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FOREWORD

This manual is issued to assist claimants in preparing mandated cost claims for submission to
the State Controller’'s Office. The information contained in this manual is based on the State of
California’s statutes, regulations, and the parameters and guidelines (Ps & Gs) adopted by the
Commission on State Mandates. As each mandate is unique, it is imperative that claimants refer
to the claiming instructions and Ps & Gs of each program for updated data on established
policies, procedures, eligible reimbursable activities, and revised forms.

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the following address:

State Controller’s Office

Attn: Local Reimbursements Section
Division of Accounting and Reporting
P.O. Box 942850

Sacramento, CA 94250

Prepared by the State Controller’s Office
Revised July 1, 2016
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APPROPRIATIONS INFORMATION

1. Appropriations for Payment of Mandate Claims for the 2014-15 Fiscal Year
Source of State Mandated Cost Appropriations — Budget Act of 2016 (Ch. 23/16)
Item 6100-295-0001

Program
Number

272

305
172

258

268
153
148
253
230

48
183
251
286

309
313
244
278
250
269
209

11

261
173
155
337
335
346
276

32
166
228

Chapter/
Statute(s)

36/77

3/99
98/94

100/81

135/99
161/93
172/86

30/98
325/78
498/83
588/97
594/98
603/94

640/87
736/97
100/81
781/92
818/91
893/00
917/87

961/75

1208/76

975/95
1423/84
1058/02
1073/85
1117/82
1117/89

1176/77
1184/75
1192/80

Schedule
Number

1)

)
(4)

®)

(6)
()
(8)
9)
(10)
(12)
(13)
(14)
(15)

(16)
(18)
(19)
(20)
(21)
(22)
(23)

(24)

(25)
(26)
(27)
(28)
(29)
(30)
(31)

(32)
(33)
(34)

Amount
Appropriated

Program Name $47,000
Annual Parent Natification / Schoolsite Discipline
Rules / Alternative Schools 1,000
Academic Performance Index 1,000
Caregiver Affidavits to Establish Residence for
School Attendance 1,000
School District Fiscal Accountability Reporting and
Employee Benefits Disclosure (Consolidation) 1,000
High School Exit Examination 1,000
Intradistrict Attendance 1,000
Interdistrict Attendance Permits 1,000
Differential Pay and Reemployment 1,000
Immunization Records-Hepatitis B 1,000
Notification of Truancy 1,000
Criminal Background Checks | 1,000
Criminal Background Checks Il 1,000
California State Teachers’ Retirement System
Service Credit 1,000
Child Abuse and Neglect Reporting 1,000
Comprehensive School Safety Plans | and Il 1,000
Pupil Promotion and Retention 1,000
Charter Schools I, 11, and llI 1,000
AIDS Instruction and AIDS Prevention Instruction 1,000
Agency Fee Arrangements 1,000
County Office of Education Fiscal Accountability
Reporting 1,000
Collective Bargaining and Collective Bargaining
Agreement Disclosure 1,000
Pupil Health Screenings 1,000
Physical Performance Tests 1,000
Juvenile Court Notices Il 1,000
Charter Schools IV 1,000
Public Contracts 1,000
Uniform Complaint Procedures 1,000
Consolidation of Law Enforcement Agency
Notifications (LEAN) and Missing Children Reports
(MCR) 1,000
Immunization Records 1,000
Habitual Truants 1,000
School District Reorganization 1,000
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1. Appropriations for Payment of Mandate Claims for the 2014-15 Fiscal Year (Continued)

Source of State Mandated Cost Appropriations — Budget Act of 2016 (Ch. 23/16)

Item 6100-295-0001

Program
Number

304
162

91
292

171
192
260
280
297
308
351
350
333
330

357
362

Chapter/
Statute(s)

1249/78
1249/92
1253/75
1306/89

912/97
36/77
498/83
498/83
498/83
593/89
900/04
1400/90
955/77

972/95,
974/95

434/10

2/09,
3/09

Schedule
Number

(35)
(36)
(37)
(38)

(39)
(40)
(41)
(42)
(43)
(44)
(45)
(46)
(47)
(48)

(49)
(50)

Program Name

Prevailing Wage Rate
Threats Against Peace Officers

Expulsion of Pupils: Transcript Cost for Appeals

Consolidation of Notification to Teachers: Pupils
Subject to Suspension or Expulsion | and II, and

Pupil Discipline Records

School Accountability Report Cards
Financial and Compliance Audits

The Stull Act

Pupil Safety Notices

Graduation Requirements

Student Records

Williams Case Implementation I, Il, and IlI
Parental Involvement Programs
Developer Fees

Consolidated Suspensions, Expulsions, and
Expulsion Appeals

Immunization Records-Pertussis
Race to the Top

2. Reimbursable State Mandated Cost Programs for the 2015-16 Fiscal Year

Program
Number

3051
269!
250!
2721

369
2861
1721
278t
337t
309¢
11t
313t

Chapter/
Statute(s)

3/99
893/00
818/91
448/75

489/113
603/94
98/94
781/92
1058/02
640/87
961/75
736/97

Program Name

Academic Performance Index
Agency Fee Arrangements
AIDS Instruction and AIDS Prevention Instruction

Annual Parent Notification / Schoolsite Discipline Rules / Alternative Schools
(Consolidation)

California Assessment of Student Performance and Progress (CAASPP)
California State Teachers’ Retirement System (CalSTRS) Service Credit
Caregiver Affidavits to Establish Residence for School Attendance

Charter Schools, Charter Schools I, and Charter Schools |

Charter Schools IV

Child Abuse and Neglect Reporting
Collective Bargaining and Collective Bargaining Agreement Disclosure
Comprehensive School Safety Plans | and I

Amount
Appropriated

$47,000

1,000
1,000
1,000

1,000
1,000
1,000
1,000
1,000
1,000
1,000
1,000
1,000
1,000

1,000
1,000
1,000

1 Pursuant to Ch. 13/15 (AB 104), block grant funding has been provided for these programs. School Districts and County Offices of Education
that have elected to receive block grant funding will not be able to file claims with the State Controller's Office for the identified programs for
fiscal year 2015-16.

Revised 07/16
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2. Reimbursable State Mandated Cost Programs for the 2015-16 Fiscal Year (Continued)

Program
Number

330!

209!
183!
2511
333t
2531

911!
1921
2971
1661
268!

321
368!

357¢
1481
1531
155
2761

481
2921

350!
173t
3041
335!
261*
2441
280
362!
171t
2581

2281
308!
252
260!
162!
367

Chapter/
Statute(s)

972/95,
974/95

917/87
588/97
594/98
955/77
30/98
1253/75
36/77
498/83
1184/75
1/99x
1176/77
325/78

434/10
172/86
161/93
1423/84
1117/89

498/83
1306/89

1400/90
975/95
1249/78
1073/85
1208/76
100/81
498/83
Title 5
1463/89
100/81

1192/80
593/89
331/98
498/83

1249/92
797/14

Program Name
Consolidated Suspensions, Expulsions, and Expulsion Appeals

County Office of Education Fiscal Accountability Reporting
Criminal Background Checks |

Criminal Background Checks Il

Developer Fees

Differential Pay and Reemployment

Expulsion of Pupils: Transcript Cost for Appeals (SMAS)
Financial and Compliance Audits

Graduation Requirements

Habitual Truants

High School Exit Examination

Immunization Records (SMAS)

Immunization Records — Mumps, Rubella, and Hepatitis B (formerly known
as Immunization Records — Hepatitis B, Program 230)

Immunization Records — Pertussis
Interdistrict Attendance Permits
Intradistrict Attendance

Juvenile Court Notices Il

Law Enforcement Agency Notifications (LEAN) and Missing Children
Reports (MCR) (Consolidation)

Notification of Truancy

Notification to Teachers: Pupils Subject to Suspension or Expulsion and
Pupil Discipline Records, Notification to Teachers: Pupils Subject to
Suspension or Expulsion Il (Consolidation)

Parental Involvement Programs
Physical Performance Tests
Prevailing Wage Rate

Public Contracts (K-14)

Pupil Health Screenings

Pupil Promotion and Retention
Pupil Safety Notices

Race to the Top

School Accountability Report Cards

School District Fiscal Accountability Reporting and Employee Benefits
Disclosure (Consolidation)

School District Reorganization

Student Records

Teacher Incentive Program

The Stull Act

Threats Against Peace Officers

Training for School Employee Mandated Reporters

! Pursuant to Ch. 13/15 (AB 104), block grant funding has been provided for these programs. School Districts and County Offices of Education
that have elected to receive block grant funding will not be able to file claims with the State Controller's Office for the identified programs for
fiscal year 2015-16.

Revised 07/16
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2. Reimbursable State Mandated Cost Programs for the 2015-16 Fiscal Year (Continued)

Program Chapter/ Program Name
Number Statute(s)

3461 1117/82 Uniform Complaint Procedures (K-12)
3511t 900/04  Williams Case Implementation I, II, and llI

3. Programs in the State Mandates Apportionment System (SMAS)

Program  Chapter/ Program Name
Number Statute(s)

91 1253/75 Expulsion of Pupils: Transcript Cost for Appeals
32 1176/77 Immunization Records

4. Suspended Mandates for the 2015-16 Fiscal Year
The following programs were identified in the Budget Act of 2015 (Ch. 10, 11/15) as suspended:
Item 6100-403

Program Chapter/ Schedule

Number Statute(s) Number Program Name

57 1107/84 Q) Removal of Chemicals

58 1347/80 (2) Scoliosis Screening
182 309/95 3) Pupil Residency Verification and Appeals
184 624/92 (4) School Bus Safety | and Il
195 640/97 (5) Physical Education Reports
198 1120/96 (6) Health Benefits for Survivors of Peace Officers and Firefighters
194 126/93 (7 Law Enforcement Sexual Harassment Training
206 784/85 (8) County Treasury Withdrawals
226 1170/96 9) Grand Jury Proceedings
170 77178 (120) Absentee Ballots

6 391/88 (112) Brendon Maguire Act

319 486/75 (12) Mandate Reimbursement Process | and Il

5. Suspended Mandates for the 2016-17 Fiscal Year
The following programs have been identified in the Budget Act of 2016 (Ch. 23/16) as suspended:
Item 6100-403

Program Chapter/ Schedule

Number Statute(s) @ Number Program Name

57 1107/84 Q) Removal of Chemicals
58 1347/80 (2) Scoliosis Screening
182 309/95 3) Pupil Residency Verification and Appeals
184 624/92 (4) School Bus Safety | and Il
195 640/97 (5) Physical Education Reports
198 1120/96 (6) Health Benefits for Survivors of Peace Officers and Firefighters
194 126/93 @) Law Enforcement Sexual Harassment Training
206 784/85 (8) County Treasury Withdrawals
226 1170/96 (9) Grand Jury Proceedings

Revised 07/16 Section 1, Appropriations Information, Page 4
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5. Suspended Mandates for the 2016-17 Fiscal Year (Continued)

Program Chapter/ Schedule

Number  Statute(s) Number Program Name

194 126/93 (7 Law Enforcement Sexual Harassment Training
206 784/85 (8) County Treasury Withdrawals
226 1170/96 (9) Grand Jury Proceedings
170 77178 (20) Absentee Ballots
6 391/88 (11) Brendon Maguire Act
319 486/75 (12) Mandate Reimbursement Process | and Il

6. Programs Set Aside by the Commission on State Mandates
(For programs set aside, claims will not be accepted by the SCO for the 2015-16 fiscal year)

Program  Chapter/

Number  Statute(s) Program Name

1791 778/96  American Government Course Document Requirements
1692 783/95 Investment Reports

1863 465/76 Peace Officers Procedural Bill of Rights

1994 1138/93  School Site Councils and Brown Act Reform

The following programs have been set aside by the Commission on State Mandates pursuant to Ch.
895/04, effective 1/1/2005, and Ch. 72/05, effective 7/19/2005:

Program  Chapter/

Number  Statute(s) Program Name

151 965/77 Pupil Classroom Suspension: Counseling

154 1284/88 Pupil Suspensions: Parent Classroom Visits

190 759/92 School Crimes Reporting I

109 1607/84 School Crimes Statistics Reporting and Validation

7. Programs that are Eliminated, Optional, Repealed, or Consolidated

(For eliminated, optional, repealed, or consolidated programs, claims will not be accepted by the SCO for
the 2015-16 fiscal year.)

Program  Chapter/

Number  Statute(s) Program Name

425 486/75 Mandate Reimbursement Process
1496 172/86 Interdistrict Transfer Requests: Parent’s Employment
1657 668/78  Pupil Exclusions

1 This program was set aside effective 1/1/2005. Ch. 895/04 repealed the test claim statute (Education Code section 51230).

2 This program was set aside effective 9/29/2004, pursuant to Ch. 889/04 (AB 2853).

% On 7/31/2009, the Commission on State Mandates set aside this program for schools and community colleges pursuant to the Judgment and
Writ issued on 5/8/2009, by the Sacramento County Superior Court.

4 This program has been set aside by the Commission on State Mandates beginning fiscal year 2003-04, pursuant to the opinion of the California
Supreme Court in Department of Finance vs. Commission on State Mandates.

® This program ended on 6/30/2011. For fiscal year 2011-12 claims and subsequent fiscal years, use Program 319.

® This program was repealed pursuant to Ch. 33/07, effective 1/1/2013.

" This program was repealed pursuant to Ch. 895/04 and Ch. 677/05, effective 1/1/2005 and 10/7/2005, respectively.
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7. Programs that are Eliminated, Optional, Repealed, or Consolidated (Continued)

Program  Chapter/

Number  Statute(s) Program Name

3291 972/95, Pupil Expulsions Il, Suspension Il, and Educational Services Plan for
974/95 Expelled Pupils

1764 1253/75 Pupil Suspension, Expulsions, and Expulsion Appeals

1562 160/93 School District of Choice: Transfers and Appeals

3523 Title5  Teacher Credentialing

3544 463/92  California Public Records Act

2185 641/86 Open Meetings Act / Brown Act Reform

348, Title 5  Behavioral Intervention Plans

3496

! These programs were consolidated as of 6/30/2012. For fiscal year 2012-13 and subsequent fiscal years, use Program 330.

2 The activities for this program became optional pursuant to Ch. 1032/02 (AB 3005).

% The activities for this program became optional effective 12/31/2006.

4 This program ended effective 6/4/2014, pursuant to Proposition 42, which amended Section 3 of Article | and Section 6 of Article X111 B of the
California Constitution.

® This program ended effective 11/7/2012, pursuant to Proposition 30, which added Section 36, Article XIII to the California Constitution.

® This program ended effective 7/1/2013, pursuant to Ch. 48/13 (AB 86).

Revised 07/16 Section 1, Appropriations Information, Page 6
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FILING A CLAIM

1. Introduction

Government Code (GC) sections 17500 through 17617 provide for the reimbursement of costs
incurred by school districts (SDs) 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.

Reimbursement claims are defined as any claim filed with the State Controller's Office (SCO) for
reimbursement of costs incurred for which an appropriation is made for the purpose of paying the
claim. All claims received by the SCO will be reviewed to verify all actual costs claimed. An
adjustment of the claim will be made if the amount claimed is determined to be excessive,
improper, or unreasonable.

The Commission on State Mandates (CSM) adopted the Charter School Il Statement of Decision
on May 25, 2006, which stated that a charter school is voluntarily participating in the charter
program at issue and that a charter school is not an SD under GC section 17519 and therefore is
not eligible to claim reimbursement under GC section 17560. Accordingly, charter schools cannot
be reimbursed for their costs by filing a claim or through a third party’s claim such as an SD or
superintendent of schools.

SDs must use the California Department of Education (CDE) approved indirect cost rate for the
year in which funds are expended. As this information is readily available online, there is no need
for SDs to file supporting documentation for indirect costs with their claims. Additional information
regarding indirect cost rates can be found in Section 2, Filing a Claim, page 9, Indirect Costs.

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. Types of Claims

Claimants may file a claim for reimbursement of actual costs incurred in prior fiscal years for a
state-mandated program. The types of claims, as defined in GC section 17522, are as follows:

A. Initial Reimbursement Claim

A claim filed with the SCO for costs to be reimbursed for the fiscal years specified in the first
claiming instructions issued by the SCO pursuant to subdivision (b) of Section 17558.

B. Annual Reimbursement Claim

A claim filed with the SCO for actual costs incurred in a prior fiscal year for which
appropriations are made to the SCO for this purpose.

C. Entitlement Claims

A claim filed with the SCO for the purpose of establishing or adjusting a base year entitlement.
All entitlement claims are subject to GC section 17616.

3. Minimum Claim Amount
For initial claims and annual claims filed, if the total costs for a given year do not exceed $1,000, no

reimbursement will be allowed except as otherwise authorized by GC section 17564. Combined
claims may be filed only when the county superintendent of schools is the fiscal agent for the SD.

Revised 07/16 Section 2, Filing a Claim, Page 1
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The county superintendent of schools will determine if the submission of a combined claim is
economically feasible, and will be responsible for disbursing the funds to each SD. A combined
claim must show the individual claim costs for each eligible SD. All subsequent claims based upon
the same mandate must be filed in the combined form only unless an SD provides to the county
superintendent of schools and to the SCO, at least 180 days prior to the deadline for filing the
claim, a written notice of its intent to file a separate claim.

4. Filing Deadline for Claims
A. Initial Reimbursement Claims

Each SD, to which the mandate is applicable, shall submit claims for the costs of the initial
fiscal years to the SCO within 120 days of the issuance date of the claiming instructions,
pursuant to GC section 17561, subdivision (d)(1)(A). Any claim for initial reimbursement filed
after the filing deadline will be reduced by 10% of the amount that would have been allowed
had the claim been timely filed, with no limitation. The SCO may withhold payment of any late
claim for initial reimbursement until the next payment deadline for funded claims unless
sufficient funds are available to pay the claim after all timely filed claims have been paid.
Amended initial claims filed after the deadline will be reduced by 10% of the increased amount
of the initial costs, with no limitation. For the purpose of computing a late penalty, claims for all
initial fiscal years required to be filed on their initial filing date for a program, shall be
considered one claim. In no case may a reimbursement claim be paid if submitted more than
one year after the filing deadline specified in the SCO’s claiming instructions.

B. Annual Reimbursement Claims

Each SD must submit a claim to the SCO by February 15, unless otherwise specified in the
claiming instructions, following the fiscal year in which costs were incurred for the program.
Claims for fiscal year 2015-16 will be accepted without a late penalty if postmarked or delivered
on before the deadline. Claims filed after the deadline will be reduced by a late penalty of 10%,
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. In no case may a reimbursement claim be paid if
submitted more than one year after the filing deadline specified in the SCO’s claiming
instructions.

C. Entitlement Claims

When a mandated program has been included in the SMAS, the SCO will determine a base-
year entittlement amount for each SD that has submitted reimbursement claims (or entitlement
claims) for three consecutive fiscal years. An entitlement claim should not contain nonrecurring
or initial start-up costs. There is no statutory deadline for the filing of entittement claims.
However, these claims should be filed by February 15 following the third fiscal year used to
develop the entitlement claim, to permit an orderly processing of claims.

5. Payment of Claims

In order for the SCO to authorize the payment of a claim, the Certification of Claim, Form FAM-27,
must be properly filled out, signed in blue ink, and dated by the agency's authorized officer.
Pursuant to GC section 17561, subdivision (d), reimbursement claims are paid by October 15 or 60
days after the date the appropriation for the claim is effective, whichever is later. In the event the
amount appropriated by the Legislature is not sufficient 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. Notwithstanding any other law, if $1,000 or less is
appropriated for a program, the SCO shall determine the most effective allocation method.

A. Initial Reimbursement Claims

When paying a timely filed claim for initial reimbursement, the SCO shall withhold 20% of the
amount of the claim until the claim is audited to verify the actual amount of the mandated costs.

Revised 07/16 Section 2, Filing a Claim, Page 2
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The payment of an initial reimbursement claim by the SCO shall include accrued interest at the
Pooled Money Investment Account (PMIA) rate, if the payment is made more than 365 days
after the adoption of the program’s statewide cost estimate for an initial claim. Interest shall
begin to accrue as of the 366" day after the adoption of the statewide cost estimate for the
initial claim.

B. Annual Reimbursement Claims

A claimant is entitled to receive accrued interest at the PMIA rate for any unpaid subsequent
claim amount remaining on August 15 following the filing deadline. Interest shall begin to
accrue on August 16 following the filing deadline.

C. Entitlement Claims

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 Implicit Price Deflator (IPD) for the cost of goods
and services to governmental agencies as determined by the Department of Finance (DOF).

When the SCO has made a payment on claims prior to the CSM’s approval of the program for
inclusion in the SMAS, the payment shall be adjusted in the next apportionment to the amount
which would have been subvened to the district for that fiscal year had the SMAS been in effect
at the time of the initial payment.

The SCO reports the amounts of insufficient appropriations to the Director of the DOF, the
Chairperson of the Joint Legislative Budget Committee, and the Chairperson of the respective fiscal
committee in each House of the Legislature. Any balances remaining on these claims will be paid if
supplementary funds become available.

Unless specified in the statutes, regulations, or the Parameters and Guidelines (Ps & Gs), the
determination of allowable and unallowable costs for mandates is based on the Ps & Gs adopted by
the CSM. 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 in carrying out the overall responsibilities of government;

2. The cost is allocable to a particular cost objective identified in the Ps & Gs; and

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 Ps & Gs. These costs include, but are not limited to,
subscriptions, depreciation, memberships, conferences, workshops, general education, and travel
costs.

6. State Mandates Apportionment System (SMAS), GC sections 17615 — 17617

Chapter 1534, Statutes of 1985, established the SMAS. It is the intent of the Legislature to
streamline the reimbursement process for costs mandated by the State by creating a system of
state mandate apportionments to fund the costs of certain programs mandated by the State. This
method is utilized whenever a program has been approved for inclusion in the SMAS by the CSM.

Once the CSM approves a mandate for inclusion in the SMAS, the SCO will determine a base-year
entittement amount for each SD 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
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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 is the three fiscal years
succeeding the CSMs approval.

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 apportionment amount
is adjusted annually for any change in the IPD. If the mandated program was included in the SMAS
after January 1, 1988, the annual apportionment is adjusted for any change in both the IPD and the
average daily attendance.

The SCO will perform this computation for each claimant that 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, to establish a base year
entittement. The Form FAM-43 is included in the claiming instructions for SMAS programs.

If a SMAS program is discontinued or made permissive, the SCO shall determine the amount of the
entitlement attributable to that mandate according to GC section 17615.6. If the program is modified
or amended by the Legislature or an executive order and the modification or amendment
significantly affects the program, as determined by the CSM, the program shall be removed from
the SMAS and the payments reduced accordingly, pursuant to GC section 17615.7.

In the event the CSM determines that the apportionment amount or base year entitlement does not
accurately reflect costs incurred by the district of all mandates upon which that apportionment is
based, the CSM shall direct the SCO to adjust the apportionment as set forth in GC section
17615.8, subdivision (c).

The following programs are placed in the SMAS:

Program Name Chapter/ Statute = Program Number
Expulsion of Pupils: Transcript Cost for Appeals 1253/75 91
Immunization Records 1176/77 32

7. Direct Costs

A direct cost is a cost that can be readily identified specifically with a single 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 timesheets, 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:
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(@)

(b)

Productive Hourly Rate Options
An SD 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 classification; or
e 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:

Paid holidays;
Vacation earned;
Sick leave taken;
Informal time off;
Jury duty; and
Military leave taken.

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.

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
would yield a productive hourly rate of $18.94. To convert a biweekly salary to an
annual salary, multiply the biweekly salary by 26. To convert a monthly salary to an
annual salary, 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.

Revised 07/16
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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 & Medicare 7.65 [(EAS x (1 + BR)) + 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

BR = Benefit Rate PHR = Productive Hourly Rate

As illustrated in Table 1 and 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:

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; and

e The methods used to distribute personnel services 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
number of hours in excess of normal expected hours is not reimbursable.

(c) Calculating an Average Productive Hourly Rate

Those instances for which the Ps & Gs 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:
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(d)

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

An SD has the option of claiming actual employer's benefit contributions or computing an
average benefit cost for the employee's job classification and claiming 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 & Medicare 7.65
Health & Dental Insurance 5.25
Workers’ Compensation 0.75
Total 28.65%

(2) Materials and Supplies

Only actual expenses may be claimed for materials and supplies that 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 should 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 must be
claimed at the actual price after deducting discounts, rebates, and allowances received by
the SD.

(@) Calculating a Unit Cost for Materials and Supplies

In those instances for which the Ps & Gs 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 4 or Table 5:
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Table 4: 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 5: Calculating a Unit Cost for Materials and Supplies

Amount of Unit Cost

Supplies Used of Supplies

Supplies Per Activity 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 SD 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, the
reason for hiring a contractor, the mandated activities performed, the dates 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 Ps & Gs
for the mandated program. The contractor's invoice or statement must include an itemized
list of costs for activities performed. A copy of the contract must be submitted with the
claim.

(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 Ps & Gs 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 for a specific mandate, only the pro rata portion of
the rental costs may be claimed.
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(5) Fixed Assets

Capital outlay for land, buildings, equipment, furniture, and fixtures may be claimed if the
Ps & Gs 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 may 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 expenses may be reimbursed only in accordance with the
California Department of Human Resources 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, the cost of transportation, the number of
private auto miles traveled, and the cost of tolls and parking. Receipts are required for
charges over $10.00.

(7) 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.

SDs must use the indirect cost rate approved by the CDE for the year that funds are expended. The
amount of indirect costs the claimant is eligible to claim is computed by multiplying the rate by
direct costs.

9. Time Study Guidelines
Background

Two methods are acceptable for documenting employee time charged to mandated cost programs:
(a) Actual Time Reporting, and (b) 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 Ps & Gs 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 must:
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e Reflect an after-the-fact (contemporaneous) distribution of the actual activity of each employee;
e Account for the total activity for which each employee is compensated,;

e Be prepared at least monthly and coincide with one or more pay periods; and

e 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:

e 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;

e Activities to be studied — The time study must separately identify each reimbursable activity
defined in the mandated program's Ps and Gs. 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;

e 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;

e 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;

e 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; and

e 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 humber 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 to situations in
which employees perform many different types of activities on a variety of programs with small time
increments throughout the fiscal year.

Revised 07/16 Section 2, Filing a Claim, Page 10



Table of Contents

State of California School Districts Mandated Cost Manual

10.

Time Study Documentation

Time studies must:

e Be supported by time records that are completed contemporaneously;
e Report activities on a daily basis;

e Be sufficiently detailed to reflect all mandated activities and/or programs performed during a
specific time period; and

e Coincide with one or more pay periods.

Time records must be signed by the employee (electronic signatures are acceptable) 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
may also 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 (a) the requirements of each mandated program activity; or (b) 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 costs payable from SD funds is eligible for reimbursement
under the provisions of GC section 17561.

A. Example 1:
As illustrated in Table 6, this example shows how the offset against state-mandated claims is

determined for an SD receiving block grant revenues not based on a formula allocation.
Program costs for each situation equal $100,000.

Revised 07/16 Section 2, Filing a Claim, Page 11



Table of Contents

State of California School Districts Mandated Cost Manual
Table 6: 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

* SDs share is $50,000 of the program cost.

Numbers (1) through (4) in Table 6, 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 is 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 $0, 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 the claimable cost is $0.

In (5), the district is sharing 50% of the program cost. As 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 7, this example shows how the offset against state-mandated claims is
determined for SDs receiving special project funds based on approved actual costs. Local
assistance revenues for special projects must be applied proportionately to the approved costs.

Table 7: 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 ** 60,000 1,500 1,125 375

** SDs share is $25,000 of the program cost.

In (2), the entire program cost was approved. As 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.

Revised 07/16 Section 2, Filing a Claim, Page 12



Table of Contents

State of California School Districts Mandated Cost Manual

1.

12,

13.

14.

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 the
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.

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
adjustment 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
Ps & Gs 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 30 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
declarations. 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

Claim forms provided with the claiming instructions should be duplicated or printed from the SCO
website (http://www.sco.ca.gov/ard_mancost.html) and used by the claimant to file reimbursement
claims. A claimant may submit computer generated forms in substitution of Form 1 and Form 2,
provided that the format of the forms and data fields contained within are identical to the claim
forms included with the claiming instructions. 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
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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.

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 SDs. All
applicable information from Form 1 must be carried forward onto this form in order for the SCO
to process the claim for payment. Submit a signed original Form FAM-27 and one copy with
required documents. Please sign the Form FAM-27 in blue ink and attach the copy to the
top of the claim package.

Mandated cost 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 U.S. Postal Service: If delivered by 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

15. 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 website: www.sco.ca.gov/ard_mancost.html.

16. Retention of Claim Records and Supporting Documentation

Pursuant to GC section 17558.5, subdivision (a), a reimbursement claim for actual costs filed by an
SD is subject to the initiation of an audit by the SCO 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 SCO 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 was commenced.

All documents used to support the reimbursable activities must be retained during the period
subject to audit. If the SCO 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.

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COST CLAIMING INSTRUCTIONS NO. 2010-08
ACADEMIC PERFORMANCE INDEX

AUGUST 3, 2010
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of state-mandated cost
programs. This document contains claiming instructions and forms that eligible claimants must
use for filing claims for the Academic Performance Index (API) program. The SCO issues these
claiming instructions subsequent to the Commission on State Mandates (CSM) adopting the
program’s Parameters and Guidelines (Ps & Gs). The Ps & Gs are included as an integral part of
the claiming instructions.

On July 31, 2009, the CSM adopted a Statement of Decision finding that the test claim statutes
impose a partially reimbursable state-mandated program upon school districts within the
meaning of article XIII B, Section 6 of the California Constitution and GC section 17514.

Exception

This program is not reimbursable for schools with fewer than 100 valid test scores; schools in the
alternative accountability system that are under the jurisdiction of a county board of education or
a county superintendent of schools; community day schools; and alternative schools, including
continuation high schools, opportunity schools, and independent study schools, pursuant to
Education Code (EC) section 52052, subdivision (f)(1), Chapter 887, Statutes of 2001, and
California Code of Regulations, Title 5, section 1032, subdivision (b).

In addition, reimbursement is not required to analyze the API data, including STAR test scores,
for changes in longitudinal performance of schools, to identify schools that change ranks, to
measure achievement gaps between student groups, and to compare district performance with
other urban districts pursuant to EC section 52056, subdivisions (c) and (d), as amended by
Chapter 45, Statutes of 2003.

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.
Eligible Claimants

With the exception of community colleges, any school district, as defined in GC section 17519,
that incurs increased costs as a result of this mandate, is eligible to claim for reimbursement.
Charter schools and block grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.
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Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).

¢ Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.
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Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.

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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Adopted: 5/27/10

PARAMETERS AND GUIDELINES
Education Code Section 52056, Subdivision (c)

Statutes 1999, 1% Extraordinary Session, Chapter 3
Statutes 2000, Chapter 695

Academic Performance Index
01-TC-22

. SUMMARY OF THE MANDATE

Education Code section 52056, subdivision (c), as added and amended by the test claim statutes
requires a school district governing board to discuss the results of its annual Academic
Performance Index (API) ranking at the next regularly scheduled meeting following the annual
publication of the API and Superintendent of Public Instruction (SPI) school rankings.

On July 31, 2009, the Commission on State Mandates (Commission) adopted a Statement of
Decision finding that the test claim statutes imposes a partially reimbursable state-mandated
program upon school districts within the meaning of article XII1 B, section 6 of the California
Constitution and Government Code section 17514. The Commission approved this test claim for
the following reimbursable activity:

e For aschool district governing board to discuss the results of its annual ranking at the
next regularly scheduled meeting following the annual publication of the APl and SPI
school rankings (Ed. Code § 52056, subd. (c), Stats. 1999-2000 1st Ex. Sess., ch. 3, eff.
Jun. 25, 1999, Stats. 2000, ch. 695).

However, districts discussing the results of the annual APl and SPI rankings (in § 52056,

subd. (c)) is not a reimbursable mandate for schools with fewer than 100 valid test scores, or
schools in the alternative accountability system that are under the jurisdiction of a county board
of education or a county superintendent of schools, community day schools, alternative schools,
including continuation high schools and opportunity schools and independent study schools.
(Ed. Code, § 52052, subd. (f)(1), Stats. 2001, ch. 887 & Cal. Code Regs., tit. 5, § 1032,

subd. (b).)

Participation in the Intermediate Intervention/Underperforming Schools Program (11/USP)
pursuant to section 52053, subdivisions (d) and (j), and all other test claim statutes and
regulations pled in the test claim do not constitute a reimbursable state mandate.

1. ELIGIBLE CLAIMANTS

Any "school district” as defined in Government Code section 17519, except for community
colleges, which incurs increased costs as a result of this mandate is eligible to claim
reimbursement. Charter schools are not eligible claimants.

I11. PERIOD OF REIMBURSEMENT

Government Code section 17557, subdivision (e), states that a test claim shall be submitted on or
before June 30 following a given fiscal year to establish eligibility for that fiscal year. The

1
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San Juan Unified School District filed the test claim on June 28, 2002, establishing eligibility for
reimbursement for the 2000-2001 fiscal year. Therefore, costs incurred are reimbursable on or
after July 1, 2000.

Reimbursement for state-mandated costs may be claimed as follows:

1. Actual costs for one fiscal year shall be included in each claim.

2. Pursuant to Government 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 days of the issuance date for the claiming instructions.

3. Pursuant to Government Code section 17560, a school district may, by February 15
following the fiscal year in which costs were incurred, file an annual reimbursement
claim that details the costs actually incurred for that fiscal year.

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

5. If the total costs for a given fiscal year do not exceed $1,000, no reimbursement shall be
allowed except as otherwise allowed by Government Code section 17564.

6. There shall be no reimbursement for any period in which the Legislature has suspended
the operation of a mandate pursuant to state law.

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, 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.

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 activity is reimbursable:

e For aschool district governing board to discuss the results of its annual Academic
Performance Index (API) ranking at the next regularly scheduled meeting following the

2
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annual publication of the API and SPI school rankings. Reimbursement is allowed for
obtaining the annual API data from the State’s website and preparing a staff report,
including a PowerPoint presentation, for the governing board’s discussion. (Ed. Code 8§,
52056, subd. (c), Stats. 1999-2000 1st Ex. Sess., ch. 3, eff. Jun. 25, 1999, Stats. 2000, ch.
695.)

This activity is not reimbursable for schools with fewer than 100 valid test scores, or
schools in the alternative accountability system that are under the jurisdiction of a county
board of education or a county superintendent of schools, community day schools,
alternative schools, including continuation high schools and opportunity schools and
independent study schools. (Ed. Code, § 52052, subd. (f)(1), Stats. 2001, ch. 887 & Cal.
Code Regs., tit. 5, § 1032, subd. (b).)

In addition, reimbursement is not required to analyze the API data, including STAR test
scores, for changes in longitudinal performance of schools, to identify schools that
change ranks, to measure achievement gaps between student groups, and to compare
district performance with other urban districts pursuant to Education Code section 52056,
subdivisions (c) and (d), as amended by Statutes 2003, chapter 45.

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.
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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.

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.

School districts must use the J-380 (or subsequent replacement) non-restrictive indirect cost rate
provisionally approved by the California Department of Education.

County offices of education must use the J-580 (or subsequent replacement) non-restrictive
indirect cost rate provisionally approved by the California Department of Education.

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.

! This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.

4
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VIl. OFFSETTING REVENUES AND REIMBURSEMENTS

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

VIIlI. 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.

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 School Mandated Cost Manual
For State Controller Use Only | PROGRAM
ACADEMIC PERFORMANCE INDEX (19) Program Number 00305
CLAIM FOR PAYMENT (20) Date Filed 3 0 5
(21) LRS Input
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1, (04) A. (f)
County of Location (23) FORM 1, (06)
Street Address or P.O. Box Suite (24) FORM 1, (07)
City State Zip Code (25) FORM 1, (09)
Type of Claim (26) FORM 1, (10)

(03) (09) Reimbursement |:| (27)

(04) (10) Combined |:| (28)

(05) (11) Amended |:| (29)
Fiscal Year of Cost (06) (12) (30)
Total Claimed Amount (7) (13) (31)
Less: 10% Late Penalty (refer to attached Instructions) |(14) (32)
Less: Prior Claim Payment Received (15) (33)
Net Claimed Amount (16) (34)
Due from State (08) (17) (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the school
district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.

Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signhatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual

PROGRAM ACADEMIC PERFORMANCE INDEX
CLAIM FOR PAYMENT
305 FAM-27

FORM

INSTRUCTIONS

(01)
(02)
(03) to (08)
(09)
(10)
(11)

(12

(13

(14

(15)
(16)
)
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter the claimant identification number assigned by the State Controller’'s Office.

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
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 as shown in the attached Form 1 line (11). The total claimed amount must exceed
$1,000; minimum claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions, following the fiscal year in which costs were incurred or the claims
must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a result of the
calculation formula as follows:

e Late Initial Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, without limitation; or

e Late Annual Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.
Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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 hegative, enter that amount on line (18), Due to State.
Leave blank.
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) A. (f), means the information is located on Form 1, block (04), line A., 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. The 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 process.
Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print

name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the Form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If the claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND ONE COPY ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual

PROGRAM ACADEMIC PERFORMANCE INDEX FORM

305 CLAIM SUMMARY 1

(01) Claimant (02) Fiscal Year

20 /20

(03) Leave blank.

Direct Costs Object Accounts

() (b) (© (d) (e) ®
Salaries Materials Contract Fixed Travel Total

and and Services Assets
Benefits Supplies

(04) Reimbursable Activity

e Prepare and present a staff report on
the districts Academic Performance
Index (API) ranking to the governing
board (See Claim Summary
Instructions, Item (04), for additional
information)

(05) Total Direct Costs

Indirect Costs

(06) Indirect Cost Rate [Refer to Claim Summary Instructions] %
(07) Total Indirect Costs [Line (05)(f) —line (05)(d)] —$ 1 x line (06)
(08) Total Direct and Indirect Costs [Line (05)(f) + line (07)]

Cost Reduction

(09) Less: Offsetting Revenues

(10) Less: Other Reimbursements

(11) Total Claimed Amount [Line (08) — {line (09) + line (10)}]

Revised 07/16
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PROGRAM ACADEMIC PERFORMANCE INDEX FORM

305 CLAIM SUMMARY
INSTRUCTIONS 1

(01)
(02)
(03)

(04)

(05)

(06)

(07)

(08)

(09)

(10)

11

Enter the name of the claimant.
Enter the fiscal year of claim.
Leave blank.

For the reimbursable activity, enter the total from Form 2, line (05), columns (d) through (h) to Form 1,
block (04) A. columns (a) through (e) in the appropriate row. Total each row in column (f).

Note: Reimbursement is allowed for obtaining the annual APl data from the State’'s website and
preparing a staff report, including a PowerPoint presentation, for the governing board’s discussion.

This activity is not reimbursable for schools with fewer than 100 valid test scores, or schools in the
alternative accountability system that are under jurisdiction of a county board of education or a county
superintendent of schools, community day schools, alternative schools, including continuation high
schools and opportunity schools and independent study schools.

Total each Direct Costs column (a) through (f).

Enter the approved indirect cost rate from the California Department of Education for the year that
funds are expended.

From the Total Direct Costs, line (05)(f), deduct the sum of the Total Fixed Assets, line (05)(d) and any
other item excluded from the indirect cost distribution base in accordance with the California School
Accounting Manual, Procedure 915. Enter zero in the box if there are no more exclusions. Multiply the
result by the Indirect Cost Rate, line (06).

Enter the sum of Total Direct Costs, line (05)(f), and Total Indirect Costs, line (07).

If applicable, enter any revenue received by the claimant for this mandate from any state or federal
source.

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.

Subtract the sum of Offsetting Revenues, line (09), and Other Reimbursements, line (10) from the total
Direct and Indirect Costs (08). Enter the remainder on this line and carry the amount forward to Form
FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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PROGRAM FORM
ACADEMIC PERFORMANCE INDEX
3 0 5 ACTIVITY COST DETAIL 2
(01) Claimant (02) Fiscal Year
20 /20
(03) Reimbursable Activity:
e Prepare and present a staff report on the districts Academic Performance Index (API) ranking to the governing
board
(04) Description of Expenses Object Accounts
(@) (b) (©) (d) (e) ® (@) (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Travel
Classifications, Functions Performed Rate or Worked or and and Services Assets
and Description of Expenses Unit Cost Quantity Benefits Supplies
(05) Total ] Subtotal [ ] Page: of

Revised 07/16
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PROGRAM

305

FORM

2

ACADEMIC PERFORMANCE INDEX
ACTIVITY COST DETAIL
INSTRUCTIONS

(01) Enter the name of the claimant.

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

(03) Cost incurred for this activity are to be detailed on Form 2.

(04) The following table identifies the type of information required to support reimbursable costs. To itemize
costs for the activity specified in block (03), enter each employee name, job classification, a brief
description of the activities performed, productive hourly rate, actual time spent, fringe benefits,
supplies used, contract services, fixed assets, and travel expenses. The descriptions required in
column (04)(a) must be of sufficient detail to explain the cost of activities or items being
claimed.

All documentation to support actual costs claimed must be retained for a period of three years after
the date the claim was filed or last amended, whichever is later. If no funds were appropriated or no
payment was made at the time the claim was filed, the time for the State Controller's Office (SCO) to
initiate an audit will be 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 must be made available to the
SCO on request.
Col Submit
Object ofumns supporting
Accounts documents
(a) (b) (c) (d) (e) ) (9) (h) with the claim
Salaries =
. Employee Hourly Hours Hourly Rate
Salaries Name and Title Rate Worked X Hours
Worked
and
. , Benefits =
Benefits Activities Benefit Benefit Rate
Performed Rate X Salaries
. - Cost =
Materials Description Unit Quantity Unit Cost
and of :
Supplies Supplies Used Cost Used X Quantity
pp Used
Name of Cost = Hourly
Hours Worked Copy of
Contract Contractor Hourly and Inclusive Rate X Hours Contract
Services and Rate Dates of Worked or and
Specific Tasks Servi Total Contract )
ervice Invoices
Performed Cost
L _ Copy of
. Description of . Cost =
I'\:::::s Equipment ; gh(a:r?tistt Usage Total Cost Co;r::jact
Purchased Y X Usage Invoi
nvoices
Purpose of Trip,
Name and Title, | Per Diem Rate,
Destination, | Mileage Rate, Days, Total Travel
Travel Departure and Miles, and Cost = Rate X
Date. and Travel Cost Travel Mode Days or Miles
Return Date
(05) Total line (04), columns (d) through (h) and enter the sums on this line. Enter totals from line (05),

columns (d) through (h) to Form 1, block (04) A. columns (a) through (e) in the appropriate row. 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.

Revised 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2006-21
AGENCY FEE ARRANGEMENTS

SCHOOL DISTRICTS
OCTOBER 6, 2006
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing claims for the Agency Fee Arrangements (AFA) program.
The SCO issues these claiming instructions subsequent to the Commission on State Mandates
(CSM) adopting the program’s Parameters and Guidelines (Ps & Gs). The Ps & Gs are included
as an integral part of the claiming instructions.

On December 9, 2005, the CSM adopted a Statement of Decision finding that the test claim
legislation imposes a reimbursable state-mandated program on school districts within the
meaning of article XIIIB, section 6 of the California Constitution and GC section 17514.

Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

Except for community colleges, any school district or county office of education as defined in
GC section 17519, that incurs increased costs as a result of this mandate, is eligible to claim for
reimbursement. Separate claiming instructions are written for community colleges. Refer to
Agency Fee Arrangements for Community Colleges, program 270. Charter schools and block
grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.

Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).
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e Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.

Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCQO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.
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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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Adopted: July 28, 2006

L

PARAMETERS AND GUIDELINES

Government Code Section 3546

Statutes 2000, Chapter 893
Statutes 2001, Chapter 805

California Code of Regulations, Title 8, Sections 34030 and 34055
Agency Fee Arrangements (00-TC-17/01-TC-14)
Clovis Unified School District, Claimant

SUMMARY OF THE MANDATE

On December 9, 2005, the Commission on State Mandates (Commission) adopted a Statement of
Decision finding that Government Code section 3546, subdivisions (a) and (f), and California
Code of Regulations, title 8, sections 34030, subdivision (a), and 34055, subdivision (a), impose
new programs or higher levels of service for school districts, county oftices of education, and
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:

Upon receiving notice from the exclusive representative of a classified public school
employee who is in a unit for which an exclusive representative has been selected, the
employer shall deduct the amount of the fair share service fee authorized by this section
from the wages and salary of the employee and pay that amount to the employee
organization. (Gov. Code, § 3546, subd. (a).)

School district employers of a public school employee shall provide the exclusive
representative of a public employee with the home address of each member of a
bargaining unit. (Gov. Code, § 3546, subd. (1).)

Within 20 days following the filing of the petition to rescind or reinstate an
organizational security arrangement, the school district employer shall file with the
regional office of PERB an alphabetical list containing the names and job titles or
classifications of the persons employed in the unit described in the petition as of the last
date of the payroll period immediately preceding the date the petition was filed.

(Cal. Code Regs., tit. 8, §§ 34030, subd. (a), and 34055, subd. (a).)

The Commission also found that Government Code sections 3543, 3546, subdivisions (b)
through (e), and 3546.3, as added or amended by Statutes 1980, chapter 816, Statutes 2000,
chapter.893, and Statutes 2001, chapter 805 are not reimbursable state-mandated programs
within the meaning of article XIII B, section 6, and Government Code section 17514,

1 Parameters and Guidelines
Agency Fee Arrangements
(00-TC-17, 01-TC-14
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II. ELIGIBLE CLAIMANTS

Any school district, county office of education, or community college district, as defined in
Government Code section 17519, that incurs increased costs as a result of this mandate is eligible
to claim reimbursement. Charter schools are not eligible claimants.

III. PERIOD OF REIMBURSEMENT

Government Code section 17557, subdivision (c), states that a test claim shall be submitted on or
before June 30 following a given fiscal year to establish eligibility for that fiscal year. Clovis
Unified School District filed the test claim on June 27, 2001, establishing eligibility for fiscal
year 1999-2000. However, the operative dates of Government Code section 3546, as added by
Statutes 2000, chapter 893, and California Code of Regulations, title 8, sections 34030 and

34055 is January 1, 2001. Therefore, costs incurred pursuant to Government Code section 3546,
as added by Statutes 2000, chapter 893, and California Code of Regulations, title 8, sections
34030 and 34055 are reimbursable on or after January 1, 2001. The operative date of

Statutes 2001, chapter 805 is January 1, 2002; therefore, costs incurred pursuant to Statutes 2001,
chapter 805 are reimbursable on or after January 1, 2002.

Actual costs for one fiscal year shall be included in each claim. Estimated costs of the
subsequent year may be included on the same claim, if applicable. Pursuant to Government
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 days of the issuance date for the
claiming instructions.

[f the total costs for a given fiscal year do not exceed $1,000, 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, and receipts.

Evidence corroborating the source documents may include, but is not limited to, worksheets, cost
allocation reports (system generated), purchase orders, contracts, agendas, and declarations.
Declarations must include a certification or declaration stating, “I certify (or declare) under
penalty of perjury under the laws of the State of California that the foregoing is true and correct,”
and must further comply with the requirements of Code of Civil Procedure section 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.

2 Parameters and Guidelines
Agency Fee Arrangements
(00-TC-17, 01-TC-14)
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For each eligible claimant, the following activities are reimbursable:

1.

V.

Upon receiving notice from the exclusive representative of a classified public school
employee who is in a unit for which an exclusive representative has been selected, the
employer shall deduct the amount of the fair share service fee authorized by this section from
the wages and salary of the employee and pay that amount to the employee organization.
(Gov. Code, § 3546, subd. (a).) (Reimbursement period begins January 1, 2001.)

a. Deduction of the fair share service fee from the wages and salary of the employee who is
in the bargaining unit upon receiving notice from the exclusive representative.

b. Payment of the collected amount of the fair share service fee to the employee
organization.

School district employers of a public school employee shall provide the exclusive
representative of a public employee with the home address of each member of a bargaining
unit. (Gov. Code, § 3546, subd. (f).) (Reimbursement period begins January 1, 2002.)

a. Provision of the bargaining unit member’s home address by the school district employer
to the exclusive representative of a public school employee.

Within 20 days following the filing of the petition to rescind or reinstate an organizational
security arrangement, the school district employer shall file with the regional office of PERB
an alphabetical list containing the names and job titles or classifications of the persons
employed in the unit described in the petition as of the last date of the payroll period
immediately preceding the date the petition was filed. (Cal. Code Regs., tit. 8, §§ 34030,
subd. (a), and 34055, subd. (a).) (Reimbursement period begins January 1, 2001.)

a. Providing a list of the names of employees and their job titles or classifications within 20
days following the filing of the petition to rescind or reinstate an organizational security
arrangement.

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

3 Parameters and Guidelines
Agency Fee Arrangements
(00-TC-17, 01-TC-14)
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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 A.1, Salaries and Benefits, for each applicable reimbursable activity.

B. Indirect Cost Rates

Indirect costs are costs that have been incurred for common or joint purposes. These costs
benelt 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.

School districts must use the J-380 (or subsequent replacement) non-restrictive indirect cost rate
provisionally approved by the California Department of Education.

County offices of education must use the J-580 (or subsequent replacement) non-restrictive
indirect cost rate provisionally approved by the California Department of Education.

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.

4 Parameters and Guidelines
Agency Fee Arrangements
(00-TC-17, 01-TC-14)
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VI. RECORD RETENTION

Pursuant to Government Code section 17558.5, subdivision (a), a reimbursement claim for actual
costs filed by a 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. [f 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.

VII. OFFSETTING REVENUESAND REIMBURSEMENTS

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

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 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.

Pursuant to Government Code section 17561, subdivision (d)(1), issuance of the claiming
instructions shall constitute a notice of the right of the school districts to file reimbursement
claims, based upon parameters and guidelines adopted by the Commission.

IX. REMEDIES BEFORE THE COMMISSION

Upon request of a 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.

" This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
5 Parameters and Guidelines
Agency Fee Arrangements
(00-TC-17, 01-TC-14)
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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.

6 Parameters and Guidelines
Agency Fee Arrangements
(00-TC-17, 01-TC-14)
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State Controller’s Office School Mandated Cost Manual
For State Controller Use Only | PROGRAM
AGENCY FEE ARRANGEMENTS (19) Program Number 00269
CLAIM FOR PAYMENT (20) Date Filed 2 69
(21) LRS Input
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1, (04) 1. a. ()
County of Locaton (23) FORM 1, (04) 1. b. (f)
Street Address or P.O. Box Suite (24) FORM 1, (04) 2 (f)
city State Zip Code (25) FORM 1, (04) 3. (f)
Type of Claim (26) FORM 1, (06)
(03) (09) Reimbursement |:| (27) FORM 1, (07)
(04) (10) Combined [ ] |28) FORM 1, (09)
(05) (11) Amended |:| (29) FORM 1, (10)
Fiscal Year of Cost (06) (12) (30)
Total Claimed Amount (07) (13) (31)
Less: 10% Late Penalty (refer to attached Instructions) |(14) (32)
Less: Prior Claim Payment Received (15) (33)
Net Claimed Amount (16) (34)
Due from State (08) a7 (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the
school district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.

Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM AGENCY FEE ARRANGEMENTS
CLAIM FOR PAYMENT FORM
2 69 INSTRUCTIONS FAM-27
(01) Enter the claimant identification number assigned by the State Controller’'s Office.

(02)
(03) to (08)
(09)
(10)
11)

(12

(13)

14

(15)
(16)
17
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
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 as shown in the attached Form 1 line (11). The total claimed amount must exceed
$1,000; minimum claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions, following the fiscal year in which costs were incurred or the claims
must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a result of the
calculation formula as follows:

e Late Initial Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, without limitation; or
e Late Annual Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.
Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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 hegative, enter that amount on line (18), Due to State.
Leave blank.

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) 1. a. (f), means the information is located on Form 1, block (04), line 1. a., 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. The 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 process.

Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the Form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND ONE COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual

PROGRAM
AGENCY FEE ARRANGEMENTS FORM

269 CLAIM SUMMARY 1

(01) Claimant (02)

Fiscal Year

20 /20

(03) Leave blank.

Direct Costs Object Accounts

@) (b) © (d) (e) ()

. A i i Contract Fixed Travel Total
(04) Reimbursable Activities Sa;ﬁges Ma;flga's Services Assets

Benefits Supplies

1. Deduction & Payment of Fair share

a. Salary Deduction of Fair share

b. Payment of Fair share to Organization

2. Provision of Home Address

3. Provision of Employee List

(05) Total Direct Costs

Indirect Costs

(06) Indirect Cost Rate [Refer to Claim Summary Instructions] %

(07) Total Indirect Costs fLine (50 - line ©5)c)-$ [ [1xine (06)

(08) Total Direct and Indirect Costs [Line (05)(f) + line (07)]

Cost Reduction

(09) Less: Offsetting Revenues

(10) Less: Other Reimbursements

(11) Total Claimed Amount [Line (08) - {line (09) + line (10)}]

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM AGENCY FEE ARRANGEMENTS FORM

269 CLAIM SUMMARY
INSTRUCTIONS 1

(01)
(02)
(03)

(04)

(05)

(06)

(07)

(08)

(09)

(10)

11

Enter the name of the claimant.

Enter the fiscal year of costs.

Leave blank.

For each reimbursable activity enter the total from Form 2, line (05), columns (d) through (h) to Form 1,
block (04), columns (a) through (e) in the appropriate row. Total each row.

Total columns (a) through (f).

Enter the approved indirect cost rate from the California Department of Education for the year that funds
are expended.

From the Total Direct Costs, line (05)(f), deduct Total Fixed Assets, line (05)(d), and any other item
excluded from indirect cost distribution base in accordance with the California School Accounting
Manual, Procedure 915. Enter zero if there are no exclusions. Multiply the result by the Indirect Cost
Rate, line (06).

Enter the sum of Total Direct Costs, line (05)(f), and Total Indirect Costs, line (07).

If applicable, enter any revenue received by the claimant for this mandate from any state or federal
source.

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 (08), subtract the sum of Offsetting Revenues, line (09), and
Other Reimbursements, line (10). Enter the remainder on this line and carry the amount forward to Form
FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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AGENCY FEE ARRANGEMENTS FORM

2 69 ACTIVITY COST DETAIL 2

(01) Claimant (02) Fiscal Year

20 /20

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

1. Deduction & Payment of Fair Share |:| 2. Provision of Home Address

|:| a. Salary Deduction of Fair share I:I 3. Provision of Employee List

|:| b. Payment of Fair share to Organization

(04) Description of Expenses Object Accounts
() (b) (c) (d) (e) ® )] (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Travel
Classifications, Functions Performed Rate or Worked or and and Services Assets
and Description of Expenses Unit Cost Quantity Benefits Supplies

(05) Total |:| Subtotal |:| Page: of
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FORM

2

AGENCY FEE ARRANGEMENTS
ACTIVITY COST DETAIL
INSTRUCTIONS

(01) Enter the name of the claimant.

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

(03) Check the box which indicates the activity being claimed. Check only one box per form. A separate
Form 2 must be prepared for each applicable activity.

(04) The following table identifies the type of information required to support reimbursable costs. To itemize
costs for the activity box checked in block (03), enter each employee name, job classification, a brief
description of the activities performed, productive hourly rate, actual time spent, fringe benefits,
supplies used, contract services, and travel expenses. The descriptions required in column (04)(a)
must be of sufficient detail to explain the cost of activities or items being claimed.

All documentation to support actual costs claimed must be retained for a period of three years after
the date the claim was filed or last amended, whichever is later. If no funds were appropriated or no
payment was made at the time the claim was filed, the time for the State Controller's Office (SCO) to
initiate an audit will be 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 must be made available to the
SCO on request.
Col Submit
Object olumns supporting
Accounts documents
(a) (b) (c) (d) (e) (U] (9) (h) with the claim
Salaries =
. Employee Hourly Hours Hourly Rate
Salaries Name and Title Rate Worked X Hours
Worked
and
Benefits Activities Benefit Blzigg?ts’a:te
Performed Rate )
X Salaries
. - Cost =
Mat;:(ljals Desc(;lfptlon Unit Quantity Unit Cost
Supplies Supplies Used Cost Used X Quantity
pp pp Used
Name of Cost = Hourly
Contractor Hours W.Orked Rate X Hours Copy of
Contract Hourly Inclusive Contract
Services and Rate Dates of Worked or and
Specific Tasks Service Total Contract Invoices
Performed Cost
o _ Copy of
Fixed Description of Unit Cost Cos t= Contract
Assets Equipment X Quantity Usage Total Cost and
Purchased X Usage b
Invoices
nggssnzfmg Per Diem Cost = Rate
Destination, Rate, Days, X Days or
Travel Departure Date Mileage Rate, | Miles, and Miles
rfnd Return ' and Travel Mode or Total
D Travel Cost Travel Cost
ate
(05) Total line (04), columns (d) through (h) and enter the sums 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 1, block (04), columns
(a) through (e) in the appropriate row.

Revised 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2012-29
AIDS INSTRUCTION AND AIDS PREVENTION INSTRUCTION

JUNE 25, 2012
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing claims for the AIDS Instruction and AIDS Prevention
Instruction (Al & API) program. The SCO issues these claiming instructions subsequent to the
Commission on State Mandates (CSM) adopting the program’s Parameters and Guidelines (Ps &
Gs). The amended Ps & Gs are included as an integral part of the claiming instructions.

On October 24, 2002, the CSM adopted a Statement of Decision finding that Education Code
(EC) sections 51201.5 and 51554 impose a reimbursable state-mandated program on school
districts within the meaning of article XIIIB, section 6 of the California Constitution and GC
section 17514.

Chapter 650, Statutes of 2003, reorganized the existing provisions by moving the requirements
of EC sections 51201.5, 51229.8, 51553, and 51554 to EC sections 51933, 51934, 51935, 51938,
and 51939. On March 23, 2012, the CSM amended the Ps & Gs to reflect the new code sections
and to update the boilerplate language.

Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

With the exception of community colleges, any school district, as defined in GC section 17519,
that incurs increased costs as a result of this mandate, is eligible to claim for reimbursement.
Charter schools and block grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.

Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).
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e Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.

Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCQO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.
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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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Amended: March 23, 2012
Adopted and Consolidated: December 2, 2003
Adopted: July 22, 1993

AMENDMENT TO CONSOLIDATION OF PARAMETERS AND
GUIDELINES

Education Code Sections 51934, 51935, 51938, and 51939 (Formerly 51201.5 and 51229.8)
Statutes 1991, Chapter 818; Renumbered by Statutes 2003, Chapter 650

AIDS Instruction
(CSM 4422)
and

Education Code Sections 51934, 51938, 51939, and 51933(b)(2)
(Formerly 51201.5, 51554 and 51553(b)(1)(A))
Statutes 1998, Chapter 403; Renumbered by Statutes 2003, Chapter 650

AIDS Prevention Instruction
(99-TC-07, 00-TC-01)
11-PGA-05

. SUMMARY OF THE MANDATE

The Commission on State Mandates (Commission), on February 25, 1993, determined that
the provisions of Education Code sections 51201.5 and 51229.8, as added by Statutes 1991,
chapter 818, impose a new program or higher level of service in an existing program on
school districts, within the meaning of article X111 B, section 6 of the California Constitution
and Government Code section 17514.

The Commission determined that the provisions of Education Code sections 51201.5 and
51229.8 require school districts to cooperatively plan and conduct in-service training for all
teachers and school employees who provide AIDS prevention instruction, including salaries
and benefits of resource teachers who instruct employees and students; to provide
appropriate written notice explaining the purpose of the AIDS prevention instruction to each
pupil's parent or guardian; and to participate in the selection and purchase of AIDS
instructional materials.

The Commission also determined that providing in-classroom AIDS prevention instruction to
students does not impose a new program or a higher level of service in an existing program
on school districts. On October 24, 2002, the Commission adopted its statement of decision
finding that Education Code sections 51201.5 and 51554 as added or amended by Statutes 1998,
chapter 403 impose new activities on school districts within the meaning of section 6,

article XI11 B of the California Constitution and Government Code section 17514 for the
following activities:

1 Parameters and Guidelines Amendment
AIDS Instruction, 11-PGA-05 (CSM 4422) &
AIDS Prevention Instruction (99-TC-07, 00-TC-01)
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Including in the AIDS prevention instruction requirements the following:

(1) emphasis on monogamy and the avoidance of multiple sexual partners;

(2) discussion of compassion for persons suffering from debilitating handicaps and
terminal diseases; (3) prohibiting the instruction be conducted so as to advocate drug
use, a particular sexual practice, or sexual activities, and (4) requiring that the
instruction be consistent with sex education course criteria of Education Code section
51553 (Ed. Code, § 51201.5(b).);

Revising the annual parent or guardian notifications regarding the right to obtain a copy
of Education Code sections 51201.5 and 51553 from the school district (Ed. Code,
§ 51201.5(d).);

Keeping file copies of Education Code sections 51201.5 and 51553 and making them
available to parents or guardians on request (Ed. Code, 8 51201.5(d).);

Notifying parents or guardians by mail or other method used by the school district to
provide notices each time an outside organization or guest speaker is scheduled to deliver
AIDS prevention instruction, each time an assembly is held to deliver AIDS prevention
instruction, including: (a) the date of the instruction, (b) the name of the organization or
affiliation of each guest speaker, and (c) information to parents on their right to obtain a
copy of Education Code sections 51201.5 and 51553 from the district. This activity is a
new program or higher level of service only if the notification is due to the twice-required
(once in junior high or middle school and once in high school) AIDS prevention
instruction. Assemblies or guest speakers that occur or appear more frequently than the
twice-required instruction per student are not mandated and are therefore at the option of
the school or school district (Ed. Code, § 51201.5(d)(3).);

Providing notification to parents or guardians, at the beginning of each school year or,
for pupils that enroll thereafter, at the time of that pupil’s enroliment, about
instruction on sexually transmitted diseases, AIDS, human sexuality or family life
that is delivered in an assembly by a teacher or district administrator that is employed
by the district only if the notification is due to the twice-required (once in junior high
or middle school and once in high school) AIDS prevention instruction. Assemblies
or guest speakers that occur or appear more frequently than the twice-required
instruction per student are not mandated and are therefore at the option of the school
or school district (Ed. Code, § 51554(b).).

Statutes 2003, Chapter 650 reorganized these provisions by moving the requirements of
Education Code sections 51201.5, 51229.8, 51553, and 51554 to Education Code sections
51933, 51934, 51935, 51938, and 51939. The reimbursable activities remain unchanged.

On March 23, 2012, the Commission amended the parameters and guidelines to reflect the
new code sections and to update the boilerplate language.

In addition, for costs incurred beginning July 1, 2010, the amended parameters and guidelines
require school districts to use the California Department of Education approved indirect cost rate
for the year that funds are expended.

2 Parameters and Guidelines Amendment
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1. ELIGIBLE CLAIMANTS

Any “school district” as defined in Government Code section 17519, with students in
grades 7 to 12, which incurs increased costs as a result of this mandate is eligible to claim
reimbursement. Charter schools are not eligible claimants.

I1l.  PERIOD OF REIMBURSEMENT
The amendments made to these parameters and guidelines become effective as follows:

The amendment made to Section V(B) of these parameters and guidelines addressing the
indirect cost rate, is effective beginning July 1, 2010. Pursuant to Government Code
section 17557(d)(1), “A parameters and guidelines amendment filed more than 90 days
after the claiming deadline for initial claims, as specified in the claiming instructions
pursuant to section 17561, and on or before the claiming deadline following a fiscal year,
shall establish reimbursement eligibility for that fiscal year. The State Controller’s
Office filed this request to amend the parameters and guidelines on September 29, 2011,
making the amendment to Section V(B) of these parameters and guidelines effective for
the 2010-2011 fiscal year.

The remaining amendments to these parameters and guidelines are statements of existing
law and do not change the reimbursement for this program.

Reimbursement for state-mandated costs may be claimed as follows:
1. Actual costs for one fiscal year shall be included in each claim.

2. Pursuant to Government Code section 17561(d)(1)(A), all claims for reimbursement of
initial fiscal year costs shall be submitted to the State Controller within 120 days of the
issuance date for the claiming instructions.

3. Pursuant to Government Code section 17560(a), a school district may, by February 15
following the fiscal year in which costs were incurred, file an annual reimbursement
claim that details the costs actually incurred for that fiscal year.

4. If revised claiming instructions are issued by the Controller pursuant to Government
Code section 17558(c) between November 15 and February 15, a school district filing an
annual reimbursement claim shall have 120 days following the issuance date of the
revised claiming instructions to file a claim. (Government Code section 17560(b).)

5. If the total costs for a given fiscal year do not exceed $1,000, no reimbursement shall be
allowed except as otherwise allowed by Government Code section 17564(a).

6. There shall be no reimbursement for any period in which the Legislature has suspended
the operation of a mandate pursuant to state law.

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

3 Parameters and Guidelines Amendment
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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, 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 eligible for reimbursement:
A. Instructional Costs

1. In-service training

The costs of instructors in providing HIVV/AIDS prevention instruction to school
district employees with assigned responsibility for providing the HIV/AIDS
prevention instruction to grades 7-12. In addition, the salaries and related benefits
for the time of the school district employee with assigned responsibility for
HIV/AIDS prevention instruction in grades 7-12, while in the training class is also
reimbursable.

2. HIV/AIDS Prevention Instruction

The salaries and related benefits of non-classroom district employees, such as
resource teachers, who provide this mandated HIVV/AIDS prevention instruction to
students of the district will be reimbursed.

Beginning January 1, 1999, instruction includes the following: (1) emphasis on
monogamy and the avoidance of multiple sexual partners; (2) discussion of
compassion for persons suffering from debilitating handicaps and terminal diseases;
(3) prohibiting the instruction be conducted so as to advocate drug use, a particular
sexual practice, or sexual activities, and (4) requiring that the instruction be consistent
with sex education course criteria of Education Code section 51933 (formerly Ed.
Code, 8 51553). (Ed. Code, § 51934(b), formerly Ed. Code, § 51201.5(b).);

The reasonable costs of consultants providing this instruction are also reimbursable.
However, in-classroom teacher time is not a reimbursable item.

3. Planning

The costs of planning by the school district and by the county office of education for
the AIDS instruction in-service program. The salaries and benefits of district
employees participating in this cooperative in-service training and planning project
are reimbursable.

4 Parameters and Guidelines Amendment
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4. Instructional Materials

The salaries and benefits of the employees of the school district and of the county
office of education involved in the selection process that identifies instructional
materials and the cost of those materials are reimbursable.

Beginning January 1, 1999, instructional material must accurately reflect Education
Code section 51934(b) (formerly Ed. Code, § 51201.5(b)).

B. Notification
1. Annual Parent Notification

a. Providing written notification to parents or guardians informing them of planned
AIDS prevention instruction and their options.

2. Parent Notification of Guest Speaker and/or Assembly on AIDS Prevention

a. Beginning January 1, 1999, notifying parents or guardians by mail or other method
used by the school district to provide notices each time an outside organization or
guest speaker is scheduled to deliver AIDS prevention instruction, and each time an
assembly is held to deliver AIDS prevention instruction, including: (a) the date of the
instruction, (b) the name of the organization or affiliation of each guest speaker, and
(c) informing parents or guardians of their right to obtain a copy of Education Code
sections 51933, 51934 (formerly 51201.5, and 51938 (formerly 51533) from the
district. This activity is reimbursable only if the notification is due to the twice-
required (once in junior high or middle school and once in high school) AIDS
prevention instruction." (Ed. Code, 8 51938(a)(2), formerly Ed. Code, 8
51201.5(d)(3).)

b. Beginning January 1, 1999, notifying parents or guardians at the beginning of each
school year, or for pupils that enroll thereafter, at the time of that pupil’s enroliment,
about instruction on sexually transmitted diseases, AIDS, human sexuality or family
life that is delivered in an assembly by a teacher or school district personnel that is
employed by the district. This activity is reimbursable only if the notification is due
to the twice-required (once in junior high or middle school and once in high school)
AIDS prevention instruction.? (Ed. Code, § 51938(a)(2), formerly Ed. Code, §
51554.)

C. Education Code sections 51933 51934, and 51938 (formerly 51201.5 and 51553)

1. Beginning January 1, 1999, the one-time cost of revising the annual parent or
guardian notification regarding the right to obtain a copy of Education Code sections
51933, 51934, and 51938 (formerly 51201.5 and 51553) from the school district.

! Notification for assemblies or guest speakers that occur or appear more frequently is not
reimbursable.
% Ibid.
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1. Beginning January 1, 1999, keeping on file copies of Education Code sections 51933,
51934, and 51938 (formerly Ed. Code, 88 51201.5 and 51553) to give out on request.

V. CLAIM PREPARATION AND SUBMISSION

Beginning with reimbursement claims filed for fiscal year 2003-2004 and beyond, actual costs
for reimbursable activities IV. B. 1 and 2 shall be claimed based on the uniform allowance of
$0.0664 per notification adopted by the Commission pursuant to Government Code section
17557. The uniform allowance shall be adjusted each subsequent year by the Implicit Price
Deflator referenced in Government Code section 17523.

The uniform allowance covers all the direct and indirect costs of performing the activities
described in section IV B. 1 and 2. Direct costs are those costs incurred specifically for the
reimbursable activities. Indirect costs are costs that are incurred for a common or joint
purpose, benefiting more than one program, and are not directly assignable to a particular
department or program without efforts disproportionate to the result achieved. Indirect costs
may include both (1) overhead costs of the unit performing the mandate; and (2) the costs of
the central government services distributed to the other departments based on a systematic and
rational basis through a cost allocation plan.

Uniform Allowance for AIDS Prevention Instruction (Activities IVV. B 1 and 2 of these
parameters and guidelines) — The uniform allowance is comprised of a fixed cost per
notification distributed to parents and guardians. Reimbursement is determined by multiplying
the uniform allowance for the appropriate fiscal year by the number of notifications.

Each of the following cost elements must be identified for each reimbursable activity identified
in Section IV A and C 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. Direct costs
that are eligible for reimbursement are:

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.

6 Parameters and Guidelines Amendment
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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.

Fixed Assets

Report the purchase price paid for fixed assets (including computers) necessary to
implement the reimbursable activities. The purchase price includes taxes, delivery costs,
and installation costs. If the fixed asset 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.

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.

Training

Report the cost of training an employee to perform the reimbursable activities, as
specified in Section 1V 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.

. 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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Beginning July 1, 2010, school districts must use the California Department of Education
approved indirect cost rate for the year that funds are expended.

VI. RECORD RETENTION

Pursuant to Government Code section 17558.5(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. All documents used to support the reimbursable activities, as described in Section 1V,
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.

VIlI. OFFSETTING REVENUES AND OTHER REIMBURSEMENTS

Any offsetting revenues 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 received from any source, including but
not limited to, service fees collected, federal funds and other state funds shall be identified and
deducted from this claim.

VIIl. STATE CONTROLLER’S REVISED CLAIMING INSTRUCTIONS

Pursuant to Government Code section 17558(c), the Controller shall issue revised claiming
instructions for each mandate that requires state reimbursement not later than 90 days after
receiving the revised parameters and guidelines from the Commission, to assist local agencies
and school districts in claiming costs to be reimbursed. The revised claiming instructions shall
be derived from the statute or executive order creating the mandate and the revised parameters
and guidelines adopted by the Commission.

Pursuant to Government Code section 17561(d)(2), issuance of the revised claiming instructions
shall constitute a notice of the right of the local agencies and school districts to file
reimbursement claims, based upon the revised 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.

% This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
8 Parameters and Guidelines Amendment
AIDS Instruction, 11-PGA-05 (CSM 4422) &
AIDS Prevention Instruction (99-TC-07, 00-TC-01)
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In addition, requests may be made to amend parameters and guidelines pursuant to Government
Code section 17557(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.

9 Parameters and Guidelines Amendment
AIDS Instruction, 11-PGA-05 (CSM 4422) &
AIDS Prevention Instruction (99-TC-07, 00-TC-01)
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State Controller’s Office School Mandated Cost Manual
For State Controller Use Only | PROGRAM
AIDS INSTRUCTION AND AIDS PREVENTION INSTRUCTION (19) Program Number 00250
CLAIM FOR PAYMENT (20) Date Filed 2 50
(21) LRS Input
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1A, (04) A. 1.(f)
County of Location (23) FORM 1A, (04) A. 2.(f)
Street Address or P.O. Box Suite (24) FORM 1A, (04) A. 3.(7)
city State ZIp Code (25) FORM 1A, (04) A .4.(f)
Type of Claim (26) FORM 1A, (04) C. 1.(f)
(03) (09) Reimbursement |:| (27) FORM 1A, (04) C. 2.(f)
(04) (10) Combined [ ] |(28) FORM 1B, (04) B. 1. a.(c)
(05) (11) Amended [ ] |29) FORM 1B, (04) B. 2. a.(c)
Fiscal Year of Cost (06) (12) (30) FORM 1B, (04) B. 2. b.(c)
Total Claimed Amount 07) (13) (31) FORM 1A, (06)
Less: 10% Late Penalty (refer to attached Instructions) ((14) (32) FORM 1A, (07)
Less: Prior Claim Payment Received (15) (33) FORM 1A, (11)
Net Claimed Amount (16) (34) FORM 1A, (12)
Due from State (08) a7 (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the school
district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.

Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signhatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM AIDS INSTRUCTION AND AIDS PREVENTION INSTRUCTION
2 50 CLAIM FOR PAYMENT F'ZOMR_';"_,
INSTRUCTIONS
(01) Enter the claimant identification number assigned by the State Controller’'s Office.

(02)
(03) to (08)
(09)
(10)
(11)

(12

(13)

14

(15)
(16)
€y))
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
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 as shown on Form 1A line (13). The total claimed amount must exceed $1,000; minimum
claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions, following the fiscal year in which costs were incurred or the claims
must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a result of the
calculation formula as follows:

e Late Initial Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, without limitation; or

e Late Annual Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.

Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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 hegative, enter that amount on line (18), Due to State.

Leave blank.

Bring forward the cost information as specified on the left-hand column of lines (22) through (36) for the reimbursement claim, e.g.,
Form 1A, (04) A. 1. (f), means the information is located on Form 1A, block (04), 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. The 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 process.

Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the Form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND ONE COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual

PROGRAM FORM
AIDS INSTRUCTION AND AIDS PREVENTION INSTRUCTION

y. 50 CLAIM SUMMARY 1A

(01) Claimant (02) Fiscal Year
20 /20
(03) Leave blank.
Direct Costs Object Accounts
(@) (b) (©) (d) (e) ®
(04) Reimbursable Activities Salaries Materials Contract Fixed Travel Total
and and Services Assets and
Benefits Supplies Training

A. Instructional Costs

1. In-Service Training

2. HIV/AIDS Prevention Instruction

3. Planning

4. Instructional Materials
C. Education Code (EC) sections 51933,

51934, and 51938
1. One-Time Cost - Revision of Notification
2. Ongoing Costs - Keeping Copies of EC
sections 51933, 51934, and 51938 to
Give Out on Request

(05) Total Direct Costs
Indirect Costs
(06) Indirect Cost Rate [Refer to Claim Summary Instructions] %
(07) Total Indirect Costs [Line (05)(f) - line (05)(d) - $|:| 1 x line (06)
(08) Total Direct and Indirect Costs for Form 1A [Line (05)(f) + line (07)]
(09) Total Costs from Form 1B [Transfer from Form 1B, line (05)]
(10) Total Direct and Indirect Costs for 1A and 1B [Line (08) + line (09)]
Cost Reduction
(11) Less: Offsetting Revenues
(12) Less: Other Reimbursements
(13) Total Claimed Amount [Line (10) — { line (11) + line (12) }]

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM AIDS INSTRUCTION AND AIDS PREVENTION INSTRUCTION FORM

250 CLAIM SUMMARY
INSTRUCTIONS 1 A

(01)
(02)
(03)

(04)

(05)

(06)

(07)

(08)
(09)

(10)

11

(12)

(13)

Enter the name of the claimant.
Enter the fiscal year of costs.
Leave blank.

For each reimbursable activity, enter the total from Form 2A, line (05), columns (d) through (h) to
Form 1A, block (04), columns (a) through (e), in the appropriate row. Total each row.

Total columns (a) through (f).

Enter the approved indirect cost rate from the California Department of Education for the year that
funds are expended.

From the Total Direct Costs, line (05)(f), deduct Total Fixed Assets, line (05)(d), and any other item
excluded from indirect cost distribution base in accordance with the California School Accounting
Manual, Procedure 915. Enter zero if there are no exclusions. Multiply the result by the Indirect Cost
Rate, line (06).

Enter the sum of Total Direct Costs, line (05)(f), and Total Indirect Costs, line (07).
Enter the Total Costs, line (05), from Form 1B.

Enter the sum of Total Direct and Indirect Costs for Form 1A, line (08), and Total Costs for Form 1B,
line (09).

If applicable, enter any revenue received by the claimant for this mandate from any state or federal
source.

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 for 1A and 1B, line (10), subtract the sum of Offsetting
Revenues, line (11), and Other Reimbursements, line (12). Enter the remainder on this line and carry
the amount forward to Form FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM FORM
AIDS INSTRUCTION AND AIDS PREVENTION INSTRUCTION

y. 50 CLAIM SUMMARY 1B

(01) Claimant (02) Fiscal Year
20 /20___
(03) Leave blank.
Direct Costs Object Accounts
@) (b) (©)
(04) Reimbursable Activities Number of Notices | Unit Cost Allowance Total
(Fiscal Year 2015-16) (a) x (b)

B. Notification

1. Annual Parent Notification

a. Notices to Parents of AIDS

Instruction $0.0944
2. Parent Notification of Guest
Speaker and/or Assembly on API
a. Notices of Instruction Schedule $0.0944
b. Not.|c.e.s of AIDS Instruction $0.0944
Activities
(05) Total Costs [Transfer to Form 1A, line (09).]

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM AIDS INSTRUCTION AND AIDS PREVENTION INSTRUCTION FORM
250 CLAIM SUMMARY
INSTRUCTIONS 1 B

(01) Enter the name of the claimant.

(02) Enter the fiscal year of costs.
(03) Leave blank.

(04) For each reimbursable activity, enter the number of notices in column (a). The unit cost allowance for
fiscal year 2015-16 is $0.0944. In column (c), enter the product of column (a) multiplied by column (b).

(05) Total column (c) and transfer this amount to Form 1A, line (09).

Revised 07/16
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State Controller’s Office School Mandated Cost Manual
PROGRAM AIDS INSTRUCTION AND AIDS PREVENTION INSTRUCTION FORM
2 50 ACTIVITY COST DETAIL 2 A
(01) Claimant (02) Fiscal Year
20 /20
(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.
A. Instructional Costs C. Education Code (EC) sections 51933, 51934, and 51938
|:| 1. In-Service Training |:| 1. One-Time Cost - Revision of Notification
. . 2. Ongoing Costs - Keeping Copies of EC sections
[] 2. HiviAIDS Prevention Instruction [] 51933, 51934, and 51938 to Give Out on Request

|:| 3. Planning

|:| 4. Instructional Materials

(04) Description of Expenses Object Accounts
(@) (b) (©) (d) (e) ® @ (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Travel
Classifications, Functions Performed Rate or | Worked or and and Services Assets and
and Description of Expenses Unit Cost | Quantity Benefits Supplies Training

(05) Total |:| Subtotal |:| Page: of
Revised 07/16
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School Mandated Cost Manual

PROGRAM AIDS INSTRUCTION AND AIDS PREVENTION INSTRUCTION FORM
2 50 ACTIVITY COST DETAIL 2A
INSTRUCTIONS

(01) Enter the name of the claimant.

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

(03) Check the box which indicates the cost activity being claimed. Check only one box per form. A separate Form
2A must be prepared for each applicable activity.

(04) The following table identifies the type of information required to support reimbursable costs. To itemize costs for
the activity box checked in block (03), enter each employee name, job classification, a brief description of the
activities performed, productive hourly rate, actual time spent, fringe benefits, supplies used, contract services,
fixed assets, and travel and training expenses. The descriptions required in column (04)(a) must be of
sufficient detail to explain the cost of activities or items being claimed.

All documentation to support actual costs claimed must be retained for a period of three years after the date the
claim was filed or last amended, whichever is later. If no funds were appropriated or no payment was made at
the time the claim was filed, the time for the State Controller's Office (SCO) to initiate an audit will be 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 must be made available to the SCO on request.
Col Submit
Object olumns supporting
Accounts documents
@ (b) () (@ (e) ® C) (h) with the claim
Salaries =
Salaries Employee Hourly Hours Hourly Rate
Name and Title Rate Worked X Hours
and Worked
Benefits Benefit
. " enelits =
Activities Benefit Benefit Rate
Performed Rate )
X Salaries
. - Cost =
Materials Description Unit Quantity Unit Cost
anq .Of Cost Used X Quantity
Supplies | Supplies Used Used
Name of Hours Worked Cost = Hourly
Contractor and Rate X Hours Copy of
Contract Hourly p Contract
Services 'a‘nd Rate Inclusive Worked and
Specific Tasks Dates of or Total Invoices
Performed Service Contract Cost
L _ Copy of
Fixed Description of Unit Cost Cost = Contract
Assets Equipment X Quantity Usage Total Cost and
Purchased X Usage Invoi
nvoices
Purpose of
Trip, Name Per Diem Cost = Rate
and Title, Rate, Days, X Days or
Travel Destination, Mileage Miles, and Miles or
Departure Rate, and | Travel Mode Total
and Date, and Travel Cost Travel Cost
o Return Date
Training Employee
Name and Title Dates Registration
and Name of Attended Fee
Class Attended
(05) Total line (04), columns (d) through (h) and enter the sums 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 1A, block (04), columns (a) through (e) in
the appropriate row.

Revised 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2006-27
ANNUAL PARENT NOTIFICATION, SCHOOLSITE DISCIPLINE

RULES, AND ALTERNATIVE SCHOOLS
OCTOBER 10, 2006
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing claims for the Consolidation of Annual Parent Notification,
(APN), Schoolsite Discipline Rules (SDR), and Alternative Schools (AS), programs. The SCO
issues these claiming instructions subsequent to the Commission on State Mandates (CSM)
adopting the program’s Parameters and Guidelines (Ps & Gs). The amended Ps & Gs are
included as an integral part of the claiming instructions.

On August 5, 1994, the CSM adopted a Statement of Decision finding that the test claim
legislation imposes a reimbursable state-mandated program on school districts within the
meaning of article XII1B, section 6 of the California Constitution and GC section 17514.
Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

With the exception of community colleges, any school district, as defined in GC section 17519,
that incurs increased costs as a result of this mandate, is eligible to claim for reimbursement.
Charter schools and block grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.

Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section

17561, subdivision (d)(3).
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e Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.

Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCQO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.
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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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Adopted: 11/30/95
Amended:  04/24/97
Amended:  01/27/00
Amended:  05/23/02
Amended:  04/26/06
Corrected:  08/25/06

AMENDED CONSOLIDATED PARAMETERS AND GUIDELINES

Annual Parent Notification
(CSM- 4453, 4461, 4462, 4488, 97-TC-24, 99-TC-09, 00-TC-12)
Education Code Section 48980
As Amended By

Statutes 1977, Chapter 36; Statutes 1979, Chapter 236;

Statutes 1980, Chapter 975; Statutes 1985, Chapter 459;
Statutes 1986, Chapter 97; Statutes 1987, Chapter 1452;

Statues 1988, Chapter 65; Statutes 1990, Chapters 10 & 403;
Statutes 1992, Chapter 906; Statutes 1993, Chapter 1296;

Statutes 1997, Chapter 929; Statutes 1998, Chapters 846 and 1031;
Statutes 1999-2000, Chapter 1X; Statutes 2000, Chapter 73
[As Amended By Statutes 2003, Chapter 650 and Statutes 2005, Chapter 677]

Education Code Section 49063, Subdivision (k)
Statutes 1998, Chapter 1031

Schoolsite Discipline Rules
Education Code Section 35291
Statutes 1977, Chapter 965
Statutes 1986, Chapter 87

Alternative Schools

Education Code Section 58501
Statutes 1975, Chapter 448; Statutes 1981, Chapter 469

Beginning in Fiscal Year 2006-2007



Table of Contents

l. SUMMARY OF THE MANDATES

The Commission determined that Education Code sections 35291, 48980, 48900.1, 49063,
subdivision (k), and 58501 impose a new program or higher level of service, and costs mandated
by the state, for school districts and county offices of education.?® The following statements of
decision address these mandate determinations and are consolidated under these parameters and
guidelines:

1. Notification to Parents: Pupil Attendance Alternatives (CSM 4453)%’
(References to subdivision (g) refer to current subdivision (h).)

The Commission determined that Education Code section 48980,
subdivision (g)*® results in costs mandated by the state by requiring school
districts to:

Provide or disseminate the notification to parents or guardians including
information provided by the California Department of Education explaining the
current statutory attendance options, and developing and including all current
statutory and local attendance options which are unique to each district, and a
procedure for alternative attendance areas or programs all as part of the annual
notification, and to develop and distribute school district application forms for
requesting a change of attendance, and a description of the appeals process for
those applicants who are denied.

2. Annual Parent Notification (CSM 4461)*°

The Commission determined that Education Code section 48980, subdivision (a)
required school districts to annually notify the parent or guardian of all pupils of
specified Education Code provisions and that the additional printing and
distribution of these notifications (in a cost effective manner) result in a
reimbursable-state mandated program. The Commission also determined that a
negligible reimbursable state-mandated program exists for annually reviewing and
modifying the content of the parent notification to incorporate changes within the
new sections referenced in these subdivisions.

3. Schoolsite Discipline Rules (CSM 4462)%

The Commission determined that the requirement in Education Code section
352913 for school districts to annually notify the parent or guardian of all pupils

2 Article XIII B, section 6, of the California Constitution, and Government Code section 17514.

°" Statutes 1993, chapter 1296; filed February 16, 1994; Statement of Decision adopted
August 15, 1994, and amended February 23, 1995.

28 Added by Statutes 1993, chapter 1296. Renumbered as subdivision (i) by Statutes 1997,
chapter 929; renumbered as subdivision (j) by Statutes 1999, chapter 1X.

29 Statutes 1992, chapter 906; filed September 2, 1994; adopted August 24, 1995.
%0 Statutes 1986, chapter 87; filed September 16, 1994; adopted August 24, 1995.
2
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of the availability of district rules on student discipline combined with the annual
parent notification requirement is a reimbursable state-mandated program.

4.  Alternative Schools Annual Notification (CSM 4488)*

The Commission determined that Education Code section 58501 resulted in
costs mandated by the state by requiring school districts and county offices of
education to:

a. Provide parents and guardians with a prescribed annual written notice on
the alternative schools program.

b. Make available the alternative schools law at the offices of the principal,
county superintendent of schools and district administrative office for
anyone who requests this information.

C. Annually post the alternative schools notice in at least two places at each
school site for the entire month of March.

5. Annual Parent Notification — Staff Development (CSM 97-TC-24)*

The Commission determined that Education Code section 48980, subdivisions (c)
and (h), resulted in costs mandated by the state by requiring school districts to:

a. Provide parents and guardians with annual written notice of the schedule of
minimum days and pupil-free staff development days. (Ed. Code, § 48980,
subd. (c).)

6. Annual Parent Notification: 1998-2000 Statutes (CSM 99-TC-09, 00-TC-12)*
The Commission determined that Education Code section 48980, subdivisions (e),
(), and (m), and Education Code section 49063, subdivision (K), resulted in costs
mandated by the state by requiring school districts to provide to parents and
guardians, the following information:

a. Notice that pupils will be required to pass a high school exit examination as
a condition of graduation. (Ed. Code, § 48980, subd. (e).)

b. Notice that no pupil may have his or her grade reduced or lose academic
credit for any excused absences if the pupil makes up any missed
assignments or tests. (Former Ed. Code, § 48980, subd. (I); renumbered

1 Amended by Statutes 1977, chapter 965, and Statutes 1986, chapter 87.

%2 Statutes 1975, chapter 448, and Statutes 1981, chapter 469; filed September 29, 1995;
Statement of Decision adopted November 15, 1996.

%% As added by Statutes 1975, chapter 448, and amended by Statutes 1981, chapter 469.

% Statutes 1997, chapter 929; filed May 12, 1998; Statement of Decision adopted August 26,
1999.

% CSM 99-TC-09; Statutes 1998, chapters 846 and 1031, and Statutes 1999, chapter 1X; filed
May 17, 2000. CSM 00-TC-12; Statutes 2000, chapter 73; filed May 11, 2001. Statement of
Decision adopted December 12, 2001.
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subd. (k) by Stats. 2003, ch. 650, renumbered subd. (j) by Stats. 2005, ch.
677.)

C. A copy of the complete text of Education Code section 48205. (Former
Ed. Code, § 48980, subd. (I); renumbered subd. subd. (j) by Stats. 2005,
ch. 677.)

d. Notice of the availability of state funds to cover the costs of advanced
placement examination fees. (Former Ed. Code, § 48980, subd. (m);
renumbered subd. (1) by Stats. 2003, ch. 650, renumbered subdivision (k)
by Stats.2005, ch. 677.)

e. Notice that a prospectus of school curriculum is available for review at the
pupil’s school, upon request. (Ed. Code, § 49063, subd. (k).)

1. ELIGIBLE CLAIMANTS

Any “school district,” as defined in Government Code section 17519, except for community
colleges, that incurs increased costs as a result of this mandate is eligible to claim
reimbursement.

I11. PERIOD OF REIMBURSEMENT

This amended consolidated set of parameters and guidelines is operative for reimbursement
claims filed beginning in fiscal year 2006-2007.

Pursuant to Government Code section 17560, reimbursement for state-mandated costs may be
claimed as follows:

A local agency or school district may file an estimated reimbursement claim by January 15 of the
fiscal year in which costs are to be incurred, and, by January 15 following that fiscal year shall
file an annual reimbursement claim that details the costs actually incurred for that fiscal year; or
it may comply with the provisions of subdivision (b).

A local agency or school district may, by January 15 following the fiscal year in which costs are
incurred, file an annual reimbursement claim that details the costs actually incurred for that fiscal
year.

In the event revised claiming instructions are issued by the Controller pursuant to subdivision (c)
of section 17558 between October 15 and January 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.

Reimbursable actual costs for one fiscal year shall 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 (d)(1), all claims for reimbursement of initial years’ costs shall be submitted
within 120 days of the issuance of the State Controller’s claiming instructions. If the total costs
for a given fiscal year do not exceed $1,000, no reimbursement shall be allowed, except as
otherwise allowed by Government Code section 17564.

There shall be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.
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IV.  REIMBURSABLE ACTIVITIES

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 a mandate.

For each eligible claimant, the following activities are reimbursable:
A.  Review and Update

Annual review of Education Code section 48980, subdivisions (a), (c), (e), (h), (j), (k), and
49063, subdivision (k), and the sections referenced therein, for any change to scope and content;
prepare or modify the annual parent notification and attendance application, as necessary; and
have those changes approved by the governing board. (Ed. Code, § 48980, subd. (a).)

B. Printing

Annually print or otherwise reproduce the parent notification and district alternative attendance
application and any state provided notification/application, and the notice of alternative schools.
(Ed. Code, 88 35291, 48980, subds. (a) & (h).)

C. Distribution

Annually distribute in a cost-effective manner a copy of the district parent notification and
district alternative attendance application, and any state-provided alternative attendance
notification/application, and the notice of alternative schools, to the parent or guardian of
continuing and new students. (Ed. Code, 88 35291, 48980, subds. (a) & (h).)

D. Alternative School Laws

Make available the text of the alternative schools law at the principal’s office, county
superintendent of school’s office, and district administrative office for anyone who requests this
information. (Ed. Code, 8 58501.)

E. Posting Notice of Alternative Schools

Post the alternative schools notice in at least two places at each school site for the entire month
of March. (Ed. Code, § 58501.)

F. Providing Notice of Minimum Days or Pupil-Free Staff Development Days Scheduled
After the First Day of School

If the schedule of minimum days or pupil-free staff development days are scheduled after the
first day of school, prepare and distribute notice of these days to parents or guardians. (Ed. Code,
8§ 48980, subd. (c).)

V. CLAIM PREPARATION: REASONABLE REIMBURSEMENT
METHODOLOGY

The Commission is adopting a reasonable reimbursement methodology to reimburse school
districts for all direct and indirect costs, as authorized by Government Code section 17557,
subdivision (b), in lieu of payment of total actual costs incurred. The definition of reasonable
reimbursement methodology is in Government Code section 17518.5, as follows:
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Government Code Section 17518.5

(@)

(b)

(©)

Reasonable reimbursement methodology means a formula for reimbursing local
agency and school district costs mandated by the state that meets the following
conditions:

1) the total amount to be reimbursed statewide is equivalent to total
estimated local agency and school district costs to implement the mandate
in a cost-efficient manner.

2 for 50 percent or more of eligible local agency and school district
claimants, the amount reimbursed is estimated to fully offset their
projected costs to implement the mandate in a cost-efficient manner.

Whenever possible, a reasonable reimbursement methodology shall be based on
general allocation formulas, uniform cost allowances, and other approximations
of local costs mandated by the state rather than detailed documentation of actual
local costs. In cases when local agencies and school districts are projected to incur
costs to implement a mandate over a period of more than one fiscal year, the
determination of a reasonable reimbursement methodology may consider local
costs and state reimbursements over a period of greater than one fiscal year, but
not exceeding 10 years.

A reasonable reimbursement methodology may be developed by any of the
following:

Q) The Department of Finance.
(@) The Controller.

3 An affected state agency.
4) A claimant.

(5) An interested party,

A. Uniform Cost Allowances and Formula for Reimbursable Activities A-E

The reasonable reimbursement methodology shall consist of uniform cost allowances to cover all
direct and indirect costs of performing activities A-E, as described under Section IV.
Reimbursable Activities, and applied to a formula for calculating claimable costs.

The uniform cost allowances for reimbursement of activities, A-E are as follows:

1.

The fixed cost per page is $.0697 for fiscal year 2004-2005 costs. In each
subsequent year, the Controller shall adjust the fixed cost per page by the Implicit
Price Deflator as defined in Government Code section 17523.

The maximum number of claimable 8 %2 X 11” pages in the printed
notification/application is determined for each program and is included in the
matrix that follows.
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3. The number of notifications (includes applications), distributed to parents and
guardians may be based on one of the following numbers:

a. The actual number distributed.
b. Actual district enrollment at the time of distribution.
c. District’s annual average daily attendance (ADA).

The formula for calculating claimable costs for Reimbursable Activities A-E for each program is
as follows:

Claimable Costs = (fixed cost/page) X (# of claimable pages) X (# of notifications)
B. Uniform Cost Allowance and Formula for Reimbursable Activity F.

The reasonable reimbursement methodology shall consist of uniform cost allowances to cover all
direct and indirect costs of performing activity F, as described under Section 1V. Reimbursable
Activities, and applied to a formula for calculating claimable costs.

The uniform cost allowance for preparing and distributing notice to parents and guardians of
minimum days or pupil-free staff development days scheduled after the first day of school is
$0.2772 per notice for fiscal year 2004-2005. The Controller shall adjust this cost each
subsequent year by the Implicit Price Deflator.

The number of notices prepared and distributed to parents and guardians may be based on one of
the following numbers:

1. Actual number of notices distributed.
2. Actual grade level or district enrollment at the time of distribution.
3. District’s annual average daily attendance (ADA).

The formula for calculating claimable costs for reimbursable activity F is as follows:
Claimable Costs = (fixed cost/notice) X (number of notices distributed)
FOR FISCAL YEAR 2006-2007

The test claim decisions and content of parent notices, maximum number of “claimable pages”,
reimbursement period, and statutory reference, for each program are as follows:

Test Claim Decisions Status of
and Content of Reimbursement Current
Parent Notice Claimable Pages Period Reference
CSM-4453 Based on District Ongoing (Eh(; Code, § 48980, subd.
Pupil Attendance Population:
0-500 -- 1 page

Alternatives 501-2500 — 3 pages

2501-25,000- 6 pages
25,001+ - 9 pages




Table of Contents

CSM-4461 2.75 pages Ongoing Ed. Code, § 48980, subd.
Annual Parent @

Notification

CSM-4462 Ed. Code, § 35291
School Site Discipline

Procedures

CSM-4448 0.25 page Ongoing Ed. Code, §, 58501
Alternative Schools

97-TC-24 1.5 pages Ongoing Ed. Code & 48980, subd.
Staff Development Days (c)

99-TC-09, 00-TC-12 Ongoing Ed. Code, § 48980

High School Exit Exam .5 page Subd. (e)

Grade Reduction & Text 1.7 pages Subd. (j)

of Ed. Code § 48205

Advanced Placement .5 pages Subd. (k)

Fees

Prospectus of

curriculum .5 pages (Ekd) Code, § 49063, subd.

VI. RECORD RETENTION

Pursuant to Government Code section 17558.5, subdivision (a), a reimbursement claim for actual
costs based on this reasonable reimbursement methodology 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. 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.

School districts must retain documentation which indicates the total number of
notifications/applications distributed and a sample copy of the notification distributed during the
period subject to audit.

% This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
8
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VIl. OFFSETTING SAVINGS AND REIMBURSEMENTS

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

VIll. STATE CONTROLLER’S CLAIMING INSTRUCTIONS

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

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 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 Statements of Decisions listed in Section I. Summary of the Mandate are legally binding on
all parties with respect to statutes claimed and determined by the Commission on State Mandates
and provides the legal and factual basis for these consolidated parameters and guidelines.
However, these Statements of Decision do not address subsequent amendments to the test claim
statutes. The support for the legal and factual findings is found in the administrative record for
the test claims. The administrative records, including the Statements of Decision, are on file
with the Commission.
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State Controller’s Office School Mandated Cost Manual
For State Controller Use Only | PROGRAM
ANNUAL PARENT NOTIFICATION, SCHOOLSITE DISCIPLINE
RULES, AND ALTERNATIVE SCHOOLS (;2; ogram Tmoer 00272 2 7 2
CLAIM FOR PAYMENT E21) RS Input
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1, (04) A. (e)
ounty of Location (23) FORM 1, (04) B. (e)
Street Address or P.O. Box Suite (24) FORM 1, (06)
city State ZIp Code (25) FORM 1, (07)
Type of Claim (26)
03) (09) Reimbursement || |27)
(04) (10) Combined |:| (28)
(05) (11) Amended [ ] |9
Fiscal Year of Cost (06) (12) (30)
Total Claimed Amount (07) (13) (31)
Less: 10% Late Penalty (refer to attached Instructions) ((14) (32)
Less: Prior Claim Payment Received (15) (33)
Net Claimed Amount (16) (34)
Due from State (08) a7 (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the school
district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.

Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signhatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM ANNUAL PARENT NOTIFICATION, SCHOOLSITE DISCIPLINE
RULES, AND ALTERNATIVE SCHOOLS FORM
2 7 2 CLAIM FOR PAYMENT FAM-27
INSTRUCTIONS
(01) Enter the claimant identification number assigned by the State Controller’'s Office.

(02)
(03) to (08)
(09)
(10)
11)

(12

(13)

14

(15)
(16)
17
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an “X” in the box on line (10) Combined.
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 as shown in the attached Form 1 line (08). The total claimed amount must exceed
$1,000; minimum claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions, following the fiscal year in which costs were incurred or the claims
must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a result of the
calculation formula as follows:

e Late Initial Reimbursement Claims: FAM-27 line (13) multiplied by 10%, without limitation; or
e Late Annual Reimbursement Claims: FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.

Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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 hegative, enter that amount on line (18), Due to State.

Leave blank.

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) A. (e), means the information is located on Form 1, block (04), line A., column (e). 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. The 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 process.

Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FAM-27 AND ONE COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual

PROGRAM ANNUAL PARENT NOTIFICATION, SCHOOLSITE DISCIPLINE FORM

2 72 RULES, AND ALTERNATIVE SCHOOLS

CLAIM SUMMARY 1
(01) Claimant (02) Fiscal Year
20__ /20
(03) Leave blank.
(@) (b) (©) (d) (e)
Reimbursement | Reimbursement Specified Sets Distributed, Total
(04) Uniform Cost Allowance Rate Per Rate Per Number of ADE, or ADA
Page Notice Pages
(See Claim
Summary
Instructions)
(@) X (c) X (d)
A. Activities: A through E $0.0935
(b) X (d)

B. Activity F $0.3719
(05) Total Cost
Cost Reduction
(06) Less: Offsetting Revenues
(07) Less: Other Reimbursements
(08) Total Claimed Amount Line (05)(e) — [{Line (06) + Line (07)}]

Revised 07/16
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State Controller’s Office School Mandated Cost Manual
PROGRAM ANNUAL PARENT NOTIFICATION, SCHOOLSITE DISCIPLINE FORM
RULES, AND ALTERNATIVE SCHOOLS
2 72 INSTRUCTIONS 1
(01) Enter the name of the claimant.
(02) Enter the fiscal year of costs.
(03) Leave blank.

(04) A (a) For Activities A through E: Rate Per Page is $0.0935 for fiscal year 2015-16.
(04) B (b) For Activity F: Rate Per Notice is $0.3719 for fiscal year 2015-16.
(04) A (c) For Activities A through E: Enter “Specified Number of Pages” from selected activities. (Refer to table below)

Programs
I. Pupil Attendance Alternatives VI. Annual Parent Notification:
Il. Annual Parent Notification (e) High School Exit Exam
lll. Schoolsite Discipline Rules (Repealed) (j) Grade Reduction & Text
IV. Alternative Schools (k) Advanced Placement Fees
V. Staff Development Days *(k) Prospectus of Curriculum
. 1. 1l V. V. VI. Programs
1-VI
CSM 4453 | CSM 4461 | CSM 4462 | CSM 4488 | 97-TC-24 99-TC-09 / 00-TC-12 Maximum
§ 48980 (h) | § 48980(a) | § 35291 § 58501 | §48980(c) § 48980 Number of
District (e), (i) (k) Claimable
Population *§ 49063 (k) Pages
Ongoing Ongoing | Repealed | Ongoing | Ongoing Ongoing
(e) | () | (k) | *(k)
0 - 500 1 2.75 N/A 0.25 1.50 0.50 {1.70| 0.50 | 0.50 8.7
501 - 2,500 3 2.75 N/A 0.25 1.50 0.50 |1.70| 0.50 | 0.50 10.7
3'55,8(1)6 6 2.75 N/A 0.25 150 | 050 [1.70| 0.50 | 0.50 137
25,001 + 9 2.75 N/A 0.25 1.50 0.50 {1.70| 0.50 | 0.50 16.7

(04) A & B (d) Enter the number of sets of natifications distributed, the actual district enrollment (ADE) at the time of
distribution, or the district's annual average daily attendance (ADA) for Activities A through E and/ or Activity F.

(04) A & B (e) For Activities A through E: Claimable Cost = (Fixed Cost/Page) x (# of claimable Pages) x (# of notifications).
Multiply (04)(a) x (04)(c) x (04)(d).
For Activity F: Claimable Cost = (Fixed Cost/Notice) x (# of notices distributed).
Multiply (04)(b) x (04)(d).

(05)  (e) Total cost: Add (04) A.(e) and (04) B.(e)

(06) Less: Offsetting Revenues. If applicable, enter any revenue received by the claimant for this mandate from any
state or federal source.

(07) 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.

(08) Total Claimed Amount. Subtract the sum of Offsetting Revenues, line (06), and Other Reimbursements, line
(07), from Total Cost, line (05)(e). Enter the remainder on this line and carry the amount forward to Form
FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2016-05

CALIFORNIA ASSESSMENT OF STUDENT PERFORMANCE AND PROGRESS
(CAASPP)

JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing claims for the California Assessment of Student
Performance and Progress (CAASPP) program. The SCO issues these claiming instructions
subsequent to the Commission on State Mandates (CSM) adopting the program’s Parameters and
Guidelines (Ps & Gs). The Ps & Gs are included as an integral part of the claiming instructions.

On January 22, 2016, the CSM adopted a Statement of Decision finding that the test claim
legislation imposes a reimbursable state-mandated program upon school districts within the
meaning of article XIII B, section 6 of the California Constitution and GC section 17514.

Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

With the exception of community colleges, any school district, as defined in GC section 17519
that incurs increased costs as a result of this mandate is eligible to claim for reimbursement.
Charter schools are not eligible to claim reimbursement.

Reimbursement Claim Deadline

Initial reimbursement claims must be filed within 120 days from the issuance date of the
claiming instructions. Costs incurred for compliance with this mandate are reimbursable for the
period beginning January 1, 2014, through June 30, 2014 for fiscal year 2013-14, and the period
beginning July 1, 2014, through June 30, 2015 for fiscal year 2014-15 and must be filed with the
SCO by October 31, 2016. Refer to pages 1 and 2 of the Ps & Gs for the effective dates of each
reimbursable activity. Annual reimbursement claims for fiscal year 2015-16 must be filed with
the SCO by February 15, 2017. Claims filed more than one year after the filing date will
not be accepted.

Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).
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e Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount; not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate will only be filed in the combined
form unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.

Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCQO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.
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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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Adopted: March 25, 2016

PARAMETERS AND GUIDELINES
Education Code Section 60640, as amended by Statutes 2013, Chapter 489 (AB 484) and

Statutes 2014, Chapter 32 (SB 858); California Code of Regulations, Title 5, Sections 850, 852,
853, 853.5, 857, 861(b)(5), and 864, as added or amended by Register 2014, Nos. 6, 30, and 35

California Assessment of Student Performance and Progress (CAASPP)
14-TC-01 and 14-TC-04

The period of reimbursement begins on the effective dates of the statute or regulation that
imposes the reimbursable state-mandated activity: beginning January 1, 2014,
or on later dates (February 3, 2014, and August 27, 2014) as specified.

SUMMARY OF THE MANDATE

On January 22, 2016, the Commission on State Mandates (Commission) adopted a decision
finding that the test claim statutes and regulations impose a reimbursable state-mandated
program upon school districts within the meaning of article X111 B, section 6 of the California
Constitution and Government Code section 17514. The Commission partially approved the test
claim, finding only the following activities to be reimbursable:

Beginning January 1, 2014, provide “a computing device, the use of an assessment
technology platform, and the adaptive engine” to administer the CAASPP assessments to all
pupils via computer, which includes the acquisition of and ongoing compliance with
minimum technology requirements.*

Beginning February 3, 2014, the local educational agency (LEA) CAASPP coordinator shall
be responsible for assessment technology, and shall ensure current and ongoing compliance
with minimum technology specifications as identified by the CAASPP contractor(s) or
consortium.?

Beginning February 3, 2014, notify parents or guardians each year of their pupil’s
participation in the CAASPP assessment system, including notification that notwithstanding
any other provision of law, a parent’s or guardian’s written request to excuse his or her child
from any or all parts of the CAASPP assessments shall be granted.®

Beginning February 3, 2014, score and transmit the CAASPP tests in accordance with
manuals or other instructions provided by the contractor or the California Department of
Education (CDE).*

! Education Code section 60640 (Stats. 2013, ch. 489), interpreted in light of California Code of
Regulations, title 5, sections 850, 853, 853.5, and 857 (Register 2014, Nos. 6, 30, 35).

2 California Code of Regulations, title 5, section 857(d) (Register 2014, No. 6).
3 California Code of Regulations, title 5, section 852 (Register 2014, No. 6).
4 California Code of Regulations, title 5, section 853 (Register 2014, No. 6).
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* Beginning February 3, 2014, identify pupils unable to access the computer-based version of
the CAASPP tests; and report to the CAASPP contractor the number of pupils unable to
access the computer-based version of the test.®

* Beginning February 3, 2014, report to CDE if a pupil in grade 2 was administered a
diagnostic assessment in language arts and mathematics that is aligned to the common core
academic content standards pursuant to Education Code section 60644.°

* Beginning February 3, 2014, comply with any and all requests from CAASPP contractors,
and abide by any and all instructions provided by the CAASPP contractor or consortium,
whether written or oral, that are provided for training or provided for in the administration of
a CAASPP test.’

» Beginning August 27, 2014, the CAASPP test site coordinator shall be responsible for
ensuring that all designated supports, accommodations and individualized aids are entered
into the registration system.®

The Commission also found that the following state and federal funds must be identified and
deducted as offsetting revenues from any school district’s reimbursement claim:

o Statutes 2013, chapter 48, if used by a school district on the reimbursable CAASPP activities
to support the administration of computer-based assessments.

* Funding apportioned by SBE from Statutes 2014, chapter 25, Line Item 6110-113-0001,
schedule (8), for fiscal year 2013-2014 CAASPP costs.

* Funding apportioned by SBE from Statutes 2015, chapter 10, Line Item 6100-113-0001,
schedule (7) for fiscal year 2014-2015 CAASPP costs.

o Statutes 2014, chapter 25 (Line Item 6110-488) and chapter 32 (appropriation for outstanding
mandate claims) if used by a school district on the reimbursable CAASPP activities.

o Statutes 2014, chapter 25, Line Item 6110-182-0001, Provision 2 (appropriation “to support
network connectivity infrastructure grants) if used by a school district on the reimbursable
CAASPP activities.

» Any federal funds received and applied to the reimbursable CAASPP activities.
1. ELIGIBLE CLAIMANTS

Any "school district” as defined in Government Code section 17519, except for community
colleges, that incurs increased costs as a result of this mandate is eligible to claim
reimbursement.

I11.  PERIOD OF REIMBURSEMENT

Government Code section 17557(e) states that a test claim shall be submitted on or before June
30 following a given fiscal year to establish eligibility for reimbursement for that fiscal year.

® California Code of Regulations, title 5, section 857(a) (Register 2014, No. 6).

® California Code of Regulations, title 5, section 861(b)(5) (Register 2014, No. 6).
" California Code of Regulations, title 5, section 864 (Register 2014, No. 6).

8 California Code of Regulations, title 5, section 858(d) (Register 2014, No. 35).
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The claimants filed test claim 14-TC-01 on December 23, 2014. On March 17, 2015, claimants
filed an amended test claim on 14-TC-01, to replace the original filing. On June 26, 2015, a
second test claim (14-TC-04) was filed and consolidated with 14-TC-01. These test claims, all
filed before June 30, 2015, establish eligibility for reimbursement pursuant to Government Code
section 17557(e), beginning July 1, 2013. However, because the test claim statute and
regulations each have later effective dates, the period of reimbursement begins on the effective
date of each statute or regulation that imposes the reimbursable state-mandated activity, as
specified in Section IV. of these parameters and guidelines.

Reimbursement for state-mandated costs may be claimed as follows:
1. Actual costs for one fiscal year shall be included in each claim.

2. Pursuant to Government Code section 17561(d)(1)(A), all claims for reimbursement of
initial fiscal year costs shall be submitted to the State Controller (Controller) within 120
days of the issuance date for the claiming instructions.

3. Pursuant to Government Code section 17560(a), a school district may, by February 15
following the fiscal year in which costs were incurred, file an annual reimbursement
claim that details the costs actually incurred for that fiscal year.

4. If revised claiming instructions are issued by the Controller pursuant to Government
Code section 17558(c), between November 15 and February 15, a school district filing an
annual reimbursement claim shall have 120 days following the issuance date of the
revised claiming instructions to file a claim. (Gov. Code §17560(b).)

5. If the total costs for a given fiscal year do not exceed $1,000, no reimbursement shall be
allowed except as otherwise allowed by Government Code section 17564(a).

6. There shall be no reimbursement for any period in which the Legislature has suspended
the operation of a mandate pursuant to state law.

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, and receipts.

Evidence corroborating the source documents may include, but is not limited to, worksheets, cost
allocation reports (system generated), purchase orders, contracts, agenda, 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 that incurs increased costs, the following activities are reimbursable:

A. Beginning January 1, 2014, provide “a computing device, the use of an assessment

technology platform, and the adaptive engine” to administer the CAASPP assessments to
all pupils via computer, which includes the acquisition of and ongoing compliance with
minimum technology specifications, as identified by the CAASPP contractor(s) or
consortium.® Reimbursement for this activity includes the following:

1. A sufficient number of desktop or laptop computers, iPads, or other tablet computers
for which Smarter Balanced provides secure browser support in the academic year,
along with a keyboard, headphones, and a pointing device for each, to administer the
CAASPRP to all eligible pupils within the testing window provided by CDE
regulations.*®

2. Broadband internet service providing at least 20 Kbps per pupil to be tested
simultaneously, costs for acquisition and installation of wireless or wired network
equipment, and hiring consultants or engineers to assist a district in completing and
troubleshooting the installation.

Claimants shall maintain supporting documentation showing how their existing
inventory of computing devices and accessories, technology infrastructure, and
broadband internet service is not sufficient to administer the CAASPP test to all
eligible pupils in the testing window, based on the minimum technical specifications
identified by the contractor(s) or consortium.

Reimbursement is NOT required to provide a computing device for every pupil, for the
time to assess each pupil, or for the purchase of other equipment not listed.

. Beginning February 3, 2014, the LEA CAASPP coordinator shall be responsible for
assessment technology, and shall ensure current and ongoing compliance with minimum
technology specifications as identified by the CAASPP contractor(s) or consortium. !

. Beginning February 3, 2014, notify parents or guardians each year of their pupil’s
participation in the CAASPP assessment system, including notification that
notwithstanding any other provision of law, a parent’s or guardian’s written request to
excuse his or her child from any or all parts of the CAASPP assessments shall be
granted.*?

% Education Code section 60640 (Stats. 2013, ch. 489), interpreted in light of California Code of
Regulations, title 5, sections 850, 853, 853.5, and 857 (Register 2014, Nos. 6, 30, 35).

10 California Code of Regulations, title 5, section 855 (Register 2014, Nos. 6, 30, 35).
11 California Code of Regulations, title 5, section 857(d) (Register 2014, No. 6).
12 california Code of Regulations, title 5, section 852 (Register 2014, No. 6).
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. Beginning February 3, 2014, score and transmit the CAASPP tests in accordance with

manuals or other instructions provided by the contractor or CDE.*®

. Beginning February 3, 2014, identify pupils unable to access the computer-based version

of the CAASPP tests; and report to the CAASPP contractor the number of pupils unable
to access the computer-based version of the test. 4

. Beginning February 3, 2014, report to CDE if a pupil in grade 2 was administered a

diagnostic assessment in language arts and mathematics that is aligned to the common
core academic content standards pursuant to Education Code section 60644.°

. Beginning February 3, 2014, comply with any and all requests from CAASPP

contractors, and abide by any and all instructions provided by the CAASPP contractor or
consortium, whether written or oral, that are provided for training or provided for in the
administration of a CAASPP test.® Only participation in the training directed by the
CAASPP contractor or consortium is reimbursable as follows:

1. All LEA CAASPP Coordinators, CAASPP Test Site Coordinators (SCs), Test
Administrators (TAs), and school administrative staff who will be involved in the
Smarter Balanced assessment administration to review the applicable supplemental
videos and archived Webcasts, which can be found on the CAASPP Current
Administration Training Web page at http://caaspp.org/training/caaspp/.

2. Prior to administering a test, Test Administrators (and any other individuals who will
be administering any secure Smarter Balanced assessment) to read the CAASPP
Smarter Balanced Online Test Administration Manual, the Smarter Balanced
Usability, Accessibility, and Accommodations Guidelines, and the Test Administrator
(TA) Reference Guide, and view the associated Smarter Balanced training modules.
All of these documents are linked on the CAASPP Instructions and Manuals Web
page at http://caaspp.org/administration/instructions/.

. Beginning August 27, 2014, the CAASPP test site coordinator shall be responsible for

ensuring that all designated supports, accommodations and individualized aids are
entered into the registration system.’

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.

13 California Code of Regulations, title 5, section 853 (Register 2014, No. 6).

14 California Code of Regulations, title 5, section 857(a) (Register 2014, No. 6).

15 California Code of Regulations, title 5, section 861(b)(5) (Register 2014, No. 6).
16 California Code of Regulations, title 5, section 864 (Register 2014, No. 6).

17 California Code of Regulations, title 5, section 858(d) (Register 2014, No. 35). See Exhibit A,
Corrected Test Claim Decision, pages 59-60; 85.
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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, in accordance with Section IV.A of these parameters and guidelines. 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 services that were
performed during the period covered by the reimbursement claim. If the contract
services are also used for purposes other than the reimbursable activities, only the pro-
rata portion of the services used to implement the reimbursable activities can be claimed.
Submit contract consultant and attorney invoices with the claim and a description of the
contract scope of services.

4. Fixed Assets

Report the purchase price paid for fixed assets (including computers) necessary to
implement the reimbursable activities, in accordance with Section IV.A of these
parameters and guidelines. The purchase price includes taxes, delivery costs, and
installation costs. If the fixed asset 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. Training

Report the cost of training an employee as specified in Section IV.G. 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. Report employee training time according to the rules of cost element A.1.,
Salaries and Benefits.

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
6
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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 may 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.

School districts must use the CDE approved indirect cost rate for the year that funds
are expended.

VI. RECORD RETENTION

Pursuant to Government Code section 17558.5(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 1V., 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.

VII. OFFSETTING REVENUES AND REIMBURSEMENTS
The following state and federal funds must be identified as offsetting revenues:

e Statutes 2013, chapter 48 ($1.25 billion in Common Core implementation funding), if used
by a school district on any of the reimbursable CAASPP activities to support the
administration of computer-based assessments.

* Funding apportioned by SBE from Statutes 2014, chapter 25, Line Item 6110-113-0001,
schedule (8), for fiscal year 2013-2014 CAASPP costs.

* Funding apportioned by SBE from Statutes 2015, chapter 10, Line Item 6100-113-0001,
schedule (7) for fiscal year 2014-2015 CAASPP costs.

o Statutes 2014, chapter 25 (Line Item 6110-488) and chapter 32 (appropriation for outstanding
mandate claims) if used by a school district on any of the reimbursable CAASPP activities.

o Statutes 2014, chapter 25, Line Item 6110-182-0001, Provision 2 (appropriation “to support
network connectivity infrastructure grants) if used by a school district on any of the
reimbursable CAASPP activities.

Any other offsetting revenue the claimant experiences in the same program as a result of the
same statutes or executive orders found to contain the mandate shall be deducted from the costs
claimed. In addition, reimbursement for this mandate from any source, including but not limited

18 This refers to title 2, division 4, part 7, chapter 4 of the Government Code.
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to, service fees collected, federal funds, and other applicable state funds, shall be identified and
deducted from any claim submitted for reimbursement.

VIIl. STATE CONTROLLER’S CLAIMING INSTRUCTIONS

Pursuant to Government Code section 17558(b), the Controller shall issue claiming instructions
for each mandate that requires state reimbursement not later than 90 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
these parameters and guidelines and the decisions on the consolidated test claim and parameters
and guidelines adopted by the Commission.

Pursuant to Government Code section 17561(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 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(d), and California Code of Regulations, title 2, section 1183.17.

X. LEGAL AND FACTUAL BASIS FOR THE PARAMETERS AND GUIDELINES

The decisions adopted for the consolidated test claims and parameters and guidelines are legally
binding on all parties and provide the legal and factual basis for the parameters and guidelines.
The support for the legal and factual findings is found in the administrative record. The
administrative record is on file with the Commission.
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State Controller’s Office School Mandated Cost Manual
For State Controller Use Only | PROGRAM
CALIFORNIA ASSESSMENT OF STUDENT
PERFORMANCE AND PROGRESS (CAASPP) (19) Program Number 00369 3 69
CLAIM FOR PAYMENT Eﬁfi - ;:)i(:
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1, (04) A. 1. (f)
County of Location (23) FORM 1, (04) A. 2. (f)
Street Address or P.O. Box Suite (24) FORM 1, (04) B. (f)
City State Zip Code (25) FORM 1, (04) C. (f)
Type of Claim (26) FORM 1, (04) D. (f)
(03) (09) Reimbursement |:| (27) FORM 1, (04) E. (f)
(04) (10) Combined [ ] |28) FORM 1, (04) F. (f)
(05) (11) Amended [ ] |29) FORM 1, (04) G. 1. ()
Fiscal Year of Cost (06) (12) (30) FORM 1, (04) G. 2. (f)
Total Claimed Amount 07) (13) (31) FORM 1, (04) H. (f)
Less: 10% Late Penalty (refer to attached Instructions) | (14) (32) FORM 1, (06)
Less: Prior Claim Payment Received (15) (33) FORM 1, (07)
Net Claimed Amount (16) (34) FORM 1, (09)
Due from State (08) a7 (35) FORM 1, (10)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the school
district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement of
costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed amounts
do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.

Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm/Claim Preparer Telephone Number

Email Address

Form FAM-27 (New 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM CALIFORNIA ASSESSMENT OF STUDENT
PERFORMANCE AND PROGRESS (CAASPP) FORM
369 CLAIM FOR PAYMENT FAM-27
INSTRUCTIONS
(01) Enter the claimant identification number assigned by the State Controller’'s Office.

(02)
(03) to (08)
(09)
(10)
(11)

(12)

(13)

(14

(15)
(16)
)
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
If filing an amended reimbursement claim, enter an "X" in the box on line (11) Amended.

Enter the fiscal year in 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 as shown on Form 1, line (11). The total claimed amount must exceed $1,000; minimum
claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or as specified in the claiming instructions following the fiscal year in which costs were incurred. Claims filed after the
specified date must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a
result of the calculation formula as follows:

o Late Initial Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, without limitation; or

e Late Annual Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.
Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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.
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) A. 1. (f) means the information is located on Form 1, block (04), 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. The indirect costs percentage
should be shown as a whole number and without the percent symbol, i.e., 35.19% should be shown as 35. Completion of this data
block will expedite the process.
Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed

certification. (Please sign the Form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If the claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND ONE COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (New 07/16)
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PROGRAM CALIFORNIA ASSESSMENT OF STUDENT FORM
3 69 PERFORMANCE AND PROGRESS (CAASPP)
CLAIM SUMMARY 1
(01) Claimant (02) Fiscal Year
20 /20
(03) Leave blank.
Direct Costs Object Accounts
(@ (b) (©) (d) (e) ®
(04) Reimbursable Activities Salaries Materials | Contract Fixed Training Total
and and Services Assets
Benefits Supplies

Beginning 1/1/2014

A. Provide “a computing device, the use of an assessment
technology platform, and the adaptive engine” to administer
the CAASPP assessments to all pupils via computer, which
includes the acquisition of and ongoing compliance with
minimum technology specifications, as identified by
CAASPP contractor(s) or consortium. This activity includes:

1. A sufficient number of desktop or laptop computers,
iPads, or other tablet computers for which Smarter
Balanced provides secure browser support in the
academic year, along with a keyboard, headphones, and
a pointing device for each, to administer the CAASPP.

2. Broadband internet service providing at least 20 Kbps per

pupil to be tested simultaneously, costs for acquisition and

installation of wireless or wired network equipment, and
hiring consultants or engineers to assist a district in
completing and troubleshooting the installation.

Beginning 2/3/2014

B. The Local Educational Agency (LEA) CAASPP coordinator
shall be responsible for assessment technology, and shall
ensure current and ongoing compliance with minimum
technology specifications as identified by the CAASPP
contractor(s) or consortium.

C. Notify parents or guardians each year of their pupil’s
participation in the CAASPP assessment system, including
notification that notwithstanding any other provision of law,
a parent’s or guardian’s written request to excuse his or her
child from any or all parts of the CAASPP assessments
shall be granted.

D. Score and transmit the CAASPP tests in accordance with
manuals or other instructions provided by the contractor or
the California Department of Education (CDE).

E. Identify pupils unable to access the computer-based version
of the CAASPP tests; and report to the CAASPP contractor
the number of pupils unable to access the computer-based
version of the test.

New 07/16
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State Controller’s Office

School Mandated Cost Manual

PROGRAM CALIFORNIA ASSESSMENT OF STUDENT FORM
3 69 PERFORMANCE AND PROGRESS (CAASPP)
CLAIM SUMMARY 1
(01) Claimant (02) Fiscal Year
20 /20

(03) Leave blank.
Direct Costs Object Accounts

(@) (b) (©) (d) (e) ®
(04) Reimbursable Activities (continued) Salaries Materials | Contract Fixed Training Total

and and Services Assets

Benefits Supplies

Beginning 2/3/2014 (Continued)

F. Report to the CDE if a pupil in grade 2 was administered a
diagnostic assessment in language arts and mathematics
that is aligned to the common core academic content
standards pursuant to Education Code section 60644.

G. Participation in the training directed by the CAASPP
contractor or consortium is reimbursable as follows

(See Claim Summary Instructions, Item (04), for additional
information.)

1. Review the applicable supplemental videos and archived
Webcasts.

2. Read the CAASPP Smarter Balanced Online Test
Administration Manual, the Smarter Balanced Usability,
Accessibility, and Accommodations Guidelines, and the
Test Administrator Reference Guide, and view the
associated Smarter Balanced training modules.

Beginning 8/27/2014

H. The CAASPP test site coordinator shall be responsible for
ensuring that all designated supports, accommodations and
individualized aids are entered into the registration system.

(05) Total Direct Costs

Indirect Costs

(06) Indirect Cost Rate

[Refer to Claim Summary Instructions]

%

(07) Total Indirect Costs

[Line (05)(f) - line (05)(d)-$ [ ] xline (06)

(08) Total Direct and Indirect Costs

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

Cost Reduction

(09) Less: Offsetting Revenues (see Attachment A)

(10) Less: Other Reimbursements

(11) Total Claimed Amount

[Line (08) — {line (09) + line (10)}]

New 07/16

Page 2 of 2
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State Controller’s Office School Mandated Cost Manual

PROGRAM CALIFORNIA ASSESSMENT OF STUDENT FORM

369

PERFORMANCE AND PROGRESS (CAASPP)
CLAIM SUMMARY 1
INSTRUCTIONS

(01)
(02)
(03)

(04)

(05)

(06)

(07)

(08)

(09)

(10)

(11)

Enter the name of the claimant.
Enter the fiscal year in which costs were incurred.
Leave blank.

For each reimbursable activity, enter the total from Form 2, line (05), columns (d) through (h) to Form 1, block (04),
columns (a) through (e) in the appropriate row. Total each row.

Note: For activities A. 1. and A. 2., claimants shall maintain supporting documentation showing how their existing
inventory of computing devices and accessories, technology infrastructure, and broadband internet service is not
sufficient to administer the CAASPP test to all eligible pupils in the testing window, based on the minimum technical
specifications identified by the contractor(s) or consortium.

For activity G, claimants are required to comply with any and all requests from CAASPP contractors, and abide by
any and all instructions provided by the CAASPP contractor or consortium, whether written or oral, that are provided
for training or provided for in the administration of a CAASPP test. Only participation in the training directed by the
CAASPP contractor or consortium is reimbursable for the following:

G.1. All LEA CAASPP Coordinators, CAASPP Test Site Coordinators (SCs), Test Administrators (TAs), and school
administrative staff who will be involved in the Smarter Balanced assessment administration.

G.2. Prior to administering a test, TAs (and any other individuals administering any secure Smarter Balanced
assessment).

Reimbursement is NOT required to provide a computing device for every pupil, for the time to assess each pupil, or
for the purchase of other equipment not listed.

Total columns (a) through (f).

Enter the approved indirect cost rate from the California Department of Education for the year that funds are
expended.

From the Total Direct Costs, line (05)(f), deduct Total Fixed Assets, line (05)(d) and any other item excluded from
the indirect cost distribution base in accordance with the California School Accounting Manual, Procedure 915.
Enter zero if there are no exclusions. Multiply the result by the Indirect Cost Rate, line (06).

Enter the sum of Total Direct Costs, line (05)(f), and Total Indirect Costs, line (07).

If applicable, enter any revenue received by the claimant for this mandate from any state or federal source. The state
and federal funds listed on Attachment A must be identified as offsetting revenues. Complete Attachment A detailing
all offsetting revenues.

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 the Total Direct and Indirect Costs, line (08), subtract the sum of Offsetting Revenues, line (09), and Other
Reimbursements, line (10). Enter the remainder on this line and carry the amount forward to Form FAM-27, line (13)
of the Reimbursement Claim.

New 07/16
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PROGRAM CALIFORNIA ASSESSMENT OF STUDENT ATTACHMENT
3 69 PERFORMANCE AND PROGRESS (CAASPP) A
DETAILED SUMMARY OF OFFSETTING REVENUES
(01) Claimant (02) Fiscal Year
20 /20
OFFSETTING REVENUES Amount

1. Chapter 48, Statutes 2013 ($1.25 billion in Common Core Implementation Funding), if used
by a school district on the reimbursable CAASPP activities to support the administration of
computer-based assessments.

2. Funding apportioned by the State Board of Education (SBE) from Chapter 25, Statutes 2014,
Line Item 6110-113-0001, schedule (8), for fiscal year 2013-2014 CAASPP costs.

3. Funding apportioned by the SBE from Chapter 10, Statutes 2015, Line Item 6100-113-0001,
schedule (7), for fiscal year 2014-2015 CAASPP costs.

4. Chapter 25, Statutes 2014, (Line Item 6110-488) and Chapter 32 (appropriation for
outstanding mandate claims) if used by a school district on the reimbursable CAASPP
activities.

5. Chapter 25, Statutes 2014, Line Item 6110-182-0001, Provision 2 (appropriation “to support
network connectivity infrastructure grants”) if used by a school district on the reimbursable
CAASPP activities.

6. Any federal funds received and applied to the reimbursable CAASPP activities.

TOTAL OFFSETTING REVENUES

New 07/16
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PROGRAM CALIFORNIA ASSESSMENT OF STUDENT FORM
369 PERFORMANCE AND PROGRESS (CAASPP)
ACTIVITY COST DETAIL 2
(01) Claimant (02) Fiscal Year
20 /20

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

Beginning 1/1/2014 — Activity A

A. Provide “a computing device, the use of an assessment technology [C] D. Score and transmit the CAASPP tests in accordance with
platform, and the adaptive engine” to administer the CAASPP manuals or other instructions provided by the contractor or
assessments to all pupils via computer, which includes the the California Department of Education (CDE).
acquisition of and ongoing compliance with minimum technology
specifications, as identified by CAASPP contractor(s) or consortium. [ E. Identify pupils unable to access the computer-based version
This activity includes: of the CAASPP tests; and report to the CAASPP contractor

the number of pupils unable to access the computer-based
version of the test.

[J 1. A sufficient number of desktop or laptop computers,
iPads, or other tablet computers for which Smarter U F
Balanced provides secure browser support in the
academic year, along with a keyboard, headphones, and
a pointing device for each, to administer the CAASPP.

Report to the CDE if a pupil in grade 2 was administered a
diagnostic assessment in language arts and mathematics
that is aligned to the common core academic content
standards pursuant to Education Code section 60644.

[J 2. Broadband internet service providing at least 20 Kbps per
pupil to be tested simultaneously, costs for acquisition
and installation of wireless or wired network equipment,
and hiring consultants or engineers to assist a district in
completing and troubleshooting the installation.

G. Participation in the training directed by the CAASPP contractor or
consortium is reimbursable as follows:

[J 1. Review the applicable supplemental videos and archived

Webcasts.
Beginning 2/3/2014 - Activities B through G [J 2. Read the CAASPP Smarter Balanced Online Test
[] B. The Local Educational Agency (LEA) CAASPP coordinator Administration Manual, the Smarter Balanced Usability,
shall be responsible for assessment technology, and shall Accessibility, and Accommodations Guidelines, and the
ensure current and ongoing compliance with minimum TA Reference Guide, and view the associated Smarter
technology specifications as identified by the CAASPP Balanced training modules.
contractor(s) or consortium.
[J C. Notify parents or guardians each year of their pupil's Beginning 8/27/2014 — Activity H
participation in the CAASPP assessment system, including
notification that notwithstanding any other provision of law, [] H. The CAASPP test site coordinator shall be responsible for
a parent‘s or guardian’s written request to excuse his or her ensuring that all designated supports, accommodations and
child from any or all parts of the CAASPP assessments individualized aids are entered into the registration system.
shall be granted.
(04) Description of Expenses Object Accounts
(@ (b) (©) (d) (e) ® ()] (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Training
Classifications, Functions Performed Rate or Worked and and Services Assets
and Description of Expenses Unit Cost Benefits Supplies

New 07/16 Page 1 of 2
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PROGRAM CALIFORNIA ASSESSMENT OF STUDENT FORM
PERFORMANCE AND PROGRESS (CAASPP)
3 6 9 ACTIVITY COST DETAIL 2
(01) Claimant (02) Fiscal Year
20 /20
(04) Description of Expenses (Continued) Object Accounts
G (b) (c) (d) (e) ® @ (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Training
Classifications, Functions Performed Rate or Worked and and Services Assets
and Description of Expenses Unit Cost Benefits Supplies

(05) Total |:| Subtotal |:| Page: of

New 07/16
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CALIFORNIA ASSESSMENT OF STUDENT

PROGRAM FORM
PERFORMANCE AND PROGRESS (CAASPP)
3 69 ACTIVITY COST DETAIL 2
INSTRUCTIONS

(01) Enter the name of the claimant.

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

(03) Check the box which indicates the activity being claimed. Check only one box per form. A separate
Form 2 must be prepared for each applicable activity.

(04) The following table identifies the type of information required to support reimbursable costs. To itemize
costs for the activity box checked in block (03), enter each employee name, job classification, a brief
description of the activities performed, productive hourly rate, actual time spent, fringe benefits,
materials and supplies used, contract services, fixed assets, and training expenses. The descriptions
required in column (04)(a) must be of sufficient detail to explain the cost of activities or items
being claimed.

All documentation to support actual costs claimed must be retained for a period of three years after the
date the claim was filed or last amended, whichever is later. If no funds were appropriated or no
payment was made at the time the claim was filed, the time for the State Controller's Office (SCO) to
initiate an audit will be 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 must be made available to the
SCO on request.
Submit
Obiect Columns supporting
Acccj>unts documents
with the
(@) (b) © (d) @© ® @ (h) claim
Salaries =
Employez Hourly Hours Hourly Rate
Salaries ar.lr.ﬁ:n Rate Worked X Hours
Worked
and
- ) Benefits =
. Activities Benefit :
Benefits Performed Rate B;rge;:;lr?i:;e
Materials Descrintion of Uni . UCpsg:
and | tsed|  Comt | Used X Quantiy
Supplies Used
Name of Hours Worked ggtsé ; '-lH%L:Jrrlz Copy of
Contract Contr::ljctor Hourly | ?nd_ Worked or Contract
Services s an Rate nelusive Total and
pecific Tasks Dates of Contract Invoices
Performed Service (z:nogc
Fixed | Descriptonof | p cogt Cost = Comtact
Equipment - Usage Total Cost
Assets Purchased X Quantity X Usage In\iﬂges
Employee
Name and : ;
Training Classification At?:r:?; d Reg';setéa;tlon
and 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) on Form 1, block (04), columns
(a) through (e) in the appropriate row.

New 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2008-11

CALIFORNIA STATE TEACHERS’ RETIREMENT SYSTEM (CALSTRS)
SERVICE CREDIT

SCHOOL DISTRICTS
SEPTEMBER 2, 2008
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing claims for the California State Teachers’ Retirement
System (CALSTRS) Service Credit program. The SCO issues these claiming instructions
subsequent to the Commission on State Mandates (CSM) adopting the program’s Parameters and
Guidelines (Ps & Gs). The Ps & Gs are included as an integral part of the claiming instructions.

On April 16, 2007, the CSM adopted a Statement of Decision finding that the test claim
legislation imposes a reimbursable state-mandate program on school districts within the meaning
of article XI111B, section 6 of the California Constitution and GC section 17514,

Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

Except for community colleges, any school district or county office of education, as defined in
GC section 17519, that incurs increased costs as a result of this mandate, is eligible to claim for
reimbursement. Separate claiming instructions are written for community colleges. Refer to
CALSTRS Services Credit for Community Colleges, program 287. Charter schools and block
grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.

Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).
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e Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.

Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCQO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.
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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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Adopted: June 26, 2008

PARAMETERS AND GUIDELINES

Education Code Sections 22455.5, Subdivision (b), 22460, 22509, Subdivision (a),
22718, Subdivision (a)(1)(A), 22724, and 22852, Subdivision (e)

Statutes 1994, Chapter 603
Statutes 1996, Chapters 383, 634 and 680
Statutes 1997, Chapter 838
Statutes 1998, Chapter 965
Statutes 1999, Chapter 939
Statutes 2000, Chapter 1021

California State Teachers’ Retirement System (CalSTRS) Service Credit
02-TC-19

Santa Monica Community College District, Claimant

. SUMMARY OF THE MANDATE

In 2001, the Lassen County Office of Education and the San Luis Obispo County Office of
Education, later joined by the Grant Joint Union High School District, filed the test claim
CalSTRS Creditable Compensation (01-TC-02) on Statutes 1999, chapter 939, and

Statutes 2000, chapter 1021, as they added and amended Education Code 22119.2. In 2003,
the Santa Monica Community College District filed the test claim CalSTRS Service Credit
(02-TC-19) on the same Education Code section and statutes, but also made test claim
allegations regarding 28 additional Education Code sections. The two test claims shared
common issues, allegations, and statutes, and thus, the claims were consolidated pursuant to
California Code of Regulations, title 2, section 1183.06. However, all of the approved statutes
and activities were pled in the CalSTRS Service Credit (02-TC-19) test claim. Therefore, these
are the parameters and guidelines for the CalSTRS Service Credit program.

On April 16, 2007, the Commission on State Mandates (Commission) adopted a Statement of
Decision finding that Education Code sections 22455.5, subdivision (b), 22460, 22509,
subdivision (a), 22718, subdivision (a)(1)(A), 22724, and 22852, subdivision (e), impose new
programs or higher levels of service for school 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, for the following specific new activities:

e Employers shall make available criteria for membership, including optional membership,
in a timely manner to all persons employed to perform creditable service subject to
coverage by the Defined Benefit Program, and shall inform part-time and substitute
employees, within 30 days of the date of hire, that they may elect membership in the
plan’s Defined Benefit Program at any time while employed.

1 02-TC-19 Adopted Ps&Gs
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Written acknowledgment by the employee shall be maintained in employer files on a
form provided by CalSTRS. (Ed. Code, § 22455.5, subd. (b).)*

e Amend the notice that employers transmit to a member who terminates employment with
less than five years of credited service, as part of the usual separation documents, to
include the specific information specified in Education Code section 22460, subdivision
(@)(1) — (3), regarding the Defined Benefit Supplement account. (Ed. Code, § 22460;
one-time activity.)

e Within 10 working days of the date of hire of an employee who has the right to make an
election pursuant to Education Code section 22508 or 22508.5, the employer shall inform
the employee of the right to make an election to CalSTRS or CalPERS and shall make
available to the employee written information provided by each retirement system
concerning the benefits provided under that retirement system to assist the employee in
making an election. (Ed. Code, § 22509, subd. (a).)*

e The employer shall certify the number of unused excess sick leave days to
CalSTRS for retiring members, using the method of calculation described in
Education Code section 22724, subdivision (a). (Ed. Code, § 22718, subd.

@A)

e Upon request from the CalSTRS board, the employer shall submit sick leave
records of past years for audit purposes. (Ed. Code, § 22724, subd. (b).)°

e The employer shall provide information to CalSTRS regarding the reemployment of a
member who is subject to federal law regarding the reemployment of military service
personnel (38 U.S.C.A. 8 4301 et seq.), on a form prescribed by CalSTRS, within 30 days
of the date of reemployment. (Ed. Code, § 22852, subd. (e).)°

The Commission concludes that Education Code sections 22000, 22002, 22119.2, 22119.5,
22146, 22458, 22461, 22501, 22502, 22503, 22504, 22711, 22712.5, 22713, 22714, 22717,
22717.5, 22800, 22801, 22803, 22851, 22950 and 22951, as amended and pled, along with any
other test claim statutes and allegations not specifically approved above, do not impose a
program, or a new program or higher level of service, subject to article XII1 B, section 6.

1. ELIGIBLE CLAIMANTS

Any “school district” as defined in Government Code section 17519, which includes school
districts, county offices of education and community college districts, which incurs increased

! As added and amended by Statutes 1994, chapter 603, Statutes 1996, chapter 634, and
Statutes 1999, chapter 939.

2 As repealed, reenacted and amended, by Statutes 2000, chapter 1021.

% As repealed, reenacted and amended, by Statutes 1996, chapter 383, and Statutes 1997, chapter
838.

* As amended by Statutes 1999, chapter 939.
® As added by Statutes 1999, chapter 939.
® As added and amended by Statutes 1996, chapter 680, and Statutes 1998, chapter 965.

2 02-TC-19 Adopted Ps&Gs
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costs as a result of this mandate is eligible to claim reimbursement. Charter schools are not
eligible claimants.

I11.  PERIOD OF REIMBURSEMENT

Government Code section 17557, subdivision (e), states that a test claim shall be submitted on or
before June 30 following a given fiscal year to establish eligibility for that fiscal year. The
Santa Monica Community College District filed the test claim on May 12, 2003. Therefore, the
reimbursement period begins on or after July 1, 2001.

Actual costs for one fiscal year shall be included in each claim. Pursuant to Government 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 days of the issuance date for the claiming
instructions.

If the total costs for a given fiscal year do not exceed $1,000, 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, 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.

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 Activity

1. Separation Notice:

a. Amend the notice that employers transmit to a member who terminates employment
with less than five years of credited service, as part of the usual separation
documents, to include the specific information specified in Education Code section
22460, subdivision (a)(1) — (3), regarding the Defined Benefit Supplement account.
(Ed. Code, § 22460.)

3 02-TC-19 Adopted Ps&Gs
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B. Ongoing Activities

1. Employment Notices:

a. Make available criteria for membership, including optional membership, in a timely
manner to all persons employed to perform creditable service subject to coverage by
the Defined Benefit Program, and inform part-time and substitute employees, within
30 days of the date of hire, that they may elect membership in the plan’s Defined
Benefit Program at any time while employed. (Ed. Code, § 22455.5, subd. (b).)

b. Maintain written acknowledgment by the employee regarding information provided
about the Defined Benefit Program in employer files on a form provided by
CalSTRS. (Ed. Code, § 22455.5, subd. (b).)

¢. Within 10 working days of the date of hire of an employee who has the right to make
an election pursuant to Education Code section 22508 or 22508.5, inform the
employee of the right to make an election to CalSTRS or CalPERS and make
available to the employee written information provided by each retirement system
concerning the benefits provided under that retirement system to assist the employee
in making an election. (Ed. Code, § 22509, subd. (a).)

2. Sick Leave Days:

a. Certify the number of unused excess sick leave days to CalSTRS for retiring
members, using the method of calculation described in Education Code section
22724, subdivision (a). (Ed. Code, § 22718, subd. (a)(1)(A).)

b. Upon request from the CalSTRS board, submit sick leave records of past years for
audit purposes. (Ed. Code, § 22724, subd. (b).)

3. Military Service Reemployment:

a. Provide information to CalSTRS regarding the reemployment of a member who is
subject to federal law regarding the reemployment of military service personnel (38
U.S.C.A. § 4301 et seq.), on a form prescribed by CalSTRS, within 30 days of the
date of reemployment. (Ed. Code, § 22852, subd. (e).)

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.

4 02-TC-19 Adopted Ps&Gs
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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 A.1, Salaries and Benefits, for each applicable reimbursable activity.

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.

School districts must use the J-380 (or subsequent replacement) non-restrictive indirect cost rate
provisionally approved by the California Department of Education.

County offices of education must use the J-580 (or subsequent replacement) non-restrictive
indirect cost rate provisionally approved by the California Department of Education.

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

5 02-TC-19 Adopted Ps&Gs
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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.

VIl. OFFSETTING REVENUES AND REIMBURSEMENTS

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

VIIlI. 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.

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.

" This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
6 02-TC-19 Adopted Ps&Gs



Table of Contents

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.

7 02-TC-19 Adopted Ps&Gs
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State Controller’s Office School Mandated Cost Manual
CALIFORNIA STATE TEACHERS’ For State Controller Use Only | PROGRAM
RETIREMENT SYSTEM (CALSTRS) (19) Program Number 00286
SERVICE CREDIT (20) Date Filed 2 8 6
CLAIM FOR PAYMENT (21) LRS Input
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM-1, (04) A. 1.(f)
County of Locaton (23) FORM-1, (04) B. 1.(f)
Street Address or P.O. Box Suite (24) FORM-1, (04) B. 2.(f)
city State Zip Code (25) FORM-1, (04) B. 3.(f)
Type of Claim (26) FORM-1, (06)

(03) (09) Reimbursement |:| (27) FORM-1, (07)

(04) (10) Combined [ ] |(28) FORM-1, (09)

(05) (11) Amended |:| (29) FORM-1, (10)
Fiscal Year of Cost (06) (12) (30)
Total Claimed Amount (07) (13) (31)
Less: 10% Late Penalty (refer to attached Instructions) |(14) (32)
Less: Prior Claim Payment Received (15) (33)
Net Claimed Amount (16) (34)
Due from State (08) a7 (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the
school district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.

Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM CALIFORNIA STATE TEACHERS’ RETIREMENT SYSTEM (CALSTRS)
SERVICE CREDIT FORM
2 8 6 CLAIM FOR PAYMENT FAM-27
INSTRUCTIONS
(01) Enter the claimant identification number assigned by the State Controller’'s Office.

(02)
(03) to (08)
(09)
(10)
(11)

(12)

(13)

14

(15)
(16)
17)
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
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 as shown in the attached Form 1 line (11). The total claimed amount must exceed
$1,000; minimum claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions, following the fiscal year in which costs were incurred or the claims
must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a result of the
calculation formula as follows:

e Late Initial Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, without limitation; or
e Late Annual Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.
Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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.

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) A. 1. (f), means the information is located on Form 1, block (04), 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. The 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 process.

Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the Form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND ONE COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM CALIFORNIA STATE TEACHERS’ RETIREMENT SYSTEM (CALSTRS) FORM
2 8 6 SERVICE CREDIT
CLAIM SUMMARY 1
(01) Claimant (02) Fiscal Year
20 /20

(03) Leave blank.

Direct Costs Object Accounts

@) (b) O] (d) (€) (®

(04) Reimbursable Activities Salaries | Materials | oo a0t Fixed

and and Services Assets
Benefits Supplies

Travel Total

A. One-Time Activity

1. Separation Notice

B. Ongoing Activities

1. Employment Notices

2. Sick Leave Days

3. Military Service Reemployment

(05) Total Direct Costs

Indirect Costs

(06) Indirect Cost Rate [Refer to Claim Summary Instructions] %

(07)  Total Indirect Costs [Line (05)(f) — line (05)(d) — $ ] x line (06)

(08)  Total Direct and Indirect Costs [Line (05)(f) + line (07)]

Cost Reduction

(09) Less: Offsetting Revenues

(10) Less: Other Reimbursements

(11) Total Claimed Amount [Line (07) - {line (08) + line (09)}]

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM CALIFORNIA STATE TEACHERS’ RETIREMENT SYSTEM (CALSTRS) FORM

286 CLAIM SUMMARY 1

SERVICE CREDIT

INSTRUCTIONS

(01)
(02)
(03)

(04)

(05)

(06)

(07)

(08)

(09)

(10)

11

Enter the name of the claimant.
Enter the fiscal year of costs.
Leave blank.

For each reimbursable activity, enter the totals from Form 2, line (05), columns (d) through (h), to Form
1, block (04), columns (&) through (e), in the appropriate row. Total each row.

Total columns (a) through (f).

Enter the approved indirect cost rate from the California Department of Education for the year that funds
are expended.

From the Total Direct Costs, line (05)(f), deduct Total Fixed Assets, line (05)(d) and any other item
excluded from indirect cost distribution base in accordance with the California School Accounting
Manual, Procedure 915. Enter zero if there are no exclusions. Multiply the result by the Indirect Cost
Rate, line (06).

Enter the sum of Total Direct Costs, line (05)(f), and Total Indirect Costs, line (07).

If applicable, enter any revenue received by the claimant for this mandate from any state or federal
source.

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 (08), subtract the sum of Offsetting Revenues, line (09), and
Other Reimbursements, line (10). Enter the remainder on this line and carry the amount forward to Form
FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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School Mandated Cost Manual

PROGRAM

286

CALIFORNIA STATE TEACHERS’ RETIREMENT SYSTEM (CALSTRS)
SERVICE CREDIT
ACTIVITY COST DETAIL

FORM

2

(01) Claimant (02) Fiscal Year
20 /20
(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.
A. One-Time Activity B. Ongoing Activities
|:| 1. Separation Notice |:| 1. Employment Notices
[ ] 2.sick Leave Days
|:| 3. Military Service Reemployment
(04) Description of Expenses Object Accounts
(@) (b) (© (d) (e) ® @ (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Travel
Classifications, Functions Performed Rate or Worked or and and Services Assets
and Description of Expenses Unit Cost Quantity Benefits Supplies

(05) Total |:| Subtotal|:| Page: of

Revised 07/16




State Controller’s Office

Table of Contents

School Mandated Cost Manual

CALIFORNIA STATE TEACHERS’ RETIREMENT SYSTEM (CALSTRS)

PROGRAM FORM
SERVICE CREDIT
2 8 6 ACTIVITY COST DETAIL 2
INSTRUCTIONS

(01) Enter the name of the claimant.

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

(03) Check the box which indicates the activity being claimed. Check only one box per form. A separate
Form 2 must be prepared for each applicable activity.

(04) The following table identifies the type of information required to support reimbursable costs. To itemize
costs for the activity box checked in block (03), enter each employee name, job classification, a brief
description of the activities performed, productive hourly rate, actual time spent, fringe benefits,
supplies used, contract services, fixed assets, and travel expenses. The descriptions required in
column (04)(a) must be of sufficient detail to explain the cost of activities or items being
claimed.

All documentation to support actual costs claimed must be retained for a period of three years after
the date the claim was filed or last amended, whichever is later. If no funds were appropriated or no
payment was made at the time the claim was filed, the time for the State Controller's Office (SCO) to
initiate an audit will be 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 must be made available to the
SCO on request.
Col Submit
Object olumns supporting
Accounts documents
(a) (b) (c) (d) (e) (U] (9) (h) with the claim
Salaries =
Employee Hourly Hours Hourly Rate
Salaries Name and Title Rate Worked X Hours
Worked
and
. . Benefits =
Benefits Activities Benefit Beigﬁtlsme
Performed Rale X Salaries
- A Cost =
Mataer:(ljals Desc;lfptlon Unit Quantity Unit Cost
X ' Cost Used X Quantity
Supplies Supplies Used Used
Name of Hours Worked Cost = Hourly c f
Contract Contractor Hourly and_ Rate x Hours Cgrgjt)r/a?:t
Services and Rate Inclusive Worked or and
Specific Tasks Dates of Total Contract Invoices
Performed Service Cost
- _ Copy of
Fixed DEZ&E&"%%? f Unit Cost Usage Tciglsct:;st Contract
Assets Purchased X Quantity X Usage In\iﬂges
Purpose of Trip, )
Name and Title,| P€r Diem Total Travel
Destination, _ Rate, Days, Cost = Rate
Travel Departure Date, Mileage Rate, | Miles, and X Days or
and and Travel Mode Miles
Return Date Travel Cost
(05) Total line (04), columns (d) through (h) and enter the sums 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 1, block (03), columns
(a) through (e) in the appropriate row.

Revised 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2006-08
CAREGIVER AFFIDAVITS TO ESTABLISH RESIDENCE FOR SCHOOL ATTENDANCE

FEBRUARY 21, 2006
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing of claims for the Caregiver Affidavits to Establish
Residence for School Attendance program. The SCO issues these claiming instructions
subsequent to the Commission on State Mandates (CSM) adopting the program’s Parameters and
Guidelines (Ps & Gs). The Ps & Gs are included as an integral part of the claiming instructions.

Education Code section 48204, Subdivision (d), requires school districts to enroll a pupil if the
pupil lives in the home of an adult caregiver who resides within the boundaries of the school
district. Family Code sections 6550 and 6552 set forth the form of caregiver affidavit to be used,
and provides that a caregiver affidavit will not be valid for more than one year.

On May 28, 1998, the CSM adopted a Statement of Decision finding that Education Code
section 48204, subdivision (d), and FC sections 6550 and 6552, impose a new program or higher
level of service within the meaning of article X1l B, section 6 of the California Constitution.

Statutes 2004, Chapter 895, (AB 2855) amended Family Code section 6550 to delete subdivision
(b), which stated that the “affidavit shall not be valid for more than one year after the date on
which it is executed.” Family Code section 6552 was also amended to delete the statement, “This
affidavit is not valid for more than one year after the date on which it is executed” from the
content of the caregiver’s authorization affidavit.

Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

With the exception of community colleges, any school district, as defined in GC section 17519,
that incurs increased costs as a result of this mandate, is eligible to claim for reimbursement.
Charter schools and block grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.



Table of Contents

Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).

¢ Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.
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Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.

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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Revised February 9, 2006

Amended: December 9, 2005
Adopted: September 24, 1998
j:mandates/2004/pga/ab2855/04pga26

PARAMETERS AND GUIDELINES AMENDMENT

Education Code Section 48204, Subdivision (d)
Family Code Sections 6550 and 6552
Statutes 1994, Chapter 98

Caregiver Affidavits to Establish
Residence for School Attendance
04-PGA-26 (CSM-4497)

l. SUMMARY OF THE MANDATE

Education Code section 48204, subdivision (d), requires school districts to enroll a pupil if the
pupil lives in the home of a caregiving adult who resides within the boundaries of the school
district. Family Code sections 6550 and 6552 set forth the form of caregiver affidavit to be used
and provides that a caregiver affidavit shall not be valid for more than one year.

The Commission on State Mandates, in the Statement of Decision adopted at the May 28, 1998
hearing, found that Education Code section 48204, subdivision (d), and Family Code sections
6550 and 6552, impose new program or higher level of service within the meaning of

article XI1I B, section 6 of the California Constitution. The Commission on State Mandates
adopted the parameters and guidelines for this program on September 24, 1998.

Statutes 2004, chapter 895, (AB 2855) amended Family Code section 6550 to delete

subdivision (b), which stated that the *“affidavit shall not be valid for more than one year after the
date on which it is executed.” Family Code section 6552 was also amended to delete the
statement, “This affidavit is not valid for more than one year after the date on which it is
executed” from the content of the caregiver’s authorization affidavit.

1. ELIGIBLE CLAIMANTS

Any "school district," as defined in Government Code section 17519, except for community
colleges, which incurs increased costs as a result of this mandate is eligible to claim
reimbursement.

I11. PERIOD OF REIMBURSEMENT

The period of reimbursement for the activities in this parameters and guidelines amendment
begins on January 1, 2005.

Pursuant to Government Code section 17560, reimbursement for state-mandated costs may be
claimed as follows:

1. Alocal agency may file an estimated reimbursement claim by January 15 of the fiscal
year in which costs are to be incurred, and, by January 15 following that fiscal year shall
file an annual reimbursement claim that details the costs actually incurred for that fiscal
year; or it may comply with the provisions of subdivision (b).
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2. A local agency may, by January 15 following the fiscal year in which costs are incurred,
file an annual reimbursement claim that details the costs actually incurred for that fiscal
year.

3. Inthe event revised claiming instructions are issued by the Controller pursuant to
subdivision (c) of section 17558 between October 15 and January 15, a local agency filing
an annual reimbursement claim shall have 120 days following the issuance date of the
revised claiming instructions to file a claim.

Reimbursable actual costs for one fiscal year shall 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)(1), all claims for reimbursement of initial years’ costs shall
be submitted within 120 days of the issuance of the State Controller’s claiming instructions. If
the total costs for a given fiscal year do not exceed $1,000, no reimbursement shall be allowed,
except as otherwise allowed by Government Code section 17564.

There shall be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

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, 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.

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. On-Going Activities
1. Acceptance and Approval of Caregiver Affidavits.

Accepting and reviewing for completeness the caregiver affidavit form submitted by the
caregiver. This includes review of the caregiver affidavits upon receipt to verify
completion of items 1-4 and the signature line on the form.
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2. Administrative Tasks Associated with Enrollment and Transfer.

Performing administrative tasks associated with enrollment and transfer of
students under the caregiver affidavit program.

3. Training

Conducting and attending training regarding the requirements of the subject mandate
(one time per new employee).

Activities associated with training school district personnel about the requirements
related to enrollment of pupils living with caregivers are eligible for reimbursement. This
includes, but is not limited to, the labor time of administrators and other school district
personnel involved with preparation of training sessions and the labor time of
administrators and other school district personnel who conduct or attend training
sessions. The cost of materials and supplies used or distributed in training sessions is
eligible for reimbursement under this component.

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.
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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.

School districts must use the J-380 (or subsequent replacement) non-restrictive indirect cost rate
provisionally approved by the California Department of Education.

County offices of education must use the J-580 (or subsequent replacement) non-restrictive
indirect cost rate provisionally approved by the California Department of Education.
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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.

VII. OFFSETTING SAVINGS AND REIMBURSEMENTS

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

VIIl. STATE CONTROLLER’S REVISED CLAIMING INSTRUCTIONS

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

Pursuant to Government Code section 17561, subdivision (d)(2), issuance of the revised claiming
instructions shall constitute a notice of the right of the local agencies and school districts to file
reimbursement claims, based upon the revised 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.

! This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
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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 School Mandated Cost Manual
For State Controller Use Only | PROGRAM
CAREGIVER AFFIDAVITS TO ESTABLISH RESIDENCE
FOR SCHOOL ATTENDANCE (19) Program Number 00172 1 7 2
CLAIM FOR PAYMENT EZ; e IE'F'Z‘:
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1, (03)
County of Location (23) FORM 1, (04) 1.()
Street Address or P.O. Box Suite (24) FORM 1, (04) 2.(f)
City State Zip Code (25) FORM 1, (04) 3.(f)
Type of Claim (26) FORM 1, (06)

(03) (09) Reimbursement |:| (27) FORM 1, (07)

(04) (10) Combined [ ] |28) FORM 1, (09)

(05) (11) Amended [ ] |29) ForM 1, (10)
Fiscal Year of Cost (06) (12) (30)
Total Claimed Amount (07) (13) (31)
Less: 10% Late Penalty (refer to attached Instructions) ((14) (32)
Less: Prior Claim Payment Received (15) (33)
Net Claimed Amount (16) (34)
Due from State (08) (7) (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the school
district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.

Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signhatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM CAREGIVER AFFIDAVITS TO ESTABLISH RESIDENCE
FOR SCHOOL ATTENDANCE FORM
1 7 2 CLAIM FOR PAYMENT FAM-27
INSTRUCTIONS
(01) Enter the claimant identification number assigned by the State Controller’'s Office.

(02)
(03) to (08)
(09)
(10)
(11)

(12

(13)

14

(15)
(16)
17)
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
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 as shown in the attached Form 1 line (11). The total claimed amount must exceed
$1,000; minimum claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions, following the fiscal year in which costs were incurred or the claims
must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a result of the
calculation formula as follows:

o Late Initial Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, without limitation; or

e Late Annual Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.

Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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.

Bring forward the cost information as specified on the left-hand column of lines (22) through (36) for the reimbursement claim, e.qg.,
Form 1, (04) 1. (f), means the information is located on Form 1, block (04), line 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. The 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 process.

Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the Form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM CAREGIVER AFFIDAVITS TO ESTABLISH RESIDENCE FORM
1 7 2 FOR SCHOOL ATTENDANCE
CLAIM SUMMARY 1
(01) Claimant (02) Fiscal Year
20 /20

(03) Number of caregiver affidavits filed in year of claim

Direct Costs Object Accounts
() (b) () (d) (e) )
. . Salaries Materials | Contract Fixed Travel Total
(04) Reimbursable Activities and and Services Assets and
Benefits Supplies Training

1. Annual Acceptance and Approval of
Caregiver Affidavits and Monitoring Students

2. Administrative Tasks Associated with
Enrollment and Transfers

3. Training

(05) Total Direct Costs

Indirect Costs

(06) Indirect Cost Rate [Refer to Claim Summary Instructions] %
(07) Total Indirect Costs [Line (05)(f) - (05)(d) - $ 1 xline (06)
(08) Total Direct and Indirect Costs [Line (05)(f) + line (07)]

Cost Reduction

(09) Less: Offsetting Revenues

(10) Less: Other Reimbursements

(11) Total Claimed Amount [Line (08) — {line (09) + line (10)}]

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM CAREGIVER AFFIDAVITS TO ESTABLISH RESIDENCE FORM

1 72 CLAIM SUMMARY 1

FOR SCHOOL ATTENDANCE

INSTRUCTIONS

(01)
(02)
(03)

(04)

(05)

(06)

(07)

(08)

(09)

(10)

(11)

Enter the name of the claimant.
Enter the fiscal year in which costs were incurred.
Enter the number of caregiver affidavits that were filed in the fiscal year of claim.

For each reimbursable activity enter the total from Form 2, line (05), columns (d) through (h) to Form 1,
block (04), columns (a) through (e) in the appropriate row. Total each row.

Total columns (a) through (f).

Enter the approved indirect cost rate from the California Department of Education for the year that funds
are expended.

From the Total Direct Costs, line (05)(f), deduct Fixed Assets, line (05)(d) and any other item excluded
from indirect cost distribution base in accordance with the California School Accounting Manual,
Procedure 915. Enter zero if there are no exclusions. Multiply the result by the Indirect Cost Rate, line
(06).

Enter the sum of Total Direct Costs, line (05)(f), and Total Indirect Costs, line (07).

If applicable, enter any revenue received by the claimant for this mandate from any state or federal
source.

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.

Subtract the sum of Offsetting Revenues, line (09), and Other Reimbursements, line (10), from Total
Direct and Indirect Costs, line (08). Enter the remainder on this line and carry the amount forward to
Form FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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State Controller’s Office School Mandated Cost Manual
PROGRAM CAREGIVER AFFIDAVITS TO ESTABLISH RESIDENCE FORM
1 7 2 FOR SCHOOL ATTENDANCE
ACTIVITY COST DETAIL 2
(01) Claimant (02) Fiscal Year
20 /20

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

[] 1. Annual Acceptance and Approval of Caregiver Affidavits and Monitoring Students

[ ] 2. Administrative Tasks Associated with Enrollment and Transfers

] 3. Training
(03) Description of Expenses Object Accounts
@ (b) (©) (d) (e) ® ) (h)
Employee Names, Job Classifications, Hourly Hours Salaries Materials Contract Fixed Travel
Functions Performed, Rate Worked and and Services Assets and
and Description of Expenses or or Benefits Supplies Training

Unit Cost Quantity

(05) Total |:| Subtotal |:| Page: of

Revised 07/16
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School Mandated Cost Manual

CAREGIVER AFFIDAVITS TO ESTABLISH RESIDENCE

PROGRAM FORM
FOR SCHOOL ATTENDANCE
1 72 ACTIVITY COST DETAIL 2
INSTRUCTIONS

(01) Enter the name of the claimant.

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

(03) Check the box which indicates the activity being claimed. Check only one box per form. A separate
Form 2 must be prepared for each applicable activity.

(04) The following table identifies the type of information required to support reimbursable costs. To itemize
costs for the activity box checked in block (03), enter each employee name, job classification, a brief
description of the activities performed, productive hourly rate, actual time spent, fringe benefits, supplies
used, contract services, fixed assets, and travel and training expenses. The descriptions required in
column (04)(a) must be of sufficient detail to explain the cost of activities or items being
claimed.

All documentation to support actual costs claimed must be retained for a period of three years after the
date the claim was filed or last amended, whichever is later. If no funds were appropriated or no
payment was made at the time the claim was filed, the time for the State Controller's Office (SCO) to
initiate an audit will be 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 must be made available to the
SCO on request.
Col Submit
Object olumns supporting
Accounts documents
(a) (b) (c) (d) (e) (U] (9) (h) with the claim
Salaries Salaries =
Employee Hourly Hours Hourly Rate
Name and Title Rate Worked X Hours
and Worked
- ) Benefits =
Benefits PAé (;;g/r'g]ees d BRe;teglt Benefit Rate
X Salaries
. _ Cost =
Materials Description Unit Quantity Unit Cost
and of :
Suppli Sunplies Used Cost Used X Quantity
pplies PP Used
Name of Hours Worked Cost = Hourly Copy of
Contract Contractor Hourly and Rate X Hours Cont ¢
Services and Inclusive Worked of ontrac
Specific Tasks Rate Dates of Total Contract an_d
Performed Service Cost Invoices
- _ Copy of
. Description of f Cost =
::;Z‘:s Equipment ;J ga;ﬂﬁ; Usage Total Cost Contract
Purchased X Usage aqd
Invoices
Purpose of Trip, ;
Name and Title, Ptg;gem Days Cost = Rate X
Travel Destination, Mileage F’Qate, Miles. a{nd Days or Miles
Departure and Travel Mode or Total
Date, and Travel Cost Travel Cost
and Return Date
Employee
- Name and Title Dates Registration
Training and Name of Attended Fee
Class Attending
(05) Total line (04), columns (d) through (h) and enter the sums 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 1, block (04), columns
(a) through (e) in the appropriate row.

Revised 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2007-06
CHARTER SCHOOLS, CHARTER SCHOOLS II, AND CHARTER SCHOOLS IlI

FEBRUARY 22, 2007
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing claims for the Consolidation of Charter Schools, Charter
Schools 1I, and Charter Schools Il program. The SCO issues these claiming instructions
subsequent to the Commission on State Mandates (CSM) adopting the program’s Parameters and
Guidelines (Ps & Gs). The Ps & Gs are included as an integral part of the claiming instructions.

On July 21, 1994, the CSM adopted a Statement of Decision finding that Education Code (EC)
sections 47605 and 47607 impose a reimbursable state-mandate program on school districts
within the meaning of article XIIIB, section 6 of the California Constitution and GC section
17514,

On November 21, 2002, the CSM adopted a Statement of Decision finding that EC sections
47605, subdivisions (j)(1) and (k)(3), 47605.5, 47607, and 47614 impose a reimbursable state-
mandate program on school districts within the meaning of article XIIIB, section 6 of the
California Constitution and GC section 17514.

On May 25, 2006, the CSM adopted a Statement of Decision finding that the test claim
legislation imposes a reimbursable state-mandate program on school districts within the meaning
of article X11IB, section 6 of the California Constitution and GC section 17514,

Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

The fee authority established by EC section 47613 must be used by a school district or county
office of education to offset any claimed reimbursement of the cost of these activities. Refer to
Activity B.1. under Charter Schools in Section IV. of these consolidated Ps & Gs.

Eligible Claimants

With the exception of community colleges, any school district, as defined in GC section 17519,
that incurs increased costs as a result of this mandate, is eligible to claim for reimbursement.
Charter schools and block grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.
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Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).

¢ Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.
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Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.

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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.



mailto:LRSDAR@sco.ca.gov

Table of Contents

Amended: December 4, 2006
Adopted: December 2,2003

CONSOLIDATION OF PARAMETERS AND GUIDELINES

Education Code Section 47605, Subdivision (b), and
former Subdivisions (j)(1), G)(2), and (j)(3)
Education Code Section 47607, Subdivisions (a) and (b)

Statutes 1992, Chapter 781
Charter Schools (CSM 4437)

and

Education Code Sections 47605, Subdivisions (j)(1) and (k)(3),
47605.5, 47607, and 47614

Statutes 1998, Chapters 34 and 673
Charter Schools 11 (99-TC-03)

and
Education Code Sections 47605, Subdivision (b), and 47635

Statutes 1998, Chapter 34,
Statutes 1999, Chapter 78

California Department of Education Memo (May 22, 2000)
Charter Schools III (99-TC-14)
Western Placer Unified School District and Fenton Avenue Charter School, Claimants
For Fiscal Year 2007-2008 and beyond

I SUMMARY OF THE MANDATE

Charter Schools

On July 21, 1994, the Commission on State Mandates (Commission) adopted its Statement of
Decision finding that Education Code sections 47605 and 47607, as added by Statutes 1992,
chapter 781, require new activities related to initial charter school petitions and for monitoring
and evaluating the performance of charter schools pertaining to the revision or renewal of
approved charters, which constitute a new program or higher level of service for school districts
and/or county offices of education 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 the Charter Schools test claim for the
increased costs of performing the following activities:
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School Districts

Respond to requests from the public for information on the charter school program.
(Ed. Code, § 47605.)

Conduct a public hearing within thirty days of receipt of a petition to determine
community support for the petition. (Ed. Code, § 47605, subd. (b).)

Grant or deny the petition within sixty days of receipt, subject to a thirty-day extension
upon agreement of the parties. (Ed. Code, § 47605, subd. (b).)

Provide persons to take part in a review panel to review the decision of the governing
board of the school district and, if necessary, request the governing board of the school
district to reconsider the charter request. (Former Ed. Code, § 47605, subd. (j).)'

Respond to any request of the review panel selected and convened by the county
superintendent of schools pursuant to an appeal of any petition denied by the school
district. (Former Ed. Code, § 47605, subd. (j).)*

Monitor the performance of charter schools for which they have granted charters to
determine if they have achieved their goals and objectives. (Ed. Code, § 47607.)

Evaluate and decide upon requests for revision or extension of approved charters.
(Ed. Code, § 47607.)

County Boards of Education

Select and convene a review panel to review the decision of the governing board of the
school district and, if necessary, request the governing board of the school district to
reconsider the charter request. (Former Ed. Code, § 47605, subds. (j)(1) and (j)(2).)’

Hear a petition following a denial on reconsideration by the governing board of a school
district. (Former Ed. Code, § 47605, subd. (j)(3).)"

Conduct a public hearing within thirty days of receipt of a petition to determine
community support for the petition. (Former Ed. Code, § 47605, subd. (j)(3).)’

Grant or deny the petition within sixty days of receipt, subject to a thirty-day extension
upon agreement of the parties. (Former Ed. Code, § 47605, subd. (j)(3).)°

' Effective January 1, 1999, this activity was replaced with the new requirements of Education
Code section 47605, subdivision (j)(1), as amended by Statutes 1998, chapter 673.

* Effective January 1, 1999, this activity was replaced with the new requirements of Education
Code section 47605, subdivision (j)(1), as amended by Statutes 1998, chapter 673.

* Effective January 1, 1999, this activity was replaced with the new requirements of Education
. Code section 47605, subdivision (j)(1), as amended by Statutes 1998, chapter 673.

* Effective January 1, 1999, this activity was replaced with the new requirements of Education
Code section 47605, subdivision (j)(1), as amended by Statutes 1998, chapter 673.

> Effective January 1, 1999, this activity was replaced with the new requirements of Education
Code section 47605, subdivision (j)(1), as amended by Statutes 1998, chapter 673.
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e Monitor the performance of charter schools for which they have granted charters to
determine if they have achieved their goals and objectives. (Ed. Code, § 47607.)

¢ Evaluate and decide upon requests for revision or extension of approved charters.
(Ed. Code, § 47607.)

The Commission determined that the following provisions of Education Code sections 47605
and 47607 did not impose a new program or higher level of service within the meaning of article
XIII B, section 6 of the California Constitution and Government Code section 17514, for school
districts and county boards of education to:

¢ Plan and prepare procedures for implementation of the Charter Schools Act of 1992.

¢ Disseminate information regarding charter schools to staff, students, parents, and the
community.

Charter Schools 11

On November 21, 2002, the Commission adopted its Statement of Decision finding that
Education Code sections 47605, subdivisions (j)(1) and (k)(3), 47605.5, 47607, and 47614
require new activities, as specified below, which constitute new programs or higher levels of
service for school districts and/or county offices of education 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:

School Districts

¢ Review charter school petitions for renewal, when submitted directly to the governing
board of the school district that initially denied the charter, prior to expiration of the
charter granted by the State Board of Education. (Ed. Code, § 47605, subd. (k)(3).)

o Prior to revocation of a charter, the authority that granted the charter shall notify the
charter public school of any violation of this section and give the school a reasonable
opportunity to cure the violation, unless the authority determines, in writing, that the
violation constitutes a severe and imminent threat to the health or safety of the pupils.
(Ed. Code, § 47607, subd. (c).)

¢ Permit a charter school to use, at no charge, facilities not currently being used by the
school district for instructional or administrative purposes, or that have not been
historically used for rental purposes, provided the charter school shall be responsible for
reasonable maintenance of those facilities. (Reimbursement for this activity is limited to
administrative expenses resulting directly from the requirement to permit charter schools
to utilize unused district facilities. Rental value of the facility is specifically excluded as
a reimbursable expense.) (Ed. Code, § 47614.)

County Offices of Education

¢ Review charter school petitions submitted directly to the county board of education,
pursuant to Education Code section 47605, subdivision (b), when the governing board of

¢ Effective January 1, 1999, this activity was replaced with the new requirements of Education
Code section 47605, subdivision (j)(1), as amended by Statutes 1998, chapter 673.
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a school district denies a charter school petition and the charter school petitioner submits
the petition to the county board of education. (Ed. Code, § 47605, subd. (j)(1).)

e Review charter school petitions submitted directly to the county board of education, in
the same manner as set forth in Education Code section 47605, for charter schools that
will serve pupils for whom the county office of education would otherwise be responsible
for providing direct education and related services. (Ed. Code, § 47605.5.)

e Prior to revocation of a charter, the authority that granted the charter shall notify the
charter public school of any violation of this section and give the school a reasonable
opportunity to cure the violation, unless the authority determines, in writing, that the
violation constitutes a severe and imminent threat to the health or safety of the pupils. -
(Ed. Code, § 47607, subd. (c).)

The Commission also found that Education Code section 47613 establishes a fee authority that
must be used by a school district or county office of education to offset any claimed
reimbursement for the costs of charter school supervisorial oversight under the Charter Schools
Parameters and Guidelines.

In addition, the Commission found that Education Code sections 47602, 47604, 47613, 47613.5,
47614 and California Department of Education Memorandum dated April 28, 1999, do not
require any additional mandatory activities of school districts or county offices of education, and
therefore, do not impose a new program or higher level of service.

Charter Schools 111

On May 25, 2006, the Commission adopted its Statement of Decision finding that the test claim
statutes impose a reimbursable state-mandated program on school districts or county offices of
education within the meaning of article XIII B, section 6 of the California Constitution and
Government Code sections 17514 and 17556 for the following activities:

¢ Findings on denial: Upon denial of a charter petition, a school district makes written
findings of fact to support one or more of the following findings: (1) the charter school
presents an unsound educational program for pupils; (2) petitioners are demonstrably
unlikely to successfully implement the educational program; (3) the petition does not
include the required number of signatures; (4) the petition does not contain reasonably
comprehensive descriptions, as specified in statute (§ 47605, subd. (b), amended by
Stats. 1998, ch. 34).7

¢ Transfer funds in lieu of property taxes: except for local educational agencies that
charge fees under Education Code section 47613, subdivision (c¢), a school district or
county office of education that sponsors a charter school must transfer funds in lieu of
property taxes to the charter school (§ 47635, added by Stats. 1999, ch. 78).

¢ Financial information: for school districts or county offices of education that are
chartering authorities, including the revenues and expenditures generated by the charter
school in the school district’s or county office of education’s annual statement, in a format
specified by the California Department of Education. (This activity was only reimbursable

" This activity does not apply to a county office of education.
Y pply Y
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from May 22, 2000 until June 30, 2001, and is not included in these consolidated parameters
and guidelines.)

The Commission also found that charter schools are not eligible claimants under article XIII B,
section 6 and applicable statutes.

II. ELIGIBLE CLAIMANTS

Any “school district,” as defined in Government Code section 17519, except for community
colleges, which incurs increased costs as a result of this mandate, is eligible to claim
reimbursement. Charter schools are not eligible claimants.

III. PERIOD OF REIMBURSEMENT

This consolidation of parameters and guidelines is operative for reimbursement claims (including
estimated claims) filed for fiscal years 2007-2008 and beyond.

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)(1), all claims for reimbursement of initial years’ costs shall
be submitted within 120 days of the issuance of the State Controller’s claiming instructions.

If total costs for a given year do not exceed $1.000, no reimbursement shall be allowed, except as
otherwise allowed by Government Code section 17564.

There shall be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to Government Code section 17581.5.

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, and receipts.

Evidence corroborating the source documents may include, but is not limited to, worksheets, cost
allocation reports (system generated), purchase orders, contracts, agendas, and declarations.
Declarations must include a certification or declaration stating, “I certify (or declare) under
penalty of perjury under the laws of the State of California that the foregoing is true and correct,”
and must further comply with the requirements of Code of Civil Procedure section 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:
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Charter Schools’

A. School Districts

1. Responding to information requests. Provide information, upon request, to the
community regarding the Charter Schools Act of 1992 and governing board’s charter
policy and procedures. (Ed. Code, § 47605.)°

2. Evaluating petitions. Review and evaluate qualified charter petitions for compliance
with criteria for the granting of charters. (Ed. Code, § 47605.)"

3. Public hearings. Prepare for public hearings, to be done within thirty days of receiving
the petition, to consider the level of community support for a charter school petition, and
grant or deny the charter school petition within sixty days of receiving the petition,
subject to one thirty-day continuance by agreement of the parties, pursuant to Education
Code section 47605. (Ed. Code, § 47605.)"

B. School Districts and County Offices of Education'®

1. Monitoring: Renewal, Material Revision, and Revocation of the Charter"

a. Review, analyze, and report on the charter school’s performance for purposes of

charter reconsideration, renewal, revision, evaluation, or revocation by the governing
body. (Ed. Code, § 47607, subds. (a) and (b).)"*

b. Evaluate and decide upon material revisions, renewals, or revocations of charters.
(Ed. Code, § 47607, subds. (a) and (b).)"

Charter Schools 11
A. School Districts

1. Review charter school petitions for renewal that are submitted directly to the governing
board of the school district that initially denied the charter.'® Pursuant to Education Code

* Effective January 1, 1999, many activities from the original Charter Schools Parameters and
Guidelines were amended by Statutes 1998, chapters 34 and 673, and are reflected in the Charter
Schools II activities.)

’ As added by Statutes 1992, chapter 781.
'* As added by Statutes 1992, chapter 781.
"' As added by Statutes 1992, chapter 781.
2 See section VII. Offsetting Savings and Reimbursements.

" The fee authority established by Education Code section 47613 must be used by a school
district or county office of education to offset any claimed reimbursement for the cost of these
activities.

' As added by Statutes 1992, chapter 781.
' As added by Statutes 1992, chapter 781.

' Each renewal is for a period of five years.
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section 47605, subdivision (k)(3), the petition must be submitted prior to expiration of the
charter granted by the State Board of Education. (Ed. Code, § 47605, subd. (k)(3).)"

Notify the charter public school of any violation of Education Code section 47607,
subdivision (b), prior to revocation of a charter. Pursuant to Education Code section
47607, subdivision (c), the school shall be given a reasonable opportunity to cure the
violation, unless the authority determines, in writing, that the violation constitutes a
severe and imminent threat to the health or safety of the pupils. (Ed. Code, § 47607,
subd. (¢).)"®

B. County Offices of Education

1.

2.

Review charter school petitions submitted directly to the county board of education,
pursuant to Education Code section 47605, subdivision (b):

a. When the governing board of a school district denies a charter school petition and the
~ charter school petitioner submits the petition to the county board of education.
(Ed. Code, § 47605, subd. (j)(1).)"

b. For charter schools that will serve pupils for whom the county office of education
would otherwise be responsible for providing direct education and related services.
(Ed. Code, § 47605.5.)*

Notify the charter public school of any violation of Education Code section 47607,
subdivision (b), prior to revocation of a charter. Pursuant to Education Code section
47607, subdivision (c), the school shall be given a reasonable opportunity to cure the
violation, unless the authority determines, in writing, that the violation constitutes a severe
and imminent threat to the health or safety of the pupils. (Ed. Code, § 47607, subd. (c).)*'

Charter Schools 111

A. School Districts

1.

Findings on denial. Upon denial of a charter petition, a school district makes written
findings of fact to support one or more of the following findings: (1) the charter school
presents an unsound educational program for pupils; (2) petitioners are demonstrably
unlikely to successfully implement the educational program; (3) the petition does not
include the required number of signatures; (4) the petition does not contain reasonably

"7 As amended by Statutes 1998, chapter 673.
' As amended by Statutes 1998, chapter 34.

¥ As amended by Statutes 1998, chapter 673. As amended by Statutes 1998, chapter 673. This
replaces the previously approved activity in the original Charter Schools Parameters and
Guidelines related to “Petition Appeals.” (Ed. Code, § 47605, subd. (j), as added by Stats. 1992,
ch. 781; replaced by Stats. 1998, ch. 673.)

* As added by Statutes 1998, chapter 34.
*' As amended by Statutes 1998, chapter 34.
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comprehensive descriptions, as specified in statute (Ed. Code, § 47605, subd. (b),
amended by Stats. 1998, ch. 34).*

B. School Districts and County Offices of Education

1.

V.

Transfer funds in lieu of property taxes. Except for local educational agencies that charge
fees under Education Code section 47613, subdivision (¢), a school district or county
office of education that sponsors a charter school must transfer funds in monthly
installments to the charter school in lieu of property taxes (Ed. Code, § 47635, added by
Stats. 1999, ch. 78).

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. Direct costs that
are eligible for reimbursement are:

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

* This activity does not apply to a county office of education.
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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.

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.

School districts must use the J-380 (or subsequent replacement) non-restrictive indirect cost rate
provisionally approved by the California Department of Education.

County offices of education must use the J-580 (or subsequent replacement) non-restrictive
indirect cost rate provisionally approved by the California Department of Education.

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 [V, 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.

VII. OFFSETTING REVENUES AND OTHER REIMBURSEMENTS

Any offsets 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 received from any source, including but not limited to,

» This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
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service fees collected, federal funds, and other state funds, shall be identified and deducted from
this claim.

Education Code section 47613 establishes a fee authority that must be used by a school district or
county office of education to offset any claimed reimbursement for the costs of charter school
supervisorial oversight under the Charter Schools Parameters and Guidelines. This refers to
activity B. 1. under Charter Schools in section IV. of these parameters and guidelines.

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 statute or executive order creating the mandate and the parameters and
guidelines adopted by the Commission.

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 consolidated 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 consolidated 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 Statements of Decision are legally binding on all parties and provide the legal and factual
basis for the consolidated parameters and guidelines. The support for the legal and factual
findings is found in the administrative record for the test claims. The administrative records,
including the Statements of Decision, are on file with the Commission.
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State Controller’s Office School Mandated Cost Manual
For State Controller Use Only | PROGRAM
CHARTER SCHOOLS, CHARTER SCHOOLS II, AND
CHARTER SCHOOL IIi (29) PrograTn Number 00278 2 7 8
CLAIM FOR PAYMENT EZ; oo IE'F'Z‘:
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1, (04) A. 1.(f)
County of tocation (23) FORM 1, (04) A. 2.(f)
Street Address or P.O. Box Suite (24) FORM 1, (04) A 3,(f)
o sate Zip Code (25) FORM 1, (04) A. 4.(f)
Type of Claim (26) FORM 1, (04) A. 5.(f)

(03) (09) Reimbursement |_| [(27) FORM 1, (04) A. 6.(f)

(04) (10) Combined [ ] |28) FORM 1, (04) B. 1.(f)

(05) (11) Amended [] |29) FORM 1, (04) B. 2.(f)
Fiscal Year of Cost (06) (12) (30) FORM 1, (04) C. 1.(f)
Total Claimed Amount 07) (13) (31) FORM 1, (04) C. 2.(f)
Less: 10% Late Penalty (refer to attached Instructions) ((14) (32) FORM 1, (06)
Less: Prior Claim Payment Received (15) (33) FORM 1, (07)
Net Claimed Amount (16) (34) FORM 1, (09)
Due from State (08) a7 (35) FORM 1, (10)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the school
district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.

Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signhatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
CHARTER SCHOOLS, CHARTER SCHOOLS Il, AND
PROGRAM CHARTER SCHOOLS 1l FORM
2 7 8 CLAIM FOR PAYMENT FAM-27
INSTRUCTIONS
(01) Enter the claimant identification number assigned by the State Controller’'s Office.

(02)
(03) to (08)
(09)
(10)
(11)

(12

(13)

14

(15)
(16)
17)
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
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 as shown in the attached Form 1 line (11). The total claimed amount must exceed
$1,000; minimum claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions, following the fiscal year in which costs were incurred or the claims
must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a result of the
calculation formula as follows:

e Late Initial Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, without limitation; or
e Late Annual Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.
Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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.

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) A. 1. (f), means the information is located on Form 1, block (04), 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. The 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 process.

Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the Form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND ONE COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)



State Controller’s Office

Table of Contents

School Mandated Cost Manual

278

PROGRAM CHARTER SCHOOLS, CHARTER SCHOOLS II, AND FORM
CHARTER SCHOOLS I

CLAIM SUMMARY

1

(01) Claimant

(02)

Fiscal Year

20 /20

(03) Leave blank.

Direct Costs

Object Accounts

(04) Reimbursable Activities

(@
Salaries
and
Benefits

(b)
Materials
and
Supplies

() (d) (e) )
Contract Fixed Travel Total
Services Assets

Charter Schools (CS) I, Il, and 1l
A. School Districts (SD)

1. Responding to Information Requests

2. Evaluating Petitions

3. Public Hearings

4. Review of Renewal Petitions

5. Notification of Violation of EC § 47607

6. Findings on Denial of Petitions

CS I, Il, and lll
B. SDs & County Offices of Education (COE)

1. Monitoring of Charter

2. Transfer of Funds in lieu of Taxes

CsS LI, and lll
C. COEs

1. Review of Charter Schools Petitions

2. Notification of Violation of EC 847607

(05) Total Direct Costs

Indirect Costs

(06) Indirect Cost Rate

[Refer to Claim Summary Instructions]

%

(07) Total Indirect Costs

[Line (05)(f) - line (05)(d) - $ |:| ] x line (06)

(08) Total Direct and Indirect Costs

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

Cost Reduction

(09) Less: Offsetting Revenues

(10) Less: Other Reimbursements

(11) Total Claimed Amount

[Line (08) — {line (09) + line (10)}]

Revised 07/16
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PROGRAM CHARTER SCHOOLS, CHARTER SCHOOLS II, AND FORM

278 CLAIM SUMMARY 1

CHARTER SCHOOLS Il

INSTRUCTIONS

(01)
(02)
(03)

(04)

(05)

(06)

(07)

(08)

(09)

(10)

11

Enter the name of the claimant.
Enter the fiscal year in which costs were incurred.
Leave blank.

For each reimbursable activity, enter the total from Form 2, line (05), columns (d) through (h) to Form 1,
block (04), columns (a) through (e) in the appropriate row. Total each row.

Total columns (a) through (f).

Enter the approved indirect cost rate from the California Department of Education for the year that funds
are expended.

From the Total Direct Costs, line (05)(f), deduct Total Fixed Assets, line (05)(d) and any other item
excluded from indirect cost distribution base in accordance with the California School Accounting
Manual, Procedure 915. Enter zero if there are no exclusions. Multiply the result by the Indirect Cost
Rate, line (06).

Enter the sum of Total Direct Costs, line (05)(f), and Total Indirect Costs, line (07).

If applicable, enter any revenue received by the claimant for this mandate from any state or federal
source.

The fee authority established by Education Code section 47613 must be used by a school district or
county office of education to offset any claimed reimbursement of the cost of these activities. Refer to
Activity B.1. under Charter Schools in Section IV. of these consolidated Ps & Gs.

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 (08), subtract the sum of Offsetting Revenues, line (09), and
Other Reimbursements, line (10). Enter the remainder on this line and carry the amount forward to Form
FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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PROGRAM CHARTER SCHOOLS, CHARTER SCHOOLS II, AND FORM
2 7 8 CHARTER SCHOOLS I
ACTIVITY COST DETAIL 2
(01) Claimant (02) Fiscal Year
20 /20

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

Charter Schools (CS) |, Il, and Il CS LI, and Il
A. School Districts (SD) B. SDs & County Offices of Education (COE)
[0 1. Responding to Information Request [J 1. Monitoring of Charter
[ 2. Evaluating Petitions [0 2. Transfer of Funds in lieu of Taxes

[ 3. Public Hearings

. . CSLIl,and 1Nl

[J 4. Review of Renewal Petitions C. COEs

[ 5. Notification of Violation of EC § 47607 [ 1. Review of Charter Schools Petitions

[ 6. Findings on Denial of Petitions [ 2. Notification of Violation of EC § 47607
(04) Description of Expenses Object Accounts

(@) (b) (c) (d) (e) ® (@) (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Travel
Classifications, Functions Performed Rate or | Worked or and and Services Assets
and Description of Expenses Unit Cost | Quantity Benefits Supplies

(05) Total I:I Subtotal I:I Page: of

Revised 07/16
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CHARTER SCHOOLS, CHARTER SCHOOL I, AND

PROGRAM FORM
CHARTER SCHOOLS Il
2 7 8 ACTIVITY COST DETAIL 2
INSTRUCTIONS
(01) Enter the name of the claimant.
(02) Enter the fiscal year for which costs were incurred.
(03) Check the box which indicates the activity being claimed. Check only one box per form. A separate
Form 2 must be prepared for each applicable activity.
(04) The following table identifies the type of information required to support reimbursable costs. To
itemize costs for the activity box checked in block (03), enter each employee name, job classification,
a brief description of the activities performed, productive hourly rate, actual time spent, fringe benefits,
supplies used, contract services, fixed assets, and travel expenses. The descriptions required in
column (04)(a) must be of sufficient detail to explain the cost of activities or items being
claimed.
All documentation to support actual costs claimed must be retained for a period of three years after
the date the claim was filed or last amended, whichever is later. If no funds were appropriated or no
payment was made at the time the claim was filed, the time for the State Controller's Office (SCO) to
initiate an audit will be 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 must be made available to
the SCO on request.
Col Submit
Object olumns supporting
Accounts documents
(@) (b) (c) (d) (e) () (9) (h) with the claim
Salaries =
Employee Hourly Hours Hourly Rate
Salaries Name and Title Rate Worked X Hours
Worked
and
Benefi Benefits =
Benefits Activities enefit Benefit Rate
Performed Rate X Salaries
Materials Description . " cost =
and of Unit Quantity Unit Cogt
Supplies Supplies Used Cost Used X %L::;tlty
Name of Hours Worked Cost = Hourly c §
Contract Contractor Hourl and Rate X Hours Cor)tyot
Son rac and Fgutr Y Inclusive Worked or on Lac
ervices Specific Tasks ate Dates of Total Contract | an
Performed Service Cost nvoices
s _ Copy of
. Description of : Cost =
:::;:s Equipment )EJ S'Lgrilst; Usage Total Cost CO:;Lacr
Purchased X Usage Invoices
I;‘urpose of Trip, Per Diem Cost = Rate
ame and Tite, Rate Days X Days or
Travel Destination. Mil ’ i yS: d .Iy
Departure Date, ileage Rate, Miles, an Miles
and and Travel Mode or Total
R Travel Cost Travel Cost
eturn Date
(05) Total line (04), columns (d) through (h) and enter the sums 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 1, block (04), columns
(a) through (e) in the appropriate row.

Revised 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2013-04
CHARTER SCHOOLS IV

JANUARY 3, 2013
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing claims for the Charter Schools IV program. The SCO issues
these claiming instructions subsequent to the Commission on State Mandates (CSM) adopting
the program’s Parameters and Guidelines (Ps & Gs). The Ps & Gs are included as an integral part
of the claiming instructions.

On January 27, 2012, the CSM adopted a Statement of Decision finding that the test claim
legislation imposes a partially reimbursable state-mandated program upon school districts within
the meaning of article XIII B, section 6 of the California Constitution and GC section 17514.

Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

With the exception of community colleges, any school district, as defined in GC section 17519,
that incurs increased costs as a result of this mandate, is eligible to claim for reimbursement.
Charter schools and block grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late claim penalty. Claims filed more than one year after the filing date will not be
accepted.

Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).

¢ Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.
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Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.

Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.

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 claimant 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
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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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Adopted: September 28, 2012

PARAMETERS AND GUIDELINES
Education Code Sections 1628, 42100(a), 47605, 47605.6
Statutes 2002, Chapter 1058

Charter Schools IV
03-TC-03

l. SUMMARY OF THE MANDATE

This program implements a comprehensive process for school districts or county boards of
education to review a petition for the proposed operation of a charter school.

On January 27, 2012, the Commission on State Mandates (Commission) adopted a statement of
decision finding that the test claim legislation imposes a partially reimbursable state-mandated
program upon school districts within the meaning of article XII1 B, section 6 of the California
Constitution and Government Code section 17514. The Commission approved this test claim for
the reimbursable activities found under Section IV. Reimbursable Activities.

1. ELIGIBLE CLAIMANTS

Any "school district” as defined in Government Code section 17519, including county boards of
education, and excluding community colleges, which incurs increased costs as a result of this
mandate, is eligible to claim reimbursement. Charter schools are not eligible claimants.

I11. PERIOD OF REIMBURSEMENT

Government Code section 17557(e), states that a test claim shall be submitted on or before June 30
following a given fiscal year to establish eligibility for that fiscal year. San Diego Unified School
District filed the test claim on August 29, 2003, establishing eligibility for reimbursement for the
2002-2003 fiscal year. The test claim statute (Statutes 2002, chapter 1058) became effective on
January 1, 2003. Therefore, costs incurred for this mandate are eligible for reimbursement on
January 1, 2003.

Reimbursement for state-mandated costs may be claimed as follows:
1. Actual costs for one fiscal year shall be included in each claim.

2. Pursuant to Government Code section 17561(d)(1)(A), all claims for reimbursement of
initial fiscal year costs shall be submitted to the State Controller within 120 days of the
issuance date for the claiming instructions.

3. Pursuant to Government Code section 17560(a), a school district may, by February 15
following the fiscal year in which costs were incurred, file an annual reimbursement
claim that details the costs actually incurred for that fiscal year.

4. If revised claiming instructions are issued by the Controller pursuant to Government
Code section 17558(c), between November 15 and February 15, a school district filing an
annual reimbursement claim shall have 120 days following the issuance date of the
revised claiming instructions to file a claim. (Government Code section 17560(b).)

1
Charter Schools 1V, 03-TC-03
Parameters and Guidelines
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5. If the total costs for a given fiscal year do not exceed $1,000, no reimbursement shall be
allowed except as otherwise allowed by Government Code section 17564.

6. There shall be no reimbursement for any period in which the Legislature has suspended
the operation of a mandate pursuant to state law.

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 to 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, 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. When a K-12 school district receives a petition for the establishment of a charter school
pursuant to Education Code section 47605(a), and when a county board of education
receives a petition for the establishment of a charter school on appeal pursuant to
Education Code section 47605(j), K-12 school districts and county boards of education
are eligible to receive reimbursement for the following activities:

1. Review, and consider at a public hearing the following additional information in the
charter school petition:

a) If the proposed school will serve high school pupils, a description of how the
charter school will inform parents about the transferability of courses to other
public high schools and the eligibility of courses to meet college entrance
requirements.t

b) A description of the procedures to be used if the charter school closes. The
procedures shall ensure a final audit of the school to determine the disposition of

! Education Code section 47605(b)(5)(A)(ii).

Charter Schools 1V, 03-TC-03
Parameters and Guidelines
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all assets and liabilities of the charter school, including plans for disposing of any
net assets and for the maintenance and transfer of pupil records.?

¢) A description of where the charter school intends to locate in its description of
facilities.?
d) That the notices described below have been provided when the charter school

petition proposes to operate one site outside the jurisdictional boundaries of the
school district, but within the county where that school district is located:

1) Notice is provided to the school district where the charter school proposes to
operate before the charter petition is approved,

2) Notice of the location is provided to the Superintendent of Public Instruction
and the county superintendent of schools before the charter school commences
operations; and

3) Notice that the school has attempted to locate a single site or facility to house
the entire program, but such facility or site is unavailable, or the site is needed
for temporary use during a construction or expansion project.*

2. If, after review, the school district or county board of education denies the charter
school petition based on the information provided in 1. above, make written factual
findings setting forth facts to support the finding.

3. Consider at an open and public meeting, proposed material revisions to an already
approved charter to establish operations at one or more additional sites within the
jurisdictional boundaries of the school district.®

B. When county boards of education receive a petition for the establishment of a
countywide charter school pursuant to Education Code section 47605.6, county boards
of education are eligible to receive reimbursement for the following activities:

1. Hold a public hearing not later than 60 days after receiving a petition to consider the
level of support for the petition by teachers, parents or guardians, and the school
districts where the charter school petitioner proposes to place school facilities. As
part of its consideration, the county board of education shall do the following:’

a) Require that the petitioner or petitioners provide information regarding the
proposed operation and potential effects of the school, including, but not limited
to, the facilities utilized by the school, the manner in which administrative
services of the school are to be provided, and potential civil liability effects, if

2 Education Code section 47605(b)(5)(P).

¥ Education Code section 47605(g).

* Education Code section 47605(a)(1) and (5).

® Education Code section 47605(b).

® Education Code section 47605(a)(4).

" Education Code section 47605.6(a)(1), (h), (i).

Charter Schools 1V, 03-TC-03
Parameters and Guidelines
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any, upon the school, any school district where the charter school may operate
and upon the county board of education.

Require the petitioner or petitioners to provide financial statements that include
a proposed first-year operational budget, including startup costs, and cash-flow
and financial projections for the first three years of operation.

Determine whether the educational services to be provided by the charter school
will offer services to a pupil population that will benefit from those services,
and that cannot be served as well by a charter school that operates in only one
school district in the county.

Determine whether granting the charter is consistent with a sound educational
practice, and whether the charter school has reasonable justification for why it
could not be established by petition to a school district pursuant to Education
Code section 47605.

Give preference to petitions that demonstrate the capability to provide
comprehensive learning experiences to pupils identified by the petitioner or
petitioners as academically low-achieving pursuant to the standards established
by the State Department of Education under Education Code section 54032.

2. The county board of education shall also consider the information listed below and
deny a petition for the establishment of a charter school if the board finds one or more
of the following:®

a)

b)

)
d)

The charter school presents an unsound educational program for the pupils to be
enrolled in the charter school.

The petitioners are demonstrably unlikely to successfully implement the program
set forth in the petition.

The petition does not contain the number of signatures required.

The petition does not contain an affirmation of each of the following conditions
listed in subdivision (d):

1)

2)

That the charter school will meet all statewide standards and conduct the
pupil assessments required pursuant to Education Code section 60605 and
any other statewide standards authorized in statute or pupil assessments
applicable to pupils in non-charter public schools.

That the charter school will consult with their parents and teachers regarding
the school’s educational programs.

® Education Code section 47605.6(b). Unlike a school district’s consideration and review of a
charter school petition under section 47605, section 47605.6 does not require county boards of
education to make written factual findings when denying a petition. Section 47605.6(b) simply
states that the county board of education shall either grant or deny the charter within 90 days of
receipt of the petition. The date can be extended by 30 days with the agreement of all parties.

4
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e) The petition does not contain reasonably comprehensive descriptions of all of the
following:

1)

2)
3)

4)
5)

6)
7)

8)

9)

10)
11)

12)

13)

A description of the educational program of the school, designed, among
other things, to identify those whom the school is attempting to educate, what
it means to be an “educated person” in the 21* century, and how learning best
occurs. The goals identified in that program shall include the objective of
enabling pupils to become self-motivated, competent, and lifelong learners.

The measurable pupil outcomes identified for use by the charter school.

The method by which pupil progress in meeting those pupil outcomes is to be
measured.

The location of each charter school facility that the petitioner proposes to
operate.

The governance structure of the school, including, but not limited to, the
process to be followed by the school to ensure parental involvement.

The qualifications to be met by individuals to be employed by the school.

The procedures that the school will follow to ensure the health and safety of
pupils and staff. These procedures shall include the requirement that each
employee of the school furnish the school with a criminal record summary as
described in Education Code section 44237.

The means by which the school will achieve a racial and ethnic balance
among its pupils that is reflective of the general population residing within the
territorial jurisdiction of the school district to which the charter petition is
submitted.

The manner in which annual, independent, financial audits shall be conducted,
in accordance with regulations established by the State Board of Education,
and the manner in which audit exceptions and deficiencies shall be resolved.

The procedures by which pupils can be suspended or expelled.

The manner by which staff members of the charter schools will be covered by
the State Teachers’ Retirement System, the Public Employees’ Retirement
System, or federal social security.

The procedures to be followed by the charter school and the county board of
education to resolve disputes relating to provisions of the charter.

A declaration whether or not the charter school shall be deemed the exclusive
public school employer for the employees of the charter school for the
purposes of the EERA.

Charter Schools 1V, 03-TC-03
Parameters and Guidelines



Table of Contents

3. The county board of education shall also consider whether to approve additional
locations subsequently proposed by a charter school following the initial approval of
the charter petition as a material revision of the charter at an open, public meeting,
held no sooner than 30 days following notification of the school districts where the
sites will be located.’

C. K-12 school districts and county superintendents of schools are eligible for
reimbursement for following activities pursuant to Education Code sections 1628
and 42100(a):

1. For school districts, following the approval of a charter petition and as the charter
authority, to include the charter school’s annual statement of receipts and
expenditures with its own annual statement, and file the charter school’s statement
with the county superintendent of schools.

2. For county superintendents of schools to receive from a school district (when the
school district is the chartering authority) or receive directly from a charter school
(when the county board of education is the chartering authority) the charter schools’
annual statement of receipts and expenditures.

3. For county superintendents of schools to verify the mathematical accuracy of the
charter schools” annual statements of receipts and expenditures, and transmit the
charter schools’ statements to the State Superintendent of Schools.

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.

% Education Code section 47605.6(a)(3).

Charter Schools 1V, 03-TC-03
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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. If the contract services are also used for purposes other than the
reimbursable activities, only the pro-rata portion of the services used to implement the
reimbursable activities can be claimed. Submit contract consultant and attorney invoices
with the claim and a description of the contract scope of services.

4. Fixed Assets

Report the purchase price paid for fixed assets (including computers) necessary to
implement the reimbursable activities. The purchase price includes taxes, delivery costs,
and installation costs. If the fixed asset 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, 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.

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 may 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.

School districts must use the California Department of Education approved indirect
cost rate for the year that funds are expended.

VI. RECORD RETENTION

Pursuant to Government Code section 17558.5(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

19 This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
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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

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

Any revenue received pursuant to the “supervisorial oversight” fee authority in Education Code
section 47613 and applied to the charter authority activities listed above in A.3 (Ed. Code, §
47605(a)(4)) , B.3 (Ed. Code, § 47605.6(a)(3)), C.1 (Ed. Code, § 42100(a)), and C.2 (Ed. Code,
§ 42100(a), only when the county board of education is the charter authority and receives
directly from a charter school its annual statement of receipts and expenditures), shall be
identified as an offset and deducted from the costs claimed for these activities.

VIIlI. STATE CONTROLLER’S CLAIMING INSTRUCTIONS

Pursuant to Government Code section 17558(b), the Controller shall issue claiming instructions
for each mandate that requires state reimbursement not later than 90 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.

Pursuant to Government Code section 17561(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(d), and California Code of Regulations, title 2, section 1183.2.

X. LEGAL AND FACTUAL BASIS FOR THE PARAMETERS AND GUIDELINES

The statements of decision adopted for the test claim and parameters and guidelines are legally
binding on all parties and provide the legal and factual basis for the parameters and guidelines.
The support for the legal and factual findings is found in the administrative record. The
administrative record is on file with the Commission.

8
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State Controller’s Office School Mandated Cost Manual
For State Controller Use Only | PROGRAM
CHARTER SCHOOLS IV (19) Program Number 00337
CLAIM FOR PAYMENT (20) Date Filed 33 7
(21) LRS Input
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1, (04) A. 1. (f)
County of Location (23) FORM 1, (04) A. 2. (f)
Street Address or P.O. Box Suite (24) FORM 1, (04) A 3 (f)
City State Zip Code (25) FORM 1, (04) B. 1. (f)
Type of Claim (26) FORM 1, (04) B. 2. (f)

(03) (09) Reimbursement |:| (27) FORM 1, (04) B. 3. (f)

(04) (10) Combined |:| (28) FORM 1, (04) C. 1. (f)

(05) (11) Amended [ ] |29) FORM 1, (04) C. 2. ()
Fiscal Year of Cost (06) (12) (30) FORM 1, (04) C. 3. (f)
Total Claimed Amount 07) (13) (31) FORM 1, (06)
Less: 10% Late Penalty (refer to attached Instructions) ((14) (32) FORM 1, (07)
Less: Prior Claim Payment Received (15) (33) FORM 1, (09)
Net Claimed Amount (16) (34) FORM 1, (10)
Due from State (08) a7 (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the school
district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.

Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signhatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM CHARTER SCHOOLS IV
CLAIM FOR PAYMENT FORM
33 7 INSTRUCTIONS FAM-27
(01) Enter the claimant identification number assigned by the State Controller’'s Office.

(02)
(03) to (08)
(09)
(10)
(11)

(12

(13)

14

(15)
(16)
1)
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
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 as shown on Form 1 line (11). The total claimed amount must exceed $1,000; minimum
claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions following the fiscal year in which costs were incurred. Claims filed
after the specified date must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty
amount as a result of the calculation formula as follows:

o Late Initial Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, without limitation; or

e Late Annual Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, late penalty not to exceed $10,000.

Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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.

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) A. 1. (f), means the information is located on Form 1, block (04), 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. The 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 process.

Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the Form FAM-27 in blue ink and attach the copy of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND ONE COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual

PROGRAM
CHARTER SCHOOLS IV FORM

337 CLAIM SUMMARY 1

(01) Claimant (02) Fiscal Year
20 /20

(03) Leave blank.

Direct Costs Object Accounts
(@) (b) (©) (d) (e) ®
(04) Reimbursable Activities Salaries Materials Contract Fixed Travel Total
and and Services Assets
Benefits Supplies

A. K-12 School Districts and
County Boards of Education

1. Review Charter School Petition

2. Make Written Factual Findings

3. Consider Proposed Material Revisions

B. County Boards of Education

1. Public Hearing

2. Deny a Petition

3. Approval of Additional Locations

C. K-12 School Districts and
County Superintendents of Schools

1. File Charter School Annual Statement

2. Receive Annual Statement

3. Verify and Transmit Annual Statement

(05) Total Direct Costs

Indirect Costs

(06) Indirect Cost Rate [Refer to Claim Summary Instructions] %
(07) Total Indirect Costs [Line (05)(f) - line (05)(d) - $ ] x line (06)
(08) Total Direct and Indirect Costs [Line (05)(f) + line (07)]

Cost Reduction

(09) Less: Revenue Received Pursuant to Education Code Section 47613

(10) Less: Other Reimbursements

(11) Total Claimed Amount [Line (08) — {line (09) + line (10)}]

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM CHARTER SCHOOLS IV FORM

337 CLAIM SUMMARY
INSTRUCTIONS 1

(01)
(02)
(03)

(04)

(05)

(06)

(07)

(08)

(09)

(10)

(11)

Enter the name of the claimant.
Enter the fiscal year in which costs were incurred.
Leave blank.

For each reimbursable activity, enter the total from Form 2, line (05), columns (d) through (h) to Form 1,
block (04), columns (@) through (e) in the appropriate row. Total each row.

Total columns (a) through (f).

Enter the approved indirect cost rate from the California Department of Education for the year that funds
are expended.

From the Total Direct Costs, line (05)(f), deduct Total Fixed Assets, line (05)(d) and any other item
excluded from indirect cost distribution base in accordance with the California School Accounting
Manual, Procedure 915. Enter zero if there are no exclusions. Multiply the result by the Indirect Cost
Rate, line (06).

Enter the sum of Total Direct Costs, line (05)(f), and Total Indirect Costs, line (07).

Enter any revenue received pursuant to the “supervisorial oversight” fee authority in Education Code
section 47613 and applied to the charter authority activities listed above in (04) A. 3. (Ed. Code, §
47605(a)(4)), (04) B. 3. (Ed. Code, § 47605.6(a)(3)), (04) C. 1. (Ed. Code, § 42100(a)), and (04) C. 2.
(Ed. Code, § 42100(a), only when the county board of education is the charter authority and receives
directly from a charter school its annual statement of receipts and expenditures), shall be identified as an
offset and deducted from the costs claimed for these activities, and if applicable, other revenue received
by the claimant for this mandate from any state or federal source.

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 (08), subtract the sum of Offsetting Revenues, line (09), and
Other Reimbursements, line (10). Enter the remainder on this line and carry the amount forward to Form
FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM
CHARTER SCHOOLS IV FORM

3 3 7 ACTIVITY COST DETAIL 2

(01) Claimant (02) Fiscal Year
20 /20

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

A. K-12 School Districts and B. County Boards of Education C. K-12 School Districts and

County Boards of Education County Superintendents of Schools
[ 1. Review Charter School Petition [ 1. Public Hearing [ 1. File Charter School Annual Statement
[ 2. Make Written Factual Findings [ 2. Deny a Petition [ 2. Receive Annual Statement

[J 3. consider Proposed Material Revisions [] 3. Approval of Additional Locations [ 3. Verify and Transmit Annual Statement

(04) Description of Expenses Object Accounts
(@) (b) (©) (d) (e) ® ) (h)
Employee Names, Job Hourly Hours Salaries Materials Contract Fixed Travel
Classifications, Functions Performed Rate or | Worked or and and Services Assets
and Description of Expenses Unit Cost | Quantity Benefits Supplies

(05) Total |:| Subtotal I:I Page: of

Revised 07/16
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PROGRAM

337

FORM

2

CHARTER SCHOOLS IV
ACTIVITY COST DETAIL
INSTRUCTIONS

(01) Enter the name of the claimant.
(02) Enter the fiscal year for which costs were incurred.
(03) Check the box which indicates the activity being claimed. Check only one box per form. A separate
Form 2 must be prepared for each applicable activity.
(04) The following table identifies the type of information required to support reimbursable costs. To
itemize costs for the activity box checked in block (03), enter each employee name, job classification,
a brief description of the activities performed, productive hourly rate, actual time spent, fringe benefits,
supplies used, contract services, fixed assets, and travel expenses. The descriptions required in
column (04)(a) must be of sufficient detail to explain the cost of activities or items being
claimed.
All documentation to support actual costs claimed must be retained for a period of three years after
the date the claim was filed or last amended, whichever is later. If no funds were appropriated or no
payment was made at the time the claim was filed, the time for the State Controller's Office (SCO) to
initiate an audit will be 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 must be made available to
the SCO on request.
Col Submit
Object olumns supporting
Accounts documents
(@) (b) (c) (d) (e) () (9) (h) with the claim
Salaries =
Employee Hourly Hours Hourly Rate
Salaries Name and Title Rate Worked X Hours
Worked
and
) o Benefit Benefits =
Benefits Activities Benefit Rate
Performed Rate X Salaries
. - Cost =
Materials Description Unit Quantity Unit Cost
and of :
Supplies Supplies Used Cost Used X Quantity
pp pp Used
Name of Hours Worked Cost = Hourly
c Contractor and Rate X Hours Copy of
ontract Hourly ! Contract
Services _a_nd Rate Inclusive Worked or and
Specific Tasks Dates of Total Contract Invoices
Performed Service Cost
s _ Copy of
. Description of h Cost =
:::;:s Equipment )EJ mL;:r?t?tt Usage Total Cost CO:;Lacr
Purchased Q Y X Usage Invoi
nvoices
I:Iurpose of T_rip, Per Diem Cost = Rate
ame and Title,
Destination _ Rate, Days, X Days or
Travel D ' | Mileage Rate, | Miles, and Miles
eparture Date,
and Travel | Travel Mode or Total
and Return Cost Travel Cost
Date
(05) Total line (04), columns (d) through (h) and enter the sums 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 1, block (04), columns
(a) through (e) in the appropriate row.

Revised 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COST CLAIMING INSTRUCTIONS NO. 2010-13
CHILD ABUSE AND NEGLECT REPORTING

OCTOBER 15, 2010
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of state-mandated cost
programs. This document contains claiming instructions and forms that eligible claimants must
use for filing claims for the Child Abuse and Neglect Reporting (CANR) program. The SCO
issues these claiming instructions subsequent to the Commission on State Mandates (CSM)
adopting the program’s Parameters and Guidelines (Ps & Gs). The Ps & Gs are included as an
integral part of the claiming instructions.

On July 31, 2009, the CSM adopted a Statement of Decision finding that the test claim statutes
impose a partially reimbursable state-mandated program upon school districts within the
meaning of article XIII B, section 6 of the California Constitution and GC section 17514.
Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

With the exception of community colleges, any school district, as defined in GC section 17519,
that incurs increased costs as a result of this mandate, is eligible to claim for reimbursement.
Charter schools and block grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.

Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).

¢ Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.
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Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.

Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.

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 claimant 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
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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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Adopted: July 29, 2010

PARAMETERS AND GUIDELINES
Penal Code Sections 11165.7, Subdivision (d) and 11174.3, Subdivision (a)

Statutes 1987, Chapters 640 and 1459
Statutes 1991, Chapter 132
Statutes 1992, Chapter 459
Statutes 1998, Chapter 311
Statutes 2000, Chapters 916

Statutes 2001, Chapters 133 and 754

Child Abuse and Neglect Reporting
01-TC-21

I

SUMMARY OF THE MANDATE

On July 31, 2009, the Commission on State Mandates (Commission) adopted a Statement of Decision
finding that the test claim statutes impose a partially reimbursable state-mandated program upon
school districts within the meaning of article XIII B, section 6 of the California Constitution and
Government Code section 17514. The Commission approved this test claim for the following
reimbursable activities:

IL.

Reporting to the State Department of Education the reasons why training is not provided,
whenever school districts do not train their employees specified in Penal Code

section 11165.7, subdivision (a), in the duties of mandated reporters under the child abuse
reporting laws. (Pen. Code, § 11165.7, subd. (d).)

Informing a selected member of the staff of specified requirements prior to the interview
whenever a suspected victim of child abuse or neglect is to be interviewed during school hours,
on school premises, and has requested that a staff member of the school be present at the
interview. (Pen. Code, § 11174.3, subd. (a).)

The purpose of the staff person’s presence at the interview is to lend support to the
child and enable him or her to be as comfortable as possible. However, the member of
the staff so elected shall not participate in the interview. The member of the staff so
present shall not discuss the facts or circumstances of the case with the child. The
member of the staff so present, including, but not limited to, a volunteer aide, is subject
to the confidentiality requirements of this article, a violation of which is punishable as
specified in Penal Code section 11167.5. A staff member selected by a child may
decline the request to be present at the interview. If the staff person selected agrees to
be present, the interview shall be held at a time during school hours when it does not
involve an expense to the school.

ELIGIBLE CLAIMANTS

Any "school district" as defined in Government Code section 17519, except for community colleges,
which incurs increased costs as a result of this mandate is eligible to claim reimbursement. Charter
schools are not eligible claimants.
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III. PERIOD OF REIMBURSEMENT

Government Code section 17557, subdivision (e), states that a test claim shall be submitted on or before
June 30 following a given fiscal year to establish eligibility for that fiscal year. The test claim was filed
on June 28, 2002, establishing eligibility for fiscal year 2000-2001. Therefore, costs incurred for
compliance with this mandate are reimbursable on or after July 1, 2000.

Reimbursement for state-mandated costs may be claimed as follows:
1. Actual costs for one fiscal year shall be included in each claim.

2. Pursuant to Government Code section 17561, subdivision (d)(l)(A), all claims for
reimbursement of initial fiscal year costs shall be submitted to the State Controller within 120
days of the issuance date for the claiming instructions.

3. Pursuant to Government Code section 17560, a school district may, by February 15 following
the fiscal year in which costs were incurred, file an annual reimbursement claim that details the
costs actually incurred for that fiscal year.

4. In the event that revised claiming instructions are issued by the Controller pursuant to
Government Code section 17558, subdivision (c) between November 15 and
February 15, a school district filing an annual reimbursement claim shall have 120 days
_following the issuance date of the revised claiming instructions to file a claim.

5. If the total costs for a given fiscal year do not exceed $1,000, no reimbursement shall be
allowed except as otherwise allowed by Government Code section 17564.

6. There shall be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

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, and receipts.

Evidence corroborating the source documents may include, but is not limited to, worksheets, cost
allocation reports (system generated), purchase orders, contracts, agendas, and declarations.
Declarations must include a certification or declaration stating, “I certify (or declare) under penalty of
perjury under the laws of the State of California that the foregoing is true and correct,” and must
further comply with the requirements of Code of Civil Procedure section 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.
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For each eligible claimant, the following activities are reimbursable:

e Reporting to the State Department of Education the reasons why training is not provided,
whenever school districts do not train their employees specified in Penal Code
section 11165.7, subdivision (a), in the duties of mandated reporters under the child abuse
reporting laws. (Pen. Code, § 11165.7, subd. (d).) '

e Informing a selected member of the staff of the following requirements prior to the interview
whenever a suspected victim of child abuse or neglect is to be interviewed during school hours,
on school premises, and has requested that a staff member of the school be present at the
interview:

The purpose of the staff person’s presence at the interview is to lend support to the
child and enable him or her to be as comfortable as possible. However, the member of
the staff so elected shall not participate in the interview. The member of the staff so
present shall not discuss the facts or circumstances of the case with the child. The
member of the staff so present, including, but not limited to, a volunteer aide, is subject
to the confidentiality requirements of this article, a violation of which is punishable as
specified in Penal Code section 11167.5. A staff member selected by a child may
decline the request to be present at the interview. If the staff person selected agrees to
be present, the interview shall be held at a time during school hours when it does not
involve an expense to the school. (Pen. Code, § 11174.3, subd. (a).) >

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.

! Added by Statutes 1987, chapter 1459; amended by Statutes 1991, chapter 132, Statutes 1992,
chapter 459, Statutes 2000, chapter 916, Statutes 2001, chapter 133 (urgency), and Statutes 2001,
chapter 754. Reimbursement for this activity begins July 1, 2000, based on the test claim filing date;
the reimbursable activity was not substantively altered by later operative amendments.

2 Added by Statutes 1987, chapter 640, and amended by Statutes 1998, chapter 311, Statutes 2000,
chapter 916. Reimbursement for this activity begins July 1, 2000, based on the test claim filing date;
the reimbursable activity was not substantively altered by later operative amendments.
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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 A.1.,
Salaries and Benefits, for each applicable reimbursable activity.

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. '

School districts must use the J-380 (or subsequent replacement) non-restrictive 1nd1rect cost rate
provisionally approved by the California Department of Education.

County offices of education must use the J-580 (or subsequent replacement) non-restrictive indirect
cost rate provisionally approved by the California Department of Education.
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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 chapter3 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.

VII. OFFSETTING REVENUES AND REIMBURSEMENTS

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

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.

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.

3 This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
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State Controller’s Office School Mandated Cost Manual
For State Controller Use Only | PROGRAM
CHILD ABUSE AND NEGLECT REPORTING (19) Program Number 00309
CLAIM FOR PAYMENT (20) Date Filed 3 0 9
(21) LRS Input
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1, (04) 1. (f)
County of Location (23) FORM 1, (04) 2. (f)
Street Address or P.O. Box Suite (24) FORM 1, (06)
City State Zip Code (25) FORM 1, (07)
Type of Claim (26) FORM 1, (09)

(03) (09) Reimbursement |:| (27) FORM 1, (10)

(04) (10) Combined [ |8

(05) (11) Amended |:| (29)
Fiscal Year of Cost (06) (12) (30)
Total Claimed Amount (07) (13) (31)
Less: 10% Late Penalty (refer to attached Instructions) | (14) (32)
Less: Prior Claim Payment Received (15) (33)
Net Claimed Amount (16) (34)
Due from State (08) 17) (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the school
district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.
Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual

PROGRAM CHILD ABUSE AND NEGLECT REPORTING
3 0 9 CLAIM FOR PAYMENT FORM

INSTRUCTIONS FAM-27

(01)
(02)
(03) to (08)
(09)
(10)
(11)

(12

(13)

14

(15)
(16)
1)
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter the claimant identification number assigned by the State Controller’'s Office.

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

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

Enter the amount of the reimbursement claim as shown in the attached Form 1 line (11). The total claimed amount must exceed
$1,000; minimum claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions, following the fiscal year in which costs were incurred or the claims
must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a result of the
calculation formula as follows:

o Late Initial Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, without limitation; or
e Late Annual Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.
Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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.

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) 1. (f), means the information is located on Form 1, block (04), line 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. The 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 process.

Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the Form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND ONE COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual

PROGRAM
CHILD ABUSE AND NEGLECT REPORTING FORM

309 CLAIM SUMMARY 1

(01) Claimant (02) Fiscal Year
20 /20

(03) Leave blank.

Direct Costs Object Accounts
(a) (b) (©) (d) (e) ®
(04) Reimbursable Activities Salaries Materials | Contract Fixed Travel Total
and and Services Assets

Benefits Supplies

1. Reporting to the Department of
Education, the reasons why
training is not provided in the
duties of a mandated reporter
under the child abuse reporting
laws.

2. Informing a selected member of
the staff of requirements prior to
an interview of a suspected victim
of child abuse or neglect.

(05) Total Direct Costs

Indirect Costs

(06) Indirect Cost Rate [Refer to Claim Summary Instructions] %
(07) Total Indirect Costs [Line (05)(f) — line (05)(d) — $ 1 x line (06)
(08) Total Direct and Indirect Costs [Line (05)(f) + line (07)]

Cost Reduction

(09) Less: Offsetting Revenues

(10) Less: Other Reimbursements

(11) Total Claimed Amount [Line (08) - {line (09) + line (10)}]

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM CHILD ABUSE AND NEGLECT REPORTING FORM

CLAIM SUMMARY
309 INSTRUCTIONS 1

(01)
(02)
(03)

(04)

(05)

(06)

(07)

(08)

(09)

(10)

11

Enter the name of the claimant.
Enter the fiscal year of costs.
Leave blank.

For each reimbursable activity, enter the totals from form Form 2, line (05), columns (d) through (h), to
form Form 1, block (04), columns (a) through (e), in the appropriate row. Total each row in column (f).

Total columns (a) through (f).

Enter the approved indirect cost rate from the California Department of Education for the year that
funds are expended.

From the Total Direct Costs, line (05)(f), deduct the sum of Total Fixed Assets, line (05)(d) and any
other item excluded from the indirect cost distribution base in accordance with the California School
Accounting Manual, Procedure 915. Enter zero in the box if there are no more exclusions. Multiply the
result by the Indirect Cost Rate, line (06).

Enter the sum of Total Direct Costs, line (05)(f), and Total Indirect Costs, line (07).

If applicable, enter any revenue received by the claimant for this mandate from any state or federal
source.

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.

Subtract the sum of Offsetting Revenues, line (09), and Other Reimbursements, line (10) from the
total Direct and Indirect Costs (08). Enter the remainder on this line and carry the amount forward to
Form FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM
CHILD ABUSE AND NEGLECT REPORTING FORM

3 O 9 ACTIVITY COST DETAIL 2

(01) Claimant (02) Fiscal Year
20 /20

(03) Reimbursable Activities: Check only one box per form to identify the activity being claimed.
[] 1. Reporting to the Department of Education, the reasons why training is not provided in the duties of a
mandated reporter under the child abuse reporting laws.

[] 2. Informing a selected member of the staff of requirements prior to an interview of a suspected victim of
child abuse or neglect.

(04) Description of Expenses Object Accounts
G (b) (c) (d) (e) ® @ (h)
Employee Names or Job Hourly Hours Salaries Materials Contract Fixed Travel
Classifications, Functions Performed Rate or Worked or and and Services Assets
and Description of Expenses Unit Cost Quantity Benefits Supplies

(05) Total [ | Subtotal [ | Page: of

Revised 07/16
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State Controller’s Office School Mandated Cost Manual
PROGRAM CHILD ABUSE AND NEGLECT REPORTING FORM
3 09 ACTIVITY COST DETAIL
INSTRUCTIONS 2

(01) Enter the name of the claimant.

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

(03) Check the box which indicates the activity being claimed. Check only one box per form. A separate
Form 2 must be prepared for each applicable activity.

(04)  The following table identifies the type of information required to support reimbursable costs. To itemize
costs for the activity box checked in block (03), enter each employee name, job classifications, a brief
description of the activities performed, productive hourly rate, actual time spent, fringe benefits, supplies
used, contract services, fixed assets, and travel expenses. The descriptions required in column
(04)(a) must be of sufficient detail to explain the cost of activities or items being claimed.

All documentation to support actual costs claimed must be retained for a period of three years after the
date the claim was filed or last amended, whichever is later. If no funds were appropriated or no
payment was made at the time the claim was filed, the time for the State Controller's Office (SCO) to
initiate an audit will be 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 must be made available to the
SCO on request.
Col Submit
Object olumns supporting
Accounts documents
(@) (b) (c) (d) (e) () (9) (h) with the claim
Salaries =
Employee Hourly Hours Hourly Rate
Salaries Name and Title Rate Worked X Hours
Worked
Benefits Activiti Benefit Bengfits =
performed Rate Beneiit Rate
X Salaries
. A Cost =
Materials DeSC;ptIOn Unit Quantity Unit Co;t
Supplies Supplies Used Cost Used X %L;izt'ty
Name of Hours Cost = Hourly
c Contractor Worked and Rate X Hours Copy of
ontract and Hourly Inclusive Worked or Contract
Services Specific Tasks Rate Dates of Total Contract | and
Performed Service Cost nvoices
. _ Copy of
Description of . Cost =
Assets Equipment ;J nit C()tgtt Usage Total Cost Cont;act
Purchased Quantity X Usage In\?(;ces
Purpose of Trip,
Name and Title, Per Diem Rate, Days Total Travel
Travel DSZE';?:L?Z’ Mlleagre]: dRate, Miles, and C;T;;,SR itre
Date, and Travel Cost | 1'avel Mode Miles
Return Date
(05) Total line (04), columns (d) through (h) and enter the sums on this line. Enter totals from line (05),

columns (d) through (h) to Form 1, block (04), columns (a) through (e) in the appropriate row. 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.

Revised 07/16
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OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2012-02
COLLECTIVE BARGAINING AND
COLLECTIVE BARGAINING AGREEMENT DISCLOSURE

SCHOOL DISTRICTS
FEBRUARY 6, 2012
REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing claims for the Collective Bargaining (CB) and Collective
Bargaining Agreement Disclosure (CBAD) program. The SCO issues these claiming instructions
subsequent to the Commission on State Mandates (CSM) adopting the program’s Parameters and
Guidelines (Ps & Gs). The Ps & Gs are included as an integral part of the claiming instructions.

The Rodda Act repealed Education Code Article 5 (commencing with §13080), of Chapter 1 of
Division 10 and added Chapter 10.7 (commencing with §3540) to Division 4 of Title 1 of the
GC, relating to public educational employment relations.

The Rodda Act, which became operative July 1, 1976, repealed the Winton Act and enacted
provisions requiring the employer and employee to meet and negotiate, thereby creating a
collective bargaining atmosphere for public school employers. It also established the Public
Employment Relations Board (PERB). The PERB is responsible for issuing formal
interpretations and rulings regarding collective bargaining under the Rodda Act.

GC section 3547.5 as added by Chapter 1213, Statutes of 1991, requires school districts to
publicly disclose major provisions of a collective bargaining agreement after negotiations but
before the agreement becomes binding.

On July 17, 1978, the CSM (formerly Board of Control) determined that Chapter 961, Statutes of
1975, resulted in state mandated costs that are reimbursable pursuant to Part 7 (commencing with
GC §17500) of Division 4 of Title 2.

On March 26, 1998, the CSM adopted a Statement of Decision finding that the test claim
legislation imposes a reimbursable state-mandated program on community college districts
within the meaning of article XIII B, section 6 of the California Constitution and GC section
17514.

On January 29, 2010, the CSM approved the amendments to the Ps & Gs to clarify the source
documentation requirements and record retention language, as requested by the SCO.

On December 1, 2011, the CSM adopted a Statement of Decision, revising the claiming
instructions and forms for the school and community college mandated cost programs for fiscal
years 2005-2006 through 2008-2009.
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Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

Except for community colleges, any school district or county office of education, as defined in
GC section 17519, that incurs increased costs as a result of this mandate, is eligible to claim for
reimbursement. Separate claiming instructions were issued for community college districts; refer
to Collective Bargaining and Collective Bargaining Agreement Disclosure, program 232. Charter
schools and block grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.

Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).

e Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.



Table of Contents

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.

Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCQO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.

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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.
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Claim Submission

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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.



http://www.sco.ca.gov/ard_mancost.html
mailto:LRSDAR@sco.ca.gov
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Adopted: 10/22/80
Amended: 8/19/81
Amended: 3/17/83
Amended: 9/29/83
Amended: 12/15/83
Amended: 6/27/85
Amended: 10/20/88
Amended: 7/22/93
Amended: 8/20/98
Amended: 1/27/00
Amended: 1/29/10

AMENDMENT TO PARAMETERS AND GUIDELINES

Statutes 1975, Chapter 961,
Statutes 1991, Chapter 1213,

Collective Bargaining
and

Collective Bargaining Agreement Disclosure
05-PGA 48 (CSM 97-TC-08, 98-4425-PGA-12)

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

An act to repeal Article 5 (commencing with Section 13080) of Chapter 1 of Division 10 of the
Education Code, and to add Chapter 10.7 (commencing with Section 3540) to Division 4 of

Title 1 of the Government Code, relating to public educational employment relations, and
making an appropriation. This bill, which was operative July 1, 1976, repealed the Winton Act
and enacted provisions to meet and negotiate, thereby creating a collective bargaining
atmosphere for public school employers. Chapter 1213, Statutes of 1991 added section 3547.5 to
the Government Code. Government Code section 3547.5 requires school districts to publicly
disclose major provisions of a collective bargaining agreement after negotiations, but before the
agreement becomes binding.

A. Operative Date of Mandate

The provisions relating to the creation, certain duties of, and appropriations for the Public
Employment Relations Board were operative on January 1, 1976. The provisions relating
to the organizational rights of employees, the representational rights of employee
organizations, the recognition of exclusive representatives, and related procedures were
operative on April 1, 1976. The balance of the added provisions were operative on

July 1, 1976.

The provisions relating to Collective Bargaining Agreement Disclosure added by Chapter
1213, Statutes of 1991 were operative on January 1, 1992. The California Department of
Education issued Management Advisory 92-01 dated May 15, 1992, to establish the
public disclosure format for school district compliance with the test claim statute.
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Period of Claim

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

Only costs incurred after January 1, 1978 may be claimed. The initial claim should have
included all costs incurred for that portion of the fiscal year from January 1, 1978, to
June 30, 1978.

Pursuant to language included in the 1980-81 budget, claims shall no longer be accepted
for this period. All subsequent fiscal year claims should be filed with the State
Controller's Office for processing.

The test claim on Chapter 1213, Statutes of 1991 was filed with the Commission on
December 29, 1997. Accordingly, the period of reimbursement for the provisions
relating to disclosure begins July 1, 1996. Only disclosure costs incurred after July 1,
1996 may be claimed.

Mandated Cost

Public school employers have incurred costs by complying with the requirements of
Section 3540 through 3549.1 established by Chapter 961, Statutes of 1975. In addition,
some costs have been incurred as a result of compliance with regulations promulgated by
the Public Employment Relations Board (PERB). Since these activity costs (referred to
collectively as "Rodda Act" activities and costs in this document), in many respects,
simply implement the original legislation, it is intended that these parameters and
guidelines have embodied those regulations or actions taken by PERB prior to

December 31, 1978.

County Superintendent of Schools Filing

If the County Superintendent of Schools files a claim on behalf of more than one school
district, the costs of the individual school district must be shown separately.

Governing Authority

The costs for salaries and expenses of the governing authority, for example the School
Superintendent and Governing Board, are not reimbursable. These are costs of general
government as described by the federal guideline entitled "Cost Principles and
Procedures for Establishing Cost Allocation Plans and Indirect Cost Rates for Grants
and Contracts with the Federal Government,” ASMB C-10.
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F. Certification
The following certification must accompany all claims:
| DO HEREBY CERTIFY:
THAT Section 1090 to 1096, inclusive, of the Government Code and
other applicable provisions of the law have been complied with; and
THAT | am the person authorized by the local agency to file claim for funds with
the State of California.
Signature of Authorized Representative
Date
Title Telephone
Number
G. Claim Components (Reimbursable Costs)

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

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

The claimant is only allowed to claim and be reimbursed for increased costs for
reimbursable activities identified below. Increased cost is limited to the cost of an activity
that the claimant is required to incur as a result of the mandate.

Reimbursable activities mandated by Chapter 961, Statutes of 1975 and Chapter 1213,
Statutes of 1991 are grouped into seven components, G1 through G7. The cost of
activities grouped in components G1, G2, and G3 are subject to offset by the historic cost
of similar Winton Act activities as described in H2.
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1. Determination of appropriate bargaining units for representation and
determination of the exclusive representatives.

a.

Unit Determination: Explain the process for determining the composition
of the certificated employee council under the Winton Act, and the
process for determining appropriate bargaining units including the
determination of management, supervisory and confidential employees,
under Chapter 961, Statutes of 1975, if such activities were performed
during the fiscal year being claimed.

Determination of the Exclusive Representative: Costs may include receipt
and posting of the representation and decertification notices and, if
necessary, adjudication of such matters before the PERB.

Show the actual increased costs including salaries and benefits for
employer representatives and/or necessary costs for contracted services for
the following functions:

1) Development of proposed lists for unit determination hearings if
done during the fiscal year being claimed. Salaries and benefits
must be shown as described in Item H3.

2 Representation of the public school employer at PERB hearings to
determine bargaining units and the exclusive representative.
Actual preparation time will be reimbursed. Salaries and benefits
must be shown as described in Item H3.

(€)) If contracted services are used for either (a) or (b) above, contract
invoices must be submitted with the claim. Contract costs must be
shown as described in Item H5.

4) Indicate the cost of substitutes for release time for employer and
exclusive bargaining unit witnesses who testify at PERB hearings.
The job classification of the witnesses and the date they were
absent must also be submitted. Release time for employee
witnesses asked to attend the PERB hearing by bargaining units
will not be reimbursed.

(5) Identify the travel costs for employer representatives to any PERB
hearing. Reimbursement shall reflect the rate specified by the
regulations governing employees of the local public school
employer.

(6) Cost of preparation for one transcript per PERB hearing will be
reimbursed.
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Elections and decertification elections of unit representatives are reimbursable in
the event the Public Employment Relations Board determines that a question of
representation exists and orders an election held by secret ballot.

a.

Submit with your claim any Public Employment Relations Board
agreements or orders which state how the election must be held.

If a precinct voting list was required by PERB, indicate the cost of its
development. Salaries and benefits must be shown as described in Item
H3.

The salary and benefits of a school employer representative, if required by
PERB for time spent observing the counting of ballots, will be reimbursed.
The representatives' salary must be shown as described in Item H3.

Negotiations: Reimbursable functions include -- receipt of exclusive
representative's initial contract proposal, holding of public hearings, providing a
reasonable number of copies of the employer's proposed contract to the public,
development and presentation of the initial district contract proposal, negotiation
of the contract, reproduction and distribution of the final contract agreement.

a.

Show the costs of salaries and benefits for employer representatives
participating in negotiations. Contracted services will be reimbursed.
Costs for maximum of five public school employer representatives per
unit, per negotiation session will be reimbursed. Salaries and benefits
must be shown as described on Page 7, Item H3.

Show the costs of salaries and benefits for employer representatives and
employees participating in negotiation planning sessions. Contracted
services for employer representatives will be reimbursed. Salaries and
benefits must be shown as described in Item H3.

Indicate the cost of substitutes for release time of exclusive bargaining
unit representatives during negotiations. Give the job classification of the
bargaining unit representative that required a substitute and dates the
substitute worked. Substitute costs for a maximum of five representatives
per unit, per negotiation session will be reimbursed. The salaries of union
representatives are not reimbursable.

Reasonable costs of reproduction for a copy of the initial contract proposal
and final contract, which is applicable and distributed to each employer
representative (i.e. supervisory, management, confidential) and a
reasonable number of copies for public information will be reimbursed.
Provide detail of costs and/or include invoices. Costs for copies of a final
contract provided to collective bargaining unit members are not
reimbursable.

If contract services are used for a. and/or b. above, contract invoices must
be submitted. Contract costs must be shown as described in Item H5.
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f. A list showing the dates of all negotiation sessions held during the fiscal
year being claimed must be submitted.

Impasse Proceedings
a. Mediation

1) Costs for salaries and benefits for employer representative
personnel are reimbursable. Contracted services will be
reimbursed. Costs for a maximum of five public school employer
representatives per mediation session will be reimbursed. Salaries
and benefits must be shown as described in Item H3.

2 Indicate the costs of substitutes for the release time of exclusive
bargaining unit representatives during impasse proceedings. The
job classification of the employee witnesses and the date they were
absent shall be indicated. Costs for a maximum of five
representatives per mediation session will be reimbursed.

3) Renting of facilities will be reimbursed.
4) Costs of the mediator will not be reimbursed.

(5) If contract services are used under 1, contract invoices must be
submitted with the claim. Contract costs must be shown as
described in Item H5.

b. Fact-finding publication of the findings of the fact-finding panel. (To the
extent fact-finding was required under the Winton Act during the 1974-75
fiscal year, costs are not reimbursable.)

1) All costs of the school employer panel representative shall be
reimbursed. Salaries and benefits must be shown as described in
Item H3.

2 Fifty percent of the costs mutually incurred by the fact-finding
panel shall be reimbursed. This may include substitutes for release
time of witnesses during fact-finding proceedings, and the rental of
facilities required by the panel.

(€)) Special costs imposed on the public school employer for the
development of unique data required by a fact-finding panel will
be reimbursed. Describe the special costs and explain why this
data would not have been required by a fact-finding panel under
the Winton Act. Salaries and benefits must be shown as described
in Item H3.

Collective Bargaining Agreement Disclosure

Disclosure of collective bargaining agreement after negotiation and before adoption by
governing body, as required by Government Code section 3547.5 and California State
Department of Education Management Advisory 92-01 (or subsequent replacement),
attached to the amended Parameters and Guidelines. Procedures or formats which

6
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exceed those or which duplicate activities required under any other statute or executive
order are not reimbursable under this item.

a. Prepare the disclosure forms and documents, as specified.

b. Distribute a copy of the disclosure forms and documents, to board members,
along with a copy of the proposed agreement, as specified.

C. Make a copy of the disclosure forms and documents and of the proposed
agreement available to the public, prior to the day of the public meeting, as
specified.

d. Training employer’s personnel on preparation of the disclosure forms and
documents, as specified.

e. Supplies and materials necessary to prepare the disclosure forms and documents,
as specified.

For 5. a., b., and c., list the date(s) of the public hearing(s) at which the major provisions
of the agreement were disclosed in accordance with the requirements of Government
Code section 3547.5 and Department of Education Advisory 92-01 (or subsequent
replacement).

Contract administration and adjudication of contract disputes either by arbitration
or litigation. Reimbursable functions include grievances and administration and
enforcement of the contract.

a. Salaries and benefits of employer personnel involved in adjudication of
contract disputes. Contracted services will be reimbursed. Salaries and
benefits must be shown as described in Item H3.

b. Indicate substitutes necessary for release time of the representatives of an
exclusive bargaining unit during adjudication of contract disputes. The
job classification of the employee witnesses and the dates they were
absent shall also be indicated.

C. Reasonable costs incurred for a reasonable number of training sessions
held for supervisory and management personnel on contract
administration/interpretation of the negotiated contract are reimbursable.
Contract interpretations at staff meetings are not reimbursable. Personal
development and informational programs, i.e., classes, conferences,
seminars, workshops, and time spent by employees attending such
meetings are not reimbursable. Similarly, purchases of books and
subscriptions for personal development and information purposes are not
reimbursable. Salaries and benefits must be shown as described in Item

H3.
d. The cost of one transcript per hearing will be reimbursed.
e. Reasonable public school employer costs associated with a contract

dispute which is litigated are reimbursable, as follows:
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1. Reasonable public school employer costs associated with issues of
contract disputes which are presented before PERB are
reimbursable.

2. Reasonable public school employer cost of litigation as a
defendant in the court suit involving contract disputes may be
reimbursable.

3. Where the public school employer is the plaintiff in a court suit to
appeal a PERB ruling, costs are reimbursable only if the public
school employer is the prevailing party (after all appeals, final
judgment).

4. No reimbursement is allowed where the public school employer
has filed action directly with the courts without first submitting the
dispute to PERB, if required.

5. No reimbursement shall be provided for filing of amicus curiae
briefs.

Expert witness fees will be reimbursed if the witness is called by the
public school employer.

Reasonable reproduction costs for copies of a new contract which is
required as a result of a dispute will be reimbursed.

If contract services are used under "a" above, copies of contract invoices
must be submitted with your claim. Contract costs must be shown as
described in Item H5.

Public school employer's portion of arbitrators' fees for adjudicating
grievances, representing 50% of costs, will be reimbursed.

Unfair labor practice adjudication process and public notice complaints.

a.

Show the actual costs for salaries and benefits of employer
representatives. Services contracted by the public school employer are
reimbursable. Salaries and benefits must be shown as described in Item
H3.

Indicate cost of substitutes for release time for representatives of exclusive
bargaining units during adjudication of unfair practice charges.

The cost of one transcript per PERB hearing will be reimbursed.
Reasonable reproduction costs will be reimbursed.

Expert witness fees will be reimbursed if the witness is called by the
public school employer.

If contract services are used under "a" above, contract invoices must be
submitted. Contract costs must be shown as described in Item H5.

No reimbursement for an appeal of an unfair labor practice decision shall
be allowed where the Public Employee Relations Board is the prevailing

8
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party.
No reimbursement for filing of amicus curiae briefs shall be allowed.

Supporting Data for Claims--Report Format for Submission of Claim.

1.

3.

Description of the Activity: Follow the outline of the claim components. Cost
must be shown separately by component activity. Supply workload data
requested as part of the description to support the level of costs claimed. The
selection of appropriate statistics is the responsibility of the claimant.

Quantify "Increased” Costs: Public school employers will be reimbursed for the
"increased costs" incurred as a result of compliance with the mandate.

a.
1.

For component activities G1, G2, and G3:

Determination of the "increased costs" for each of these three components
requires the costs of current year Rodda Act activities to be offset
[reduced] by the cost of the base-year Winton Act activities. The Winton
Act base-year is generally fiscal year 1974-75.

Winton Act base-year costs are adjusted by the Implicit Price Deflator
prior to offset against the current year Rodda Act costs for these three
components. The Implicit Price Deflator shall be listed in the annual
claiming instructions of the State Controller.

The cost of a claimant's current year Rodda Act activities are offset
[reduced] by the cost of the base-year Winton Act activities either: by
matching each component, when claimants can provide sufficient
documentation to segregate each component of the Winton Act base-year
activity costs; or, by combining all three components when claimants
cannot satisfactorily segregate each component of Winton Act base-year
costs.

For component activities G4, G6, and G7:

All allowable activity costs for these three Rodda Act components are
"increased costs™ since there were no similar activities required by the
Winton Act; therefore, there is no Winton Act base-year offset to be
calculated.

BASE YEAR ADJUSTMENT
1974-1975 1.490 1979-80 FY
" 1.560 1980-81 FY

1.697 1981-82 FY

" 1.777 1982-83 FY

" 1.884 1983-84 FY

Salary and Employees' Benefits: Show the classification of the employees
involved, amount of time spent, and their hourly rate. The worksheet used to
compute the hourly salary rate must be submitted with your claim. Benefits are

9
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reimbursable. Actual benefit percent must be itemized. If no itemization is
submitted, 21 percent must be used for computation of claim costs. Identify the

classification of employees committed to functions required under the Winton Act
and those required by Chapter 961, Statutes of 1975.

4, Services and Supplies: Only expenditures which can be identified as a direct cost
as a result of the mandate can be claimed.

5. Professional and Consultant Services: Separately show the name of professionals
or consultants, specify the functions the consultants performed relative to the
mandate, length of appointment, and the itemized costs for such services.
Invoices must be submitted as supporting documentation with your claim. The
maximum reimbursable fee for contracted services is $135 per hour. Annual
retainer fees shall be no greater than $135 per hour. Reasonable expenses will
also be paid as identified on the monthly billings of consultants. However, travel
expenses for consultants and experts (including attorneys) hired by the claimant
shall not be reimbursed in an amount higher than that received by State
employees, as established under Title 2, Div. 2, Section 700ff, CAC.

6. Allowable Overhead Cost: School districts must use the Form J-380 (or
subsequent replacement) non-restrictive indirect cost rate provisionally approved
by the California Department of Education.

County Offices of Education must use the Form J-580 (or subsequent
replacement) non-restrictive indirect cost rate provisionally approved by the
California Department of Education.

Community College Districts must use one of the following three alternatives:
e A Federally-approved rate based on OMB Circular A-21;
e The State Controller’s FAM-29C which uses the CCFS-311,; or
e Seven percent (7%).
l. 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 G, 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.

L 1 This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.

10
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State Controller’s Office School Mandated Cost Manual
For State Controller Use Only | PROGRAM
COLLECTIVE BARGAINING AND
COLLECTIVE BARGAINING AGREEMENT DISCLOSURE (19 P“’grafl“:“mber 0001t 0 1 1
CLAIM FOR PAYMENT giz e Ii'pzt
(01) Claimant Identification Number Reimbursement Claim Data
(02) Claimant Name (22) FORM 1, (03) GL.(e)
ounty of Location (23) FORM 1, (03) G2.(e)
Street Address or P.O. Box Suite (24) FORM 1, (03) G3.(e)
city State ZIp Code (25) FORM 1, (03) G4.(e)
Type of Claim (26) FORM 1, (03) G5.(e)
(03) (09) Reimbursement |:| (27) FORM 1, (03) G6.(e)
(04) (10) Combined [ ] |28) FOrRM 1, (03) G7.(e)
(05) (11) Amended |:| (29) FORM 1, (05)
Fiscal Year of Cost (06) (12) (30) FORM 1, (06)
Total Claimed Amount 07) (13) (31) FORM 1, (08)
Less: 10% Late Penalty (refer to attached Instructions) ((14) (32) FORM 1, (09)
Less: Prior Claim Payment Received (15) (33) FORM 1A, (04) (b)
Net Claimed Amount (16) (34) FORM 1A, (04) (d)
Due from State (08) a7 (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code sections 17560 and 17561, | certify that | am the officer authorized by the school
district or county office of education 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 Article 4, Chapter 1 of Division 4 of Title 1 of the Government Code.

| further certify that there was no application other than from the claimant, nor any grant(s) or payment(s) received, for reimbursement
of costs claimed herein; claimed costs are for a new program or increased level of services of an existing program; and claimed
amounts do not include charter school costs, either directly or through a third party. All offsetting revenues 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 amount for this reimbursement is 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 correct.
Signature of Authorized Officer

Date Signed

Telephone Number

Email Address

Type or Print Name and Title of Authorized Signatory

(38) Name of Agency Contact Person for Claim Telephone Number

Email Address

Name of Consulting Firm / Claim Preparer Telephone Number

Email Address

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM COLLECTIVE BARGAINING AND
COLLECTIVE BARGAINING AGREEMENT DISCLOSURE FORM
0 1 1 CLAIM FOR PAYMENT FAM-27
INSTRUCTIONS
(01) Enter the claimant identification number assigned by the State Controller’'s Office.

(02)
(03) to (08)
(09)
(10)
(11)

(12

(13)

14

(15)
(16)
17)
(18)
(19) to (21)

(22) to (36)

@7

(38)

Enter claimant official name, county of location, street or postal office box address, city, State, and zip code.

Leave blank.

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

If filing a combined reimbursement claim on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
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 as shown in the attached Form 1 line (10). The total claimed amount must exceed
$1,000; minimum claim must be $1,001.

Initial reimbursement claims must be filed as specified in the claiming instructions. Annual reimbursement claims must be filed by
February 15, or otherwise specified in the claiming instructions, of the following fiscal year in which costs were incurred or the
claims must be reduced by a late penalty. Enter zero if the claim was filed on time. Otherwise, enter the penalty amount as a result
of the calculation formula as follows:

e Late Initial Reimbursement Claims: Form FAM-27 line (13) multiplied by 10%, without limitation; or
e Late Annual Reimbursement Claims: Form FAM-27, line (13) multiplied by 10%, late penalty not to exceed $10,000.
Enter the amount of payment, if any, received for the claim. If no payment was received, enter zero.
Enter the net claimed amount by subtracting the sum of lines (14) and (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.

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, (03) G1. (e), means the information is located on Form 1, block (03), line G1., column (e). 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. The 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 process.

Read the statement of Certification of Claim. The claim must be signed and dated by the agency’s authorized officer, type or print
name and title, telephone number, and email address. Claims cannot be paid unless accompanied by an original signed
certification. (Please sign the Form FAM-27 in blue ink and attach the copy to the top of the claim package.)

Enter the name, telephone number, and email address of the agency contact person for the claim. If claim was prepared by a
consultant, type or print the name of the consulting firm, the claim preparer, telephone number, and email address.

SUBMIT A SIGNED ORIGINAL FORM FAM-27 AND ONE COPY WITH ALL OTHER FORMS 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 700

Sacramento, CA 94250 Sacramento, CA 95816

Form FAM-27 (Revised 07/16)
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State Controller’s Office School Mandated Cost Manual
PROGRAM COLLECTIVE BARGAINING AND FORM
COLLECTIVE BARGAINING AGREEMENT DISCLOSURE
0 1 1 CLAIM SUMMARY 1
(01) Claimant (02) Fiscal Year
20 /20
Rodda Act Direct Costs Object Accounts
(a) (b) (c) (d) (e)
(03) Reimbursable Activities Salaries and | Materials and Contract T
] - - ravel Total
Benefits Supplies Services

G1. Determination of Bargaining Units and
Exclusive Representation

G2. Election of Unit Representation

G3. Cost of Negotiations

4. Subtotal [Line (03) G1.(e) + line (03) G2.(e) + line (03) G3.(e)]
a. Less: Winton Act Costs to be Applied [Form 1A line (04) (e)]
b. Total Claimable Costs Net of Similar Cost Activities [Line 4.(e) - line 4.a.(e)]

G4. Impasse Proceedings

G5. Collective Bargaining Agreement
Disclosure

G6. Contract Administration

G7. Unfair Labor Practice Charges

(04) Total Rodda Act Direct Costs [Line 4. b.(e) + line G4.(e) + line G5.(e) + line G6.(e) + line G7.(e)]

Indirect Costs

(05) Indirect Cost Rate [Refer to Claim Summary Instructions] %
(06) Increased Indirect Costs [Line (04) x line (05)]
(07) Total Increased Direct and Indirect Costs [Line (04) + line (06)]

Cost Reduction

(08) Less: Offsetting Revenues

(09) Less: Other Reimbursements

(10) Total Claimed Amount [Line (07) — {line (08) + line (09)}]

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM COLLECTIVE BARGAINING AND FORM

0 1 1 CLAIM SUMMARY 1

COLLECTIVE BARGAINING AGREEMENT DISCLOSURE

INSTRUCTIONS

(01)
(02)

(03)

(04)

(05)

(06)
(07)

(08)

(09)

(10)

Enter the name of the claimant.

Enter the fiscal year for which costs were incurred or are to be incurred.

For each of the reimbursable activities, enter the total allowable cost from Form 2, line (05), columns (d)
through (g) onto Form 1, block (03), lines (G1) through (G3) and lines (G4) through (G7), columns (a)
through (d). Total each line and enter in column (e).

Enter the sum of lines G1. column (e) through G3. column (e) on line 4. column (e)

Enter on line 4.a. column (e) the amount from Form 1A line 4. column (e).

From Subtotal, line 4. column (e), subtract the Winton Act Costs to be Applied, line 4.a. column (e).
Enter the remainder on line 4.b. column (e), Total Claimable Costs Net of Similar Cost Activities.

Enter sum of lines (03) 4.b.column (e) through (03) G7. column (e).

Enter the approved indirect cost rate from the California Department of Education for the year that funds
are expended.

Multiply Total Rodda Act Direct Costs, line (04) column (e), by Indirect Cost Rate, line (05).
Enter the sum of Total Rodda Act Direct Costs, line (04), and Increased Indirect Costs, line (06).

If applicable, enter any revenue received by the claimant for this mandate from any state or federal
source.

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.

Subtract the sum of Offsetting Revenues, line (08), and Other Reimbursements, line (09), from Total
Increased Direct and Indirect Costs, line (07). Enter the remainder on this line and carry the amount
forward to Form FAM-27, line (13) of the Reimbursement Claim.

Revised 07/16
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O 1 1 DETERMINING WINTON ACT COSTS 1 A
INSTRUCTIONS
(01) Claimant (02) Fiscal Year
20 /20

(03) Similar Cost Activities

Similar Cost Activities of the Rodda

@)

Current Rodda Act

(b)

1974-75 Winton

()

Implicit Price

(d)

1974-75 Winton

()

Winton Act Costs

Winton Act Costs Act Costs Applied| Deflator (IPD) Act Costs to be Applied
Adjusted by IPD
G1. Determination of Bargaining and $ $ $ $
Exclusive Representation
G2. Election of Unit Representation
G3. Cost of Negotiations
(04) Totals $ $ $ $

Revised 07/16
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State Controller’s Office School Mandated Cost Manual

PROGRAM COLLECTIVE BARGAINING AND FORM

0 1 1 DETERMINING WINTON ACT COSTS 1 A
INSTRUCTIONS

COLLECTIVE BARGAINING AGREEMENT DISCLOSURE

Note: Beginning with the fiscal year 1992-93 claims, a school district has the option of using Method A or Method

(01)
(02)

(03)

B for this segment of the claim to determine increased costs due to the Rodda Act.

Method A: School districts have been using this method in previous fiscal years to determine increased
costs. The school district reduces the current Rodda Act costs by the total fiscal year 1974-75 Winton Act
(base year) cost adjusted by annual changes in the implicit price deflator. Rodda Act costs in excess of the
adjusted Winton Act costs are claimable.

Method B: It may be advantageous for a school district to use this method if the district can provide cost
documentation for each fiscal year 1974-75 Winton Act cost activity listed. The Rodda Act has the three
similar matching cost activities. Under each matched activity, report only the amount of Winton Act costs
adjusted by changes in the implicit price deflator for which current Rodda Act costs exist. Examples: (1) If
the Rodda Act costs exceed the adjusted Winton Act costs for the activity, all Winton Act costs of the activity
must be reported for purposes of reducing the Rodda Act costs. (2) If the adjusted Winton Act costs exceed
current Rodda Act costs for the activity, residual Winton Act costs do not have to be applied against current
Rodda Act costs of other activities.

Enter the name of the claimant.

Enter the fiscal year for which costs are being filed.

Complete the following:

Method A:

(a) Enter on line (04) column (a) the total current Rodda Act costs for the three cost activities (G1., G2.,
and G3.), if any.

(b) Enter on line (04) column (b) the total amount of the fiscal year 1974-75 Winton Act costs.

(©) Enter on line (04) column (c) the implicit price deflator (IPD). The fiscal year 2015-16 IPD is 5.139.

(d) Enter on line (04) column (d) the product of multiplying the fiscal year 1974-75 Winton Act cost activity
in column (b) by the IPD in column (c).

(e) Enter on line (04) column (e), the lesser of line (04) column (&) or line (04) column (d). Forward the
amount to Form 1, line 4.a.(e).

Method B:

(a) Enter in column (a) the current Rodda Act costs for each of the three cost activities (G1., G2., and
G3)), if any.

(b) Enter in column (b) the amount of the 1974-75 Winton Act costs applicable to each of the three
activities (G1., G2., and G3.).

(c) Enter the fiscal year 2015-16 implicit price deflator (IPD) of 5.139.

(d) Enter in column (d) the product of multiplying the fiscal year 1974-75 Winton Act cost activity in column
(b) by the IPD in column (c).

(e) Enter in each row, column (e), the lesser amount of column (a) or column (d). Total column (e) and
forward the amount to Form 1, block (03) line 4. a.(e).

Revised 07/16
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PROGRAM COLLECTIVE BARGAINING AND FORM
O 1 1 COLLECTIVE BARGAINING AGREEMENT DISCLOSURE
ACTIVITY COST DETAIL 2
(01) Claimant (02) Fiscal Year
20 /20

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

[] G1. Determination of Bargaining Units and Exclusive [] G5. Collective Bargaining Agreement Disclosure
Representation

[J G2. Election of Unit Representation [J G6. Contract Administration

[0 G3. Cost of Negotiations [0 G7. Unfair Labor Practice Charges

[J G4. Impasse Proceedings

(04) Description of Expenses Object Accounts
(@) (b) (©) (d) (e) ® )
Employee Names, Job Hourly Hours Salaries Materials Contract Travel
Classifications, Functions Performed Rate or Worked or and and Services
and Description of Expenses Unit Cost Quantity Benefits Supplies

(05) Total |:| Subtotal |:| Page: of

Revised 07/16
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PROGRAM

COLLECTIVE BARGAINING AND
COLLECTIVE BARGAINING AGREEMENT DISCLOSURE

FORM

0 1 1 ACTIVITY COST DETAIL 2
INSTRUCTIONS

(01) Enter the name of the claimant.

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

(03) Check the box which indicates the activity being claimed. Check only one box per form. A separate
Form 2 must be prepared for each applicable activity.

(04) The following table identifies the type of information required to support reimbursable costs. To itemize
costs for the activity box checked in block (03), enter each employee name, job classification, a brief
description of the activities performed, productive hourly rate, actual time spent, fringe benefits,
supplies used, contract services, and travel expenses. The descriptions required in column (04)(a)
must be of sufficient detail to explain the cost of activities or items being claimed.

All documentation to support actual costs claimed must be retained for a period of three years after the
date the claim was filed or last amended, whichever is later. If no funds were appropriated or no
payment was made at the time the claim was filed, the time for the State Controller's Office (SCO) to
initiate an audit will be 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 must be made available to the
SCO on request.
Columns Submit
Object supporting
Accounts documents
(@) (b) (c) (d) (e) ® (9) with the claim
i Salaries =
Salaries Employee Hourly Hours Hourly Rate Calculation of
Name and Title Rate Worked X Hours hourly rate
Worked
and
Activiti ) Benefits =
Benefits peffglrlrlne;d Bsgteeflt varllj(rs d Benefit Rate
X Salaries
Cost =
Materials Description Unit Quantity Unit Cost
s anc! .Of Cost Used X .
upplies Supplies Used Quantity
Used
Name of Hours Worked Cost = Hourly Copy of
Contract Contractor Hourly and Rate Contract
Services and Rate Inclusive Dates X Hours and
Specific Tasks of Service Worked Invoices
Performed
Purpose of Trip,
Name and Title, | Per Diem Rate, | Days, Miles, Total Travel
Travel Destination, Mileage Rate, and C)?TDI_ Rate
Departure Date, | and Travel Cost | Travel Mode ays or
and Return Date Miles
(05) Total line (04), columns (d) through (g) and enter the sums 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 (g) to Form 1, block (04), columns
(a) through (d) in the appropriate row.

Revised 07/16




Table of Contents

OFFICE OF THE STATE CONTROLLER
STATE-MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2011-03
COMPREHENSIVE SCHOOL SAFETY PLANS | AND II
FEBRUARY 7, 2011

REVISED JULY 1, 2016

In accordance with Government Code (GC) sections 17560 and 17561, eligible claimants may
submit claims to the State Controller’s Office (SCO) for reimbursement of costs incurred for
state-mandated cost programs. This document contains claiming instructions and forms that
eligible claimants must use for filing claims for the Comprehensive School Safety Plans | and Il
(CSSP I and 1) program. The SCO issues these claiming instructions subsequent to the
Commission on State Mandates (CSM) adopting the program’s Parameters and Guidelines
(Ps & Gs). The Ps & Gs are included as an integral part of the claiming instructions.

On September 25, 2009, the CSM adopted a third Statement of Decision on the 2004 amendment
to the program (07-TC-11), concluding that Education Code section 32282, subdivision (a)(2)(B),
as amended in 2004, constitutes a reimbursable state-mandated program for the one-time
activities to develop and establish an earthquake emergency procedure system; for all schools to
develop and establish a procedure to allow a public agency, including the American Red Cross, to
use school buildings, grounds, and equipment for mass care and welfare; and to include these
systems and procedures in the comprehensive school safety plans.

The Ps & Gs for these decisions are being consolidated for costs incurred beginning July 1, 2009.
Costs incurred for fiscal year 2008-2009 may be claimed under program 223; CSSP 1. Costs
incurred from January 1, 2002, through June 30, 2009 may be claimed under program 311, CSSP
I1: Discrimination and Harassment Policy, and Hate Crime Reporting Procedures. Costs incurred
from January 1, 2005, through June 30, 2009 may be claimed under program 312, CSSP II:
Earthquake Emergency Procedure System and Use of School Buildings During Emergencies.

Exception

There will be no reimbursement for any period in which the Legislature has suspended the
operation of a mandate pursuant to state law.

Eligible Claimants

With the exception of community colleges, any school district, as defined in GC section 17519,
that incurs increased costs as a result of this mandate, is eligible to claim for reimbursement.
Charter schools and block grant recipients are not eligible to claim for reimbursement.

Reimbursement Claim Deadline

Annual reimbursement claims for the 2015-16 fiscal year may be filed by February 15, 2017,
without a late penalty. Claims filed more than one year after the filing date will not be
accepted.
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Penalty
e Initial Reimbursement Claims

When filed within one year of the initial filing deadline, claims are assessed a late penalty
of 10% of the total amount of the initial claim without limitation pursuant to GC section
17561, subdivision (d)(3).

¢ Annual Reimbursement Claims

When filed within one year of the annual filing deadline, claims are assessed a late
penalty of 10% of the claim amount, not to exceed $10,000, pursuant to GC section
17568.

Minimum Claim Cost

GC section 17564, subdivision (a), states that no claim may be filed pursuant to sections 17551
and 17561, unless such a claim exceeds one thousand dollars ($1,000), provided that a county
superintendent of schools may submit a combined claim on behalf of school districts within their
county if the combined claim exceeds $1,000, even if the individual school district’s claim does
not each exceed $1,000. If the total costs for a given fiscal year do not exceed $1,000, no
reimbursement will be allowed except as otherwise allowed by GC section 17564. The county
superintendent of schools will determine if the submission of the combined claim is
economically feasible and be responsible for disbursing the funds to each school district. These
combined claims may be filed only when the county superintendent of schools is the fiscal agent
for the districts. A combined claim must show the individual claim costs for each eligible school
district. All subsequent claims based upon the same mandate must be filed in the combined form
only unless a school district provides a written notice of its intent to file a separate claim to the
county superintendent of schools and to the SCO at least 180 days prior to the deadline for filing
the claim.

Reimbursement of Claims

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
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 (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, these documents cannot be substituted for source documents.
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Audit of Costs

All claims submitted to the SCO are subject to review to determine if costs are related to the
mandate, are reasonable and not excessive, and if the claim was prepared in accordance with the
SCO’s claiming instructions and the Ps & Gs adopted by the CSM. If any adjustments are made
to a claim, the claimant will be notified of the amount adjusted, and the reason for the
adjustment.

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 claimant 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 will commence to run from the date of initial payment of the claim.

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. Supporting
documents must be made available to the SCO on request.

Record Retention

All documentation to support actual costs claimed must be retained for a period of three years
after the date the claim was filed or last amended, whichever is later. If no funds were
appropriated or no payment was made at the time the claim was filed, the time for the SCO to
initiate an audit will be 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 must be
made available to the SCO on request.

Claim Submission

Submit a signed original Form FAM-27 and one copy with required documents. Please sign the
Form 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

For more information, contact the Local Reimbursements Section by email at
LRSDAR@sco.ca.gov, by telephone at (916) 324-5729, or by writing to the address above.
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Adopted: July 31, 2003

Amended: March 29, 2006

Amended: December 2, 2010

Corrected: January 14, 2011
J:/mandates/98-TC-01/adoptedconsolidated PsGs 2009

CORRECTED CONSOLIDATED
PARAMETERS AND GUIDELINES

Statutes 1997, Chapter 736; Statutes 1999, Chapter 996
Statutes 2001, Chapter 890; Statutes 2002, Chapter 506;
Statutes 2004, Chapter 895

Education Code Sections 32281, 32282, 32286, and 32288

Comprehensive School Safety Plans | and 11
(98-TC-01, 99-TC-10, 02-TC-33, 07-TC-11)

(Effective for costs incurred beginning in fiscal year 2009-2010)

l. SUMMARY OF THE MANDATE

The Comprehensive School Safety Plans program was initially established in 1989 in recognition
of the California constitutional principle that all students and staff of K-12 public schools have
the inalienable right to attend campuses which are safe, secure, and peaceful. The stated purpose
for the plans was to ensure that all K-12 schools, in cooperation with local law enforcement
agencies, community leaders, parents, pupils, teachers, administrators and other interested
persons, develop a comprehensive school safety plan that addresses the safety concerns
identified through a systematic planning process.

On August 23, 2001, and July 30, 2002, the Commission on State Mandates (Commission)
approved the Comprehensive School Safety Plans I test claim (98-TC-01, 99-TC-10, finding that
former Education Code sections 35294.1, 35294.2, 39294.6, and 35294.8 (renumbered as
Education Code sections 32281, 32282, 32286, and 32288) constitute a reimbursable state-
mandated program within the meaning of article XII1 B, section 6 of the California Constitution
and Government Code section 17514 for the one-time activities of writing and developing a
comprehensive school safety plan and adopting the plan; and the ongoing activities to update and
evaluate the plan once per year.

On June 26, 2008, the Commission adopted a Statement of Decision in Comprehensive School
Safety Plans Il (02-TC-33), which addressed the 2001 and 2002 amendments to the program.
The Commission concluded that the test claim statutes constituted a reimbursable state-mandated
program for the one-time activities to write and develop a discrimination and harassment policy,
to include that policy into the comprehensive school safety plan, and to notify specified persons
and entities of the public meeting held prior to the adoption of the plan. The Commission also
recognized that schools were required to update and evaluate the new provisions of the plan on a
yearly basis.

On September 25, 2009, the Commission adopted a third Statement of Decision on the 2004
amendment to the program (07-TC-11), concluding that Education Code section 32282,
subdivision (a)(2)(B), as amended in 2004, constitutes a reimbursable state-mandated program
for the one-time activities to develop and establish an earthquake emergency procedure system;

Comprehensive School Safety Plans | and I|
(98-TC-01, 99-TC10, 02-TC-33, 07-TC-11)
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for all schools to develop and establish a procedure to allow a public agency, including the
American Red Cross, to use school buildings, grounds, and equipment for mass care and welfare
shelters during disasters or other emergencies affecting the public health and welfare; and to
include these systems and procedures in the comprehensive school safety plans.

The parameters and guidelines for these decisions are being consolidated for costs incurred
beginning July 1, 2009. Costs incurred before July 1, 2009, may be claimed under the individual
parameters and guidelines for Comprehensive School Safety Plans I (98-TC-01, 99-TC-10),
Comprehensive School Safety Plans 11 (02-TC-33), and Comprehensive School Safety Plans |1
(Amendment) (07-TC-11).

1. ELIGIBLE CLAIMANTS

Any “school district,” as defined in Government Code section 17519, except for community
colleges, which incurs increased costs as a result of this mandate, is eligible to claim
reimbursement.

I11. PERIOD OF REIMBURSMENT

This consolidated set of parameters and guidelines is operative for reimbursement claims filed
for fiscal years 2009-2010 and beyond.

Reimbursement for state-mandated costs may be claimed as follows:
1. Actual costs for one fiscal year shall be included in each claim.

2. Pursuant to Government 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 days of the issuance date for the claiming instructions.

3. Pursuant to Government Code section 17560, a local agency may, by February 15
following the fiscal year in which costs were incurred, file an annual reimbursement
claim that details the costs actually incurred for that fiscal year.

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

5. If the total costs for a given fiscal year do not exceed $1,000, no reimbursement shall
be allowed except as otherwise allowed by Government Code section 17564.

6. There shall be no reimbursement for any period in which the Legislature has
suspended the operation of a mandate pursuant to state law.

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 costs were incurred for the

Comprehensive School Safety Plans | and I|
(98-TC-01, 99-TC10, 02-TC-33, 07-TC-11)
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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 (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 school district and county office of education, the following activities are
reimbursable:

1. One-Time Activities For New Schools Established On or After July 1, 2009
a. Write and Develop Comprehensive School Safety Plans

Schools satisfying Education Code sections 32281, subdivision (d) (small school
district if it develops a district-wide plan applicable to each school site) are
exempt from activities b. i. — vi. Schools that are exempt may not seek
reimbursement for these activities.

I. Write and develop a comprehensive school safety plan relevant to the
needs and resources of each school site. (Ed. Code, § 32281, subds. (a)
and (b), 32282, subd. (b).)

ii. Consult in writing with a law enforcement agency when writing and
developing the plan. (Ed. Code, § 32281, subd. (b)(3).)

iii. Consult, cooperate and coordinate with other school sites, if practical, in
developing a school safety plan. (Ed. Code, § 32282, subd. (d).)

\V2 Assess the current status of school crime committed on school campuses
and at school-related functions. (Ed. Code, § 32282, subd. (a)(1).)

V. Identify appropriate strategies and programs that will provide or maintain
a high level of school safety and address the school’s procedures for
complying with existing laws related to school safety. (Ed. Code,

§ 32282, subd. (a)(2).)

Vi. Develop and include procedures in the school safety plan for:

(a) Child abuse reporting procedures consistent with Article 2.5
(commencing with section 11164) of Title 1 of Part 4 of the Penal
Code. (Ed. Code, § 32282, subd. (a)(2)(A).)

Comprehensive School Safety Plans | and I|
(98-TC-01, 99-TC10, 02-TC-33, 07-TC-11)
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(b) Routine and emergency disaster procedures. (Ed. Code, § 32282,
subd. (a)(2)(B).) The disaster procedures shall include, but not be
limited to, both of the following:

(1) Establishing an earthquake emergency procedure system in
every public school building having an occupant capacity
of 50 or more pupils or more than one classroom. A
district or county office may work with the Office of
Emergency Services and the Seismic Safety Commission to
develop and establish the earthquake emergency procedure
system. The system shall include, but not be limited to, all
of the following:

(I) A school building disaster plan, ready for
implementation at any time, for maintaining the safety
and care of pupils and staff.

(1) A drop procedure whereby each pupil and staff member
takes cover under a table or desk, dropping to his or her
knees, with the head protected by the arms, and the
back to the windows. A drop procedure practice shall
be held at least once each school quarter in elementary
schools and at least once a semester in secondary
schools.

(111) Protective measures to be taken before, during, and
following an earthquake.

(IV) A program to ensure that pupils and both the
certificated and classified staff are aware of, and
properly trained in, the earthquake emergency
procedure system.

2. Establishing a procedure to allow a public agency,
including the American Red Cross, to use school buildings,
grounds, and equipment for mass care and welfare shelters
during disasters or other emergencies affecting the public
health and welfare. The district or county office shall
cooperate with the public agency in furnishing and
maintaining the services as the district or county office may
deem necessary to meet the needs of the community.

(c) Policies pursuant to subdivision (d) of section 48915 (listing particular
circumstances for expulsion) for pupils who have committed a listed
act and other school-designated serious acts which could lead to
suspension, expulsion, or mandatory expulsion recommendations,
pursuant to Article 1 (commencing with section 48900) of Chapter 6
of Part 27, but only to the extent that these costs have not been claimed

Comprehensive School Safety Plans | and I|
(98-TC-01, 99-TC10, 02-TC-33, 07-TC-11)
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under Suspensions, Expulsions, and Expulsion Appeals (Statutes 1975,
chapter 1253). (Ed. Code, 8 32282, subd. (a)(2)(C).)

(d) A discrimination and harassment policy consistent with the
prohibitions against discrimination contained in Chapter 2
(commencing with Section 200) of Part | of the Education Code.
(Ed. Code, § 32282, subd. (a)(2)(E)"

(e) The definition of “gang-related apparel” if a school has adopted a
dress code. The definition shall be limited to apparel that, if worn or
displayed on a school campus, reasonably could be determined to
threaten the health and safety of the school environment. (Ed. Code,
§ 32282, subd. (a)(2)(F).)

(F) Procedures for safe ingress and egress of pupils, parents and school
employees to and from school. (Ed. Code, § 32282, subd. (a)(2)(G).)

(9) Procedures for a safe and orderly environment conducive to learning at
the school. (Ed. Code, § 32282, subd. (a)(2)(H).)

vii.  Integrate existing policies and procedures on sexual harassment, dress
code, notification to teachers of dangerous pupils, and school discipline
into the school safety plan. (Ed. Code, 8 32282, subd. (a)(2)(D), (F),
&(1).)
b.  Adoption of the Initial Plan
i. Before adopting the comprehensive school safety plan, hold a public meeting
at the school site to allow members of the public the opportunity to express an

opinion about the school safety plan. Notify, in writing, the following persons
and entities, if available, of the public meeting:

e the local mayor;
e arepresentative of the local school employee organization;

e arepresentative of each parent organization at the schoolsite, including the
parent teacher association and parent teacher clubs;

e arepresentative of each teacher organization at the schoolsite;

! Education Code section 200 provides the following:

It is the policy of the State of California to afford all persons in public schools, regardless of
their disability, gender, nationality, race or ethnicity, religion, sexual orientation, or any other
characteristic that is contained in the definition of hate crimes set forth in Section 422.55 of
the Penal Code, equal rights and opportunities in the educational institutions of the state. The
purpose of this chapter is to prohibit acts that are contrary to that policy and to provide
remedies therefor. (As last amended by Stats. 2007, ch. 569 (S.B. 777.)

Comprehensive School Safety Plans | and I|
(98-TC-01, 99-TC10, 02-TC-33, 07-TC-11)
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e arepresentative of the student body organization at the schoolsite;
e arepresentative of the student body government; and

e all persons that have indicated they want to be notified. (Ed. Code,
§ 32288, subd. (b)(2).)

Any activities already reimbursed under the Open Meetings Act (Statutes
1986, chapter 641) shall not be reimbursed under Comprehensive School
Safety Plans.

Costs incurred by a schoolsite council for the notice requirements are not
reimbursable pursuant to Government Code section 17556, subdivision (e).

ii. In order to ensure compliance with this article, the comprehensive school
safety plan to the school district or county office of education for approval and
adoption. (Ed. Code, 8§ 32282, subd. (f) and 32288, subd. (a).)

2. On-Going Activities For All Schools to Update the Comprehensive School Safety Plan

a.

No less than once per year, evaluate; the comprehensive school safety plan to
ensure the plan is properly implemented. (Ed. Code, § 32282, subd. (e).)

On or before March 1 of each year, review and update the plan. (Ed. Code,
8§ 32286, subd. (a).)

Consult, cooperate and coordinate with other school sites, if practical, in updating
the safety plan. (Ed. Code, § 32282, subd. (d).)

On or before July 1 of each year, each school shall include the status of their
safety plan, including a description of its key elements, in the annual school
accountability report card. (Ed. Code, 32286, subd. (b).) Any activities already
reimbursed under the School Accountability Report Cards program (Statutes 1989,
chapter 1463) shall not be reimbursed under Comprehensive School Safety Plans.

Submit the updated plan for approval to the school district or county office of
education. (Ed. Code, § 32282, subd. (f), & § 32288, subd. (a).)

On or before October 15 of each year, school districts and county offices of
education shall report to the State Department of Education any schools that have
not complied with the requirement to write and develop a safety plan. (Ed. Code,
§ 32288, subd. (c).)

Each school district shall make available an updated file of all safety-related plans
and materials for public inspection. (Ed. Code, § 32282, subd. (e).)

3. Non-reimbursable Activities. The following activities are not reimbursable:

a.

Implementation of the comprehensive school safety plan, including the drop
procedure practice, training on the earthquake emergency procedure system, and the
procedure to allow use of school facilities for mass care and welfare shelters.

Training.
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