answering student’s questions r'efzarding'emolhnen.t fee collection or
referring them to the appropriate person for an answer.

I Div. __Updating written and computer records for the enrollment fee information
and providing a copy to the student. Copying and filing enrollment fee
documentation. -

| Bv. _ Collecting delinquent enrollment fees, including written or telephonic
' collection notices to students, turning accounts over to collectlon agencies,
or $mall claims court action.

_ ]  &wvi,__For students who establish fee waiver eligibility after the enrollment fee has
been collected, providing a refund or enrollment fees paid and updating
student and district records as required. (Refund process for change in
program is not reimbursable).

%awmﬁhﬁeanpeﬂaﬂ%&bjeﬂ%ea&%ﬁmﬁm%eweﬁpeﬁhﬂe%awﬂm&&ﬁeﬁ
wilved-as-a- e&edﬁeﬂeak&ed—bﬁhﬂ%%ha&wﬂm—%eﬂﬁﬁh&eﬁen&ﬂ%m&me
eontinnes-to-be-received-by-the-distriet-from-the-state:

B. Enrollment Fee WalvereBQ@—et—&H Bepinningtuly1999) (Reimbur: semmr Period begins
July 1, 1999):

1. One-Time Activities)

a. Policies and Procedures

Prepare district policies and procedures for determining which students are
eligible for waiver of the enrollment fees.

b. Staff Training (One-time per emp]bvee)

T ammfz district staff that nnnlemont the program on the 1310cedures for
determining Wh]bh students are eligible for waiver of the enroliment fee.

2. Ongoing Activities

. Adommuarocc,duree that will document d“ financial assistance provided on

' behalf of students musuant to chamex 9 of title 5 of the Cahfomm( ode of -
chula‘aonx and mcludmg in the pr ocedures the rules for 1ete11t10n of support
documentatlon that will enable an mdependent determination regarding accuracy
of the district’s certification of need for ﬁnam.ml agsistance. (Cal. Code Regs., tit.
5.8 586"&0, subd. (b).)

Recording and maintaining records that document all of the financial assistance
provided to students for the waiver of enrollment fees in a manner that will enable

- ah independent determination of the district’s certification of the need for
financial assistance. (Cal. Code Regs., tit. 5. § 58630, subd. (b).)

b, Waiving student fees in accordance with groups listed in Fhe-entive-procoss-of
determining-elipibility-for-enrollment-foe-waivers-as-provided-for by Education
Code section 76300,-¢subdivisiong (g)-and (h).-isi-k-andd). Waiving fees for
students who: apply for and are eligible for BOG fee waivers (Cal. Code Regs., tit.
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588 58612, 58613 & 58620). %e-preees&ma{yhbe—d%rem—fm—ea%ﬁme{—b&t
typteallyThis includes:

sProviding-writien-neticeto-students eHhepfeva}hﬂg-eme’:hﬂeﬂt—fee—w&wef
1eqwremenes-aﬁd-the-fermq-requmé—to—appl%fer—a-wmver—

Ei. _Answering student’s questions regarding enrollment fee waivers or
- referring them to the appropiidte person for an answer.

e

g, - Receiving of waiver apphcatlons from students by mall, fax, computer
online access, or in person, or in the form of eligibility information
processed by the financial aid office.

fii. __ Evaluating each application and verification documents (dependency
‘ status, household size and income, SSI and TANF/CalWorks, etc.) for
compliance with eligibility standards utilizing information provided by the .
student, from the student financial aid records (e.g.,-Free Application for
Federal Student Aid (FAFSA)), and other records

Lliv. . Inthe case of an‘incomplete application or incomplete documentation,
" notify the student of the additional required information and how to obtain
that information. Hold student application and documentation in suspense
file until all information is received.

£v. __ Inthe case of an approved apphcatlon copy all documentation and file the
- information for further review or audit. Entenng the approved application
mformatlon into district records and /or notifying other personnel
performmg other parts of the process (e.g., cashier’s ofﬁce) Prov1d1ng the
~ student with proof of eligibility or an award letter, and file paper -
documents in the annual file.

£hvi. _ Inthe case of a denied app11cat1on reviewing and evaluating additional
1information and documenitation provided by the student svhen-if the denial
is appealed by the student. Provide written notification to the student of
the results of the appeal or any change in eligibility status.

pet eent»ef the-total —enml 53t eﬁt—ﬁ-aeq eoH eeted pFiel—{G-F Y—l—999QQOG"alad—Lhefeaﬂerm&QLlu pet
cmdﬂ_umt—a;@e«m alhnerm—h,&w&wed-bm—enly{e &he@ete-nt that-this-revenye-continues-to-be

S—Reeefd—Retenneﬁ

Reeerdmg—cmd—mrm%aﬂ&ng—reeerdswhwbdeeumeﬁwl}eﬁh%—ﬁﬂ&nemmwﬁeeﬁ rovidedto
s@udems—ﬁer—rhe—pa{yment—ef—wmwi—e{lemellmeai—fees—m—a maﬂner—whieh—'ml}—enablerﬂn

&

-----

3— State-Reporting

: Réporting to the CCC the number of and amounts provided for BOG fee waivers.
( Cal, ( odc Rege ut 5 § 586 l L. )Pwpﬁm}g—aﬁd—mbmﬂ%mg»—fmaneml— ond-monagement

regarding
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V. CLAIM PREPARATION AND SUBMISSION

Commmission-beiler plate-tor-the rest-of the-decument—Claimant-will-s respone-to-eurrent
beilerplate-when-it-is-drafled-inte-the-decument-by-the-Commission-statl

‘Each of the following cost elements must be identified for each 1e1mbursabk activity identified
in Section IV, Reimbursable Activities, of this document. Each claimed reimbursable cost must
be supported by source docunientation ag described in Section. 1\/ Addmondll\c each
reimbursement clain must be filed in a timely nianner.

A. Direct C‘ust Reportmg

Direct costs ar e those costs incurred specifically f or Lhc reim hur&ab]c activities.. The following
direct (,osis are eha,lble for 1 cunbm sement,

1._Salaries and Benefits

Report each employee implémenting the réimbursable activities by name. job
clagsification, 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

‘ Repon the cost of 1m11um]s 'md supphes ﬂmt the bccn consumed or eﬂcpcndcd fm ﬂJc

y.tﬁc cldlmant Sum)he%
apm <>prmte and recognized

aftei’ deducting discounts, rebatés, and allowa ci'v
that are Wlt 1drawn from mvcntorv 911411 be chm ged on
method of costing, consisténtly anplled '

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 ¢laim. If-the contractor bills for time and
materials, report the number.of howrs spent on the activities- md all costs charged, If the
contract is a fixed DllCC report the ddteq whcn services were performed and itemize all
costs for those § servu.cs

4 Fixed Agssets. zmd Eauipment

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 thian the rclmbul sable activities, only the pro-r ata ot UOD of the nurchcxse
ptice used 10 u‘rmlcmcnt the reimbirsable, activities can be clfumed

. Travel

Report the name of the employee traveling for the purpose of the rumbumdb}c activities.
[nclude the date of b ave] de,stmatlon pmnt thc specific reimbursable activity requiring
travel, and 1c1'ued travel expcuseq reimbiiised to the emp]ovee in comphance with the
riles of the local lurmchcuon Report emr)lovee travel time awordmg to the rules of cost
element A1, Salaries and Benefits, for'each applicable retmbuigable activity:
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Report the cost of training an employee to perform the reimbursable activities, as
specified in Section. TV 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 puipose (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 1ennbursable activity according to the rules of -
cost element Al Salaries and Benefits, and A.2, Materials and Supplies. Report the cost
of consultants who conduct the training according to the mles of cost element
A3, Contmctcd Services,

B. Indirect Cost Rates

Indirect costs are costs that have been incurred for common ot 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 achlevcd After direct costs have been
determined and assiened to other activities, as appropriate, indirect costs are those remaining to
be allocated t6 benefited cost objectives. A cost may not be allocated ag an indirect cost if any
other cost iricurred for the same purpose, in like circumstances, has been claimed asa direct cost,

- Indirect costs include: (a) the indirect costs originating in each department or a ;zencv of the
covernmental unit carrving out state mandated programs, and (b) the costs of central
governmental services distributed through the central service cost allocation plan and not.
otherwise treated ag direct coqts ,

Comrmuriity colleges have the option of using: (1) a federally approved rate, utilizing the cost
aceounting principles from the Office of Management and Budget. Cu*cular A-21, "Cost
Principles of Bducational Institutions"; (2) the rate calculated on State Controller's Form
FAM-29C: or (3)a 7% indirect cost rate,

VI, RECORD RETENTION

Purguant to Government Code section 17558.5, subdivision (a), a reimbursement claim for actual
costs filed by a local agency ot 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 reitnbursement
claim is filed or last amended, whichever is later: However,if no funds are appropriated orno
payment is made to a claimant for the program for the fiscal year for which the claim is filed, the
time for the C ontmllcr to lmha te an duch’r shall comtnence to run f‘rom the date of initial payment
of the claim, In any case, an audit s]n]l be comp]eted nat later than two yeats after the date that
the audit is commem,ed A.l] docu.mcnts u‘;ed 10 sunport the re1mbur%able activities, as described
in Section IV, niust be rctamccl durm;z the pmod .sulnec.t to audlt If an aud1t has bcen initiated
by the Controller diiring the period subject to aucht the Fetention t)erlod is extended unti] the

: H]ll]l]dte résoliution of any audit findings.

| '_Thjs refers to Title 2, division 4, part 7, chapter 4 of the Government Code..
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VIL__QFF SETTING SAVINGS AND REIMBURSEMENTS

Any offsetting savings the claimant experiences in the same program as a result.of the same
statutes or executive orders found to contain the mandate shall be deducted from the costs
claimed. In addition, reimbursement for this mandate from anv source, including but not limited
to, services fees collected, federal funds, and other state funds, shall be identified and deducted
from this claim.

Enrollment Fee Collection Prograin:

The costs of the Enroliment Fee Collection program are subject to an offset of two percent (2%)
of the revenue from enrollment fees (Ed. Code, § 76000, subd. ().

.1-3nr0]llm_ent Fee Waiver Progran

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

The-cost-ofthis-cornponentis-subject-te-an-offset-of t\Ve-p@reeﬁ&ef the-total-ensollment-fees
Weﬁﬁ—%ﬁ&%ﬁ%ﬁe@%&&ﬁ%@ﬂkﬂm—%mmwﬁ%w%hmw
continuesto-be-réceived-by-the-distict-from-the-state;

%w%eﬁhﬁmwmﬂ%ﬁm&bjwwwﬁ&@wﬂ%m%ﬁw&mﬁm
per %xmmmﬂemeﬂme&%ﬂeew&pﬂem%wmg—mﬁhﬁwﬁw%kﬁﬁ
eredit-unit-of- enrollement-fee

July 1. 1999 to July 4, 2000;

_ . 2 - Ty L .
¢ For low income students” or recipients of public assnstanc-ef or depe;n(ients or surviving
spouses of National Guard soldiers killed in the line of duty.* as defined:

o__an offset identified.in Education Code section 76300, subdivision (m), that
requires the Cotmunity College Board of Governors, from funds in the annual
budget act, to allocate to. comimunity colleges two percent (2%).of the fees
waived, under subdivisions (g) [low income students, as defined, or specified
recipients of public assistance] and (h) [dependents or surviving spouses of

* “I Alny student who demonstrates eligibilitv according to income standards established by the
board of gevernors and contained in Section 58260 of Title:5 of the California Code.of -
Reenlations.” (Ed. Code. § 76300, subd. (g)(2).) -

3 “[A]JW student who, at the time of enrollment, is a recipient of beneﬁt‘; under the Temiporary
Assistance to Needy l“ﬁmlheq program, the Supplemental Secunty Income/ State Supplementary
Program, or a general assistance program or has demonstrated ﬁuanwd need in accordance with
the methodolooy set forth in federal law or 1egulat10n for clfstermmmcr the expected family
contribution of students secking ﬁmncml aid.” (Bd. Code, § 76300; subd (e)1).)

T <[Alny student who, at the time of enrollment is a de'pendent, or surviving spouse who has not
remarried, of any member of the California National Guard who, in the line of duty and while in
the active service of the state, was killed, died of a disability resulting from an event that
occurred while in the active service of the state, or is permanently disabled as a result of an event
that occurred while in the active service of the state. “Active service of the state,” for the
purposes of this subdivision, refers to a member of the California National Guard activated
pursuant to Section 146 of the Military and Veterans Code.” (Ed. Code, § 76300, subd. (h).)
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California National Guard soldiers killed in the liné of duty, as definéd] of section
76300: and

o Fordetermination of’ fmancml need and dehvery of studcnt ﬁnancxal aid services, on the
basis of the number of low income students (as defined) or recipients of public assistance
(as defined), o dependents or surviving spouses of National Guard soldiers killed in the
line of duty, for whom fees are waived: o '

o__from funds provided in the annual State Budget Act, the board of governors shall
alloc¢ate to community college districts, pursuant to this subdivision, an amount
equal to seven percent (7%) of the feg waivers provided putsuant to subdivisions
(g) [low income students, as defined, or specified recipients of public assistance]
and (k) [dependents or surviving spouseq of California National Guard solchers
killed in the line of dutv, as deﬁncdl

Beginning July 5. 2000:

e Forlow inLonﬁe students (as defified, orfecipients of public assistance (as defined) or
dependents or surviving spouses of Nauonal Guard soldiérs k111ed in the lihe of duty, f or
whom feeq are waived (as dcﬁned) ‘

__an offset identified in Education Code section 76300, sub(hwsmn (m), that reguires
the (‘ommumtv ¢ o]leu, Board of Govu'nors‘ ﬁom funds in the annual budget act, to
allocate to wmmumw colleges two percent (2%) of the fees wa1vecl under
subdivisions (g) [low incorie students, as dc,ﬁned or specified recipients of public
assistance] and (h) [dependents of California Na‘uonal Guard soldiers killed in the line
of . duw as defi nedl of section. 763 00;

¢ For determination of financial neéd and delivery of student ﬁnancml a1cl services, on the
basis of the number of low income students (as defined) or recipieits of public assistance
(as defined) for whom fees are waived

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

o Anv budeet angmentation received under the Board Financial Assistance Program
Administrative Allowance. or any other state budget augmentation reccwed for
administering the fee waiver prograim,

' These waiver provisions were subseguently expanded to waive fees for children of law
enforcement personnel or firefiohters killed in the line of duty (Ed. Code, § 76300, subd. (i), or
dependents of victims of the September 11, 2001 terrorist attacks (Ed. Code, § 76300, subd. (i),
but these parameters and euidelines do not include those waiver recipients because they were
added by Statutes 2002, chapter 450 and are outside the scope of the Statement of Decision.
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VI, STATE CONTROLLER’S CLAIMING INSTRUCTIONS

Pursuant to Government Code section 17558, subdivision (b), the Controller shall issue claiming
mstructions 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 distriets 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
Commigsion,

Pursuant to Government: Code section 175()1 .subdivision (d)(1 ), issuance 01 the c,lcummg
instructions shall constitute a notice of the right of the local agencies and school districts to file
Lclmbursemc,nt claims, based upon parameters and s.rulde]meq adopted by the Commission,

IX. REMEDIES BEFORE THE COMMI@SION

Upon request of a local agency or school distri lCT the Commission shall rwu,w the cl«unnmr
instructions issued by the State Controller or any other authorized state agency for

reimbursement of mandated costs pursuant to Government Code secti on 17571. Ifthe
Commission determines that the, clmmm; y instructions do not conform to the mrameters 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
ag 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 Régulations, title 2, section 1183.2.
X. . LEGAL AND FACTUAL BASIS FOR THE PARAMETERS AND GUIDELINES
The Staterient 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 ddmuuthauve record for the test claim. The admunstratlvc record, including the Statement
of Dec,mon 1s.01 ﬁle with the Commmlon
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